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Look Familar?



Presenter
Presentation Notes
Almost everyone in America can relate to this picture!  Paper, paper, paper, is everywhere. 
Each person in the United States uses about 749 pounds of paper every year.
Almost 4 billion trees are cut down each year for paper use. 
The world uses 400 percent more paper now than it did 40 years ago.
The United States is only 5 percent of the world's population, but uses 30 percent of the world's paper.
Used paper and paper products make up the largest portion of our trash - about 40 percent!
Every Sunday, 500,000 trees could be saved if everyone recycled their newspapers.


Records management in the early days...

https://www.y

outube.com/w

atch?v=mipZb
Za2XMK
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https://www.youtube.com/watch?v=mipZbZa2XMk
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Our Mission

e Conduct an In-Depth Analysis of Current
Records Management System

 |dentify Best Practices (Government and
Business)

e Create a Strategic Implementation Guide
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- WARNING

CHALLENGES
AHEAD




Outdated Software

e File size limitations

 Unreliable search results

« Accidental deletion of documents

 Full text search only available with .TIFF files
e Only administrator can create files

* Incompatible with other software systems
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Presenter
Presentation Notes
Staff does not trust system
TIFF - a lot of documents are being created by staff with .pdf format - not searchable

Incompatible with other software systems being used by the city’s various departments 


Other Concerns...

e Defining the purpose of the new system
* Records retention

YOUR
CONCERNS
HAVE BEEN
ULy nOTED-
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Presenter
Presentation Notes
A common theme during the discovery phase was identifying the purpose of
creating a document management system. Two important components of any
document management system are the ability to process active documents and
the ability to store records. Active documents should be available to the user
in their native format and retain the ability to be edited as needed. Records
are documents that have been set aside and are no longer operational. Based
on the initial analysis done with the City of Milton, we believe more work
needs to be done to identify how to integrate active documents from a variety
of software programs into the one-touch system desired by staff. Therefore,
the L-ICMA team proposes moving toward a solution that offers total
integration in a phased approach.
The first phase of the system would be records management, with the goals of:
 Providing easy access to documents for city staff – both within and across
departments
 Electronic storage of records for disaster recovery purposes
The second phase of the project would be to interface existing software
systems into the overarching document management system. Laying the
foundation for this type of interfacing in the first phase of the project is
discussed later in this report. Many document management systems are built
on the enterprise content management (ECM) approach and easily allow both
phases of this project to be integrated into one system.


Questions to 7
Consider When
Implementing a

" New System...

Ly |
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e |s it possible to go paperless?

 Who Is responsible for inputing documents into
the system and maintaining the system moving
forward?

 How can staff avoid duplicating work that is
already being done in another system?

 How will oversize plans be handled?

* Will electronic records be destroyed or retained
iIndefinitely?

 How will native electronic files be inputted into the
system?
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The Good News...

« Open to using a document management system

 Interested in finding ways to create efficiencies
oy interfacing software

« Promote transparency internally and externally

 Develop creative solutions to staffing challenges

S e



CAPSTONE FINDINGS AND
RECOMMENDATIONS




Case Study

Addiss
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Presenter
Presentation Notes
familiar
similar size
general fund and expenditures comparable


How E-Records Management Works

https://www.yout
ube.com/watch?v
=zpxb5eEOO00E
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Presenter
Presentation Notes
similar to a Windows Explorer file tree with large, user friendly icons

https://www.youtube.com/watch?v=zpxb5eEO00E
https://www.youtube.com/watch?v=zpxb5eEO00E
https://www.youtube.com/watch?v=zpxb5eEO00E

How E-Records Management Works (Continued)
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|| |5] Judge Dwight 2851 2 VYes Contracts, Leases .. 3/3/2009 7:46:18 AM
-l 1099 ] Judge Fenton 2852 2 Yes  Contracts, Leases.. 3/3/2009 T:46:19 AM
- 2000 ] Judge Specht 2731 2 Yes  Contracts, Leases.. 2/27/20093:56:14 PM
-l 2001 |=] Kimley-Harn Traffic Signal Upgrade 2 Yes Contracts, Leases ... 1/28/200912:45:02 PM
[l 2002 5] Metro PCS9-1-1 {Approved at 4/14/08 Council Meeting) 8625 21 Yes  Contracts, Leases .. 5/6/2008 0:47:01 AM
[ 2003 |Z] Metro PC59-1-1 (Extra copy) 4655 23 Yes  Contracts, Leases .. 4/20/2009 3:38:54 PM
[]"'ﬂ 2004 |Z] NTTA Easement Waiver & Release Agreement-Thomas Develop... 13 VYes Contracts, Leases .. 9/22/2009 2:56:49 PM
e[ 2005 |=] Redney Hand for Addison Publications 6 Yes Contracts, Leases ... 2/23/2009 8:20:12 AM
[:I"-|i 2006 |=] Teague, Mall and Perkins for (TCEQ) 7 Yes Contracts, Leases .. 3/26/2009 2:57:35 PM
[:I---|I 2007 |=] Vitruvian - Kleinfelder Master Services Agreement 10 Yes Contracts, Leases .. 2/23/2009 8:22:12 AM
Ij m |=] Vitruvian - R08-002 and 3-11-2008 UDR Master Facilities Agreeme... 85 Yes Contracts, Leases .. 9/14/2010 9:56:24 AM
[]...|i 2004 \=] Vitruvian - Tri-Dal Celina, Ltd. - Vit. Park Infrastructure 2 Yes Contracts, Leases .. 10/12/2010 11:18:01 A...
[]...|i 2010 |=] Vitruvian - UDR. Construction Services Agreement 27 Yes Contracts, Leases .. 2/9/2009 3:21:40 PM
-8 2011 |4 i | .
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Presenter
Presentation Notes
area of concern = accessibility of records; staff skeptical or confused on how easy to locate info
125 record requests per year 
staff suggested software that allows interdepartmental use


