ENTERPRISE CONTENT MANAGEMENT

Covering all the Bases of

Hard-to-Manage Records
with

Enterprise Content
Management
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Galveston & Records Management
ECM & RM Systems @
eDoc & OnBase |

Email Records
Application Records
Shared Drive Records
Paper Records

How did we get this done?

What are your next steps?
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Who We Are and Where We Were

WHY GALVESTON




Recovering Records from Water Damage is

Expensive

and the records are WEVES

Retrievable
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451 Rolls of Microfilm

912 Photographs
8 Truckloads

2,259 Boxes of Paper

$236,222.23
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Not familiar with
policies, 28.8%

Needs
improvement, 28%

Current Records Management
Practices
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Adhere to a
standard, 25.3%

Do not adhere to
a standard,
74.7%

Indexing Standards
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Current and
complete

No, or do not \ 45.1%
know 54.9%

Records
Retention Schedule
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. 0%
Yes, 23.7%

Never or Don't
Know, 56%0

Destruction According to
Retention Schedule
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Feedback from Employees and Managers

“[As] staff has transitioned out,
there has been a lack of overlap...
They are not sure what boxes to
throw away.”

“Departments commonly purge
documents on a regular basis when
office space becomes unavailable.”

“Most departments are keeping
documents indefinitely, either
because they do not know the
retention period or because it’s too
much work to assign a retention
period.”

“This results in the current
condition of the County having
hundreds of millions of hardcopy
documents.”
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Level of Enterprise Content Management Enterprise Resource Case Management
Management Planning

. cio
Strateglc Applications and Infrastructure Mgr.

ERP/Financial CMs/Judicial
System

Pro;ect Administrator System

Mgmt Office [ [iFas, PrinTech, AN L
etc] [Odyssey]

Records Information ERP/Financial

Ta Ctica l Systems Architect

Operatlonal Administrator Administrator [IFAS, PrinTech, S)[((s)t:ngslée?d
[OnBase] [SharePoint] etc] yssey

Records & Information Financial & Judicial & Courts
Management Administration
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Why Enterprise Content Management Works for Records

WHY ECM
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PRIORITIZING RECORDS AND INFORMATION

1.  Essential / Vital Records
What do we need to keep doing business?
2-5% of County documents that are necessary for:

e  “The continuation of
government operations in an emergency;

The re-creation of the legal and financial status
of the government

The protection and fulfillment of
obligations to the people of the state.”

High-Visibility Records :
What is most important to the public? Inactive Records

High Activity Records
What will significantly improve our efficiency or effectiveness?

Active Records
What is likely to be accessed or audited?

Inactive Records
All records not falling under one or more of the previous categories.
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Legal /
Administrative
Hold

e~
Filing

Approval Cabinet

Process

Some content:
Objective
Classification
Indexed
Evidence

Archived for valueb;;

The Challenge...

11/5/2012
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References
Materials & Drafts &
fhed Collaboration

Convenience
Copies

Other content:
Subjective
Collection
o Themed
e« Convenience
» Distributed for va/u%---“'"

The Challenge...

11/5/2012
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Content

Record

Inform

Transactional
Content Manageme

All content:
Intuitive .
Accessible .
Managed .
Retrievable .
Secure .

Some content:
Objective
Classification
Indexed
Evidence
Archived for value

11 ti
Imaging / . Collaboration

Scanning

Records

Management DTG

Management

~_

Knowledge
Management

_—

11/5/2012

Collaboratio
Content Management

Other content:

Subjective
Collection

Themed
Convenience
Distributed for value

Intranet & Web
Services
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How We Selected a Vendor and Software Solution

WHY EDOC & ONBASE
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Technical

Reviews

‘Selection Site Visits

of top 3 ' / Selection |
Vendors

Demos

Reference
Checks
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OnBase

— Hyland

“Enterprise Content >

volume information flowing through repetitive

processes. .. critical to driving efficiencies.
— Gartner

11/5/2012




.

