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WHY GALVESTON
Who We Are and Where We Were

WHY GALVESTON
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Recovering Records from Water Damage isRecovering Records from Water Damage is

ExpensiveExpensiveExpensiveExpensive
and the records are and the records are notnot alwaysalwaysand the records are and the records are notnot alwaysalways

RetrievableRetrievableRetrievableRetrievable
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451 Rolls of Microfilm451 Rolls of Microfilm451 Rolls of Microfilm451 Rolls of Microfilm

912 Photographs912 Photographs

B f PB f P
8 Truckloads8 Truckloads

9 g p9 g p

2,259 Boxes of Paper2,259 Boxes of Paper

$236,222.23$236,222.23
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•Compliance
•Risk Mitigation

Effectiveness
e •Security
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•Accessibility
•Integration

Efficiency
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•Optimization
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Excellent, 2.5%

Very good   22 5%
Not familiar with 

li i  28 8% Very good,  22.5%policies, 28.8%

Needs 
improvement, 28%

Current Records Management Current Records Management 
Practices
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Adhere to a Adhere to a 
standard, 25.3%standard, 25.3%

Do not adhere to Do not adhere to 
a standard, a standard, 

74.7%74.7%

Indexing Standards
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Current and Current and 
complete complete 

45.1%45.1%No, or do No, or do not not 
know know 54.9%54.9%

Records Records 
Retention Schedule
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Yes, 23.7%Yes, 23.7%

, 0%, 0%

Sometimes, Sometimes, 
Never or Don't Never or Don't 

Know, 56%Know, 56% ,,
14.5%14.5%

,,

Destruction According to Destruction According to 
Retention Schedule
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“[As] staff has transitioned out  
“Most departments are keeping 
documents indefinitely  either 

Feedback from Employees and ManagersFeedback 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.”

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

“Departments commonly purge 
documents on a regular basis when 

“This results in the current 
condition of the County having 

office space becomes unavailable.” hundreds of millions of hardcopy 
documents.”
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PoliciesPolicies

ToolsTools

ProcessesProcessesoo
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Level of Level of Level of Level of 
ManagementManagement

Enterprise Resource Enterprise Resource 
PlanningPlanning

Case ManagementCase ManagementEnterprise Content ManagementEnterprise Content Management

StrategicStrategic CIO CIO 
Applications and Infrastructure Mgr.Applications and Infrastructure Mgr.

TacticalTactical ProjectProject
Mgmt OfficeMgmt Office

CMS/Judicial  
System 

Administrator
[Odyssey]

ERP/Financial 
System 

Administrator
[IFAS, PrinTech, 

etc]

Systems Architect

OperationalOperational
Records
System 

Administrator

Information 
System 

Administrator

ERP/Financial 
System Lead

[IFAS, PrinTech, 

CMS/Judicial  
System Lead
[Odyssey]

Financial & Financial & 
AdministrationAdministration

Judicial & Courts Judicial & Courts Records & Information Records & Information 
ManagementManagement

[OnBase] [SharePoint] 
[

etc] [Odyssey]

AdministrationAdministrationManagementManagement
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WHY ECM
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:2‐5% of County documents that are necessary for:

• “The continuation of 
government operations in an emergency; 

• The re creation of the legal and financial status • The re‐creation of the legal and financial status 
of the government 

