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Professional Certificate Course in Document Control

Document Control Best Practices

Access Control refers to the process of granting or denying access to sensitive information or documents, it
is a critical aspect of Document Control Best Practices, ensuring that only authorized personnel have access
to certain documents, related terms include Authentication, Authorization, and security protocols, Access
Control is essential in maintaining the integrity and confidentiality of documents, for example, in a
company, access to confidential documents is restricted to only those with a need-to-know, this is achieved
through the use of passwords, biometric authentication, or other forms of identification.

Archive Management is the systematic process of storing, maintaining, and retrieving documents and
records, it is an essential aspect of Document Control Best Practices, ensuring that documents are properly
stored and can be easily retrieved when needed, related terms include Document Storage, Record Keeping,
and Retention policies, Archive Management involves the use of archive management software, storage
facilities, and other tools to ensure the safekeeping of documents, for instance, a company may use a
cloud-based archive management system to store and manage its documents, this allows for easy access
and retrieval of documents, while also ensuring their security and integrity.

Authentication is the process of verifying the identity of users, it is an essential aspect of Access Control,
ensuring that only authorized personnel have access to certain documents, related terms include
Authorization, credentials, and security protocols, Authentication involves the use of passwords, biometric
authentication, or other forms of identification to verify the identity of users, for example, a company may
use a two-factor authentication system to verify the identity of users, this adds an extra layer of security to
the document control process.

Authorization is the process of granting or denying access to documents, it is an essential aspect of Access
Control, ensuring that only authorized personnel have access to certain documents, related terms include
Authentication, permissions, and security protocols, Authorization involves the use of access control lists,
role-based access control, or other forms of authorization to grant or deny access to documents, for
instance, a company may use a role-based access control system to grant access to documents based on a
user's role or position, this ensures that only authorized personnel have access to sensitive documents.

Automated Workflow is the use of software to automate the document control process, it is an essential
aspect of Document Control Best Practices, improving efficiency and reducing errors, related terms include
Business Process Automation, Document Management, and workflow optimization, Automated Workflow
involves the use of workflow automation software to automate tasks, such as document review, approval,
and distribution, for example, a company may use a workflow automation system to automate the
document review process, this reduces the time and effort required to review documents, while also
improving accuracy and consistency.

Change Control is the process of managing changes to documents, it is an essential aspect of Document
Control Best Practices, ensuring that changes are properly approved, implemented, and documented,
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related terms include Change Management, Document Revision, and version control, Change Control
involves the use of change control procedures, change request forms, and other tools to manage changes
to documents, for instance, a company may use a change control system to manage changes to its quality
management system documents, this ensures that changes are properly approved, implemented, and
documented, while also maintaining compliance with regulatory requirements.

Cloud Computing is the use of cloud-based services to store, manage, and process documents, it is an
essential aspect of Document Control Best Practices, improving accessibility, scalability, and collaboration,
related terms include Cloud Storage, Document Management, and software as a service, Cloud Computing
involves the use of cloud-based services, such as Google Drive, Dropbox, or Microsoft OneDrive, to store,
manage, and process documents, for example, a company may use a cloud-based document management
system to store and manage its documents, this allows for easy access and retrieval of documents, while
also improving collaboration and productivity.

Collaboration is the process of working together to achieve a common goal, it is an essential aspect of
Document Control Best Practices, improving communication, productivity, and efficiency, related terms
include Communication, Document Sharing, and teamwork, Collaboration involves the use of collaboration
tools, such as Microsoft Teams, Slack, or Asana, to facilitate communication, document sharing, and
teamwork, for instance, a company may use a collaboration platform to facilitate communication and
document sharing among team members, this improves productivity and efficiency, while also enhancing
innovation and creativity.

Compliance refers to the process of adhering to regulatory requirements, it is an essential aspect of
Document Control Best Practices, ensuring that documents are properly managed and maintained, related
terms include Regulatory Requirements, standards, and laws, Compliance involves the use of compliance
procedures, compliance training, and other tools to ensure adherence to regulatory requirements, for
example, a company may use a compliance management system to ensure adherence to regulatory
requirements, such as ISO 9001 or FDA regulations, this ensures that documents are properly managed and
maintained, while also maintaining compliance with regulatory requirements.

