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•  what is an intranet?

•  why use an intranet?

•  how to get an intranet project going at
your organization.

•  meeting with the IT folks

•  demo an intranet site

•  demo the intranet version of the x::RM
Records Retention Schedule

•  project wrap up
FastTrack 2003

 x::RM
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what is an intranet?
•  technology that uses Internet protocols to develop “private” internet (internal

resource)
•  (TCP/IP and http = communication protocols, HTML = language for

presentation)

why use an intranet?
•  publicize program
•  reduce service burden
•  improve customer service
•  make information available 24x7
•  familiar interface -- no need to learn new application
•  one-stop shopping
•  infrastructure / technology likely to be in place

how to get an RM intranet project going at your organization
•  review other RM sites (public, or ask colleagues) - get ideas
•  review other sites (non-RM) for functionality -- is there something you see that

you’d like to incorporate?
•  initial concept — for site content (DESIGN DOCUMENTS)

•  brainstorm about content (what you’d like to present)
•  ===========  IT’S ALL ABOUT CONTENT =============

•  forms
•  procedures
•  current events 
•  gateway to program databases
•  library function - gateway to online libraries / search services
•  staff contact information
•  records coordinator listing
•  FAQs
•  glossaries
•  services
•  RRS
•  site map
•  online training (presentations or videos)

•  determine audience and their needs
•  RM staff
•  coordinators
•  people who generate records in your organization
•  management

•  information architecture
•  analyze site structure and navigation

•  not addressing graphic design here (depends on what’s already in place)
•  review your resources, and determine whether consulting expertise would help
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meet with your IT folks (find out how to get started)

•  consultants might be able to help with this

•  understand organization’s current web practices (how does content get
posted/how tight are the controls?)
•  content management system
•  pre-designed templates
•  unspecified (authoring tools? need to know HTML?)
•  all handled by an organizational unit (IT or intranet group)

•  understand organization’s web standards and capabilities
•  look and feel (templates)
•  branding requirement
•  electronic forms program
•  pdfs - standardized presentation format
•  html forms (emailed or populate database)
•  dynamic content from databases

•  understand development environment (server-side technologies)
•  ASP
•  ColdFusion
•  Java

•  what you need from the meeting
•  space / address
•  access
•  authoring tool
•  OR other procedures

•  Project interface with IT staff / IT contact

demo MWD intranet site

demo x::RM RRS page
•  using our fully functional database to provide dynamic content to the site

project wrap up










