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AlIIM Certificate Training
Programmes

- online, classroom and in-house training classes

About Enterprise Content Management (ECM)

Managing your unstructured content is a challenge. Which records do you keep to comply with regulations and for how long? What's the best way to manage the content on your
website? What's the best storage medium for your content! How do you find the right content when you need it? How do you create - and automate if possible - processes that enable
your company to increase eficiency,

Improve your organisation's adherence to best practice, and your own
performance, whilst building your professional qualifications. The AlIM
Certificate courses have been developed specifically for AlM in conjunction
with our Education Panel of international industry experts.

Enterprise Content Management (ECM) is the term used to describe the technologies, tools, and methods used to capture, manage, store, preserve, and deliver "content” or SAN
“information” across an enterprise or organisation. At the most basic level, ECM tools and strategies allow the management of an organisation's unstructured information, wherever that

information exists. Unstructured information means letters, emails, reports etc as opposed to databases or accounting systems which contain “structured” information.
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Nurnerous terms are used, but regardless of the precise terminology, ECM capabilities manage traditional content types (images, office documents, graphics, drawings, and print streams) =
a5 well as the new electronic objects (web pages and content, email, video, and rich media assets) throughout the lifecycle of that content

The Practitioner and Specialist levels can be taken as online modules. The
Master level is a 4-day classroom course plus an assessed case study exercise.

Print Distribution

As with any technology, the most important thing isn't how you define it or categorise it, but successfully applying the technology to your particular business processes. The technologies
included in this Roadmap will enable you to manage your content at the various stages of that content’s lifecycle. Implementing all of these technologies together will allow you to
manage content throughout its complete lifecycle - from creation to either long-term preservation or deletion

Enterprise Content Management (ECM)

This course is designed from global best practices among our 50,000 members.
The Enterprise Content Management qualification covers the full spectrum of
ECM applications and is ideal for project managers, consultants and
implementation team members. It covers requirements planning, ROI calculation
and change management.

File Data
Systems Warehouse
However, Enterprise Content Management isni't about technology. ECM means being able to get control of your business processes. It means improved efiiciency and reduced cost. It also
means you can satisfy statutory and regulatory compliance requirements and be in effective control of your business. In the end it boils down to improved financial performance and
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Electronic Records Management (ERM)

This course explores records management in relation to the business needs of
all types of organisations, both in the public and private sector, embracing all
records, but with a particular emphasis on electronic records. ECM is
particularly useful for IT staff needing a more detailed knowledge of records
management and for traditional records mangers needing to update.

Process M (BPM)

This course programme covers the practice of BPM, the role of ECM in BPM,
business analysis, process improvement, flowcharting, process modelling, BPM
approaches, BPM technologies, and collaboration, along with the business case
and implementation strategies.
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Information Organisation and Access (IOA)

Uniquely positioned to cover best practice in these new technologies, the
course covers concepts and technologies for enterprise search, content
classification, categorisation and clustering, fact and entity extraction, taxonomy
creation and and i ion p i

Technologies

‘OCR/HCR/ICR/OMR/IDR

Document Imaging

Indexing

For further information visit:
www.aiim.org/training
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ECM is both strategy and technology, and though implementations will have some
common elements, each application of the technology will differ according to a
company's business needs. Below are a few questions to consider; and to ask of potential
solution providers, as you go about creating your own ECM strategy.

‘ Capture

@ In what way are you an “Enterprise” solution? Can you handle a large number of
users? What is your largest instalation?

 How do you address records management? What are the things | should do to ensure
a successful compliance/RM program?

2008 - Based o

© What differentiates you from your competitors?

Application Created Information

e-Forms

-

® This industry is consolidating. Where will it be in a year and where will your company
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@ Does your product support industry standards? Which ones?

® How does your solution manage integration with other line-of-business applications in
an organisation (e.g, ERR CRM)?

Hosting @ Does your company focus on a particular vertical market or markets?

® Which pieces of the ECM technology pie does your solution address?

Archives ]
® Should we consider outsourcing? Why or why not?
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For additional information visit:
www.aiim.org.uk
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Glossary

Captu re Deliver

Preserve

Store Outsourcing

Aggregation - The process of combining data
inputs from different creation and authoring tools
and other systems.