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

2. High‐Visibility Records 
What is most important to the public? 

3. High Activity Recordsg y
What will significantly improve our efficiency or effectiveness?

4. Active Records
What is likely to be accessed or audited?

5. Inactive Records 
All records not falling under one or more of the previous  categories.



Legal / 
Administrative 

HoldHold

Filing 
CabinetApproval 

Process

11/5/2012 1616
The Challenge…The Challenge…



Drafts &
Collaboration

References 
Materials

Convenience
Copies

11/5/2012 1717
The Challenge…The Challenge…



C t tC t t
RecordRecord

TransactionalTransactional
InformInform

Collaborative Collaborative 

ContentContent

Content ManagementContent Management Content ManagementContent Management

Some content:
• Objective
• Classification

Some content:
• Objective
• Classification

Other content:
• Subjective
• Collection

Other content:
• Subjective
• Collection

All content:
• Intuitive
• Accessible

All content:
• Intuitive
• Accessible• Classification

• Indexed
• Evidence
• Archived for value

• Classification
• Indexed
• Evidence
• Archived for value

Collection
• Themed
• Convenience
• Distributed for value

Collection
• Themed
• Convenience
• Distributed for value

Accessible
• Managed
• Retrievable
• Secure

Accessible
• Managed
• Retrievable
• Secure

Knowledge Knowledge 
ManagementManagement

Intranet & Web Intranet & Web 
ServicesServices

Collaboration Collaboration 
Document Document 

Imaging / Imaging / 
ScanningScanning

Records Records 
ManagementManagement

11/5/2012 1818

ManagementManagement ServicesServices
ManagementManagement

ScanningScanning Management Management 



ENTERPRISE CONTENT MANAGEMENT

WHY EDOC & ONBASE
How We Selected a Vendor and Software Solution

WHY EDOC & ONBASE
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Technical Technical Technical Technical 
ReviewsReviews

Selection Selection 
of top 3 of top 3 

Site VisitsSite Visits

SelectionSelectionof top 3 of top 3 
VendorsVendors DemosDemos

SelectionSelection

Reference Reference 
ChecksChecks
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OOnBase
“OnBase processes related documents in sync with line‐of‐p y
business application data, bringing governance, cost savings and 
efficiency to these processes.”

– HylandHyland

“Enterprise Content Management (ECM) is the strategies, methods and 
tools used to capture, manage, store, preserve, and p g p
deliver content and documents related to organizational 
processes.”

– AIIM 

“ECM began with document imaging and document management of 
high volume information flowing through repetitive 

11/5/2012 2222

processes. . .  critical to driving efficiencies.
– Gartner



Approve 
Purge

Manually Redact

Document Retention Manual Redaction

Audit

Approve
Redactions

Activities

Automated Redaction Document Retention



Search/RetrieveSearch/RetrieveIndex/StoreIndex/Store
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E-MAIL
Managing Records in

E MAIL
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Th  Ch llThe Challenge:

Fastest Growing Record RepositoryFastest Growing Record Repository
•160 e‐mails sent and received by the average employee, 30% increase in growth per 
year. –Gartner, PriceWaterhouseCooper

Supporting Documentation for Decision MakingSupporting Documentation for Decision Making
Morgan Stanle  ordered to pa  $850 Million in p niti e damages for failing to •Morgan Stanley ordered to pay $850 Million in punitive damages for failing to 
produce relevant emails.

D f lt M th d  f P f i g PD f lt M th d  f P f i g PDefault Method of Performing ProcessesDefault Method of Performing Processes
•Over 70% of the end‐users surveyed say email impacts positively on their 
productivity.  ‐Datamonitor/Dimension Data
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P tiPerspectives:
“Email records less than 180 days 
may be managed on live e‐mail 
system and deleted,” otherwise 
printprint or electronically archiveelectronically archive   ‐

“Many lawyers now refer to e‐mail 
as ‘evidence mailevidence mail.’” –CPA Journalprintprint or electronically archiveelectronically archive.  ‐

NARA

“IT departments rely on backup 
copies…notnot an efficientefficient or 
acceptableacceptableway to manage important acceptableacceptableway to manage important 
e‐mail records”  – SC Dept of Archives



The Solution:The Solution:





Outlook functionality



O B f ti litOnBase functionality



User Options User Options 
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Th  IThe Impact:
• Optimized Accounts Payable’s archival of Optimized Accounts Payable s archival of 
procurement receipts for 221 accounts 

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

I d d  l  di l  f   il  d • Indexed values directly from e‐mail and 
employee database, reducing time for data 

  d fili       d     i  entry and filing to <5 seconds per receipt. 
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LINE OF BUSINESS 
Managing Records in

LINE OF BUSINESS 
APPLICATIONS
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Th  Ch llThe Challenge:

Difficult to Constrain / Grant AccessDifficult to Constrain / Grant Access

Indexing Functionality Limited to SystemsIndexing Functionality Limited to SystemsIndexing Functionality Limited to SystemsIndexing Functionality Limited to Systems

Records Management Not the Primary FocusRecords Management Not the Primary Focus
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P tiPerspectives:

