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       What is Enterprise Content Management?


       To define enterprise content management, we need to define:


What “content” is, and how it differs from traditional “data”


What it means to “manage” content, and how this is different from traditional “data management”








What is Content?


The concept of structured vs. unstructured data… Structured data fits neatly into well-defined buckets, and is the first area to have been attacked by I/T because of this simplicity Structured data, however, is only the “tip of the iceberg” for the full set of critical information surrounding business applications; the remaining “unstructured” data, which does not fit so predictably into well-defined buckets, has become known as “content.”








What Makes Content Management Difficult?


Bottom line: content is different than data, and content management presents a unique set of challenges beyond those encountered in data management. Some of these include:


The inherent flexibility and unpredictability of content


Lack of well-defined, industry-standard application infrastructure for handling content


The need to integrate many products each designed with its own purpose and point of view


Complex creation, update and change management cycles


Complex reuse and re-purposing issues


Complex cross-referencing and indexing schemes


Complex formatting and transformation requirements


Complex search and retrieval issues








Enterprises that fail to unlock the value of their content assets, from documents to Web pages to digital assets, are losing billions of dollars in lost opportunity.


- Alan Pelz-Sharpe, VP Research & Consulting North America, Ovum Ltd. 








Enterprise Content Management is the technologies, tools and methods used to CAPTURE, MANAGE, STORE, PRESERVE and DELIVER content across an enterprise.








CAPTURE – Data capture, imaging, scanning and hybrid systems, color scanning, forms 


processing, handwriting recognition, ICR/OCR/Voice recognition.





  MANAGE – Business process management and outsourcing, workflow, portals, search   


   engines, XML, content categorization and classification.





     STORE – Email security and archiving, data warehousing, storage systems (SAN, WORM,   


       RAID, MO,DVD, CD-ROM), compression.





Content & Records Management – An Overview








    PRESERVE – Records management and archiving, film-based imaging, digital preservation,   


  disaster recovery and planning.





DELIVER – Digital printing and publishing, print systems and utilities, encryption, authenticity, digital signatures, electronic bill presentment, wireless/WAP/Bluetooth.












































Documents


Documents are created in conjunction with the daily tasks of the organization. They are created to record and convey information. They will contain characteristics of creation (date, author, content, revisions, annotations, signatures, certifications, etc) and use (origination point, location, distribution, revision, annotations that can be captured in document metadata. They may have transitory, collaborative, or referential value to the organization.





Records


Records are created and retained to meet operational and legal requirements by accurately recording a business event. To have a record, documents are first created and then protected or preserved for future reference or evidence (although not all records are documents per se). Preservation requires determining who is responsible for maintaining the document, where the document is located, and how long it must be retained. Retention requires the assignment of individual documents to document classes or series and should be based or corporate records management policies.





Implementation of Enterprise Document Management System solutions requires consideration of the following questions:





Which documents should be stored in the repository?


What metadata should be assigned to them?


How long should documents be kept in the repository?


What media should be used to store them?


What actions should be taken once they are removed from the repository?





Records management principles dictate the best practices and policies for records control-both paper and electronic. These practices offer significant benefits to the organization. 





They help to 


Manage risks associated with information by ensuring the organization is in a legally defensible position. 


Reduce the cost of information by controlling record volumes and selecting appropriate storage approaches.


Improve the efficiency of record keeping including the accountability and protection of vital records and data.


Ensure access to recorded information when and where it is needed.





The document life cycle is a model for defining records control activities in each phase of a document’s life – creation and capture, use and processing, storage and retrieval output and distribution. With paper records, active and inactive storage locations and the transfer of records between locations must be tracked. Papers records management practices and policies focus on files, folders, boxes and disposition depend on the assignment of a record to a records series ensuring proper controls at the end of a paper record’s life.





In the electronic records environment, records management practices and policies must address the business processes, information users, media, and technologies associated with electronic records document formats as well as new formats such as electronic mail, multi-media information formats, such as electronic mail, multi-media information formats, and Web content. Retention and disposition depend on the assignment of metadata to electronic documents. This metadata can ensure proper controls throughout an electronic record’s life.





