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ECM Acquisition Status @i/17/2015)

o Four successfully completed the Master
Contract Negotiations process

o Agencies can begin engaging vendors
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Outreach and Agency Empowerment

Helping Agencies Get Ready and Move Forward

oVendor fairs - how to buy smart
oBoot camps - how to plan smart

oTeaching how to use the ECM
master contract

oMentoring




Vendor Fairs — Demos










s there a road map?

oYes!! I

olSO 15489 is the best practice road
map for mplementing a records
management program

ols a stable, repeatable process

oUsed on an international level




How does it help me?

Makes you an informed customer
with your contractor

o Walks you through the process

o Gives you specific tasks to do at each
step

o Tells you what to do with the information
collected at the last step




The Roadmayp as Outcomes

ECM Implementation Roadmap

Step H: Step G:
Check In & Tune Up ECM Implementation
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150 15489 framework illustrated

Source: National Archives of Australia and State Records New South Wales




Repeatable Process

ECM Prep Work
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ECM Project Dashboard

Tracks where each business unit is in the

process

Progress
Risk areas that require attention
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DATA CLEANUP (CS Exams)

‘Where are we on this step?
Description

.
Cleaning up our old data is part of moving to a new ECM. Cleanup focuses on 4 areas - ROT, the X: drive, Status Dla I
Oracle and email (email will be addressed later)

A 3 step review process begins as soon as the Cleanup Log has been posted with the identified destroyable ‘
records. This provides the checks and balances needed to ensure that records are destroyed appropriately.

14%

Review Process
Complete
1. Department reviews and authorizes the list of records to destray
2. Records Officer reviews and authorizes the list of records to destroy

3. ECM Architect destroys the records and tracks the action

Deliverables How Far You've Come To Date

R T i Oracle Records Cleanup
Records Volumes Before, After & During Cleanup
#™ Review and Update your Oracle . _
\ e bt Link to Task 1 - Oracle Cleanup Log

Review and Update your X: ® Applications

D il Link to Task 2 - X: Drive Cleanup Log

® Complaints
Review and Update your ROT Log  |Link to Task 3 - Report from Cleanup Tool » Correspondence
Exams
History Files
Roles and Responsibilities _ % PRR
Work Papers

ECM Team - Cynthia & Phil Asls
1. Extract Cleanup Log from source location (Oracle, X:, email) Volume
2. Confirm SME's disposition instructions

3. Disposition records as directed




Volume Volume

Roles and Responsibilities
ECM Team - Cynthia & Phil Record Volumes
1. Collect existing informtion about the business unit (Lean Diagrams, Oracle information, X: Drive
information, Interviews with Business Unit Project Team})
2. Meet with the Business Unit Project Team to learn about their business and processes, train, report Record TV pes
findings and confirm information, collaborate on outcomes and paths to success
3. Analyze existing data for Risk, high level processes that must be recreated, improvement opportunities,

——————
cleanup activities
4. Use the gathered information fo feed future steps in the process 8%
13%

Business Unit SME - = Applications
1. Provide existing business unit background information to core team i
2. Provide high level mformation on business unt and processes * Complaints

= Correspondence
Business Unit Users -
1. Contribute additional information as needed ~ Exams

% = History Files

\ EFPRR

= Work Papers

Lessons Learned Process Diagrams

Surveys

Do you see ways to make your process
better? Tell us!

Improvement Opportunities

Where does it hurt?

How are we doing?




Make the steps visible and easy to follow

Deliverables

Roles and Responsibilities

ECM Team - Cynthia & Phil

1. Collect existing mnformtion about the business unit (Lean Diagrams, Oracle information. X: Drive
information, Interviews with Business Unit Project Team)

2. Meet with the Business Unit Project Team to learn about their business and processes, tramn_ report findmngs
and confirm information_ collaborate on outcomes and paths to success

3. Analyze existing data for Risk high level processes that must be recreated, improvement opportunities,
cleanup activities

4. Use the gathered information to feed future steps in the process

Business Unit SME -
1. Provide existing business unit background information to core team
2. Provide high level information on business unit and processes

Business Unit Users -
1. Contribute additional information as needed




Reactions to This Approach

this!™

oEasy to see themselves in the
process and success

o“This makes sense...we can do I

oTakes the mystery out of
migrating to ECM

oFeedback is overwhelmingly
positive




Questions?
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