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Production or use of Potential Archival Records


Annex B

Blank Form ref: UN-CS-RAI-USAA-DB01-2005-00252
 Generic Systems & Applications with UNPOa System’s names & use:

 High level Matrix
	Group A 
	Main Systems  / Applications*

	Group B
	Item Creation applications that may need ability to register in main Applications ( some to be moved to section A?)

	Group C
	Related Systems  / Applications  / Issues 

	
	Details in separate documents where indicated


Contents

	Number sort
	Generic
System/ Applications *
	See core characteristics in Annex 7

	A00
	Main Systems and Applications  
	

	A01
	Records and Archive Management Systems (e.g. TRIM)
	

	A02
	Document Management Systems (e.g. PC Docs; Livelink, TRIM?) 
	

	A03
	Content Management  Systems (e.g. Red Dot; Red Hat; Sharepoint)
	

	A04
	Intranet, Internet, extranet or associated  sites for posting
	

	A05
	Collaboration Systems (e.g., Lotus Notes, etc Group wise?.)
	

	A06
	Enterprise Resource & Planning (e.g., SAP, PeopleSoft)
	

	A06.a
	 Transaction  Systems not mentioned above
	

	A06.b
	Departmental/ Division /unit applications not mentioned above
	

	A07
	Digital Archives Initiatives or systems
	

	B
	Item Creation applications
	

	B01.
	Standard Document Creation systems [Desktop applications: Word Processing, Spread sheet, Presentation, small DB)
	

	B02
	Geographic Information Systems (GIS)
	

	B03
	E-mail creation and transmission with attachments or links [Lotus Notes Mail, Groupwise?)
	

	C00
	Related Systems  / Applications  / Issues
	

	C01.a
	Electronic Records and e-mail captured in Shared Drives 
	

	C01.b
	Electronic Records and e-mail captured in Shared Folders using a departmental classification scheme (within a RAM or EDM System)
	

	C01.c
	Electronic Records and e-mail captured in Shared Drives using a departmental classification scheme (External to EDARM System))
	

	C02
	Knowledge Sharing/ Management related
	

	C02.a
	Taxonomy / Thesaurus / Record Plans or Guides
	

	C02.b
	Software assisted Intelligent Classification
	

	C02.b
	Artificial intelligence / searching /indexing
	

	C02.c
	Data Mining /Warehouse
	

	C02.d.
	Data Presentation tool and Report Writers/ Business Information – Business Intelligence [Cognos / Powerplay?)
	

	C03
	Workflow/Business Process Automation
	

	C04
	Digital Imaging Systems [Kofax,  HP-NSI- Autostore} with/without RAM system
	

	C04.a
	Scanning and Optical Character Recognition
	

	C05
	Security / Verification System
	

	C.05a 
	Electronic / Digital Signatures 
	

	C.05b 
	Electronic / Digital Verification 
	

	C06
	Legacy systems issues?_____________________
	

	C07
	Various Types of Databases Issues: 
	

	C07a
	Various Types of Databases Issues: Industrial Strength Microsoft  SQL, Oracle, Sybase, Other
	

	C07a
	Various Types of Databases Issues: Smaller scale –Feed main systems (Dbase, Fox Base, Microsoft Access - Other)
	

	C.08 
	Types of Storage Issues (needs some distinction between Systems and media)
	

	C.08a 
	Types of Storage system Issues: Enterprise  or industrial strength:  Computer tapes, Storage Area Network, EMC Centera – Other)
	

	C.08ba 
	Types of Storage System Issues: Individuals user or department –Division – Temp solutions: CCD-ROM/DVD, Zip Drives or “Snap” backup drives, Worm Disks?
	

	C.08c
	Types of Storage Issues: Media issues: magnetic Optical Disks, cold Storage 
	

	B99
	Other (Describe): _____________


	


	Number sort
	Generic
System/ Applications *
	System Names in UNDP /and work units or functions  using 
	System Names in UNFPA   / and work units or functions  using,
	System Names in UNICEF   / and work units or functions  using 
	System Names in UNOPS   / and work units or functions  using
	System Names in UN-Sec   / and work units or functions  using, , , , 
	Comment

	A00
	Main Systems and Applications  
	
	
	
	
	
	

	A01
	Records and Archive Management Systems (e.g. TRIM)
	Which Systems

	Which System


	 “RAMP-TRIM” uses TRIM Context from Tower software, for meta data of paper and some elec. records. E.g. Exec. Office Correspondence  tracking. see UN-CS-RAI-USAA-DB01-2005-00156* note note:
 2
	TRIM Context in some Offices for paper
	 TRIM Context in some Departments/ Offices

	Links to related folders and other items

	A02
	Document Management Systems (e.g. PC Docs; Livelink) 
	 Which system

	Which system :


	RAMP-TRIM; RedDot; Domino document repository  Trim Context: e.g. register of country evaluations and collaboration work with WHO.
	