A retention schedule is the primary tool for managing the control and disposition of records. Retention schedules based on retention policy address the selection, classification, and required disposition of records. This includes vital records protection and archival strategies for media and migration. The retention schedule should address paper and electronic records including the electronic document metadata. The distinction between documents and records affects the selection of best practices and technologies for applying programmatic records management and control functions. 





Records management must also address protecting the reliability and trustworthiness of records. This practice depends upon the procedures used to create documents that are preserved as records. Records management may need to reach every desktop – where electronic documents are created – to protect the structure, content and context of these records from alteration or corruption (Skaggs 1999). This need may entail development of new organizational models and requires consideration of the following questions:





What documents are records and require formal records management control?


How should records be captured and managed?


What indexing or classifications scheme is consistent with retention requirements?


How should users need to ensure acceptance and participation?


What methods of preservation and/or destruction should be used to ensure consistence business practices?








What is Records Management?


Records Management is a specialized field of information management that is concerned with the systematic analysis and control of recorded information (operating records) associated with an organization’s business activities. Records management professionals, called records managers, interpret operating records broadly to include any and all information created, received, maintained, or used by an organization pursuant to its business activities. For example, the statutory definition of U.S. government records presented in 44 U.S. code 3301 encompasses information recorded on any medium by any method, manual or automated. Many U.S. state governments have adopted similarly broad definitions or recorded information, as have other nations, private businesses, and not for-profit organizations.





Records managers employ well-developed concepts and methods that apply to operating records in all formats, including:


Paper documents such as office files, business forms, engineering drawings, charts, maps, patient records, projects files, legal case files, technical or managerial reports, and computer printouts.


Photographic records, including photographic negatives and slides, motion picture films and film scripts, as well as microfilm, microfiche, aperture cards, and other microforms produced from paper documents or computer data;


Electronic records; including computer files and databases, word processing files, e-mail messages, electronic document images, computer-generated graphics, audio recordings, and video recordings.





In certain cases, ordinary or unusual objects may also be considered operating records. In many localities, for example, construction projects must be preceded by analysis of soil samples from the proposed building site for specific environmental characteristics. The analysis is embodied in a written report for which the soil samples serve as supporting material. Similarly, pharmaceutical research organizations biopsy tissue samples from laboratory animals when evaluating the safety of drugs under development. The tissue samples serve as supporting materials for written toxicology reports and other test documentation. In these situations, the soil samples and tissue samples are treated as records and come within the scope of records management activities.





Records management concepts and methods apply to recorded information that is created and maintained by organizations of all types and sizes. Examples include but are by no means limited to:





Corporations, partnerships, sole proprietorships, and other businesses;


Law firms, accounting firms, consulting firms and other providers of professional services;


Federal, state and local government agencies, including public authorities and other governmental organizations;


School, colleges, and other educational institutions;


Medical clinics, hospitals, and other healthcare facilities; and 


Not-for-profit organizations such as professional associations, philanthropic foundations, religious institutions and charitable agencies.





Records management concepts and methods are likewise international in scope. Corporations, government agencies, and other organizations throughout the world have successfully adopted them.





The Growth of Recorded Information


Corporations, government agencies, and other organizations have been creating and maintaining records for centuries; however, the volume and complexity of recorded information associated with business operations have risen dramatically, even exponentially, in recent decades. Contributing factors include:





The expanded scope and complexity of business and governmental activities.


A growing white-collar work force that relies on recorded information for the completion of assigned tasks, management decision making, and other purposes;


The rise of information-intensive service industries such as banking, insurance, management consulting, litigation support, and healthcare;


Increased government regulations and their associated record keeping requirements;


The widespread adoption of computers, high-speed printers, photocopiers, and other technologies that can quickly generate large quantities of information in variety of formats.