ENTERPRISE CONTENT MANAGEMENT

| Document Retention
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Managing Records in

E-MAIL
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The Challenge:

Fastest Growing Record Repository

* 160 e-mails sent and received by the average employee, 30% increase in growth per
year. —Gartner, PriceWaterhouseCooper
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Perspectives:

“Email records less than 180 days
may be managed on live e-mail
system and deleted,” otherwise
print or electronically archive. -
NARA

“Many lawyers now refer to e-mail
as ‘evidence mail.”” -CPA Journal

“IT departments rely on backup
copies...not an efficient or
acceptable way to manage important
e-mail records” — SC Dept of Archives
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The Solution:

Folder Configuration

—_— G
0 o MS
figure Delete Save Load

Folder

Change [] Archiv
J| Archive Attachments
ages in Folder

Archive Message to...
Development =

Document Type Group

Nursing
4| | Resumes
[_1 Development
[ Mursing

||"-a"|app =| | 3 | [ Sales
. [ Security

MName

Emplo

|Data En =| < Entered by User =

|Ellan|-: =|
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OnBase
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Inbox - csmithi@9secondfoods.com - Microsoft Outlook

Home Send / Receive Folder View OnBase
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Info

Dutloak
Integration
Configuration
Cpen

Print

Help

:] Options

[ Exit

ENTERPRISE CONTENT MANAGEMENT

Send / Receive Folder View OnEBase

Button Configuration

| Enable Upload Button

/| Enable Launch Client Button
[¥] Enable Retrieval Button

[¥] Enable Workflow Button

[¥] Enable Help Button

Document
Document Upload
Imaging
Retrieval Date Options

Revision Control

User Options

General Options

Confirm Exit/Logoff

| Automatically display document viewer with search results
Save Window Size
Metify on New Mail

Internal Mail Refresh Rate

Cancel
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The Impact:

e Optimized Accounts Payable’s archival of
procurement receipts for 221 accounts

e Consolidated records from 3 locations to 1,
reducing time spent on audit preparation

e Indexed values directly from e-mail and
employee database, reducing time for data
entry and filing to <5 seconds per receipt.
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Uptions

Lagrone, Lisa Sent. Mon 5/6/201212:39 P | Import Document i
SmartPCard2 Message (TXT) - FW- Scan from Xerox WorkCentre

| Attachments...
FW: Scan from Xerox WorkCentre

= D t T G
| Message | [&] Scan001.TIF 492 KBj ocumett 1ype aroup

<Al

Dacument Type

File Type

Lisa LaGrone

Galveston (E] [Text Report Format

1622 Sealy Document Date

. N aee A Q42032

(409) 766-1 Select Attachments for Import

(489) 778-¢ Keywords
Attachment - Scan001, TIF

Please oper ‘kCentre.