	  :


	Version control

	A03
	Content Management  Systems (e.g. Red Dot; Red Hat; Sharepoint)
	  :

Which System


	Which system


	 RedDot = for internet & 

Lotus Notes Domino = for intranet
see UN-CS-RAI-USAA-DB01-2005-00156 note
3
	
	
	For posting and sharing including tracking revisions etc.

	A04
	Intranet, Internet, extranet or associated  sites for posting
	Internet, Intranet, extra net 
	  
	UNICEF Intranet; UNICEF Extranet [lotus domino]
 see UN-CS-RAI-USAA-DB01-2005-00156* note  
UNICEF, Internet [Reddot]
	
	 
	

	A05
	Collaboration Systems (e.g., Lotus Notes, etc Group wise?.)
	Which System


	  
	 e-places (Domino), Lotus Notes Lotus Notes Discussion Groups?, Section blogs and posting to outside sites
	
	  
	Important items or c conclusions may need to be   registered in RAM System [A01] or EDM system [A02

	A06
	Enterprise Resource & Planning (e.g., SAP, PeopleSoft)
	 People Soft or Human Resources :


	 :
	SAP R/3 (FLS, HR); ProMS
See UN-CS-RAI-USAA-DB01-2005-00156* note 4  
 - Financial Logistics System [FLS] SAP

- Programme manger System

- IMIS becoming HR SAP
	People Soft or Human Resources
	  :


	May  need  link to registered items in RAM System [A01] or EDM system [A02

	A06.a
	 Transaction  Systems not mentioned above
	
	
	Proms?
	
	
	

	A06.b
	Departmental/ Division /unit applications not mentioned above
	
	
	Audit
	
	
	

	A07
	Digital Archives Initiatives or systems
	
	
	RAMP/TRIM; SAP R/3 with IXOS; ProMS archives; Pre-Y2K Data Archival
	
	
	

	B
	Item Creation applications
	
	
	
	
	
	

	B01.
	Standard Document Creation systems [Desktop Apps: Word Processing, Spread sheet, Presentation
	MS Office :Word, Excel, PowerPoint, =most offices 
	MS Office :Word, Excel, PowerPoint, =most 
	Microsoft office products 
 MS Office :Word, Excel, PowerPoint, =most 
	MS Office :Word, Excel, PowerPoint, =most 
	MS Office :Word, Excel, PowerPoint, =most offices 
	Would need  registered in RAM System [A01] or EDM system [A02]

	B.01.a
	Standard Document Creation systems, - Desktop Apps: Small DB)
	Access DB =some work units
	offices Access DB =some work units
	offices Access DB =some work units
	offices Access DB =some work units
	Access DB =some work units
	Would need  registered in RAM System [A01] or EDM system [A02]

	B02
	Geographic Information Systems (GIS) Maps, Spatial pictures 
	
	
	MapObjects (a component of DevInfo) and ArcGIS 8.x  See UN-CS-RAI-USAA-DB01-2005-00156* note.
 Arc map Software? 

Some maps meta data stored in RAMP-TRIM & point to directory


	
	  :


	May  need  registered in RAM System [A01] or EDM system [A02

	B03
	E-mail creation and transmission with attachments or links [Lotus Notes Mail, Groupwise?)
	Which system
	Which system
	Lotus Notes / Domino
Lotus Notes mail with attachments. Most email archives on C drives 
	Which system
	Which system
	Important items may need to be   registered in RAM System [A01] or EDM system [A02

	C00
	Related Systems  / Applications  / Issues
	
	
	
	
	
	

	C01.a
	Electronic Records and e-mail captured in Shared Drives 
	
	
	Some divisions Section use shaded drives for MS Office documents  
	
	
	

	C01.b
	Electronic Records and e-mail captured in Shared Folders using a departmental classification scheme (within a RAM or EDM System)
	
	
	TRIM Context for elec records , testing for email

- Lotus notes testing
	
	
	

	C01.c
	Electronic Records and e-mail captured in Shared Drives using a departmental classification scheme (External to EDARM System))
	  :


	  :


	Lotus notes mail for shared archives?  MS Office documents in shared drives for some offices


	
	  :


	

	C02
	Knowledge Sharing/ Management related
	 
	 
	  :
	
	  :
	

	C02.a
	Taxonomy / Thesaurus / Record Plans or Guides
	
	
	UNICEF Thesaurus used in some applications.

