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1. Standard

1.1 State agencies managing content  and creat ing workf low as descr ibed in Sect ion 2
shal l  use the Enterpr ise Content Management  System (ECM) that is  provided through
the Off ice of Chief  Information Off icer (OCIO).

1.2 Agencies must consider,  through consul tat ion wi th the OCIO, using the ECM’s
E-Forms software for  any new elect ronic forms appl icat ions.

2. Managing content and creating workflow includes the following:

Captur ing paper documents through the use of  scanners and stor ing them in e lect ronic
form;
Captur ing al l  type of content (audio,  v ideo,  e- faxes, emai ls,  MS Off ice documents, etc)  and
stor ing them in e lect ronic form;
Electronic searching and retr ieval of  captured content ;
Automat ing records retent ion and archiv ing;
Automat ing business processes through workf low;
Reducing and/or e l iminat ing paper document storage.

3. Purpose

The purpose of th is standard is  to  provide,  to  the extent  possible, a s ingle technical  solut ion for
State agencies:

Captur ing al l  types of content and stor ing content  e lectronical ly ;
Convert ing and min imiz ing the number of paper documents the State mainta ins;
Faci l i ta te searching and ret r ieval  of  e lect ronic documents;
Retain and d ispose of electronic documents based on establ ished document  retent ion
pol ic ies;
Improve eff ic iency and accuracy of  exchanging in format ion;  and
Uni fy document  management  in  a s ingle system to take advantage of  economies of  scale.

4. Exception

This standard does not apply to systems already in use by an agency,  unless:

The agency in tends to buy s ignif icant  upgrades;
The agency in tends to buy a s igni f icant  amount of  new modules; or
The agency in tends to do a s igni f icant  amount of  custom development

For guidance on these points,  contact the OCIO.
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5. Definit ions

5.1 Documents  – The State current ly  ut i l izes a great deal  of paper-based documents.
These documents are generated in ternal ly  from both manual and automated
processes. Paper documents a lso come from external  businesses and c i t izens.
Addi t ional ly,  each paper document is  read by a person to determine i ts  purpose,  what
informat ion i t  conta ins,  what i t  is  associated wi th and what should be done wi th i t .

Indexing is  a process of extract ing the key content of  the document and stor ing that
in format ion wi th the electronic vers ion of  the document.  The purpose of the index
informat ion is  to  faci l i ta te searching and retr ieval of  the document and faci l i tate
automating processes using workf low in an agency.  The index information can a lso be
used for  secur ing the document as wel l  as to associate mul t ip le documents together.

The ECM wi l l  consume paper documents by ei ther using scanners and/or e lect ronic
document  uploads.  The documents can be indexed by automated means using Optica l
Character Recognit ion (OCR), In te l l igent Character Recogni t ion ( ICR) and/or bar
codes.  The ECM faci l i ta tes both automated and manual  indexing.

5.2 Processes (Workflow)  –For those paper documents that are processed manual ly,
( i .e .  f rom one desk to another,  one agency to another,  and are dependent  on
indiv idual  organizat ional  sk i l l  sets to insure documents are not lost,  processed t imely,
processed accurate ly and f i led correct ly)  can be great ly improved wi th automated
workf low.  Even automated processes that  were previous bui l t  wi th l i t t le  or  no
integrat ion to other processes can be improved and enhanced as wel l .

The ECM suppl ies a framework to al low agencies to easi ly  create f lex ible automated
workf lows that  can ut i l ize documents or work as independent processes. These
automated workf lows readi ly  integrate wi th exist ing processes.
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