Select Al l |

Sent by: GU :nt File Type:
TIFF

WorkCentre
Device Name: COLXER




File name: 5can(01,TIF

Size: 499 KB

Image dimensions: 1704 x 2192

Last changed: Monday, August 06, 2012

| Message |¢ ] Scan001.TIF (499 KB} -

ENTERPRISE CONTENT MANAGEMENT

DEPOT

Shinping Address

00047

PCT 1 - GONSTABLE

1922 SEALY ST
GALVESTON TX 77550-2343

Commenis

Office ~~~PACKINGLIST™™

_Q_rgiér Summary

Carfon Counts
Hepack / Split Caze
Fuli Case

Bulk

Tolal

Page 1ol 1
OFFICE DEROT
1-800-GO-DEPOT
2220 NOATH HWY 350
GRAND PRAIRIE TX 75050

Cirdar Mumibes B1BR32736-001

Custgmer Informafion
Customer#: B2088703
Gantac OON CHERRY
Phone#: 409-78E-2240

Adgiional informahion

PO 2231

Route/StopDeor: 07750000019
Order Data: A0-Jul-2012
Delivary Date 3 -Jul-2092

ftaim hambes
Migr Code

95075

Customer Fade

ltem Details

Descripifan

~“Tiwoad  PAD PERF 85K14 RLLED, 12PKWHT

Lint Price Cartan 10

| 2875630

W

Import Document

Attachment - Scan001.TIF
Document Type Group

Auditor

Document Type

|AD - PCard Receipt
File Type

| Image File Format

Document Date
9/8/2012

Keywords

Last 4 digits
0043

First Mame
DONALD

Last Name
CHERRY

Department #
223000

Department Name
CONSTABLE PRECING

Department Code
CF1

PCard Type

‘ -+ Upload

‘ Skip
[ ]Apply to all atiachments
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Managing Records in

LINE OF BUSINESS
APPLICATIONS
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The Challenge:
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Perspectives:

Users simply double-click in their
familiar application to bring up
related documents and content.

“Difficult to switch from one system
to the other for finding information”

“IT departments rely on backup
copies...not an efficient or
acceptable way to manage important
e-mail records” — SC Dept of Archives




Accounting Service

Application Users
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& Enterprise ERP for Windows

File My Favarites  Wendors  Purchasing  Accounts Payable  Worklist  Reporting Tools  General Ledger &bout Help

Irevoice | Requisition | Purchase Order |

Style: Regular  Entry Status:  Open

Unit: 35165 Youcher ID: n/a Department: Operations Budget Status:  %alid Post Status: Posted

Copy from a Source Document
P.0. Humber: 939 | Copy PO Worksheet Copy Options:

Wendar [rwaice

Yendor I1D: | 142 Invoice Number: 1440

Mame: | Computers Are s Invoice Date: 04,/07/2008 Accounting Date: I:I

Payment Terms: Diue Mow

Address:

Subtotal: $325.00
12345 Lincaln Bled. #225 _
Lincaln, ME 55203 Misc Amount: $0.0

Freight Amount: $34.0
Sales Tax: £0.00

T otal: $359.00

Windows Applications




€ Invoice - Microsoft Internet Explorer provided by Hyland Software,, Inc

6@ hd |g, htkp:ff127.0.0.1/EnterpriseERPfinyvoice. asp
ﬁ 'ﬁi’ |@Invnice

Home

Style:  Regular  Entry Status: Open
Unit: 45438 Voucher ID: n/a Department:

Sales  Budget Status: Valid Post Status:

Copy from a Source Document

Purchase Order: |9F}I} | l Copy PO l Worksheet Copy Options: ‘ Mone M

Vendor Invoice

Vendor Number: 123

Invoice Humber: |244D |

Name: |Ofﬁce Supply Warehous Invoice Date: 4/7/2008 Accounting Date I:I
Address:

Payment Terms:
3379 Blue Street
Denver, CO 80002 Subtotal; $500.00

HTML Applications




[ ; .
B2 Enterprise ERP Terminal
INVOICE
Bl -t le: Regqular Entry Btatus: Open Department: Operatilions

Unit: O9R73z Voucher ID: n/a Budget &tatus: Valid
Fozt Btatus: Unposted

Sl 0. Number: Involce Number: 1330

Involce Date: 03/03/2008
Vendor ID: 14z Payment Terms: Due Now
Name: Computers Are Us Subtotal: 5904,
Addres=s: 12345 Lincoln Blwd. #225 Misc Amount: S0.
Lincoln, NE 56203
Freight Amount:

Sale= Tax:

Total:
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Purchase

Method
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7/

(o)
Y/

0,0 0
4

Facilities  ~ 2 Operations

Application & “ . ¥ Application
— . N

e

Facilities . . Operations

e

OnBase

\‘
a Hyfand Software solution V

E —

Service




ENTERPRISE CONTENT MANAGEMENT

Beneﬁts of Application Enabler

Increases user productivity

Improves data accuracy & reduces data
entry

Expedites and improves decision making
Reduces need for training
Minimizes integration costs
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Return on Investment

