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• Overview of the UNT System
• Institutional Records Management
• Imaging Services

• Phases of Institutional Records Management (implementation)
• Phase 3: Records Management Planning
• Phase 4: RM Plan Validation & Implementation
• Imaging Services & ImageNow
• Collaboration: Institutional Records Management & Imaging 

Services

Overview
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About the UNT System
• The University of North Texas System is comprised of the University of 

North Texas, UNT Health Sciences Center at Fort Worth and UNT at Dallas. 

• More than 36,000 students are enrolled in undergraduate, graduate and 
professional programs.

About UNTS
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• The Institutional Records Management Program directs records 
and information management initiatives for the UNT System, UNT 
and UNT Dallas.

• Advises over 300 departments and over 8,500 employees of the 
UNT System, UNT and UNT Dallas on issues related to the 
management, retention and final disposition of records and 
information.  

• Responsible for developing and maintaining all record retention 
policies and schedules, collaborating with departmental Records 
Management Representatives and providing ongoing training, 
guidance and oversight on enterprise records and information  
management initiatives.  

Institutional Records 
Management Program



The Institutional Records Management Program was launched in six phases.  
This phase approach has allowed the program to address critical issues 
together.

•Phase 1 – Develop Records Management Framework

•Phase 2 – Launch Records Management Representative (RMRs) Program & Training 
Curriculum

•Phase 3 – Department Records Management Planning

•Phase 4 – Records Retention Policy Validation & Implementation

•Phase 5 – Unit Level Records Reviews

•Phase 6 –Operations & Program Assessment 

IRMP Rollout Phases

During phases 3-4, 
approved 
departments begin 
ImageNow 
implementation



Institutional Records 
Management Phases

Framework

RMRs

RM Planning

Validation & 
Implementation

Records Reviews

Assessment

Constant 
Improvement



Phase 3: Records 
Management Plans

So, what is the Records Management Planning Process?

• Every three (3) years, all state agencies and university systems are required to recertify 
their Records Retention Schedules.  (Texas Administrative Code, Title 13, Chapter 6, 
Section 6.3)

• “Each records management officer, with the cooperation of any staff of a state agency 
that the officer considers necessary, shall survey the records of the agency and prepare 
and submit a records retention schedule to the state records administrator.” – Texas 
Government Code, 441.185(a)

• In order to effectively comply with both Texas Administrative Code and Texas Government 
Code requirements, the Institutional Records Management Program has adopted the 
Records Management Planning Process.  

• This process ensures that all departments have a clear voice in the development and 
updating of the records management policies that affect their operations.  

• The take-away for each department is a clear understanding of what records/information 
it should retain – AND what it does not have to retain.  



Phase 3: Records 
Management Plans

Enterprise Records Management Planning Tool

• A software tool that allows all components of the UNT System to develop 
Records Management Plans for each department or unit.  

• The software is designed to allow any individual within a department (based 
on HR DeptID) to view and/or edit the department’s Records Management 
Plan.  

• Web-based via SharePoint: 
https://untranet.unt.edu/compliance/irmp/rmplan/default.aspx

• SharePoint front-end
• SQL back-end
• Transfers data from HR system (PeopleSoft) to manage permissions 

based on department association:
• Chris Foster: Dept is Compliance (N12620), Chris can only see the 

RM Plan for the Compliance department
• Chrisana Black: Dept is Financial Aid (N12345), Chrisana can only 

see the RM Plan for the Financial Aid department
• This eliminates the need for IRMP to manually set up permissions

https://untranet.unt.edu/compliance/irmp/rmplan/default.aspx�
https://untranet.unt.edu/compliance/irmp/rmplan/default.aspx�
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Phase 4: Validation & 
Implementation

Validation & Implementation of Records Management Plans

• Records Management Plans are reviewed to ensure alignment with current 
RIM policies, or if no policy applies, one is developed.  

• Approved Records Management Plans are then used to implement a 
department (that is approved) on ImageNow.  

• Records/Documents identified on the Records Management Plan turn 
into ImageNow “document types”.  

• Once a Records Management Plan is approved, department begins steps for 
implementation across all records/information.  

• Progress/Status Reviews begin in Phase 5
• Determine status of department implementation of RM Plan
• Identify roadblocks (if exist) in overall implementation and address as 

needed
• Reviews are handled as a “friendly follow-up”, rather than an audit
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• Imaging Services provides support to all current users of 
ImageNow as well as new departments that are preparing for 
deployment.  

• Coordinates all aspects of the imaging rollout, including:
• Setup of Scanning/Capture Software
• Workflow/QA Configuration
• Security/Permissions
• Assist with departmental business process management

• Collaborates with Institutional Records Management to determine 
document types (classification) and retention policy.  

Imaging Services
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• The ImageNow system allows the UNT Denton and Dallas staff 
and faculty to capture, process and collaborate on important 
documents and information, protect data integrity throughout its life 
cycle and access precise content in the context of everyday 
business.  

• The Imaging Services team is responsible for working with each 
department on campus to develop their imaging plan and business 
process model. Imaging Services then implements this plan and 
works hand and hand with the department to train and develop the 
system for future growth.   

• The Imaging Services team also works as a help desk for any 
issues that arise within ImageNow.

Imaging Services
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• Department Planning- Each department must work with Imaging 
Services to evaluate their Business Process and decide the best 
way to utilize ImageNow within their department.

• Implementation-Imaging Services sets up the infrastructure within 
ImageNow including document types, security, workflow and 
document retention.

• Support and Growth-Imaging Services provides ongoing support 
and assistance as issues arise and departments work to grow their 
system throughout the UNT community.

Planning, Support, 
Implementation and Growth



Texas Academy of Mathematics and 
Science Admissions Workflow



Solution Design Document
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• The Institutional Records Management Program and Imaging 
Services collaborate on multiple issues related to the management 
of ImageNow:

• Development and approval of document types (classification)

• Implementation of department Records Management Plans in 
ImageNow (via Retention Policy Manager)

• Analysis of departmental business/recordkeeping processes to 
avoid duplication of documents within ImageNow (i.e. all 
departments imaging copies of their purchase orders vs. 
Purchasing)

• This collaboration ensures successful management of both the 
ImageNow system as well as the information managed within the 
system.  

Collaboration: IRMP & 
Imaging Services
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• This collaboration ensures successful management of both the 
ImageNow system as well as the information managed within the 
system.  

• Reduction in uncertainty in which records should be retained by 
which departments.

• The use of ImageNow across campus is expanding exponentially 
as more departments move to the idea of a “green" solution that 
saves money, reduces paper waste and increases efficiency and 
staff effectiveness. The paper expenses for some departments 
have been reduced by more than half.

Collaboration: IRMP & 
Imaging Services



Questions?
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