Categorisation - Organising documents, web
pages, and other content into logical groupings,
based on their contents.

COLD/ERM (Computer Output to Laser
DisldEnterprise Report Management) -
Captures, stores and indexes computer output
(reports primarily) on storage media. Once
stored, the reports can then be retrieved, viewed
printed, faxed, or otherwise distributed.

Document Imaging - The process of capturing,
storing, and retrieving documents regardless of the
original format, using micrographics and/or
electronic imaging (scanning, OCR, IR etc),

E-Forms/Web Forms - Forms designed,
managed, and processed completely in an
electronic environment.

Forms Processing - The ability for software to
accept scanned forms and extract data from the
boxes and lines to populate databases.

Intelligent Document Recognition (IDR) -
Automatically identifies document types from the
layout and structure of the document.

HCR (Handprint Character Recognition) -
g to turn images
handprinted characters into ASCIl code,

ICR (Intelligent Character Recognition) -
Advanced OCR technology that may include
capabiltes such as learing fonts during
processing, using context to strengthen

probabilies of correct recognition or re
handprint characters.

cognise

Indexing - Identification of specific attributes of a
document or database record to facilitate
retrieval

Input Designs - Templates designed to enable
authors to easily enter content into a customised
system, based on the type and format of content
to be entered,

OCR (Optical Character Recognition) -

A technique by which images of characters can be
machine-identified and then converted into
editable and searchable text

OMR (Optical Mark Recognition) - Detects
the presence, or absence, of marks in defined
areas (e.g tick box); used for processing
questionnaires, standardised tests, etc.

XML (eXtensible Markup Language) - An

Generalised Markup Language (SGML), desig
to facilitate document construction from standard
data items. Also used as a generic data exchange
mechanism.

Audit Trails - A log of who changed what and when
for accountability.

Check In/Out - Ensures only one person can work on
a document at any time.

Content Management System - The capability to
manage and track the location of, and relationships
among, content within a repository,

DataWarehouse - A large central rej for an
organisation’s structured data, allowing a

retrieval and reporting.

Database - (1) Electronic collection of
in a central fle, accessible by many users fc
applications. (2) A collection of data elements within
records or files that have relationships with other
records or fies. Relational databases are most common -
data is stored in standard rows, tables, and columns.
DVD (Digital Versatile Disc) - | 20mm optical disc
on which digital video, audio, data, & images can be
stored. Available in read-only, recordable, and re-writable

formats.

r many

File System - The way fles are named and placed
logically for storage & retrieval, most commonly in a
hierarchical (tree) structure.

Magneto Optical (MO) - Recording data using a
combination of magnetic and optical means to change
the polarity of a magnetic field in the recording medium.
Data is erasable and/or re-writable.

Magnetic Storage - Predominantly hard disk drives
and tapes.

NAS (Network Attached Storage) - Hard disk

storage directly attached to the network rather than
through a computer

Optical Disc - A medium that accepts and retains
information in the form of marks or density modulation
in a recording layer that can be read with an optical
beam

RAID (Redundant Array of Independent Disks) -
toring the same data on multiple hard disks for
improved performance and fault tolerance.

Repositories - Part of a Document Management
system; with specific functionality to control the check
infout of material, version control, and look-up defined
attributes.

Retrieval - The procedure sed for searching and
extracting database records or content,

SAN (Storage Area Network) - High-speed
network, connecting computer ms and storage
elements; allows movement of data between all
elements.

Tape - Magnetic storage media in rolls or cassettes
Version Control - Means of identifying document
author(s) and tracking multiple versions of a single
document

Collaboration - Tools (collaborative
authoring video conferencing, shared
whiteboards, etc) that allow multiple us
work on the same content in a common
environment.