Task Before After Savings

Processes
Contract Approval Request
Time Sheets
Financial Assistance Program

Printing Document 30 seconds -
Re-scanning Document |30 seconds -

Filing |60 seconds 60 seconds
Indexing 30 seconds 5 seconds

Data Entry 120 seconds -

Filing Form |60 seconds 30 seconds

Total

at 10 Documents /day
Dept Savings: 50 Hours [ Mo
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?
HOW AND WHERE “ KEY STORIES

State of South Carolina
Cobb County, GA

IMPACT

Moved from 6 systems to support to one

Single records system eliminate
duplicates

Share information in single, secure
repository
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HOW AND WHERE ?

IMPACT

$12m in savings in 6 months with
automated processing

Central solution saved $7min 18
months

Reduced storage costs saved $175K
annually

Reduced cost of agenda creation from
$44K per year to $6K per year

KEY STORIES

cutting & savings
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HOW AND WHERE ?

IMPACT

30 minutes to integrate

90 days to design and ingest 230,000
documents

1000 documents scanned in one hour,
staff trained in 30 minutes

300,000 workflow transactions per
month and 9000 transactions per hour

KEY STORIES
State of Arizona DES
Horry County, SC
Marion County, IN

State of PA Treasury
State of Virginia DMV

Scalaility

Integration
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Managing Records in

SHARED DRIVES
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The Challenge:
N\

@ Lead to Shared Drive Sprawl [ Unsustainable




II:Iil.lisic-n

Accounts Fayable

I Divigion

Accounts Payable
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Galveston County Enterprise Tazonomy

Indexing ¢ Betrieval

Zhorage

i] Fource

o)
=

Taxaenomy ! Clazsification

[=]
=
E

S
g
2
o

Divigion

o

Document
Types

Primary
Keyword(=)

Eeywords [Fequired in Fied)

IFas

DOocuShar
Shared
Email

File

OnBaze
Internal

External
Electronic
IFAS

Faper
Email

Record
Series
fumber

Fecord Series

Ciwner

Contributo
Mon-Dept
Ent-Dept-
Ent-Diept

Do Type
[Kewword)

<

Frint [ppf ma)
Disk [pp !

Acocounts Fayable

Invoices

Wis

Credit
Invoices
Peard
Receipts
Yoided
Checks
Corresponden
ce [Pagment
Processing)
Check RBun
Packet
Batch
Distributions
Balancing
FPacket

1099s
Repetitive
FPayment
Yendor
Statements

Check Copies
Yoid Check
Distribution
Manuals,
Policies and
Account
Statement
Cost
Allocation

Pcard Email
Taz Liens and
Levies

Invoice #, FEID
FEID

Inwoice #, FEID
Last 4 Digit=s

Check #

FEID, Inuoice #
Check Date
Job #

Check Date
FEID

FEID, AFFRF #
FEID

Check Date
Check Date

Title

FO#, wendor Mame, Department #,
Department Mame Inwoice Date,
Inwoice Amount, Building Code®,

Wendor Mame, Receive Date

FO#, Wendor Mame, Department #,
Department Mame, Inwoice Date,
#, Department Mame, Amaount,
Manth, fear

FEIO, Wendor Mame, Inwoice $#,
Amount, Check, Date

‘Wendor hlame

Distribution Date, Check Date

Wendor name, Year
Wendor name, Department #,
Department Mame, FO#

Wendor Mame

FEID, Wendor Mame, Invoice #,
Amount, Check Date

FEID, Wendor Mame, Invoice #,
Amount, Check, Date

Diate, Revisions

Mlanth, fear, Amount

Mlanth, fear, Smount

First Flame, Last Mame, Department

#, Department Mame, Amount,

Wendar Mame

#

o

HE

b

GRI0ZS-
26
GR10ZE-
26
GR025-

GRI0ZE-
26
GRI0ZE-

GRI0ZS-
26
GRI0Z5-
il
GR02E-
23
GR025-
23
GRI075-
03
GRI0ZS-
25

Records and Information Management

Infarmation Technology

Accounts Payable
and Disbursement
Fecards

Accounts Payable
and Disbursement
Accounts Payable
and Disbursement
Furchase Order and
Feceipt Records
Acocounts Payable
and Disbursement
Accounts Payable
and Disbursement
Fecaords

