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You're Here Because...

4 Work with a Computer

4 May have difficulty retrieving
iInformation

4 Would like to develop better business
practices

% Would like to learn
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What i1s an Electronic Document

Structuring Storage

Making Retrieval Simple
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~* Electronic Documents...

4 \What Is an Electronic Document?
#Format not important

4 Other storage
4 Other devices
4 Our Duty
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What is an Electronic Document

4 Format not Important

"Public record" or "record" means recorded information that documents
a transaction or activity by or with any public officer, agency or
employee of an agency. Regardless of physical form or
characteristic, the recorded information is a public record if it is
produced, collected, received or retained in pursuance of law or Iin
connection with the transaction of public business. The medium
upon which such information is recorded has no bearing on the
determination of whether the recording is a public record.

Code of Virginia, Title 42.1 Chapter 7
Virginia Public Records Act
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~~ Other Storage/Devices...

4 Other storage
+#CD, DVD, Thumb Drive

4 Other devices
#Cell phone, Blackberry, PDA
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% Our Duty

+#Preservation, maintenance and accessibility
+Includes converting and migrating

4 Source: The Virginia Public Records Act, Code of Virginia, Section
42.1-85
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. " Electronic Records Mgmt

1 T .
T e

% Electronic Documents are Records

+#Records Retention Requirements Apply
+#Reporting Requirements Apply
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Structuring Storage

4 Folders are your friend
4 What's iIn a Name
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*  Folders are Your Friend

4 Folders are your friend
4 Use them!
4 Use them effectively
4 Use Meaningful Names
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Which would you rather see?

This... Or This...
DRAFTS I . 01 DRAFTS , Hepgrtg & . 2006 ':It_'pf Council H.EF“:'rts-
| 01 DRAFTS 1 2002 DRAFTS | 2006 City Council Reports 1 2007 City Council Reports
| 2002 DRAFTS [/ ../ DRAFT DOCS . 2007 City Council Reports + 2007 Management Reports
. DRAFTDOCS |_|| 1. DRAFTS02 | 2007 Management Reports — | 2008 City Council Reports
DRAETS0? | || L MY DRAFTS | 2008 City Council Reports | ||+ 2008 Financial Reports
. MY DRAFTS — . 2008 Financial Reports |
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What do you Need?

4 Tools for Planning
4 You
4 Your boss, colleagues, staff
4 Parameters of folder naming
4+ What does the format allow
4 How to structure in YOUR dept

Information Technology Electronic Document Mgmt Strategic Area
April 14, 2009 Slide 12



Naming Conventions

4 What and Why
4 \We have them!

4 Appendix G and A in the Records
Management Manual

4+ Meet the City’s Requirements
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Which would you rather see?

This... Or This...
. 2008 Financial Reports~~ # ] Annual Partia 2008 Financial Reports A @_]F"rrﬂﬂ Annual F{pt
& Annual Partial - Copy ' i
]Bookd - Copy _]F‘r'EIE Ledger
&) City Council Final A1FV08 Quarter, ]
|| H]End of Month Rt S FY08 Quarte,
- Eluy - |
) @_]Ledgers (not complete) @—]FWE Quarter, .
—| B Monthly Report 3 @_]F"r’ﬂﬂ Quarter, IV
]stats 3 FY08 Warrants
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What do you Need?

4 Tools for Naming
4 How Is business conducted?
4 Parameters of document naming
4 City’s Requirements
4+ What does the format allow
4 What Is the best name?
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m - Making Retrieval Simple

| e
e e

4 Using the Folder Structure
4 Searching by Name and/or Content
4 Using Metadata (when available)
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E [ty Records Officer Designation and Respon. ..
"%‘n]Bru:u What are Yital Records, pub

E Brao What do I dowith all of my old records, pdf
'@Bra What do I da with all of rmy ald records. pub
[ChRecords Storage

B na0522 Records Ret Questions,doc
|C)Records Destruction

|CiRecords OLD

iﬂ_.]FlecDrds S0P, doc

t records_management_basics, pdf
iﬂ_]reu:u:uru:ls_transmittal_sheet.u:h:n:

t records_transmitkal_sheet, pdf

I%]Ftemru:ls Management Program. xls

lﬂ_]F"r'ElEi Records Storage Companies, doc
Q[Suurce Code] CopyRecords. zip

E_]DBIZZZ Records Information, x|s

iﬂ_.]FlecDrds Maonth &rticle, doc

E.EEIEIE Records Management Report, pdf

EB]FTF Handout - Public Records Management-i. ..

-_ MASCIO-RecordsManagement, pdf

-i MASCIO-RecordsManagementPart2, pdf

-"; MASCIO-RecordsManagementPart3, pdf

E Pervasive Records Momt, pdf

-_ Warking with Records Coordinators, pdf
iﬂ_.]EIBEIl w01 POL DFT Records Management Ma. .,

In Folder

i

Z:0Admin

Z:\Forms

Z:\Forms

Z:\Farms

Z:\Iron Mounkain

Z:\Records Management

Zi\Records Management

Z\Records Management

Z\Records Management

Z:\Records Management

Z\Records Management

Z\Records Management

Z:\AdminBudget Information

Z:\Iron MounkainiRecords Storage
ZiLaserfiche\HR

ZilLaserfichei NS

Z:\Records Managementiapril RIMM

Z:\Records ManagementiIron Min Reports
Z\Records ManagementyOther Program Reference
Z\Records ManagementyOther Proagram Reference
Zi\Records ManagementhOther Program Reference
Zi\Records ManagementhOther Program Reference
Zi\Records ManagementhQther Program Reference
i Records ManagementyOther Program Reference
Z\Records ManagementiPolicy
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Using Metadata

% \What is Metadata®?

=Creator
=Contributor
=Date
=Modifications
“Document type

4% Metadata Is Searchable
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Fields | Tags | Links | wersions

Template: |Hamptnn Planning Land Usej

Land Use Application Type
| Rezoning |

Case Mumber

16.000
Address

|KECDL|GHT.'5.H ROAD

Applicant Mame

WILLIAMS, A. BYRON
LR.5M

o LRSH
Alias

O, H Cancel ][

Help
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Best Practices

% Use Folders

3 Use Naming Conventions
4+ Use Metadata

4 Call for Help
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Resources

% Records Manual

& http://cityhall.hampton/pdf/records management ma
nual.pdf

4 Business Resources
& http://cityhall.hampton/
% Library of Virginia
& http://www.lva.virginia.gov/
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Just I1n Case...

% Technical Support

- HelpDesk@hampton.gov
$#727-6421

+How to create folders
+How to search content or metadata
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—

Join us on April 30 for Session 2 of
Electronic Document Management
Managing Your Emall
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