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

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

“IT departments rely on backup 
copies…notnot an efficientefficient or 
acceptableacceptableway to manage important acceptableacceptableway to manage important 
e‐mail records”  – SC Dept of Archives



HR

OperationsOperationsFacilities

Accounting ServiceService

Application Users



Ease of Access

Mouse Click Keyboard EventMouse Click Keyboard Event



Windows ApplicationsWindows Applications



HTML ApplicationsHTML Applications



Text ApplicationsText Applications



InputInput

AO
PU

P h
HR

M di l
FA

AA AO
CAFR

Purchase 
Orders

Medical 
Leave PW 

Form

AccessAccess

MethodMethod

O t tO t tOutputOutput



ENTERPRISE CONTENT MANAGEMENT

Facilities
Application

Operations
Application

HR
OperationsFacilities

Accounting Service

P t A li ti  Sil
ERP

Prevent Application Silos
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Benefits of Application EnablerBenefits of Application Enabler

Increases user productivityIncreases user productivity
Improves data accuracy & reduces data 
entryentry

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

Task Before After Savings

Printing Document 30 seconds ‐ 30

Re‐scanning Document 30 seconds ‐ 0

Processes
Contract Approval Request

Time Sheets
Filing 60 seconds 60 seconds 0

Indexing 30 seconds 5 seconds 25

Data Entry 120 seconds ‐ 120

Filing Form 60 seconds 30 seconds 60

Financial Assistance Program

Filing Form 60 seconds 30 seconds 60

Total 915

t   D t  /dat 10 Documents /day
Dept Savings: 50 Hours / Mo
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• K�� �������

HOW AND WHERE ?
AP Processes, HR Processes

KEY STORIES
St t  f S th C liSheriff, Medical Examiner and DA, 

Community Development ,Mobile 
technologies

State of South Carolina
Cobb County, GA

technologies

IMPACTIMPACT
Moved from 6 systems to support to one
Si l  d  t  li i t  

HORIZONTAL
Single records system eliminate 
duplicates
Share information in single, secure impactShare information in single, secure 
repository impact
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KEY STORIESHOW AND WHERE ?
High volume processes, eliminate 

KEY STORIES
State of PA Treasury
State of South Carolina

creation of paper, agenda 
management

IMPACT

Allegheny County Register of Wills
Colorado Housing and Finance Authority
Coconino County  AZIMPACT

$12m in savings in 6 months with 
t t d i

Coconino County, AZ

automated processing
Central solution saved $7m in 18 
months
R d d t  t  d $175K COSTReduced storage costs saved $175K 
annually
Reduced cost of agenda creation from 
$44K per year to $6K per year

COST
$44K per year to $6K per year

cutting & savings
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KEY STORIES

• O�B��� T����

HOW AND WHERE ?
L  d t t  t id  

KEY STORIES
State of Arizona DES
Horry County  SCLarge departments, countywide, 

department expansions

Horry County, SC
Marion County, IN
State of PA Treasury

IMPACT
30 minutes to integrate

State of Virginia DMV

Scalability

30 minutes to integrate
90 days to design and ingest 230,000 
documents Scalability

Rapid Deployment &

i t ti
1000 documents scanned in one hour, 
staff trained in 30 minutes

integration300,000 workflow transactions per 
month and 9000 transactions per hour
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SHARED DRIVES
Managing Records in

SHARED DRIVES
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Th  Ch llThe Challenge:

Lead to Shared Drive Sprawl / UnsustainableLead to Shared Drive Sprawl / Unsustainable

Restrictions Limited to Folders Not Restrictions Limited to Folders Not 
DocumentsDocuments

Unmanaged and UnintegratedUnmanaged and Unintegrated
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Indexing / Retrieval Storage Origin Source FormatIndexing / Retrieval Storage Origin Source Format
D
iv
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n

Document Types Primary Keyword(s) Keywords (Required in Red)

IF
A
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D
oc
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Fi
le
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s
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e

In
te
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Pa
pe

r
Em

ai
l

El
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ic

IF
A
S

Deposit Warrants Deposit Warrant #
Type (Regular & JP), Department Name, 
Department #, Bank Date, Batch ID, Job # X X X X X X X X X X