Document Management - Software that
controls and organises documents throughout
an enterprise. Incorporates document and
content capture, workflow, document
repositories, output systems, and information
retrieval systems

Records Management - Enables an
enterprise to assign a specific lifecycle to
individual pieces of corporate information
from creation, receipt, maintenance, and use
to the ultimate disposition of records. A
record is essential f ess; they hold
evidentiary value of either a business decision
or are kept for compliance reasons. A record
has strict rules associated with it and is mainly
kept in a separate repository from normal
working documents,

Web Content Management - A
technology that addresses the content

and publishing of
ning it with styles

Workflow - Automation of business
processes, in whole or in part, where

documents, information, or tasks are passed
from one participant to another for action,
according to a set of rules

BPM (Business Process Management) -
A business process s a logically related set of
workflows, worksteps, and tasks that provide
a product or customers. BPM is
also about changing processes according to a
methodology:

.

Digital Asset Management - Digital asset
management allows an enterprise to digitise,
log, store, manage, track and distribute high
volumes of rich media through multiple
channels, such as video, audio and images.

Management - Surveys undertaken by AllM
suggest that “technology'" is not the issue that
challenges users tackling ECM deployments.
The issues which users most frequently cite
as their biggest challenges are "releasing the
scope of change”, "un
necessary changes", “enforcing the change”
and “securing employee commitment”.

s in the use of ECM technology in your
nisation is therefore not dependent on
using the right technologies. It is about

people, process and project management. Key
to getting these issues right involves having a
proper understanding of the business
processes you are automating,

erestimating the

Microfilm - (1) Fine-grain, high-
resolution fim used to record images
reduced in size from the original.

(2) Microform which comes in the shape
of a strip or roll

(3) To record microphotographs on film,
Optical Disc - Primarily WORM

Once, Read-Many); An optical disc
on which data is recorded by the use
able) and can be read

(Writ

once (and is unalter
many times.

Paper - Still the most prolifc form of
holding information. Although modern
papers are not useable for long term
preservation, with microfim, one of
ways to ensure that docume
readable 100 years from n
SAN/NAS and CAS (Content
Addressed Storage) - Are al
increasingly used for archiving content.
CAS is a storage met designed
for rapid access to fixed con

Standards - There are a range of
International Standards available to
support implementation strategies. Ful
details of these are available on the AlM
website wwwaiim,org/standards

Standards exist covering areas like

Scanning Microfim, Records Management
and Storage. There is also Best Practice
guidance available. The British Standards
Institute publishes a number of Best
Practice Guides and there is also
guidance available from The UK National
Archives. The “Model Requirements for
Electronic Document and Records
Management Systems (MoreQ?2)" also
offers useful guidance, as well as a
number of 1O standards

Long-Term Formats - PDF-A is an
open ISO standard which describes a
format which has been specifically
developed for the long-term preservation
of electronically generated documents.
PDF-E has additional extensions for
Engineering documer

ts and drawings.

Email - Increasingly electronic

rmation s forming part of the
information assets in organisations.
Research by AlIM and others shows that
many organisations are not yet capturing
all relevant information in an organised
fashion. It s now estimated that more
than 70% of business mmunication is
by email and effective managemen
email should be an integral part of any
preservation activity.

= aiim

AlIM Europe
The iT Centre, 8 Canalside, Lowesmoor Wharf, Worcester WR1 2RR
Tel: +44 (0)1905 727600 Fax: +44 (0)1905 727609
Email: info@aiim.org.uk Web: www.aiim.org.uk

www.aiim.org.uk

Sponsors

AlIM provides: e Executive Networking e Market Education e Professional Development e Industry Advocacy
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COLD/ERM - Computer Output to Laser
Disc/Electronic Report Management.
Compression - Software or hardware
process that “shrink” a digital flle to a lower
number of bits for storage or transmission.
Examples of compression techniques are
ITU-TSS (CCITT) Group 3 & 4, LZW and
JPEG.

Digital Rights Management - Enables
secure distribution and control over paid
content over the web.

Digital Signature - Electronic signature
that can be used to authenticate the sender
of a message

Format - File formats that are commonly
used include: ISO Latin-| or Pure Text, TIFF,
PDF, GIF and PG and many others. The
different file formats may use a variety of
compression techniques.

Personalisation - Matching content and
the way it is presented to the individual user
PKI (Public Key Infrastructure) -
Secure exchange using public and private
keys obtained through a trusted authority.

Syndication - Supply of content for re-use
and integration with other materials through
the use of feeds.

