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Contents Page
0T =T o '
0o Yo 11T 3 T o vi

1 S o o o - 1

2 Normative referenCes ... e 1

3 BT 4 3= 1 Lo Lo 1= 3 T 4 T Y 1

4 {105 |1/ I8 L= e o] 4 Lo [ Yo | O 3
41 =Y o =1 - | 3
4.2 Functional view of ECM SYStemS .......ccccciiiiiiiiciemririnisssssssess e s s s ssss s ssssss s e s s ss s smssns s s sssnsssssamsnnees 3
4.3 Technical view of ECM SYyStems ..........ccociiiiiiiiiirr s 4
4.3.1 L0 1= =N 4
4.3.2 Database SEIVICES ......ccciiiiiiiiiiiiiiiii i rreeir s snr s e s s smn e e e s s s s samnn e e e e s sa s s nmn e e e e s s nn s nnnmnnnes 5
4.3.3 Storage device driVErs ... ————————— 5
434 ECM application SEIVICES ... mn e s mmn e e e mmmn e 5
44 Core technologies and application-specific modules ... s 6
441 L0 Y = 6
4.4.2 Document/library services teChNOIOGIes .........ccccciiirrecirrrresre e e eeas 6
443 Document imaging teChNOIOGIES ........cccciiiiiiiiiccierrrrr e see e snn e e e e e e n e s 7
444 Intelligent document recognition ... 8
445 LA" oY 14 Lo XV =Y e ] g Lo [ Yo 1= - SR 9
44.6 Records management Modules ... 9
4.4.7 Enterprise report management technologies ..........cccciiiiiiiiiicc 10
448 FOIMS ProCESSING ...ociiiiiiiiiiieiiiiieir s e a s an e e e R e e e m e e n e e e e nnn s 1

449 Optical, mark and intelligent character recognition ...........cccccoiiiniinni 1

5 ECM guidelines and standards ............cccoemmminin s 12
5.1 =Y o = - | 12
5.2 Selecting the appropriate guideline or standard ............cccoeeeirrrrccerrrcse e 13
5.21 =Y o = - | 13
5.2.2 LT LI d YA e 11 Te (= T = SR 13
5.2.3 Trusted system and legal considerations ..........ccoccciiiimiiinsccccecr e 13
5.24 Technology StaNdards ...........occccccciiiiiiiiicccsecr e s e e e e s s s snmer e e e eesanssmnneeeeesannnn 15
5.2.5 Implementation considerations ... ————————— 15
5.3 Document iMAgING ......cccceriiiiimiiiii i 17
5.3.1 User gUIdeliNeS .......coviiiiiiiiir i e 17
5.3.2 Implementation considerations ... —————————— 20
5.4 Document/library SErviCes ... ————— 23
5.4.1 Technology sStandards ... s 23
5.4.2 Implementation considerations ... ———————— 23
5.5 L1 o 4 11 o 24
5.5.1 Technology StaNdards ...........cccccccceiiiiiiiicccecrrr s e e s e e e e e s s ssmmen e e e eesanssmnneeenesannsn 24
5.5.2 Implementation considerations ... 25
5.6 (2= oo o 3004 BT F= T [=] 1 0 =Y o | SR 27
5.6.1 0 1= - 27
5.6.2 RECOIrdS CAPLUre .....coiiiiiiiiir e 27
5.6.3 1 F 1T g =T 4 Fo T 1o =Y LT = 28
5.6.4 Final disposition Of reCOrds ... s 30



6 Considerations for hosted solutions -- Trusted third-party repository requirements ......... 30
6.1 L= o 1= - | 30
6.2 Trusted third-party repository ServiCes ... 31
6.3 Requirements of trusted third-party repositories ..........cccccmireemrircccnrncccre e 32
7 Good practices associated with ECM project phases/activities ........ccccccceiriricciiccernnninnnnns 33
71 Assessing the existing records environment .........ccccoocccceeiriiicc s ———— 33
7.2 Change Management ... 33
00 O Y= 4T Y 33
7.2.2 Champion user partiCipation ... e 33
7.2.3 Change management Programme .........ccccceeeeissesissrsss s ssass s sssans 35
7.2.4 L0073 0T 0 1Ty Lo 1T 4 35
7.2.5 Project phases and activities ... ———— 36
7.3 Process/procedure baselining .......cooccocoiiiceimrircscer e 42
7.31 L0 T T 42
7.3.2 High-level Baseling ... e s e smne e e e e s s sn e e e e s e s nmmnnns 42
7.3.3 Detailed process baseliniNg .....ccccccoiiccciieiiriiiiiccccsesrrr e sm s e s s s s snmn e e e e ee s nnmnnes 43
7.3.4 Processing MetriCs .....cccciiiiiiiiiiiiii i 43
7.4 Anticipated processes/ProCedures ........ccoccriiimminem i —————— 44
7.5 Technology requirements definition ..o ——— 45
7.6 Document classification and indexing model ..........ccccciiiiiiiic e ——————— 45
7.7 Business objectives and requirements ..........cccccciini e —————— 45
7.8 Technology evaluation guidelings .........cccciiiiiiiinn e ————— 46
7.9 Forms review and design considerations ...........ccccciiiiiciimmnncesr s 47
710 Legacy data/document conversion methodology considerations ...........cccceceecerriccccernncccenn. 48
7.10.1 (€= 1= - | 48
7.10.2 Full back file CONVErSIiON ... e 48
7.10.3 Partial back file CONVErsioN ... 48
7104 As-needed CONVEISION .......ccciiiimiiirriiiri s a s s e e e 48
7.1 Procurement document preparation ... ———————— 49
712 Solution/product evaluation guidelines ... ———— 49
713 Project planning and eXeCUtiON ..o —————— 51
714 System, unit testing and project monitoring ..........cccccceciiiniisr e ——— 51
7.15 Acceptance testing Criteria ..........cccovviiiiini i —————————— 52
7.16 Rollout PlanNiNg ... 53
717 Business practices documentation ... ————— 53
Annex A (informative) Recommended standards and guidelines ..........ccccccmririccccscrrnnnnnsssccssceeeeeene s 55
L5310 e [ =T ] 4 7/ SR 59



		2026-06-21T09:31:18+0000
	DIN Deutsches Institut fuer Normung e. V.
	Dokument ist zertifiziert




