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…in a nutshell…

YesterdayYesterday TodayToday
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…our solution…

Electronic Electronic 
case case 
folderfolder
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The Challenge

90% of corporate information is held in electronic form
Many information silos within the organisation
Most organisational content is held in unstructured form
Increasing number of large unconnected systems
Emails are the most common form of business communication

Business cannot:
– retrieve and reuse information effectively, with confidence
– trust their information to be auditable and legally admissible
– share and process information across the organisation

A fraction of the value of the information held is realised
Decisions are made on incomplete, inaccurate information
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HP document Information System 
solution Definition

A solution that 
Extend the typical document lifecycle beyond the 
collaborative creation, approval and publishing stages 
– integrate enterprise business processes 
– act as historical records from the perspectives of legal, 

fiscal, and other requirements 
deal effectively with the information overflow from 
various sources such as email, electronic and hardcopy 
documents and transactional data
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10 goods reasons

To Control the Creation and Growth of documents (electronic or 
hardcopy)
To Reduce Operating Costs  
To Improve Efficiency and Productivity 
Integrate new or existing new technologies
Ensure regulatory compliance
To minimize litigation risks
Preservation of vital information
Support better decision support
Preserve corporate knowledge
Foster professionalism in running business
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Potential benefits

Easier document retrieval and correlation
Reinforce business rules
Insure compliance with retention regulation
Task allocation
Integration with existing systems
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Solution overview
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Archivists

SharePoint Portal Server
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Paper based document 
integration

TIFF or JPEGTIFF or JPEG

categorization
index

ScanScan
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NSI
Autostore

Searchable PDF, RTFSearchable PDF, RTF

Import Import 
Security
metadata
location



HP World 2003  Solutions and Technology Conference & Expo page 1011/12/2003

Digital Sender – Sign on 
screen
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Digital Sender –
Programmable Keys
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Why SharePoint Portal?

Portal
Search
Document and list management

Close integration with Microsoft Office
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SharePoint document workspaces

Document workspaces in SharePoint offer great 
functionality
– Very well integrated with Office
– Allows for adding additional documents
– Membership management
– Tasks
– Additional lists and forms libraries

Same holds for meeting workspaces etc.
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Working with document 
workspaces

Add members manually
Add tasks manually and assign them
Manage members of the life time
Add lists and forms libraries manually if required

Full endFull end--user controluser control
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Case management- DIS Toolkit
Business process control over document workspaces

How to control creation process of documents
Managed process often required by
– Goverement organizations
– Banks
– Ensurance companies
– …

Multiple processes
– Predefined contributors, tasks and lifecycle states
– Flexibility required to deviate



HP World 2003  Solutions and Technology Conference & Expo page 2211/12/2003

The challenges

Manage membership automaticly
Manage tasks automatically
– Lifecycle controlled

Extend task functionality
Manage audits
Manage forms libraries automatically
Manage document property definition automatically
Data-Text integration
Creation from other sources than Office
– E.g. registering (scanned) documents from a queue

Under business process controlUnder business process control
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Extension WebPart 
allows for the selection 
of a process
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Process is initialized and 
case enters the first 
state

Members are managed

Tasks for the current 
state are added
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Users with a task in the 
current state will 
become Contributor.

Users with a task in any 
state will become 
Reader
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Automatic added forms 
library (if applicable)

Automatic added Audit 
list
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Extra colums added for 
document library (if 
applicable)
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A mail is sent to all 
users with a task in the 
current state
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A WebPart is available 
to show (and open) 
cases with an open task 
for the current user
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The task page. Using a 
link field special 
functions are called such 
as creation of a form or 
a document based on a 
specified template
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Infopath is called to edit 
a form

Document number using 
a WebService

Rich form features
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Process monitors task 
status for completed or 
pending status

If one of the tasks has 
Pending status, the case 
will not be shown by 
default in the “current 
work” list

If all tasks have status 
completed a state 
transition will be invoked
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If there is no branch in 
the workflow, the next 
state is automatically 
entered.

Otherwise the 
contributor is presented 
with a possible list of 
states to choose from



HP World 2003  Solutions and Technology Conference & Expo page 3411/12/2003

New state is entered

New tasks are added, 
“old” tasks are moved to 
the Audit list

Contributors/Readers 
adjusted
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When the last state is 
reached and all tasks in 
that state have been 
completed, an archive 
service will be triggered
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Alternatives to create a case or 
add documents

Cases can also be created using a registration 
application
Documents in document library are base for new case
– E.g. scanned documents using Digital Sender and 

AutoStore
Documents can also be added to an existing case
For new cases the process can be chosen
Document properties can be edited
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Select case (e.g. from 
list of pending cases) 

Select action

-New case 

-Exiting case

Select document from 
the queue 
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After registration 
document properties can 
be set (including 
process specific)
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Process definition

State engine for basic workflow
– Web service
– Based on SQL workflow
– Has to run on a separate server

• FrontPage server extensions clash

Tasks, Forms library and document properties set in 
special definition site
– Using special definition WebPart
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Special task list can be 
created now
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Process created, but 
needs to be designed

Tasklist WebPart added 
to main page and 
workflow view selected
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Workflow is designed 
using Microsoft OfficeXP  
developer
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When process is 
designed,  states can be 
chosen in the task 
definition. Modifications 
to the design will be 
reflected in the options 
list.
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Multiple tasks can be 
created for multiple 
states and assigned to 
members of the site.