Deposit Slips Account # Amount, Bank Date X X X X X X X X

D
ep

os
it 
W
ar
ra
nt
s

Deposit Supporting 
Documents Deposit Warrant #

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

EFTs EFT #
Amount, Bank Date, From Account, To 
Account, JEID, Job # X X X X X X X

EFT Supporting 
Documents EFT #

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

Stop Payments * Account #
Check #, Check Date, PEID, Vendor Name, 
Amount X X X X X
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Taxonomy / Classification Dept
Access 
Group X‐Reference VolTaxonomy / Classification Dept Group X Reference Vol

Record Series Number Record Series 

Re
te
nt
io
n

O
w
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r
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to
rs

N
on

‐D
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En
t‐
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ep
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Doc Type 
(Keyword)

Pr
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D
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k 
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m
o)D
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n

Document Types

GR1025‐28 Banking Records

FE
 +
 5

TR A
O

X

GR1025‐28 Banking Records

FE
 +
 5

TR A
O

X

Deposit Warrants

Deposit Slips

GR1025‐28 Banking Records

FE
 +
 5

TR A
O

X

GR1025‐28 Banking Records

FE
 +
 5

TR A
O

X

D
ep

os
it 
W
ar
ra
nt
s

Deposit Supporting 
Documents

EFTs

GR1025‐28 Banking Records

FE
 +
 5

TR A
O

X

GR1025‐28 Banking Records
FE
 +
 5

TR A
O

X

EFT Supporting 
Documents

Stop Payments *



Two people in the same role should 
have access to the same recordsStandardizedStandardized

Department heads, Records 
Governance Committee members, 
d h ld b bl tSi lSi l and managers should be able to 

quickly understand who can access 
what

SimpleSimple

Granting access to records should be 
as automated and integrated as 

ibl
SustainableSustainable

possible



d G CRecords Governance Committee’s
Enterprise Records Categories

Not Not 
distributeddistributed

to to 
d t td t t

AdminAdmin / / 
MgmtMgmt

Employees Employees 

County County 
Employees Employees 

by by 
d t td t t

All County All County 
EmployeesEmployees

OutsideOutside
of of 

ScopeScope
departmentsdepartments by by 

departmentdepartment
departmentdepartment



All County All County 
EmployeesEmployeesE p oyeeE p oyee

Everyone in each Everyone in each 
departmentdepartment

AO
CAFR

FA

PW Formdepartmentdepartment

Managers / Managers / 
Ad i i t tAd i i t t

CAFR PW Form

AdministratorsAdministrators

Access Access 
Individually Individually 
JustifiedJustified

PU
Purchase 
Orders

HR
Medical Orders
Leave



GCGC
FA

Who owns what Who owns what 
I can see?I can see?

DATADATA
IT’s PW 
FEMA 

AO

IT ADMIT ADM
CAFR

IT_ADMIT_ADM

PU IT

ELLISRELLISRIT’s
Purchase 
O de

IT Budget
Orders



Who decides what I can see?Who decides what I can see?

1.1. Who should access the records Who should access the records 
my department owns?my department owns?

•• OnBase OnBase 
•• SharePointSharePoint

nt

MAen
t

en
t

Records Records 
Management Management 
LiaisonLiaison

2.2. Who in my department should Who in my department should 
access others’ records my access others’ records my 
department needs access to?department needs access to?

O
w
n

C
on

te
n

M
anage 

A
ccess

D
ep

ar
tm

e
D
ep

ar
tm

e

Management / Management / 
AdministrativeAdministrative

•• IFAS (usually some level of access)IFAS (usually some level of access)
•• OnBase (Access to all enterprise OnBase (Access to all enterprise 

records shared with department)records shared with department)nn‐‐
El
ec
te
d 

El
ec
te
d 

OtherOther

records shared with department)records shared with department)
•• SharePoint (Primary contributors)SharePoint (Primary contributors)

•• SharePoint (viewers)SharePoint (viewers)Ea
ch
 N

on
Ea

ch
 N

on

OtherOther
EmployeesEmployees

SharePoint (viewers)SharePoint (viewers)
•• OnBase (some records)OnBase (some records)