As activities increase in complexity, specializations typically develop to provide the expert knowledge and advice that is required in particular circumstances. Medical specialists, for example, provide expert diagnosis and treatment of particular diseases. Attorneys likewise specialize in particular aspects of law such as bankruptcy, estates and trusts, labor relations, patents and trademarks, or securities. Knowledge requirements in these fields are too extensive for one person to master. Similarly, no individual can posses the expertise required for all procedural and technical aspects of information creation, organization, storage, retrieval, and dissemination. Like medicine and law, information-related activities have become too complicated for general practitioners.





As defined previously, records management is specialized information management, discipline. Its concepts and methods have developed in response to the increased pervasiveness of information related activities that characterize modern work environments and the corresponding need for systematic approaches to record keeping requirements. As a professional discipline, records management dates from the early 1950’s although its concepts and methods have been expanded and refined considerably since that time. Initially, records management activities emphasized the organizations and control of paper documents, the dominant information carriers in most work environments through the 1970s. Paper documents remain important, but records managers are increasingly involved with electronic records and the impact of information technology, particularly computer systems, on record keeping practices.
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Key Concerns for Records Management


Today, records management is a multifaceted discipline with tens of thousands of practitioners. It incorporates ideas and methods from such related fields as computing, telecommunications, knowledge management, information science, library science, archival administration, and industrial engineering.





A records management program can include many elements and records managers, as highly capable employees, often have diverse responsibilities. In some organizations, for examples records managers supervise printing and photocopying departments, mailrooms, or related administrative services, the presumed rationale being that such activities create, receive, and/or distribute records that eventually become a records management responsibility.





Specialization implies focus, however, and, since its inception, professional records management has been principally concerned with five aspects if information management, all of which have a significant impact on business operations. These aspects apply equally to records in paper and non-paper formats:





The Information Life Cycle. Decades of records management theory and practice confirm that recorded information is subject to changing requirements for timely retrieval, convenient distribution, and cost-effective storage from its creation or receipt through destruction or permanent retention. The business significance of many, if not most, operating records varies inversely with the age of the records. Typically, the operating records maintained by corporations, government agencies, and other organizations are reference frequently for a relatively brief period of time following their creation or receipt. As time passes, reference activity diminishes, either gradually or abruptly. For example, paper documents and database records pertaining to customer orders may be consulted frequently until the ordered items are shipped and payment is received but seldom referenced thereafter. Legal case records, insurance claim files, medical history files, and technical documentation may be consulted frequently until the ordered items are shipped and payment is received but seldom referenced thereafter. Legal case records, insurance claim files, medical history files, and technical documentation may be consulted daily to support ongoing work but remain unused for months or years after the termination of a given case, transaction, course of treatment, or project. When, and if, the reference activity for a given group of records falls to zero, the records usually can be discarded, assuming that no legal or other reason requires them to be kept. The determination of retention periods and the development of retention schedules that specify the life spans for an organization’s operating records are major responsibilities and defining characteristics of records management as an information discipline. 


Compliance with record keeping requirements. Various laws and government regulations specify minimum retention periods for certain types of recorded information. Such laws and regulations apply to all private and public organizations that operate within a specific governmental jurisdiction. U.S. corporations, for example, are subject to record keeping requirements contained in federal laws and in the laws of every state or locality where they do business. Similar requirements apply in other countries. Multinational organizations must conform to record keeping requirements in all countries where they maintain business operations. By consulting appropriate reference sources, records managers can identify pertinent record keeping requirements and implement retention practices to ensure compliance.


Organization and retrieval of active records. Records management programs include a combination of elements that address both active and inactive records. Used in this context, active and inactive status is determined by frequency of reference. The determination is admittedly imprecise: active records are referenced frequently; inactive records are not. Effective organization for convenient retrieval is the principal concern for records that are in the active phase of the information life cycle. Such records are subject to frequent and continuous reference to support specific business activities. Space conservation and 








economical storage, although important, are secondary considerations. Records 	management solutions for organization and retrieval of active records range from the 	development of filing systems and procedures for paper documents to the implementation of 	computer databases, document imaging, and document management systems that employ 	sophisticated indexing methodologies and feature rapid display of retrieved information at 	online workstations.