/
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Transformation - Changing content from
one format to another. This is closely linked
to delivery, a
what is the re
XML - An established standard, based on
the Standard Generalised Markup Language
(SGML), design
construction from standard data items. Also
used as a generic data exchange mechanism,
XML now forms the basis of a number of
agreed protocols and schema which have
been developed through consensus within
and between different industry and
corporate sectors - wwww3c.org,
wwwoxmlorg, wwwiebxml.org, wwwoasis.org
are all good sources of information on XML,
which is a broad topic in its own right

Enterprise Search - Enterprise Search is a
technology designed for searching accross
multiple repositories and collate and present
the results under a single interface. For
Enterprise Search like any search to work
properly. it needs to be accompanied by a
good content classification system and needs
to respect the individual access rights in the
separate repositories it searches

[ 4
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electronic mailrooms. Data-entry processing into
core legacy applications from scanned paper
forms may be outsourced or off-shored using

et k links. Back-file conversion
paper documents at the start of ECM projects
frequently outsourced

Outsourcing s the delegation to experts outside
the organisation of non-
business activities. Many of the activities that may
be part of an ECM operations strategy, and that
can be found on this Roadmap, may not be
considered part of the an organisation’s core
processes and so are candidates for a move to
external service providers. The electronic nature
of ECM activities allows for geographical
bution of tasks, including off-shoring to
countries where labour costs may be cheaper:

sential or non-core

existing

Processing: Document-centric business
processes may be outsourced, including accounts
payable, claims processing and call-centre
applications.

Hosting: Software as a Service (5aaS) and
hosting of core business applications by ar
external company involves renting out access to
core software applications or on-demand
functions. Hosted storage may be provided by
~parks run by specialised companes.

Reasons for outsourcing include:
Cost: Using an external service provider; the
staffing costs and associated overheads may be
reduced.

sen

Capacity: Peaks and troughs in activity may be
more efficiently dealt with by external suppliers.  Storages Specialists in long-term preservation
provide storage of either physical (paper) files or
electronic data in large warehouses with specially
controlled environments.

Quality: Expected quality from a specialist
supplier can be expected to be better than in-
house, and will be monitored through service-
level agreements (SLAs) As Enterprise Content Management is about
more than just technology, every decision to
outsource parts of the process has to be
carefully weighed both on t
technology side, but also ¢
importa the selection o
systems, outsourcing needs to fall under the
same stringent guidelines and seamlessly fit into
the overall strategy

Knowledge: There is not enough knowledge in-
house to either fulfil the requirements or expand
certain processes.

inancial and
the strategy side. As
y in-house

Examples of outsourcing:

Capture: Scanning and capturing of information
through the use of scanning bureaus. Applications
include invoice processing and mail handling via

THECONTENTGROUP £5¢
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Vanguard House

Dewsbury Road

Leeds

LSI1 50D

Contact: Mike Mole

Tel+44 (0)113 244 1404 Fax: +44 (0)113 244 0835
Emal: mikemole@civicacouk Web: wwwichvicaco.uk
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Knyvett House
The Causeway

Staines

Middlesex

TWI8 3BA

Contact: Redmond Schley - Managing Director

Tel: +44 (0)17848 95090 Fax: +44 (0)87073 86166

Email: Redmond@cygnet-ecm.com  Web: www.cygnet-ecm.com
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Garrick House

26-27 Southampton Street
Covent Garden

London

‘WC2E 7RS

Contact: Mike Crosby - UK Country Manager
Tel: +44 (0)20 7717 8472 Fax +44 (0)20 7717 8401
Email: mike.crosby@saperion.com  Web: wwwisaperion.com

ERION has been oping e
stems, that bring archiving, document management and workflow
n one system. SAPERION has subsidiaries in Britain, No
ION is a market leader in key categories, such as gen:
lity apabilties, e-Mail Archi

AlIM Certificate Training Programmes

Enterprise Content Management (ECM)
This course is designed from global best practices among our 50,000 members. The

Enterprise Content Management qualification covers the full spectrum of ECM applications and
is ideal for project managers, consultants and implementation team members. It covers

requirements planning, ROI calculation and change management

Electronic Records Management (ERM)

This course explores records management in relation to the business needs of all types of
organisations, both in the public and private sector, embracing all records, but with a particular
emphasis on electronic records. It is particularly useful for IT staff needing a more detailed
knowledge of records management and for traditional records mangers needing to update

Business Process Management (BPM)

This course programme covers the practice of BPM, role of ECM in BPM, business analysis,
process improvement, flowcharting, process modelling, BPM approaches, BPM technologies,

and Collaboration, along with the business case and implementation strategies.