Doc Type
Document

Metadata

Image

Contract Records
OnBaseOnBase

Disk GroupsDisk Groups
Group

Image
Form

File
Doc Type Document

MetadataContract Access Group

ModuleModule
ScreenScreen ContentContent

ApplicationApplication

SystemSystem

ModuleModule

TableTable

Application Application 

Contract Data
ModuleModule ScreenScreen ContentContent

11/5/2012 6161

Contract Data
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ENTERPRISE CONTENT MANAGEMENT

Return on InvestmentReturn on Investment

Task Before After Savings

Filing 60 seconds 60 seconds 0

Indexing 30 seconds 5 seconds 25

Processes
Administrative Records

Financial RecordsIndexing 30 seconds 5 seconds 25

Retrieval 2 minutes 15 seconds 105

Total 130

Departmental Documents
Tax Records

at 50 Documents /day
Dept Savings: 36 Hours / Mo
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KEY STORIES
WHERE ?
Finance and accounting processes, Human 

KEY STORIES
Lee County, FL Clerk of Circuit Courts
Lucas County  OH HHS

services, Vital Records, Courts

IMPACT
Lucas County, OH HHS
Marion County, IN
Houston Police Officers’ Pension Fund
All h  C t  PAIMPACT

Invoice processing from 2 weeks to 2 
days

Allegheny County, PA

days
Eligibility determination decisions times 
reduced by 5 business days or 50% Faster governmentMember processes went from 3 
weeks/month to 8 hours using workflow
Invoice processing from 14 days to 5 

Faster government

COLLABORATION
EFFICIENCY

p g y
days EFFICIENCY
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WHERE ?
Public housing, housing finance 

KEY STORIES
Lincoln  NE Housing AuthorityPublic housing, housing finance 

authorities

IMPACT

Lincoln, NE Housing Authority
Alameda County, CA Housing 
Authority

IMPACT
Security limits access to confidential 

MassHousing

y
information in compliance with 
regulation AND reduced processing 
times from 30 days to 10 days with ENHANCEDtimes from 30 days to 10 days with 
audit trail
Workflow assures compliance and 

ENHANCED
Compliancehelps to generate fees Compliance
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PAPER
Managing Records from

PAPER
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Th  Ch llThe Challenge:

Paper Processes Manual Paper Processes Manual –– Labor IntensiveLabor Intensive

Keepers of Convenience Copies Assume Keepers of Convenience Copies Assume 
h f h dh f h dOwnership  of the RecordOwnership  of the Record

Unmanaged and UnintegratedUnmanaged and Unintegrated
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ENTERPRISE CONTENT MANAGEMENT

How it works:

• Identify 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

Automated IndexingAutomated Indexing
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How it works:

• Use bar codes to easily classify 
documents during scanning

How it works:

• Eliminates the need for sorting 
before scanning and duplicate 
data entryy

Bar Code ScanningBar Code Scanning
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Th  IThe Impact:
• Imaged 20 000+ pages of Bid Management Imaged 20,000+ pages of Bid Management 
and Proposal Records from envelopes, 
binders  files  and packets into our secure binders, files, and packets into our secure 
ECM repository in less than 4 months

• Enabled financial records retrieval for • Enabled financial records retrieval for 
Contract Management data screens by 
integrating automated retrieval directly integrating automated retrieval directly 
through our ERP system IFAS.
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ENTERPRISE CONTENT MANAGEMENT

Return on InvestmentReturn on Investment

Task Before After Savings

Filing 60 seconds 60 seconds 0

Indexing 30 seconds 5 seconds 25

Processes Applied
Administrative Records

Financial RecordsIndexing 30 seconds 5 seconds 25

Retrieval 2 minutes 15 seconds 105

Total 130

Departmental Documents
Tax Records

at 50 Documents /day
Dept Savings: 36 Hours / Mo



ENTERPRISE CONTENT MANAGEMENT

• HOW AND WHERE ?

KEY STORIES
State of South Carolina
City of Stockton PDHOW AND WHERE ?