Reliable, economical storage of inactive records. Although they are seldom referenced, many inactive records must be retained for some period of time to meet legal or audit requirements or in anticipation of future retrieval, however unlikely that may be. For records in the inactive phase of the information life cycle, the principal goal is space conservation with resulting minimization of storage costs. These considerations are particularly important where large quantities of inactive records must be retained for long periods of time. In such situations, records management methodologies provide economical storage solutions while ensuring retrievability when and if the records are needed for specific business purposes.


Protection of vital records. In every organization, certain records contain information that is indispensable to the continuity of mission-critical operations. These records are call vital records. All organizations have them; some examples are cited in a later section. Records managers have developed effective methods for identifying and safeguarding vital records against damage or loss as well as for recovering information contained in vital records if damage or loss occurs.





What is Value?


The business case for systematic records management depends on a convincing demonstration of value, which is itself an elusive, multidimensional concept. Dictionary definitions equate value with worth or usefulness. Worth, which implies desirability or goodness, is often associated with intrinsic, un quantifiable value. Certain personality characteristics, for instance, may be valued for their own sake. Examples include optimism and enthusiasm, but such determinations are highly subjective. Usefulness, by contrast is a more meaningful indicator of business value; something has value if it contributes to an essential business operation or otherwise serves an important business purpose. Usefulness denotes extrinsic or instrumental value that contributes to an intrinsically valuable or necessary activity. Computers have business value, for example, because they enable an organization to perform essential operations, such as processing of customer orders or printing of payroll checks, quickly and accurately.





This pragmatic definition of value is usually associated with objects, but it can also apply to services, including information-related service activities such as records management. Record keeping, broadly defined to include storage of recorded information in all formats, is an essential component of most business operations. Records management concepts and methods have instrumental value for systematic, effective record keeping. They are a means to an end rather than an end in itself. The business case for records management is based on that contributory role.
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The modern world has gone digital, and there is no turning back. Once a novelty, the Internet is transforming ordinary people’s lives. It is changing the way people look, talk, act and feel. E-life has had a huge impact on the lives of people and will continue to do so in the time to come.





The electronic world is expanding by leaps and bounds and at this rate a memory of 43 GB, which looks huge today, may be petty tomorrow. The rate at which knowledge gained is increasing is phenomenal and the data / information gained at every second is becoming hard to manage for the common man.





Man by himself is not an intelligent animal!!! Its knowledge that makes him intelligent. As it is rightly said: 





“Knowledge maketh a man”





Heaps of knowledge may contain loads of information, but there’s no point in stacking all the information in a haphazard way and then trying to access it. It needs to be well maintained, arranged and organized.





To achieve a competitive advantage in an economy where today’s good idea is tomorrow’s commodity, business can’t necessarily rely on strategies that may have worked in the past. Selecting the right strategic mix is essential, to get and stay ahead in the new economy. Electronic Content Management is this very mix we are looking for!!!








Enterprise Content Management (ECM) is not just about organizing the information / data but also the means to store, archive and use the ever-existing information, which leads to a concept of what is called as Knowledge management.





Content is the backbone to all businesses whether in the form of product specifications, legal documents, purchase orders or manufacturing procedures, etc Today most information is unstructured and hence enterprises face problems in retrieval and tracking the same.








Several years ago, database companies helped organizations manage their electronic data, or content, into easily stored table rows and columns. Companies using database systems could provide types of services to customers and consumer’s services included reservations, banking applications, customer purchase records, and inventory records. But content doesn’t always fit into a nice, structured format. Just look at the desktop of a typical employee at any company today. You’ll see it’s comprised wide variety of unstructured content —Microsoft Word documents, PDF images, XML files, audio, video clips. Not exactly “neat rows and columns.”