Information Organisation and Access (I0A)

Uniquely positioned to cover best practice in these new technologies, the course covers
concepts and technologies for enterprise search, content classification, categorisation and
clustering, fact and entity extraction, taxonomy creation and management, and information

presentation

www.aiim.org/training
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New London Bridge House
25 London Bridge Street

London

SEI 95G

Contact: Marc Fresko - EDM & ERM Consulting Services Director
Tel: +44 (0)20 7089 4650 Fax: +44 (0)20 7403 0834

Email: ecm@serco.com  Web: www.serco.com/consulting
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services providers. Now
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Wessex House
Drake Avenue
Staines
Middlesex
TWI8 2AP

Contact: Mary Norris - Director Business Development
Tel+44 (0)1784 224100 Fax: +44 (01784 224130
Emall: marynorris@venture.couk - Web: wwwuenture.co.uk
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THECONTENTGROUP

Content House
St James's Place
Cranleigh
Surrey

GU6 8RP

Contact: Emily Thorpe, ECM Solutions Co-ordinator
Tel: +44 (0)1483 275 588  Fax +44 (0)1483 273 855
Email: ethorpe@thecontentgroup.co.uk  Web: www.thecontentgroup.co.uk
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AlIM - The global enterprise content management association

Online, classroom
and in-house
training classes

Professional Membershi

organisation's adherence
to best practice, and your
own performance, whilst
building your professional
qualifications. The AlIM
Certificate courses have
been developed
specifically for AllM in
conjunction with our
Education Panel of
international industry
experts.

Trade Membership

The Practitioner and
Specialist levels can be
taken as online modules.
The Master level is a 4-
day classroom course
plus an assessed case
study exercise.

AlIM Membership

There's good reason why leading ECM professionals and suppliers join AllM
It's because we are leading the way to the understanding, adoption and use
of information management technologies.

Whether you are a user or supplier of content management solutions, AlIM
has a membership designed for you and your organisation!

aiim Professional Membership

If you are an ECM end-user or consultant, why not become
an AllM Professional Member. Keep yourself up to date with
Improve your the issues and practices of enterprise content management
Benefits include discounts for training courses and events, a
magazine, networking opportunities and access to member-only resources
that focus on enhancing the knowledge of industry professionals

aiim Trade Membership

As a supplier, why not enrol your organisation as an AllM
Trade Member. This membership allows you to leverage your
marketing spend, gaining enormous visibility for the products
and services you provide. Our regular member meetings will keep you and
your colleagues up to date on industry issues and to have your say in the
ongoing efforts of AlM to promote the ECM Industry.

You can join the AllM Associate Member community for free by registering at:
www.aiim.org.uk/membership

For more information please contact AlIM Europe on +44 (0)1905 727600.

% alim
EDM Group Limited E D l\/l
Woden Road,

Leaders

in Electronic:

Wolverhampton Document Management

WVI0 0AY
Contact: Lesley Conner - Sales Manager

Tel: +44 (0)1902 459 907 Fax: +44 (0)1902 351 243

Email: lesley.conner@theedmgroup.couk  Web: wwwitheedmgroup.co.uk

EDM Group is a leading provider of electronic document management services and solutions
all UK sectors. With over 30 years experience, EDM Group delivers proven business benefit
comprehensive portfolio of EDRM solutions covering the entire document lifecycle

Uniquely combining high volume document digftisation and hosting services with specialised
software development and integration skills, EDM Group offers its customers the options of
outsourced services, in-house EDRM implementations or hybrid combinations. EDM Group's
solutions are scalable to meet the needs of a department or an enterprise and are designed and
developed by our own specialists t customers’ requirements are completely met

ensuring th

Visit www.theedmgroup.co.uk or call 0800 731 491 | for more information.