• Human Resources, AP, Finance and Tax
• Human Services, Law Enforcement

City of Stockton PD
Genesee County, NY
Maricopa County, AZ Superior 
C tCourt

IMPACT

MOST
Paper flow completely eliminated with electronic 
workflows
12 cases of paper to 3, saved paper costs paid 
for OnBase MOST

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

paper



ENTERPRISE CONTENT MANAGEMENT

WHERE ?WHERE ?
Human services, human resources, 
Federal military  public record access

KEY STORIES
Carver County, MN

Federal military, public record access

IMPACT
Colorado Springs JPPSO
Canton City, OH School District
Chemung County  NYC

40% caseload increase with the same 
staff, saving $200K/annually in staff costs

Chemung County, NY

Manage a 600% increase in processing by 
adding only 30% more staff
Processes reduced from 8 days to 8 hours More withProcesses reduced from 8 days to 8 hours
Self-service stations provide document 
access

More with

LESSLESS



ENTERPRISE CONTENT MANAGEMENT

HOW WE DID ITHOW WE DID IT



Go ernment Enterprise ITGovernment Enterprise IT
P bli  

Automate processesAutomate processes

Finance 
and Admin.

Solutions

Justice and 
Public 
Safety

Public 
Works

Solutions

Health &

DataData--drivendriven
Departmental SolutionsDepartmental SolutionsSolutions Solutions

Health & 
Human Svc.
Solutions

DayDay--toto--day workday work

IntegrationIntegration
Integrate data and Integrate data and 
documents using OnBasedocuments using OnBaseThe Gap

DocumentsDocuments CollaborationCollaboration
CrossCross--departmentaldepartmental
C   Sh dC   Sh dCommon or SharedCommon or Shared
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Requirements Requirements 
and and 

Specifications Specifications 
GatheringGathering

Configuration Configuration 
[Documents, [Documents, 

Forms, Forms, 
Workflows]Workflows]

CutCut‐‐OverOver

Workflows]Workflows]

OnBase OnBase 
ProjectProject

I l t tiI l t ti

Conversion and Conversion and 
Migration Migration 

C fi iC fi i

User User 
Documentation Documentation 

d T i id T i i

ImplementationImplementation

ConfigurationConfiguration

System and System and 
ProductionProduction

and Trainingand Training

Production Production 
TestingTesting



TaskTask Deliverable Major Milestone

Requirements and Requirements and 
SpecificationsSpecifications GatheringGathering

Functional Specifications Document 
(FSD), Project Plan

Solution Design Approval 
(eDoc, IT & Departments)Specifications Specifications GatheringGathering j p

Configuration Configuration 
[Documents, Forms, [Documents, Forms, 

WorkflowsWorkflows]]

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

Configuration Acceptance

WorkflowsWorkflows]] j

Conversion and Conversion and 
Migration Migration ConfigurationConfiguration

DIP Processes configured for Image 
Migration

Image Migration 
Acceptance

System and Production System and Production 
TestingTesting

Unit Testing Plan Unit and Functional 
Testing Acceptance

User Documentation and User Documentation and 
TrainingTraining

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

User Acceptance Training 
Completion

CutCut‐‐OverOver Go‐Live Plan Go‐Live Acceptance



T C id tiT C id tiTaxonomy ConsiderationsTaxonomy Considerations

Texas Local Government Records Schedules

1 CC R d f C Cl k1. CC: Records of County Clerks
2. DC: Records of District Clerks
3. EL: Records of Elections and Voter 

Registration
4. GR: Records Common to All Local 

G

5. HR: Records of Public Health Agencies
6. JC: Records of Public Junior Colleges
7. LC: Records of Justice and Municipal Courts
8. PS: Records of Public Safety Agencies

Governments
Part 1: Administrative Records
Part 2: Financial Records
Part 3: Personnel and Payroll Records
Part 4: Support Services Records
Part 5: Electronic Data Records

y g
9. PW: Records of Public Works and other   

Government Services 
10. SD: Records of Public School Districts
11. TX: Records of Property Taxation
12 UT: Records of Utility ServicesPart 5: Electronic Data Records 12. UT: Records of Utility Services

11/5/2012 Prepared by: Information Technology 
County of Galveston 8282



Request Impact
Legal / Financial Mandate

Prioritization MatrixPrioritization Matrix
11

Legal / Financial Mandate ‐‐
Mission Critical [Process Impeded] 00
Mission Essential [Process Delayed] 11

11‐‐33

44 55Mission Essential [Process Delayed] 11
Existing Process Support 22
Functional Enhancement (Available) 33

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

44‐‐55

66‐‐1010

1111‐‐1515Functional Enhancement (Available) 33
Functional Enhancement (Unavailable) 44 10 8 6 4 2

