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AgendaAgenda

• City of Austin Project Overview

• Document and Records Management in 
OpenText eDOCS

• The File Plan: Organizing the Taxonomy

• File Plan Components: Building Retention Rules

• Conclusions and Lessons Learned

• Questions
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Project OverviewProject Overview

Enterprise Document and Imaging Enterprise Document and Imaging 
Management System (EDIMS)Management System (EDIMS)
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City of AustinCity of Austin

• Capital of Texas

– Approximately 800,000 citizens

– 1.5 million in greater metro area

– 11K – 12K City employees

• City government responsible for wide variety
of operations

– Administration of City government

– Police, Fire, and EMS departments

– Public utilities (electric, water, solid waste)

– International Airport
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EDIMS Project ObjectivesEDIMS Project Objectives

• Implement Livelink ECM eDOCS DM/RM, BI, 
Kofax Ascent Capture, and EMC Centera

• Replace legacy document management 
systems

• Make public records readily accessible 
to citizens, their elected officials, and 
to City staff 

Enterprise Document and Imaging 
Management System
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Project ObjectivesProject Objectives

• Enforce compliance with mandated 
records retention requirements

• Provide common platform for image 
capture, and document/records 
management for City departments 
and operations
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Pilot Department 1Pilot Department 1

• Office of the City Clerk (OCC)

– Coordinates municipal elections 

– Supports City Council meetings

– Serves as official custodian of all 
Council documents

– Oversees the City-wide Records 
Management Program
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Drivers: Office of the City Clerk (OCC)Drivers: Office of the City Clerk (OCC)

• Enhance citizen access to public records

– Common format for public documents (PDF)

– ADA Section 508 compliance

• Streamline work processes of Council 
support and research staff

• Replace outdated legacy document 
management systems (backfile migration)
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Pilot Department 2Pilot Department 2

• Office of Vital Records (OVR)

– Serves as official registrar of vital records

– Provides birth and death certificates to 
the public

– Provides statistical reports on mortality 
and natality to City management
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Drivers: Office of Vital Records (OVR)Drivers: Office of Vital Records (OVR)

• Protect documentation from 
catastrophic loss

– Backfile scanning of paper birth 
and death registrations

• Enhance fraud detection and prevention

• Integrate with state electronic registration 
initiatives and new Point of Sale system

• Accelerate access to key epidemiology 
data
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Office of the City Clerk: Starting PositionOffice of the City Clerk: Starting Position

• Work process inefficiencies

– Dual-indexing in two parallel systems

– No integration with other related systems

• Legacy document management system 
no longer supported by vendor

• Use of departmental file shares for document 
management

• Legacy document management system 
not enforcing indexing standards and 
naming conventions
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Office of the City Clerk: Starting PositionOffice of the City Clerk: Starting Position

• Records Control Schedule in place but focus on 
physical records; inconsistent (or no) application 
to electronic records 

• No citizen access to many Council-related and 
other public records; research staff provides 
document fulfillment service
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Document and 
Records Management 

in OpenText eDOCS

Document and 
Records Management 

in OpenText eDOCS
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FeaturesFeatures

• Document creation and in-process content 
development

– Scanning and electronic document import

– Workgroup collaboration

– Check-in / check-out

– Version control

• Document retrieval and reference

– Metadata searching and retrieval

– Full-text content searching

– Users may create custom queries and collections 
of documents and share them with co-workers
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FeaturesFeatures

• Ability to control rights to access and edit 
documents

• Detailed audit trail (history) for all documents

• Integration with desktop applications

• Records Classification

– Filing documents per Control Schedules

– Assignment of business rules to records
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EDIMS Physical ArchitectureEDIMS Physical Architecture

Hummingbird 
DM ServersScan Stations Kofax Servers

Centera 
Records Server

BI
Server

Oracle
Server

Index Server

Working Document 
Server

Explorer & 
Application 
Extensions

Web
Browsers

Web Server

Firewall
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The File PlanThe File Plan

Organizing the TaxonomyOrganizing the Taxonomy
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The File PlanThe File Plan

• Provides a structured hierarchy for an 
organization’s documents/records

Classification and Lifecycle Management:

• Provides “containers” in which documents/records 
are classified

• File Plan containers are associated with records 
management rules 

– When a document is “filed”, it inherits classification, 
access permissions, and retention rules

– COA requires all documents to be filed 
in the File Plan
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The File PlanThe File Plan
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Our Goal: Develop a File Plan thatOur Goal: Develop a File Plan that

• Addresses both physical and electronic records

• Is flexible, logical and consistent in structure

• Establishes a “template” format and 
methodology that can be scaled to the 
enterprise

• Is independent of the City’s organizational 
structure

• Leverages automation capabilities 
of OpenText eDOCS
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The File PlanThe File Plan

• The City is governed by Texas State Library’s 
“Records Retention Schedules for Local 
Governments”

• However, Austin has adopted its own plan since 
State schedules

– Are primarily oriented to physical records

– Do not provide adequate guidance for e-records

– Have inconsistent granularity and complexity across 
different schedules

• COA developed a 3-tier File Plan:
– Business Functions, Record Classes, 

Record Series



Enterprise Document and Imaging Management System (EDIMS)

12

2323

Business FunctionsBusiness Functions

• Eleven broad categories of similar business 
processes

• Business Functions are not department-
specific; records grouped under a BF 
may be owned by multiple departments