How E-Records Management Works (Continued)

i = 1
= : e _—__— —+
{{@ Metadata - Kimley-Horn Traffic Signal Upgrade m

Fields |Tags ILinks I‘u"ersbons|

Template: Contracts, Leases and Agraements -

Contract Mumber

Amendment Mo. 2 to Traffic Signal System Upagrade dated
August 10th, 2004, to fadlitate the construciton of the traffic
management system. i
Departments
| Public Works *

! Contractq_r_fu'endor
Kimley-Horn and Associates. Inc. -

2

m

Dolar Amount
Mot to exceed $20,000
i Appm_\re_d by Coundil

, 11/25/2008
L Contract Date

| 11/18/2008 i
End of Contract Date
11/18/2000

ok J[ camcdl |[ beb |



Presenter
Presentation Notes
area of concern = accessibility of records; staff skeptical or confused on how easy to locate info
125 record requests per year 
staff suggested software that allows interdepartmental use


How E-Records Management Works (Continued)
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i File Edit View Tasks Tools Records Window Help
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----- [} 2000-02 PAMS
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I:_I---j 02 Finance |
w7 03T |
- 04 General Services adll & AL | k
9 entries < Addison (Matt McCombs) NUM
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Presentation Notes
area of concern = accessibility of records; staff skeptical or confused on how easy to locate info
125 record requests per year 
staff suggested software that allows interdepartmental use


How E-Records Management Works (Continued)
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Thumbnails

mauris, ornare
luctus vulputate.
Phasellus ornarg
fringilla molestig]
In hac habitasse}

In hac habitasse platea dictumst. Proin eu malesuada massa. Pellentesque bibendum neque at elit congue rutr (=
ac ultricies ligula. Etiam ut metus lectus. Cras ut semper turpis. Quisque sollicitudin neque vitae odio consectet Type
Etfiam id tortor | | ||| magna mollis velit aliquet vehicula a vehicula diam. Nunc a dignissim neque. Suspendisse vehicula, nisl nec im _ (>
Lorem ipsum dq | ||| S8pien. Nam hendrerit quam in risus mattis sit amet laoreet justo fringilla. Sed suscipit vestibulum lectus in solli| = Category {required)
Phasellus eget rf | [ Nullam venenatis neque quis lacus elementum sagittis. Nam nec mauris ut nisi porta iaculis non at purus. Done AP (>
a quis diam. Intd | bl bibendum ante, vitae feugiat metus orci in arcu. Sed porta augue ac sapien tincidunt nec scelerisque risus luctr Addressee
Ehasellus etlao Mauris [ZE
litora torquent pq| Hl 5 gt at odio ultricies bibendum. Vivamus et mi quis odio aliquam volutpat sed egestas purus. Donec sodales c« Date (required)
2 semper ipsum, at sollicitudin ligula ultricies id. Etiam guis molestie est. Aliqguam eget eros nisl, et lacinia eros. D 6/14/2011 [Z
eget turpis sit amet mi vulputate rutrum vel et nibh. In feugiat scelerisque velit, quis hendrerit dui dignissim id. v P
egestas dolor. Morbi dignissim tortor et sapien suscipit viverra. Etiam sapien tellus, aliquam adipiscing porta se =
mauris sollicitudin. Quisque ut libero ut dui malesuada ultrices. Morbi varius iaculis lorem sit amet dignissim. Subject
Praesent ultricies tellus ac lacus rutrum vel uliricies odio pharetra. [
Cras consequat, ante eu lobortis rhoncus, libero nibh ornare nibh, vel ullamcorper libero lacus a elit. Duis sem e
interdum tempus et, varius in leo. Integer sapien ante, posuere dapibus pharetra et, faucibus sed felis. Cum sor =
mus. Nullam bibendum dolor at nisi molestie imperdiet. Phasellus eu nisl eget neque molestie scelerisque. Mau Priority b
volutpat. Curabitur mi velit, sollicitudin nec vestibulum sagittis, cursus ut risus. Curabitur sit amet mauris id tortc [=
Nam nec augue at dui commodo venenatis. Pellentesque et nulla vel lectus condimentum placerat ut feugiat lib =
Sed vulputate viverra =
nisi quis vestibulum. In molestle massa in metus dignissim vitae dignissim urna euismod. Curabitur vitae tortort P
PR | ) <I|7777177 e — ill e ———— “|7”” e e e e P [?v
< 111 ] 3