Accounts Payable
and Disbursement
Accounts Payable
and Disbursement
Accounts Payable
and Disbursement
Accounts Payable
and Disbursement
Accounts Payable
and Disbursement
Accounts Payable
and Disbursement
Accounts Payable
and Disbursement
Accounts Payable
and Disbursement
Accounting Palicies
and Procedures
Cost Allocation and
Distribution Records
Cost Allocation and
Distribution Records
Furchase Order and
Fieceipt Fecords
and Disbursement
FRecards

County of Galveston, Texas

A0 A0 AOQ AO A0

A0 AO AD A0 A0 A0 A0 AOQ A0 AO

azatEmz
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Indexing / Retrieval

Storage

Origin

Source Format

Division|

Document Types

Primary Keyword(s)

Keywords (Required in Red)

DocuShare
Shared Drive
File Cabinets

Internal
External

Electronic

Deposit Warrants

Deposit Warrants

Deposit Slips

Deposit Supporting
Documents

EFT Supporting
Documents

Stop Payments *

Deposit Warrant #

JAccount #

Deposit Warrant #

JAccount #

Type (Regular & JP), Department Name,
Department #, Bank Date, Batch ID, Job #

Amount, Bank Date

Type (Regular & JP), Department Name,
Department #, Bank Date, Batch ID, Job #

Amount, Bank Date, From Account, To
Account, JEID, Job #

Amount, Bank Date, From Account, To
Account, JEID, Job #

Check #, Check Date, PEID, Vendor Name,
Amount
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X-Reference

o
(0]
[
bad

Taxonomy / Classification

Division

Retention
Contributors
Ent-Dept-Adm
Print (pp / mo)
Disk (pp / mo)

Doc Type
Document Types Record Series Number Record Series Keyword)

Deposit Warrants IGR1025-28 Banking Records

Deposit Slips IGR1025-28 Banking Records

Deposit Supporting
Documents IGR1025-28 Banking Records

Deposit Warrants

IGR1025-28 Banking Records

EFT Supporting
Documents IGR1025-28 Banking Records

[Stop Payments * IGR1025-28 Banking Records
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Access to Records
should be...

// d)) = Two people in the same role should

Standardize have access to the same records

—

* Department heads, Records
Governance Committee members,
and managers should be able to
quickly understand who can access
what

y
{

2 t2inabl » Granting access to records should be
\‘13 ol e/' as automated and integrated as
\ | possible
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Records Governance Committee’s
Enterprise Records Categories

Security Groups

Ent-
Non- Dept- Ent-

Dept Adm Dept Ent-All

Not Admin / County
distributed Mgmt Employees | All County

to Employees by Employees
departments by department

department
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All County
Employees

FA

Everyone in each

department : N\ , PW Form

Managers /
Administrators

Access
PU Individually

Purchase A Justified
Orders




®
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Who owns what
I can see?

[T’ 1 ELLISR

Purchase - I/ /4 IT Budget
Orders N !/
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Who decides what I can see?

