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How to improve HR content management
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Putting people + content
at the center of business

HXM
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Strategic Drivers 

Why this journey?
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Employee Expectations

drive the need for self-service 

and accelerated HR 

responsiveness

Regulatory Compliance

is increasingly complex with 

global and regional requirements

Flexible Work Models

require agile processes to 

improve productivity

HR document management challenges

Security and Privacy

of employee documents requires tight 

access controls

Manual Paper-Based Processes

Inhibit HR efficiency and productivity
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HR document management challenges

Source:  1Access HR Survey, 2021, CartaHR. 2U.S. Environmental Protection Agency. 

Paper-Based Storage

74% of organizations store 

employee documents as a mix of 

paper and digital formats1

Siloed Systems

17% of organizations store their 

employee files in multiple 

locations / offices1

Inefficient Processes

30-40% of HR Managers time 

spent looking for information 

kept in filing cabinets2



OpenText ©2022 All rights reserved 66

31%

65% experience challenges in reviewing and approving

documents

have to approve documents with a physical signature 

(requiring print, sign, scan)

Source:  The 2022  Intelligent Information Management Benchmark Report. 

82%
say that navigating through different systems / 

locations to find the most current document versions 

has a negative impact on their productivity

73% say that lack of clear naming guidelines for document 

naming or tagging makes it difficult to find documents 

Affect your HR team’s effectiveness
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And impact stakeholders across your organization

HR IT

Don’t have proper tools or 

integration with business 

processes… high 

operating costs

Chief Compliance Officer 

Can’t meet security and 

compliance requirements… 

high risk

Employee Manager

Can’t easily access and 

view critical information in 

my employee’s files… lost 

productivity

HR Manager

Too much time spent and 

administrative overhead… 

lack of strategic focus

Employee

Lack of self-service tools to 

find and update my my HR 

documents… lost 

productivity

HR Shared Services

Can’t easily find employee 

documents… inefficient
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OpenText Solution for HR 

Content Management

What & How..
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How we deliver HR document management
From creation to disposition, a comprehensive enterprise solution

▪ Event-based document generation

▪ Review and approval workflows

▪ Predefined templates with conditional 

formatting and editable fields

▪ Bulk document generation

▪ Employee self-service

▪ Integrated eSignature

▪ Centralized document storage with 

metadata

▪ Folder structure and taxonomy

▪ HR processes and workflows

▪ Full-text search 

▪ Role-based permissions for security and 

access control

▪ Support regulatory requirements such as 

GDPR

▪ File completeness check

▪ Legal holds

▪ Audit trail 

▪ Auto-disposition 

▪ Predefined retention dates aligned with 

corporate / company policies of documents

Engaging Communications Increased Productivity Enable Compliance

(Document Generation) (Document Management) (Records Management)
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Secure access to employee 
files from within your HR 
solution, from anywhere
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Centralize the storage of 

employee documents
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Get a single view of 
documents in an employee 

file
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Quickly locate employee 

documents
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Ensure complete and 
compliant employee files
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Elevate the employee 

experience with self-service 

tools
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Easily manage HR 

compliance obligations with 

records management
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Mitigate risk and ensure 
compliance with legal holds
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Quickly respond to HR audit 

requests with flexible 

reporting
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Streamline HR 
communications with 
document generation
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Customer Proof
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opentext.comopentext.com

Thank you

twitter.com/opentext

linkedin.com/company/opentext