Part of Global File classification Guide used in some offices. Domino; Erwin (metadata). Terms need better definition. See also see UN-CS-RAI-USAA-DB01-2005-00156* note 4  
	
	
	

	C02.b
	Software assisted Intelligent Classification
	
	
	SAP?
	
	
	

	C02.b
	Artificial intelligence / searching /indexing
	
	
	Google appliance on Intranet
	
	
	

	C02.c
	Data Mining /Warehouse
	
	
	Audit Issues Tracking, Cognos Reportnet 
SAP related ? FLS?
	
	
	

	C02.d.
	Data Presentation tool and Report Writers – Business Info and Intelligence [Cognos / Powerplay?, Briefing Book, Manage Info reports )
	
	
	Cognos /  Power play, Impromptu, Reportnet, Rover Briefing Book,  Management Information Reports, Ongoing KPI project)
	
	
	

	C03
	Workflow/Business Process Automation
	 Which system:
	  
	 SAP R/3 (ongoing project), ProMS, Executive Office correspondence tracking (RAMP-TRIM) Part of FLS – HR design with SAP modules? 
	
	  
	

	C04
	Digital Imaging Systems [Kofax,  HP-NSI- Autostore} with/without RAM system
	Which systems used  
	
	RAMP-TRIM with NSI autostore, Photo system,  Maps
	
	
	

	C04.a
	Scanning and Optical Character Recognition
	
	
	RAMP-TRIM with NSI Autostore
	OCR – Which system
	
	

	C05
	Security / Verification System
	
	
	
	
	
	

	C.05a 
	Electronic / Digital Signatures 
	
	
	
	
	
	

	C.05b 
	Electronic / Digital Verification 
	
	
	
	
	
	

	C06
	Legacy systems issues?_____________________
	
	
	
	
	
	

	C07
	Various Types of Databases Issues: 
	
	
	
	
	
	

	C07a
	Various Types of Databases Issues: Industrial Strength Microsoft  SQL, Oracle, Sybase, Other
	
	
	
	
	
	

	C07a
	Various Types of Databases Issues: Smaller scale –Feed main systems (Dbase, Fox Base, Microsoft Access - Other)
	
	
	
	
	
	

	C.08 
	Types of Storage Issues (needs some distinction between Systems and media)
	
	
	
	
	
	

	C.08a 
	Types of Storage system Issues: Enterprise  or industrial strength:  Computer tapes, Storage Area Network, EMC Centera – Other)
	
	
	UNICEF moved from COLD storage to Storage Area Network (SAN)
	
	
	

	C.08ba 
	Types of Storage System Issues: Individuals user or department –Division – Temp solutions: CD-ROM/DVD, Zip Drives or “Snap” backup drives, Worm Disks?
	
	
	
	
	
	

	C.08c
	Types of Storage Issues: Media issues: magnetic Optical Disks, cold Storage 
	
	
	UNICEF moved from COLD storage to Storage Area Network (SAN)
	
	
	

	B99
	Other (Describe): _____________


	
	
	
	
	
	


* Application Descriptions – Need further refinement and examples for all items – Match to Generic Glossary
Records Management [lins between various records including groups eg. Folders or collections etc]
Records Management Systems apply records management principles and standards to paper and electronic records.  If your department is using TRIM or another RM software package to store e-mails or digital records, please check the appropriate box and describe the types of records – meeting minutes; project files; budget work papers, etc. 

Document Management [Version control or publishing individual documents]
Document Management Systems provide access to a library and/or repository where documents can be managed, revised and stored for easier access by departments and users across an enterprise.  If your organization is using such products as PC Docs, Livelink, Filenet, or an in-house built system to manage documents, please check the appropriate box and describe the types of documents/activities supported through the DM system. 

Content Management 

In today’s electronic workplace content management systems allow people to share/collaborate/publish and manage digital content.  That content may be digital documents and records /web pages/graphics/images, etc.  For the record sampling activity we are interested in those digital records that have long term value, such as annual reports, minutes of meetings captured and stored in the content management system.  Red Hat, Red Dot and Sharepoint are examples of applications, which are currently being used for content management within the UNPOs. 

Knowledge Management/Sharing

The Knowledge Management/Sharing function provides appropriate information to end users to support decision-making, provide information on lessons learned, collaborate and widely disseminate information from a wide variety of sources both internal and external to an organization.  Docushare is an example of an application which fits this category. 