@ Text
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Metadata
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area of concern = accessibility of records; staff skeptical or confused on how easy to locate info
125 record requests per year 
staff suggested software that allows interdepartmental use


Ease of Use

« TOP PRIORITY: CAN YOU FIND WHAT
YOU ARE LOOKING FOR?
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Presentation Notes
area of concern = accessibility of records; staff skeptical or confused on how easy to locate info
125 record requests per year 
staff suggested software that allows interdepartmental use


Keys to Ease of Use

* Optical Character Recognition (OCR)
« Automatic Records Destruction
e Back Scanning
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Presenter
Presentation Notes
OCR (Optical Character Recognition) allows user to search for file, even if unsure of title, date, or type of record
Can purge files when date indicated
Using private company instead of volunteers (risk having errors) to backlog files


Security

* Proper Document Security Is Ciritical
 Document Filters
« Confidential Files



Presenter
Presentation Notes
Proper document security is critical to the success of any kind of document
management solution. Some documents may be confidential, or contain private
information, such as credit card data, bank account numbers, police reports, or
social security numbers. 
Many e-records software clients come equipped with document filters to
control access to certain files. An administrative user may select who may
access which record set, who may export those records, or otherwise
manipulate the contents of any file. Most files at the Town of Addison are set
to be readable (and exportable) by any user in the system, but only modified by
the department which generated them. For example, purchase orders and
billing receipts may be accessed by anyone in the organization, but those files
can only be changed or deleted by the Finance Department.
This functionality can be broadly applied at the folder level, or applied
specifically to certain types of files. The bottom line is that any file can be
effectively screened to ensure that confidential information stays confidential.
However, it is the L-ICMA team’s recommendation that only files which have
actual confidentiality requirements be screened. If non-confidential documents
are screened, the overall utility of the system is negatively impacted. As a
general rule, the more files users can access through an e-record solution, the
more often it will be used.


System and Retention —
Training and Guidelines

« Annual Seminars and Webinars
* Network Groups

e Best Practice: Follow records retention guidelines with
both hard and electronic copies

« Added Efficiency: Automatic Records Destruction

« Additional Training: What do we keep and who owns the
document?

o Software & Technical Support Available

S e
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Presentation Notes
Laserfiche provided training for “seed” users who in turn trained others in the organization
Annual seminars provide new employees the chance to learn tips from veteran users
Network with Laserfiche community in your area


(Laserfiche website has lots of training info)

staff unsure of records retention guidelines although they have made efforts to train employees; requested additional training and resources
Who “owns” documents?
follow state of Georgia’s Retention Schedule for auto-delete dates


TECH SUPPORT

l > P
f, J{g&f

What my mom thinks | do What society thinks | do
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What my boss thinks | do What | think | do



Presenter
Presentation Notes
Laserfiche provided training for “seed” users who in turn trained others in the organization
Annual seminars provide new employees the chance to learn tips from veteran users
Network with Laserfiche community in your area


(Laserfiche website has lots of training info)


Interfacing

e Plan Ahead:

 |dentify early what systems need to work
together

 Key words and template fields can assist
with Interfacing

* Report Limitation: One-touch GIS
system

S e


Presenter
Presentation Notes
One of the core tenants of the organizational culture at Milton is efficiency. It is important to make sure that any software system that is implemented has the capacity to interface well with existing software systems to avoid duplication of efforts. Many document management systems in the market already have the capability to interface seamlessly with the software programs currently utilized by
Milton.


System Maintenance

o Start Early: Decide how the system will be
maintained during development

e Create Check Points: Develop and utilize
system controls

e Plan for Change: Select a system with an

open file format to address changing
technology "%‘

i
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Transparency

 Expanded Audiences: Electronic records
are easy to share internally and externally

e Easy to Secure: Security measures make
sure closed records stay confidential

S e



e Implementation Schedule
« Sample Request For Proposal

S e



Questions/Comments?
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A Special Thank You To...

Chris Lagerbloom, City Manager, and the entire Milton staff
Bob O’Neil, ICMA Executive Director

Felicia Logan, ICMA Director of Leader Development
Nedra James, ICMA Leadership Coordinator
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