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Notes to Readers:

The follow ing document  is  a draf t  document  under  review by the Technical Panel of  the
Nebraska Informat ion Technology Commission (NITC) .  This document  is  posted at
ht tp: / /nit c.ne.gov/standards/comment / .

1.

I f  you have comments on this document ,  you can submit  them by email t o
r ick.becker@nebraska.gov,  or  call 402-471-7984 for  more informat ion on submit t ing comments.

2.

The comment  per iod for  this document  ends on January 31,  2011.3.
The Technical Panel w il l consider  this document  and any comments received at  a public
meet ing fo llow ing the comment  per iod,  cur rent ly scheduled for  February 8,  2011.  Informat ion
about  this meet ing w ill be posted on the NITC website at  ht tp: / /nit c.ne.gov/ .

4.

 

State of  Nebraska
Nebraska Informat ion Technology Commission

Standards and Guidelines

NITC 5-101 (Draf t )

Tit le Enterpr ise Content  Management  System for  State
Agencies

Category Groupware Architecture

Applicabil it y Standard for  all State government  agencies,
excluding higher  educat ion

1.  Standard

State Agencies acquir ing sof tware to manage mult ip le types of  content  f rom mult iple sources or
creat ing workf low around that  content ,  shall as descr ibed in Sect ion 2 use the “Enterpr ise Content
Management  System” (ECM) that  is  maintained and hosted by the Of f ice of  Chief  Informat ion Of f icer
(OCIO) .

Agencies must  consider  using the ECM’s E-Forms sof tware to create,  submit  and process forms
based informat ion for  new solut ions.  Agencies must  just if y  using other  technologies and adhere to
the except ions as descr ibed in Sect ion 4.

2.  Scope of  managing content  and creat ing workf low includes the following:

Captur ing paper  documents through the use of  scanners and stor ing them in elect ronic form;
Captur ing all t ype of  content  (audio,  video,  e- faxes,  emails,  MS Of f ice documents,  etc)  and
stor ing them in elect ronic form;
Elect ronic searching and ret r ieval of  captured content ;
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Automat ing records retent ion and archiving;
Automat ing business processes through workf low;
Reducing and/or  eliminat ing paper  document  storage;
Creat ion,  submission and processing of  Forms based informat ion (E-Forms) .

Document  management  systems fall under  the same def init ion as content  management  systems.

3.  Purpose

The purpose of  this standard is to provide State government  agencies a s ingle technical solut ion for :

Captur ing all t ypes of  content  and stor ing content  elect ronically ;
Conver t ing and minimizing the number  of  paper  documents the State maintains;
Facil it ate searching and ret r ieval of  elect ronic documents;
Retain and dispose of  elect ronic documents based on established document  retent ion polic ies;
Improve ef f ic iency and accuracy of  exchanging informat ion f rom State Agency to State Agency,
State government - to-external business par tners and external business par tners to State
government  and through automated workf low;
Unif y document  management  in a single system to take advantage of  economies of  scale.

4.  Except ion

This standard does not  apply to content  management  systems already in use by an Agency,  unless:

An agency intends to buy s ignif icant  upgrades;
An agency intends to buy a s ignif icant  amount  of  new modules;  or
An agency intends to do a s ignif icant  amount  of  custom development  in their  exist ing
document /content  management  system.

For  guidance on these points,  contact  the OCIO.

5.  Def init ions

5.1 Documents  – The State cur rent ly ut i l izes a great  deal of  paper -based documents.
These documents are generated internally f rom both manual and automated processes.
Paper  documents also come f rom external businesses and cit izens.  Addit ionally,  each
paper  document  is  read by a person to determine it s purpose,  what  informat ion it
contains,  what  it  is  associated w ith and what  should be done w ith it .

Indexing is a process of  ext ract ing the key content  of  the document  and stor ing that
informat ion w ith the elect ronic version of  the document .  The purpose of  the index
informat ion is to facil itate searching and ret r ieval of  the document  and facil itate
automat ing processes using workf low in an agency.  The index informat ion can also be
used for  secur ing the document  as well as to associate mult iple documents together .

The ECM w ill consume paper  documents by either  using scanners and/or  elect ronic
document  uploads.  The documents can be indexed by automated means using Opt ical
Character  Recognit ion (OCR),  Intell igent  Character  Recognit ion ( ICR)  and/or  bar  codes.
The ECM facil itates both automated and manual indexing.

5.2 Processes (Workf low)  – For  those paper  documents that  are processed manually,
( i. e.  f rom one desk to another ,  one agency to another ,  and are dependent  on individual
organizat ional skil l sets to insure documents are not  lost ,  processed t imely,  processed
accurately and f i led cor rect ly)  can be great ly improved w ith automated workf low .  Even
automated processes that  were previous built  w ith l it t le or  no integrat ion to other
processes can be improved and enhanced as well.

The ECM supplies a f ramework to allow  agencies to easily  create f lexible automated
workf lows that  can ut i l ize documents or  work as independent  processes.  These
automated workf lows readily integrate w ith exist ing processes.

5.3 Process Monitor ing  – Managers needing feedback to determine if  processes are
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moving,  where the bot t le necks are in the processes,  how to reallocate work and how
best  to resolve process problems,  can be great ly improved w ith automated workf low
monitor ing.

The ECM includes tools (business applicat ion monitor ing (BAM))  to facil itate monitor ing
processes.  Mangers can set  up dashboards that  give real- t ime views into what  is
happening in work queues,  provide informat ion to reallocate workloads,  supply
informat ion about  personnel per formance/act ivit y and easy access to audit  act ivit y.

5.4 Physical Document  Storage  – Physically  stor ing paper  documents can occupy large
areas of  cost ly of f ice and warehouse space.  Finding documents in these storage
facil it ies is  labor - intensive and can take hours to days.  Stored paper  documents are also
vulnerable to natural disasters,  thef t ,  and water  and f ire damage.

The ECM can great ly reduce the need to store paper .  When a document  is  scanned into
the ECM,  an exact  “picture”  of  the paper  document  is  taken.  The ef f ic iencies of  having
documents available immediately can great ly reduce costs and improve ef f ic iencies for
staf f  spending t ime ret r ieving the physical documents,  delays in f inding the physical
documents that  could impact  the customers and clients,  f loor  space,  cabinets,
t ranspor tat ion and secur it y.  The ECM informat ion is stored on the enterpr ise SAN,  the
SAN is mir rored to minimize the chance of  loss or  damage.

5.5 Document  Lifecycle Management  – The State keeps the major it y of  paper-based
documents around for  extended per iods of  t ime and cont rol when they get  disposed of
and the major it y of  those disposit ions are done manually through var ious un-unif ied
processes.

The ECM has a l if ecycle management  component  that  facil itates disposit ion of  e lect ronic
documents based on conf igurable rules.

5.6 Addit ional Features  – The State has audio,  video,  GIS,  CAD,  Word,  PDF,  email and
fax informat ion that  can not  readily be stored in a unif ied manner  w ith paper  documents.

The ECM can store any elect ronic content .  All elect ronic content  can be indexed for
search,  ret r ieval,  associat ion and secur it y.  Once paper  documents are scanned into the
ECM,  they can easily be unif ied w ith other  elect ronic content .

--- - - - - - - -
V E RS ION D A TE : D ra ft  -  D ecember 9 , 2010
HIS TORY:
P D F  FORMA T: ( to  be  added)
--- - - - - - - -
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