Intranet/Internet Sites

Internet and Intranet sites provide information to units. That information may be policies and procedures, official notices, resource materials, databases etc, which are part of the official record of the UN.  If the copy on the internet/intranet is viewed as the “official” copy, then there is a need to ensure that it is managed in accordance with the RM policies and procedures.  Lotus Notes is being used in several groups to manage their intranet site. 

Digital Imaging 

Digital Imaging Systems are used to convert paper records and documents to a digital format through a scanning process.  The digital format is then accessible to multiple users at their desktops.  Records captured through the ODS system or through such other systems as Filenet, Kofax, Image Plus, would be of interest. 

Electronic Records/Electronic Mail

Electronic mail systems have replaced UPS as the means of transmission for official communiqués and as such, contain records.  If your department has designed a shared directory/folder system or a specific structure to manage electronic records and e-mails within the department/unit, please check the spreadsheet.   

Geographic Information Systems

Geographic Information Systems link information is to digital maps, so that end users can look at spatial patterns about topographical, environmental or demographic information, for example.  Given the nature of these systems, they often capture records of long-term value. 
Geregic Functions:

	Generic Functions
Appl*
	Admin, Confer, Support and Proc
	Finance, Budget and Accounts
	Human Resource Management
	Info Assets Mngmt
	Info Tech Mngmt
	Legal
	Oversight, Audit and Evaluation 
	Org, Co-ordination and Mngmt
	Programmes, Projects and Missions
	Relations, Outreach, Media  and Comm


� All UNICEF Division and Offices at NYHQ have access to RAMP-TRIM. It has been used for registering paper folders and boxes as well as correspondence tracking since 1996 when it began to replace the previous UNICEF records and archive management system RAMP-WANG. 


Over the last 3 years there have been increased registering of document items and attaching electronic versions or scanned copies in trim. For example: Executive Office outgoing signed correspondence;  Evaluation Office Reports; use by Division of Policy and Planning collaborative work with WHO on immunization coverage; and PFO communication with donors.


 At present UNICEF has a license where up to 32 concurrent users can access the software.


The full capacity of RAMP-TRIM or an alternative off the shelf ERM or ERAM tool to work seamlessly with outputs of transaction systems or e-mail has not been fully explored at UNICEF.





� Note Content Management:


Red Dot is a content management standard within UNICEF for items to be published on UNICEF internet  at www.UNICEF.org. The older systems were migrated to Red Dot about a year ago.


Lotus Notes /Domino is the content management system for the Intranet. http://www.intranet.unicef.org at present





� UNICEF IT/Intranet Group is responsible for maintaining the RedDot and Domino technical infrastructures. Mostly Domino is used for the Intranet and RedDot for the Internet. Some individual users format for small sites using MS Frontpage.





� SAP & PROMS Note: 


SAP Implementation 


UNICEF has acquired all the modules SAP R/3 software, including some of the modules of the Public Sector Solution. The main implementation was completed in early 1999.  There have been four subsequent upgrades. The modules presently in use are: FI (GL, AP, AR), CO (CCA, IO, PS, PC), MM, SD, Travel, IM-TR, FM.  The R/3 functionality has been adapted using standard configuration provided by SAP to meet UNICEF’s business needs. 


UNICEF will be introducing the SAP Human Resources & Payroll modules (SAP-HR) in April 2005.  


Archiving is SAP data is being done through IXOS (a certified SAP partner for archiving, following the ODF format (European standard) for capturing data.  Business rules, embedded in the software, are applied to the data/objects, which are stored as flat files and accessed and retrieved through that flat file in IXOS. At present only a small percentage of the data is being processed in this manner. The effectiveness of this approach is being evaluated.





ProMS has an in-house developed archiving mechanism that was implemented in 2003.see UN-CS-RAI-USAA-DB01-2005-00167


 


� Microsoft office products Most of the records created on the desktop use MsWord, Excel, PowerPoint and MsAccess db etc


�  DevInfo is both certified and supported by ITD.  DevInfo uses a control called MapObjects which is licensed from ESRI.  ESRI also provides other GIS tools one of which is called ArcGIS 8.  One component of ArcGIS 8 is ArcView GIS 8.   The ITD list of certified and supported software states that ArcView GIS is certified but not supported.    MapInfo, a competing GIS package from Mapinfo Corporation  has never been any kind of standard within UNICEF (even though some offices use it).  MapObjects (a component of DevInfo) and ArcGIS 8.x. –clarification provided by HD 20 apr 2005
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