• Objectives:

– Distinguish the File Plan from an ever-shifting 
organizational structure

– Acknowledge that different departments 
may be responsible for records that 
support the same activity

2424

Business FunctionsBusiness Functions

PFMProperty and Facilities Management Records

WRKPublic Works Records

SERCity-Provided Services Records

SAFPublic Safety Records

REGRegulatory Records

PHSPublic Health & Social Services Records

PERPersonnel Records

LEGLegal Records

GARGovernance and Administration Records

FINFinancial Records

AUDAudit and Compliance Records

CodeBusiness Function
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Record ClassesRecord Classes

• Categories or 
groups of records 
that support the 
parent Business 
Function but which 
may have different 
retention 
requirements
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Record SeriesRecord Series

• Category of records…

– Supporting the same business activity

– Having similar retention requirements; i.e., are 
governed by the same disposition authority

• Distinguished by having only one official
retention period and one custodian of record

• File Plan level at which business rules 
are applied
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Record SeriesRecord Series

• A Record Series may:

– Consist of a single “type” of document 
(examples: Council Meeting Minutes, Ordinances)

– Represent a logical category of several 
types of records and documents 
(examples: Contracts and Agreements, 
Banking Records)

– Consist of a collection of different document types 
that are treated as a single “composite” record 
(example: Employee Personnel Files)
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Record SeriesRecord Series
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Files and File PartsFiles and File Parts

• Specific “locations” in which documents 
are filed

• Files are organized to align with the event 
associated with the parent term

• Examples:

– A known event plus a period of time (e.g., calendar 
year end + 5 years): Organize by year, set event to 
end of year

– A conditional event plus a period of time 
(e.g., end of contract + 10 years): organize 
by contractor name or contract number, set 
event to end of contract date
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Files and File PartsFiles and File Parts
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File Plan Code 
appears on the 

Profile Form

File Plan Code 
appears on the 

Profile Form
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Library RelationshipsLibrary Relationships

OVR OCC

Public

Master

Dept.

Browsers

Dept.

Master Library
– Enterprise File Plan
– Master look-up tables
– WincSync synchronizes tables

Shared Public Library
– Anonymous Login Account
– Custom CFM/ASP scripting

Departmental
Libraries
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File Plan ComponentsFile Plan Components

Building Retention RulesBuilding Retention Rules
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Events: When does it happen?Events: When does it happen?

• Date-based “triggers” that can be used 
as starting points for a variety of actions

• Examples:

– Immediately upon a known event (e.g., election day)

– A known event plus a period of time 
(e.g., calendar year end + 5 years)

– A conditional event plus a period of time 
(e.g., end of contract + 10 years)

• Can use system dates or create custom  
document-level or the file-level dates
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Actions: What happens?Actions: What happens?

• Storage Actions

– If and when an item must be moved from an 
Active Location to an Inactive/Off-line Location

• Cutoff Actions

– Rules for closing files

• Rollover Actions

– Rules for closing files and opening new files

• Disposal Actions

– Define the final disposition of records

– Example: Permanent, Destruction, or Transfer
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Disposal Action: ExampleDisposal Action: Example
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Disposal Action: ExampleDisposal Action: Example
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Sample Business Records RuleSample Business Records Rule

• Immediately following an election (Event)

• Close the current files for candidate ballot 
applications and associated documents 
(Cutoff Action)

• Declare ballot applications and associated 
documents as records (Cutoff Action)

• Two years after file closure, delete 
the files (Disposition Action)



Enterprise Document and Imaging Management System (EDIMS)

20

3939

Sample Business Records RuleSample Business Records Rule
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Record Series AnalysisRecord Series Analysis

For each Record Series determine:

• Description / Scope Note

• Applicable Disposal Authority

• Organization of Files

• Actions and the Events that trigger them

• Official or other version of series

• When to declare a record

• Application of retention holds
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Lessons LearnedLessons Learned
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Success FactorsSuccess Factors

• Significant senior management support

• Project championed by business side

• Clear recognition of the role of records 
management in project success

– Records Management serves 
as project “gate-keeper”

• Staff assigned to develop customized 
training programs
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Success FactorsSuccess Factors

• Test team worked closely with training 
staff and users 

• Struggled through cross-functional 
collaboration issues

• Defined roles and responsibilities for 
the transition to day-forward operations

• Identified policies, procedures, and 
business processes required to 
supplement the technology
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Lessons LearnedLessons Learned

• Choice of system integrator far more 
important than choice of technical 
solution vendor

• Repeatedly ask “Do we have all the hardware 
and software components required for 
completion?”

• Repeatedly ask “How will this affect 
the users and organizational work 
processes?”
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Lessons LearnedLessons Learned

• Planning and design is far more important 
than execution

– Define group roles and functions

– Define security and access control requirements

• Review retention schedules and conduct 
a File Plan analysis
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Lessons LearnedLessons Learned

• Document all key decisions

• Test, test, and re-test

• Maintain detailed project schedules and 
open issues tracking documentation

• Use the document management system 
for the management of project documents

• Develop realistic project schedule with 
contingencies for unplanned events
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Next Steps / ChallengesNext Steps / Challenges

• Completion of Office of Vital Records phase

• Integration with City’s Agenda Management 
System

• Replace physical records inventory management 
system (GAIN)

• Expand program to “unstructured” documents

• Prioritize and expand program to the enterprise
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Questions?Questions?