If necessary add 
members to the site (as 
readers)Template forms library 

(using InfoPath)  and 
document library can be 
added
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Introduction to Electronic 
Record Management

A
uthoring

Versioning

Publishing

R
ecord 

declaration

R
etention

SharePoint Portal Server

Electronic Record
ManagementWhat is a Record?

Evidence of an activity or decision
Content cannot be changed
Must be captured, managed and preserved whilst maintaining authenticity
Is created by day-to-day work
Latter stages of document life-cycle
Driven by government legislation and business needs
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Introduction to Electronic Record 
Management

Comparing DM & RM

Document ManagementDocument Management
Enables organisations to
– Capture
– Protect
– Manage
– Share

Characterised by:
– Search and retrieval of 

documents
– Access management and 

security control 
– Version control 
– Audit trails on access and 

changes to documents 
– Document properties -

information about each 
document

Record ManagementRecord Management
Enables organisations to
– Capture
– Protect
– Manage
– Share 
– Apply standard Records 

Management 
practices

Characterised by:
– Record classification within the 

corporate filing structure – the 
fileplan

– Formal retention and disposal 
scheduling 

• Based on an approved 
disposal and review schedule

– Accountability
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Basic Records Management Concepts
The Fileplan

A hierarchical corporate filing structure
Used to classify records
– Every record must have a defined location within a fileplan
– Provides context, e.g. Accounting/Reports/2001/…
– Multiple classification of a record is possible 

• By referencing it in several locations in the fileplan

All users work in common fileplans
Typically, a fileplan will reflect the structure of the 
organisation, either by department or by business 
function
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Basic Records Management Concepts
The Fileplan
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Basic Records Management Concepts
Electronic Folders

A fileplan consists of a hierarchy of electronic folders
An electronic folder can contain either
– Electronic folders or
– Electronic folder parts
– But not both

The hierarchy of folders classifies the records it 
contains
Folders can be identified by their path.  For example 
“Department Fileplan/Accounting/Reports/2002”
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Basic Records Management Concepts
Electronic Folders
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Basic Records Management Concepts
Electronic Folder Parts

Placeholders for electronic records
They exist to ease electronic folder management
– They split electronic folders into manageably-sized parts

The split can be 
– Manual or
– Automatic, based on the size of the part (in Kb), the 

number of records it contains, or an annual cut-off date
• For example, after a certain date, an electronic folder part 

can be automatically closed.  New records will be declared 
in a new part.

Automatically sequentially numbered by the system
New records are typically declared in the latest part
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Basic Records Management Concepts
Electronic Folder Parts
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Meridio Records Management

Integrated approach to records and document 
management
Proven scalability
Strong integration with desktop infrastructure
Solution focus to support integration
Strong support for ERM standards – e-GIF
–SOAP interface 
–Support for XML auto categorisation & tag searching

Specifically designed to meet UK Public Record Office 
(PRO) requirements

–Support MoReq standards
–DOD certification scheduled
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Meridio complementary 
Positioning with Sharepoint

Sharepoint Provides

Version control

Profiling

Security

Index & search

Viewing

Collaboration

Enterprise portal

Meridio Provides

File plan maintenance

Record Classification

Retention & Disposal

Transfer

Security

Legal Admissibility

Management of paper records
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Document archiving

hp magneto-optical libraries
reliable, high-capacity, archival 
storage
up to 2.1 TB of near-line 
storage
supports both WORM (write 
once read many) & rewritable 
media
based on industry standard 
magneto-optical drives & 
media
Integrates with KVS archiving 
product
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Case Study: Dutch Ministry of 
Health, Welfare and Sport
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Case Study: Dutch Ministry of 
Health, Welfare and Sport 

Challenges
As a policy making body, the Dutch Ministry of 
Health, Welfare and Sport generates huge 
amounts of paperwork
By law this has to be efficiently archived
Paper based systems were time wasting, 
expensive and inefficient

solution 
The Ministry decided on a Digidoc project to 
replace all paper documents and forms with 
digital ones
This solution was based around Microsoft 
software, using .NET technology
The use of reusable components from the hp 
document information system accelerated the 
development
A team of 10 experts from hp services 
masterminded development and deployment of 
the application

results 
Digidoc will eventually allow 2000 civil servants 
to efficiently archive their documents, improving 
content and reducing wasted time
Over five years, it will have paid for itself between 
four and five times
This enables the Ministry to meet the detailed 
requirements of the country’s archiving laws

why hp?
hp services staff have many years experience in 
document handling systems
They have specific experience in the Microsoft 
.NET arena and the solution had a low TCO
It was important to have a partner who could 
exactly tailor the solution to the Ministry’s 
particular business needs
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HP Document Information System 
Solution Advantages

Leverage existing assets and capabilities 
Better business processes 
Document efficiency and consistency 
Faster time to solution
Greater return on IT investments
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Why hp?

more than 25 years designing, building, and supporting mission-
critical, enterprise-wide IT infrastructure solutions 
one of the world’s largest, most specialized forces of .NET 
consultants and solution architects
Microsoft SharePoint Portal Server developed and tested on HP 
Proliant Servers.
HP pioneered Digital Sending technology, providing seamless 
paper document integration.
HP is the world's leading provider of imaging and printing products, 
known for the unparalleled connectivity of its document input-and 
output technologies 
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