- 1. Who should access the records : g}? Baise :
' . arePoint

Yy my department owns?
-l

Records . Who in my department should §
Management access others’ records my @)
Liaison department needs access to? ]I

IFAS (usually some level of access)
’ ff Management / OnBase (Access to all enterprise
; Administrative records shared with department)

SharePoint (Primary contributors)

-+
<
(D]
£
—
(0}
Q.
D)
-
o
D]
-+
&)
i
T
c
o
Z.
t=
o
(qv)
Sa

> Other e SharePoint (viewers)
"i’ ’ ~‘ Employees ¢ OnBase (some records)
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#ﬁ.ﬂm Directomny Users snd Compaters
4 C = ‘Window Hep

~— < | D
fcton Yew || 4= = | D@ & 3 E

: ' sz B

St Contract Access Group FYESRaRiata

:'_.':.'T:I'
= 1k
- _l C
=& D
=1 _I Fi

&2 Fu
=153 &
-3 M
+ -8 Se
|- =0
4] Us

11/5/2012
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Return on Investment

Task Before After Savings Processes

Filing 60 seconds 60 seconds 0 Administrative Records
Indexing o0 seconds 5 seconds 25 Financial Records

Retrieval > minutes 15 seconds 105 Departmental Documents
Tax Records

Total 130

at 50 Documents /day
Dept Savings: 36 Hours [ Mo
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WHERE ?

Finance and accounting processes, Human
services, Vital Records, Courts

EFFICIENCY
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WHERE ?

Public housing, housing finance
authorities

Compliance
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Managing Records from

PAPER
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The Challenge:

Paper Processes Manual — Labor Intensive
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Printer

MName: [ITUBEER

. Wiprnt\CC 15XER
Stals:  \uint\CC 17XER
Type:  \jtprint\CC22XER
VWitprint'\DC 10XER
Print Rangs \\iprint\DC 19XER,
@ Al '-'-jh:rnt'-.HF‘.‘.l?IEF‘.
Wiprint\IT27XER
Curren | m:mu'r 29XER
= VWiprnt\pul3xer
Adobe PDF
Fax
Hyiand 507
Subset: 1'r|;|5r|:1
Microsoft XPS Document Writer
72 Send To Onellote 2010

Page Handllng
Copies: o,

Page Scaling: | Fit to Printable Area

¥ | Auto-Rotate and Center

Choose paper source by PDF page size

Print to file

Summarize Comments

Properties
Comments and Forms:
Du-mmmt and I'-'!arkl.Jps

Preview: Composite
|

I~

1) -P Card Receipt Process

el s bl P g g

B e e s ]
e e e ]

a1 e me L S o e T TR
Pliim AR s s & dm e s e e s
W TR i B G I SN s e g 8

: Inches Zoom : 96%
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How it works:

|dentify keyword areas on a
document to index

Map those areas to keyword types
to be used for retrieval and
retention

System reads those fields and

stores their values upon scanning r

Imaging / Scanning

Automated Indexing
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ﬂ Untitled - Bar Code Generator.

How it works:

Use bar codes to easily classify

NN - = s

Boveinting Barcode Procating {1}
Admirait e Repa (1)
Sevantireg Cocumant beparatio{1)
At ndex (47}
fndex in Progredt (1]

o Eliminates the need for sorting

i

T before scanning and duplicate

8 R i Progeeds (1]
= I‘r\-W' Sugmant archiver (3]
psating Ao (1) d t t
R n Prgressli] a a en r
ety 2C0 (1

mmlw"fﬁ‘\:}:}_
lﬁ“'mﬂfr_ﬁnnuﬂl'”

CELICONC " e g L b L el documents during scanning
—— 2 F
THOMAS JEFFEI

11

ERrERRRRER

At Lo (3
ommittied
Help - Press F1 pr—

T

Imaging / Scanning

Bar Code Scanning
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The Impact:

e Imaged 20,000+ pages of Bid Management
and Proposal Records from envelopes,
binders, files, and packets into our secure
ECM repository in less than 4 months

* Enabled financial records retrieval for
Contract Management data screens by
integrating automated retrieval directly
through our ERP system IFAS.
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/= POUPPR - Purchase Requests - SunGard Bi-Tech - ifastest - Windows Internet Explorer