Hyland Software, Inc.
Golden Cross House

8 Duncannon Street

London

WQC2N 4JF

Contact: Nicole Buehler - EMEA Sales Director
Tel: +44 (0)20 7484 5049
Email: nicole buehler@onbase.com Web: www.onbase.co.uk

OnBase

a Hyland Software solution

Hyland Software Inc. is the developer of OnBase, a rapidly deployable suite of enterprise content
management (ECM) software applications. OnBase is a modular suite of ECM applications that
ing, workflow, electronic document management, COLD/ERM and records
management. OnBase allows organisations to manage all digital content, including scanned paper
documents, e-mails, faxes, print streams, application files, e-forms, web content and multimedia files.

ncludes document ima

OnBase is used by businesses and government agencies around the world to reduce the time and
cost of performing important business functions and address the need for regulatory compliance
through the management, control and sharing of digital content with employees, business partners,
customers and other constituencies.

EMC EM(:2

EMC Tower . _
Great West Road where information lives

Brentford
Middlesex
TW8 9AN

Contact: Hassan Kamugisha
Tel: +44 (0)870 608 7777 Fax: +44 (0)208 758 6501
Email: nesalesinfo@emc.com  Web: www.emc.com

Documentum software from EMC Corporation includes enterprise content management solutions
that enable organisations to unite teams, content and associated business processes. With a singl

platform, EMC Documentum software enables people to collaboratively create, manage, deliver and
archive the content that drives business operations, from documents and discussions to e-mall, web
pages, records, and rich media, With Documentum enterprise content management, organisat
improve their competitive advantage by accelerating time to market, increasing customer

isfaction, and reducing op

ions

costs,

For more information, visit www.emc.com.

IBM UK Ltd

2 New Square

Bedfont Lakes

Feltham

Middlesex

TWI4 8HB

Contact: Gwyneth Coomb

Tel: +44 (0)20 8818 4000 Fax: +44 (0)20 8818 5499
Email: Gwyneth.coombs@uk.ibm.com  Web: www.ibm.com

IBM ECM helps companies make better decisions faster by managing content, optimising associated
business processes and enabling compliance through an integrated information infrastructure

® By enabling companies to integrate content with processes to add value and transform their

business.

@ By streamlining and optimising complex processes to improve the flow of work throughout the
global enterprise.

@ By delivering an integrated, open platform that can be globally deployed and that provides
interoperability with the widest selection of IT systems, thereby reducing costs and improving
efficiency.

Fujitsu Europe Ltd
Hayes Park Central

Hayes End Road

Hayes

Middlesex

UB4 8FE

[e®)
FUJITSU

Contact: Andrew Cowling - Sales and Marketing Manager
Tel: +44 (0)208 5734444 Fax: +44 (0)208 606 4440
Emnail: andrew.cowling@uk fujitsu.com  Web: www.emea fujitsu.com/felg

Fujitsu Europe Ltd offers the most comprehensive range of document scanners available on the
market today offering the ability to scan paper sizes fi card to A3, scan in speeds from
10 to 200 images per minute, single and double sided scanning of colour, gray
white documents, and image enhancement of poor quality or mixed colour
range of software add-ons and impressive functionalities,

m busine:

cale or black and
locuments thro

Whether your application involves document management, ar
Fujitsu most likely has the optimum scanner for the capture of your documents and data,

iving, workflow or forms processing,

Workshare ”@lWorkshare"
20 Fashion Street THE LEADER IN SECURE CONTENT COMPLIANCE
London
El 6PX

Contact: Hilary Simms, EMEA Marketing Manager
Tel: +44 (0)207 539 1311
Email: hilarysimms@workshare.com  Web: www.workshare.com

information security company, delivers Secure Conttent Compliance solution
6,000 organisations worldwide. Workshare solutions uniquely combine policy enforcement,

anagement control and user entitlement to ensure safe information exchange without business
disruption. Its products include Workshare Protect, Workshare Professional, Compare Service and
TRACE! Workshare's customer base spans small to large organisations in every industry segment

and includes more than 60 percent of the Fortune 1000 and 85 percent of the ProServices 250.

QOver one million professionals in 65 countries use Workshare software. Workshare is the sponsor

of www.metadatarisk.org, the definitive source for con ecurity.

For more information, visit www.workshare.com.
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