Configuration Management is the process of managing changes to documents, it is an essential aspect of
Document Control Best Practices, ensuring that changes are properly approved, implemented, and
documented, related terms include Change Control, Document Revision, and version control, Configuration
Management involves the use of configuration management procedures, configuration control boards, and
other tools to manage changes to documents, for instance, a company may use a configuration
management system to manage changes to its product design documents, this ensures that changes are
properly approved, implemented, and documented, while also maintaining consistency and accuracy.

Content Management is the process of creating, editing, and managing content, it is an essential aspect of
Document Control Best Practices, ensuring that content is properly managed and maintained, related terms
include Content Creation, editing, and publication, Content Management involves the use of content
management systems, content creation tools, and other software to create, edit, and manage content, for
example, a company may use a content management system to create, edit, and manage its website
content, this ensures that content is properly managed and maintained, while also improving accessibility
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and usability.

Controlled Documents are documents that are subject to control and revision, it is an essential aspect of
Document Control Best Practices, ensuring that documents are properly managed and maintained, related
terms include Document Control, version control, and revision history, Controlled Documents involve the
use of controlled document procedures, controlled document templates, and other tools to manage and
maintain documents, for instance, a company may use a controlled document system to manage and
maintain its quality management system documents, this ensures that documents are properly managed
and maintained, while also maintaining compliance with regulatory requirements.

Data Management is the process of managing data, it is an essential aspect of Document Control Best
Practices, ensuring that data is properly managed and maintained, related terms include Data storage, Data
security, and backup, Data Management involves the use of data management systems, data storage
devices, and other software to manage and maintain data, for example, a company may use a data
management system to manage and maintain its customer data, this ensures that data is properly managed
and maintained, while also improving accessibility and usability.

Document Control is the process of managing documents, it is an essential aspect of Document Control
Best Practices, ensuring that documents are properly managed and maintained, related terms include
Document management, Document revision, and version control, Document Control involves the use of
document control procedures, document control software, and other tools to manage and maintain
documents, for instance, a company may use a document control system to manage and maintain its
quality management system documents, this ensures that documents are properly managed and
maintained, while also maintaining compliance with regulatory requirements.

Document Management is the process of managing documents, it is an essential aspect of Document
Control Best Practices, ensuring that documents are properly managed and maintained, related terms
include Document storage, Document revision, and version control, Document Management involves the
use of document management systems, document storage devices, and other software to manage and
maintain documents, for example, a company may use a document management system to manage and
maintain its documents, this ensures that documents are properly managed and maintained, while also
improving accessibility and usability.

Document Revision is the process of revising documents, it is an essential aspect of Document Control Best
Practices, ensuring that documents are properly revised and updated, related terms include Document
control, Document management, and version control, Document Revision involves the use of document
revision procedures, document revision templates, and other tools to revise and update documents, for
instance, a company may use a document revision system to revise and update its quality management
system documents, this ensures that documents are properly revised and updated, while also maintaining
compliance with regulatory requirements.

Document Storage is the process of storing documents, it is an essential aspect of Document Control Best
Practices, ensuring that documents are properly stored and maintained, related terms include Document
management, Document revision, and version control, Document Storage involves the use of document
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storage devices, document storage facilities, and other software to store and maintain documents, for
example, a company may use a document storage system to store and maintain its documents, this ensures
that documents are properly stored and maintained, while also improving accessibility and usability.

Electronic Document Management is the use of electronic systems to manage documents, it is an essential
aspect of Document Control Best Practices, improving accessibility, scalability, and collaboration, related
terms include Document management, Document storage, and version control, Electronic Document
Management involves the use of electronic document management systems, electronic storage devices, and
other software to manage and maintain documents, for instance, a company may use an electronic
document management system to manage and maintain its documents, this ensures that documents are
properly managed and maintained, while also improving accessibility and usability.

Information Management is the process of managing information, it is an essential aspect of Document
Control Best Practices, ensuring that information is properly managed and maintained, related terms
include Information security, Information storage, and backup, Information Management involves the use of
information management systems, information storage devices, and other software to manage and
maintain information, for example, a company may use an information management system to manage and
maintain its customer information, this ensures that information is properly managed and maintained, while
also improving accessibility and usability.