PO |25 J status: J Sec Cd: -:Ei'_ﬂ Aprv: Mext:
Bianket/Dates | Req. Codes

pe [ Confirm:
_ J e F-h-:] By:|JANE CHERRY X533
Inwalid IO 2 Account:

1728 H STREET NW i et el Bid # _] PO Type: | :J

Contract #: m’\\g Terms:
———— ]

PO Total: 2.8 End Use: (CANCEL
WASHINGTON ) 5.3 . J
Buyer: i

Association Codes

SUBSCRIPTICN RENEWAL

-
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Print...
Send To
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Return on Investment

Task Before After Savings Processes Applied

Filing 60 seconds 60 seconds 0 Administrative Records
Indexing o0 seconds 5 seconds 25 Financial Records

Retrieval > minutes 15 seconds 105 Departmental Documents
Tax Records

Total 130

at 50 Documents /day
Dept Savings: 36 Hours [ Mo
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KEY STORIES
State of South Carolina

* HOW AND WHERE 7 City of Stockton PD

Genesee County, NY

Maricopa County, AZ Superior
Court

IMPACT

Paper flow completely eliminated with electronic
workflows

12 cases of paper to 3, saved paper costs paid
for OnBase

Eliminated the storage of 50,000 documents/year
Capture 45,000 documents per day into OnBase
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WHERE ?

Human services, human resources,
Federal military, public record access
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HOW WE DID IT
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Automate processes

.
Public

. Works Justice and
Finance Solutions Public Data-driven

and Admin. )
Health & Safety Departmental Solutions

Solutions :
Human Sve. Solutions Day-to-day work
Solutions

Integrate data and
T h e G ap documents using OnBase

Collaboration
Documents Cross-departmental

Common or Shared
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|
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©
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* Bid Management

» Contract Management

e Procurement Cards

IJuI‘C]'lasing

. Auditor’
Office

0 TI‘EE\SU]-EI‘

. Professioﬂal
Services

o Human
Resources

* Commissioner
Court

* Information
T@Chnology

* Legal

. MaintenanCe

. Emergency
a“agﬂment

ENTERPRISE CONTENT MANAGEMENT

: tPt

Constituent Services

and
ces
SemO S rvic

o Tax Office
« District Cler

o Community
Services

» Social
Services

* Child Welfare
* Road & Bridge
. Engineering
* Real Estate
Services
2 Veteran's
CIViceg

trict Attorney
15
v Co urts

. D]5t11ct (..oult
» Sheriff’s Office
o Juvenile Justice
» Adult Probation
* Justice
Administration
¢ Court
Collections
* Pre-Trial
REILaSe

JustlLes of the
eace
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and
Specifications

Requirements
Gathering ]

I f

Configuration
[Documents,
Forms, /l

Workflows]

)

12

Conversion and
Migration
Configuration ’

System and
Production
Testing




)
@
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Task

Deliverable

Major Milestone

Requirements and
Specifications Gathering

Functional Specifications Document
(ESD), Project Plan

Solution Design Approval
(eDoc, IT & Departments)

Configuration
[Documents, Forms,
Workflows]

System Configuration, E-Forms,
Workflows, and Integration, as
described in Project Plan and FSD

Configuration Acceptance

Conversion and
Migration Configuration

DIP Processes configured for Image
Migration

Image Migration
Acceptance

System and Production
Testing

Unit Testing Plan

Unit and Functional
Testing Acceptance

User Documentation and
Training

User Acceptance Training Materials,
Solution Knowledge Transfer
Documentation, Basic End User
Training

User Acceptance Training
Completion

Cut-Over

Go-Live Plan

Go-Live Acceptance
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Taxonomy Considerations

Texas Local Government Records Schedules

CC: Records of County Clerks
DC: Records of District Clerks . HR: Records of Public Health Agencies