1111‐‐1515

1515‐‐2020

2255 44 33 22 11
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x Impact 

= Request Priority

Time Required
» Time Available 

= Response Priority
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ENTERPRISE CONTENT MANAGEMENT

Implementation

• For proactive IT departments not reactive• For proactive IT departments, not reactive
– Business process must be recreated in new system for 
the usersthe users

– Requires solid training, planned change management , 
skilled professional servicesskilled professional services

“Deploying a generic, one size fits all [content]  environment 
ill four ti e out of te fail to ai the ki d of ado tiowill, four times out of ten, fail to gain the kind of adoption 

needed to make a difference in your organization’s document 
management landscape”

11/5/2012 84

‐CMSWire



Implementation Checklist
• What are the quantifiable top 3‐5 

objectives of the implementation?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 thefunded out of IT or through the 
departments or divisions 
receiving the technology? 

11/5/2012 8585

Source: CMSWire



ENTERPRISE CONTENT MANAGEMENT

h dh dCreating the RoadmapCreating the Roadmap

Business/Context Content Users
Understand the business 
objectives and the 

Have a clear understanding of all the 
content that is to be stored in the 

Understand the users 
of the content, objectives and the 

organizational structure. 
Any constraints on time 
and budget will also have 
to be considered.

content that is to be stored in the 
system. 
• where all the information is now, 
• who has access to it, who needs to 

have access to it, 

of the content, 
• behaviors, 
• tasks 
• expectations.

11/5/2012 86
Source: AIIM, CMSWire

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



ENTERPRISE CONTENT MANAGEMENT

Strategic BuyStrategic Buy‐‐inin

Building SupportBuilding Support

Regulators  Regulators   ExecutorsExecutors

Tactical BuyTactical Buy‐‐inin

Tools  Tools   ResourcesResources

Operational BuyOperational Buy‐‐inin

11/5/2012 87
Departmental ManagersDepartmental Managers Process OwnersProcess Owners



ENTERPRISE CONTENT MANAGEMENT

Lessons Learned

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

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

• Look for ways to share requirements gathering toLook 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.

11/5/2012 88



ENTERPRISE CONTENT MANAGEMENT

HOW TO GET STARTEDHOW TO GET STARTED



ENTERPRISE CONTENT MANAGEMENT

•Compliance
•Risk Mitigation

Effectiveness
e •Security

al
ua

te

•Accessibility
•Integration

Efficiency

Ev
a

•Optimization
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Foldering

ENTERPRISE CONTENT MANAGEMENT

Foldering

Agenda 
Management

E ti  

Activity 
Logging

Manual & 
Automated 
Redaction Document 

Retention

Public Records 
Requests

Exception 
Reports

Records 
Management

Retention
Report 

Services
eCommerce

Physical 
Records 

Management

Version 
Control

Customer What do
Secure
Access

Management
Portals

Kiosks

What do
you 

need?
Document 
Knowledge 

T fAccess Kiosks

ServicesComplianceManagement

need? Transfer



ENTERPRISE CONTENT MANAGEMENT

Microsoft 

ENTERPRISE CONTENT MANAGEMENT

Office
Agenda 

Management
Cityworks

ESRI

Production 
Document 
Imaging

Intelligent 
Automated 

Accela

Eligibility 
Determination

Automated 
I d i

Indexing Integrated
ERP Electronic Plan 

Review
Indexing

Front Office HHS Case Applicant What do

Express 

Scanning

Court Case 

Management
pp

Tracking

AP Processing

What do
you 

have? Scanning Management AP Processing

AutomateIntegrateRetain

have?



ENTERPRISE CONTENT MANAGEMENT

Where are you?Where are you?

•Conduct a Survey to determine 
Records Management culture
•Policies
•ToolsWhere are you?Where are you? •Tools
•Processes

Where do you Where do you 

•Evaluate business requirements 
for Records Management needs
•Your record content: Why do you store/use it?
Y   d f t  H d     t /  it? Where do you Where do you 

want to be?want to be?
•Your record formats: How do you store/use it? 

•Prioritize your records management initiatives

How will you How will you 
get there?get there?

y g
•Essential records
•High‐visibility records
•Areas for optimizing efficiencygg


