Hummingbird Document Management System


NNSA HQ is implementing the use of a Document Management System for staff and correspondence management secretaries that offers a number of unique activities to improve quality and productivity. The software is provided by a company called Hummingbird www.Hummingbird.com.  The software is used extensively by the Canadian government and a number of U.S. agencies such as the GAO. The software has a desktop application as well as a web based browser that allows access to the data base from home, hotel and other DOE offices for those with password access. 

The correspondence section utilizes an action tracking profile form and can be upgraded to do automatic email notification as packages move through the office coordination chain. All documents and folder trees are word searchable. The history of document access is kept. A "where used feature" allows refinement in search strategy to find related documents and folders.   

The system allows individual offices and action officers to significantly improve productivity in a number of ways. Examples of this at the office level include: 

1.      The shared electronic file structure allows one person to create and populate a file and all staff to benefit by not having to create and maintain the file on their own. (For example: Weeklies from all sites and HQ offices, DNFSB letters, News Articles of interest, Occurrence Reports, Facility Representative Quarterly Reports, Startup Notification Reports, Safety Documentation Reports, Price Anderson Information, IG Reports etc.)

2.      Shared documents, such as a master schedule of deliverables can be updated daily by each staff member. This allows management to instantaneously have access to a current deliverable schedule.

3.      Management must attend weekly staff meetings. A master document is available to all staff to update daily so that the briefing document is current at the time of the meeting. 

4.      Each staff member populates a list of electronic action folders along with a log document of status. This is available to management and other staff members on a continuous basis. When a staff member is absent it is easy for other staff members or management to see current status and step in as required.

5.      Other important files maintained include Reading Files, Incoming Document Files and Documents that the office has concurred with. 

6.      Documents that cannot be scanned into the database are much easier to handle without the need for staff members to feel that duplicate copies need to be maintained. Each book, bound report, videotape, audiotape, classified document has a profile sheet completed with key words for searching and a physical locator note. Each item, in its physical location, has the document profile number attached to it. 

7.      Staff can maintain Action Folders with Action Logs so that in the absence of the staff member others in the office can rapidly see the progress and continue the action for the missing staff member as needed. The action log is a record of work performed by the office.

For more information, please contact Bob Peterson (NA-117) at 301-903-5136. 