EL: Records of Elections and Voter . JC: Records of Public Junior Colleges
Registration . LC: Records of Justice and Municipal Courts
GR: Records Common to All Local . PS: Records of Public Safety Agencies

Governments . ) . PW: Records of Public Works and other
Part 1: Administrative Records Government Services

Part 2: Financial Records . SD: Records of Public School Districts

Part 3: Personnel and Payroll Records .
Part 4: Support Services Records TX: Records of Property Taxation

Part 5: Electronic Data Records . UT: Records of Utility Services

11 /5 /201 2 Prepared by: Information Technology

County of Galveston




MG e e Prioritization Matrix

Legal / Financial Mandate

Mission Critical [Process Impeded]
Mission Essential [Process Delayed]
Existing Process Support

Functional Enhancement (Available)

Functional Enhancement (Unavailable)

ﬁ Request Response

Scope Time Required
x Impact » Time Available
= Request Priority = Response Priority

|ENPIAIPU]
apIM-Auno) T

N
<
c
=,
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O
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©
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4

9d02g 1sanbay
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Implementation

* For proactive IT departments, not reactive

— Business process must be recreated in new system for
the users

— Requires solid training, planned change management,
skilled professional services

“Deploying a generic, one size fits all [content] environment
will, four times out of ten, fail to gain the kind of adoption
needed to make a difference in your organization’s document

management landscape”
-CMSWire




o, ENTERPRISE CONTENT MANAGEMENT

Implementation Checklist

* What are the quantifiable top 3-5
objectives of the implementation?

Does the implementation have a
sponsor from senior leadership
that will champion the objectives
mentioned above?

Will the implementation be
funded out of IT or through the
departments or divisions
receiving the technology?

Source: CMSWire
11/5/2012
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Creating the Roadmap

Business/Context | _______Content __ | Users ___

Understand the business ~ Have a clear understanding of all the Understand the users
objectives and the content that is to be stored in the of the content,
organizational structure. system. e behaviors,

Any constraints on time e where all the information is now, e tasks

and budget will also have ¢ who has access toit, whoneedsto e+ expectations.

to be considered. have access to it,
 whatit’s used for.

Source: AlIM, CMSWire
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~d

- Building Support

Strategic Buy-in :R

Regulators Executors

\ o

Resources

-- Operational Buy-in --

Departmental Managers Process Owners
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Lessons Learned

e Have new policies approved before implementation
to protect investing in ECM.

Content/Process owners should lead the
implementation schedule and requirements.

Look for ways to share requirements gathering to
reduce needed time for department involvement.

This will disrupt major processes and change the
organizational culture — communication must be
constant, accurate, inclusive and responsive.
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HOW TO GET STARTED
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—

((Effectiveness e Compliance
e Risk Mitigation
e Security

( Efficiency o Accessibility
* Integration
e Optimization

)
)
(40]
-
49]
>
Ll
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Foldering Activity

Logging

Exception

Manual & Reports

Automated

Redaction Document

Retention Report

Services
Records

Management

Version
Control

Physical
Records
Management

Document
Knowledge
Transfer

Secure
Access

ManagementCompliance

Agenda
Management

Public Records
Requests

eCommerce

Customer
Portals

Kiosks

Services
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Microsoft
Office
l Agenda

SIS, Management

Cityworks

Production Eligibility
Document Intelligent Determination
Imaging Automated

Indexing Integrated
ERP

Accela

Electronic Plan

Automated Review

Indexing I

Front Office HHS Case Applicant
Scanning Management Tracking

Express Court Case

Scanning Management AP Processing

Retain Integrate Automate
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e Conduct a Survey to determine
Records Management culture

¢ Policies
e Tools
® Processes

e Evaluate business requirements
for Records Management needs

e Your record content: Why do you store/use it?
e Your record formats: How do you store/use it?

|
|
.

e Prioritize your records management initiatives
e Essential records

e High-visibility records
e Areas for optimizing efficiency