Knowledge Management is the process of managing knowledge, it is an essential aspect of Document
Control Best Practices, ensuring that knowledge is properly managed and maintained, related terms include
Knowledge sharing, Knowledge storage, and backup, Knowledge Management involves the use of
knowledge management systems, knowledge storage devices, and other software to manage and maintain
knowledge, for instance, a company may use a knowledge management system to manage and maintain its
employee knowledge, this ensures that knowledge is properly managed and maintained, while also
improving accessibility and usability.

Metadata is data that provides information about other data, it is an essential aspect of Document Control
Best Practices, ensuring that documents are properly managed and maintained, related terms include
Document management, Document revision, and version control, Metadata involves the use of metadata
tags, metadata templates, and other tools to provide information about documents, for example, a
company may use metadata to provide information about its documents, such as author, date created, and
file size, this ensures that documents are properly managed and maintained, while also improving
accessibility and usability.

Quality Management is the process of managing quality, it is an essential aspect of Document Control Best
Practices, ensuring that documents are properly managed and maintained, related terms include Quality
control, Quality assurance, and continuous improvement, Quality Management involves the use of quality
management systems, quality control procedures, and other tools to manage and maintain quality, for
instance, a company may use a quality management system to manage and maintain its quality
management system documents, this ensures that documents are properly managed and maintained, while
also maintaining compliance with regulatory requirements.
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Record Keeping is the process of keeping records, it is an essential aspect of Document Control Best
Practices, ensuring that records are properly kept and maintained, related terms include Record
management, Record storage, and retention, Record Keeping involves the use of record keeping
procedures, record keeping templates, and other tools to keep and maintain records, for example, a
company may use a record keeping system to keep and maintain its employee records, this ensures that
records are properly kept and maintained, while also improving accessibility and usability.

Retention refers to the process of retaining documents, it is an essential aspect of Document Control Best
Practices, ensuring that documents are properly retained and maintained, related terms include Document
management, Document storage, and version control, Retention involves the use of retention procedures,
retention templates, and other tools to retain and maintain documents, for instance, a company may use a
retention system to retain and maintain its financial documents, this ensures that documents are properly
retained and maintained, while also maintaining compliance with regulatory requirements.

Risk Management is the process of managing risk, it is an essential aspect of Document Control Best
Practices, ensuring that risks are properly identified, assessed, and mitigated, related terms include Risk
assessment, Risk mitigation, and continuous monitoring, Risk Management involves the use of risk
management systems, risk assessment procedures, and other tools to manage and maintain risk, for
example, a company may use a risk management system to manage and maintain its risk management
system documents, this ensures that risks are properly identified, assessed, and mitigated, while also
maintaining compliance with regulatory requirements.

Security refers to the process of protecting documents, it is an essential aspect of Document Control Best
Practices, ensuring that documents are properly protected and maintained, related terms include Document
security, Access control, and authentication, Security involves the use of security procedures, security
protocols, and other tools to protect and maintain documents, for instance, a company may use a security
system to protect and maintain its confidential documents, this ensures that documents are properly
protected and maintained, while also maintaining confidentiality and integrity.

Version Control is the process of controlling versions, it is an essential aspect of Document Control Best
Practices, ensuring that documents are properly versioned and maintained, related terms include Document
management, Document revision, and version control, Version Control involves the use of version control
procedures, version control templates, and other tools to control and maintain versions, for example, a
company may use a version control system to control and maintain its document versions, this ensures that
documents are properly versioned and maintained, while also improving accessibility and usability.

Workflow refers to the process of managing workflows, it is an essential aspect of Document Control Best
Practices, ensuring that workflows are properly managed and maintained, related terms include Workflow
management, Workflow automation, and optimization, Workflow involves the use of workflow management
systems, workflow automation software, and other tools to manage and maintain workflows, for instance, a
company may use a workflow system to manage and maintain its document approval workflow, this ensures
that workflows are properly managed and maintained, while also improving efficiency and productivity.

Read online: https://certificates.HealthCareCourses.org.uk/glossaries/
3365406/document-control-best-practices

HealthCareCourses (An LSIB brand) · 21 Jun 2026


