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\ Teamcenter

‘V
- Records Management

FeatureleapabiIity r . ~~
» Logically organize records in folders ; -;_

» Classify information from valid values c | mrerres— e

» Define and reuse file plans to control record
retention and disposition

» Automation, active notification

» Manage email as records (via Microsoft
Outlook integration)

» Support DoD 5015.2 standard

Value ]
» Compliance
» Conform to legal or regulatory requirements
» Eliminate penalties
» Increase Productivity
» Easier and quicker to find information
» Don’t waste time/use outdated material

» Improve Quality
» Minimize errors in classifying information

» Reduce cost — storage and tracking of unnecessary record
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Y~ Teamcenter Records Management

PLM Business Logic
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9~ Income Tax Filing

I'M |||

medical
expenses

-

investment statements
(interest, dividends,
1099G, K-1 ...)

donations, gifts to charity

W2, Instructions,
Forms, Worksheets

(current year)

\1’
mortgage statements

(interest, real estate taxes)
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" Income Tax Filing

I'M |||

W2, interest,
dividends, 2004 Instructions
1099G, K-1 ... Federal N |
Forms,
Worksheets
2004
Income
Instructions,
Forms,
Tax Information 2004 Horksheets
(current year) Deductions
Charity/donations, Instructions
mortgage interest, Forms |
real estate taxes, Worksheets

medical expenses ...
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" Income Tax Filing
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W2, interest,
dividends, 2004
1099G, K-1 ... Federal

2004
Income

2004
Tax
Returns

2004
Deductions

Charity/donations,
mortgage interest,
real estate taxes,
medical expenses ...
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'i" Tax Information Retention

Statements, Receipts, Instructions, Worksheets, Final Returns

Record Retention

Tax Records

Final Returns

| | | | | | | | | |
| | | | | | >
8 9 10 11

1 2 3 4 5 6 7
Age (years)
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Record Retention

Records — data/content to be managed (tax
information)

» Record Format (Form 1040)

» Record Media (paper, electronic)
Record Folders — organizers for records
Folder Cutoff — collect and process annually
Disposition Schedule/phases

» collect annually

» file by April 15t

» retain returns & supporting information for 4 yrs

» retain returns for 10 years (or indefinitely)
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9~ Record Retention Examples
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Vital Records/Standard Operating Procedures
Batch/Production Records
Product Samples

CAE Analysis Results

Lab
Notebooks

>

2 5 10 50 100 'me (yrs)
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9~ Presentation Overview

I'M |||

3 Scenarios

» Physical Notebook
» How Teamcenter can improve management of physical records
» Highlight records management structure/items (static)
» Electronic Notebook
» How Teamcenter can manage electronic records
» Highlight records management processing (dynamic)
» DoD Example
» DoD 5015.2 certification status

» Highlight additional records management capabilities and
special features to support the DoD 5015.2 standard
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% Records Management Structure

Physical Notebook Example
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L - Physical Notebook

I'M |||

‘ - Scenario Overview

» Central Records organization issues new notebook
to researcher

» After 1 year of usage, researcher returns notebook to
Central Records organization

» Central Records creates microfilm copy of notebook

» Central Records disposes of physical notebook after
25 years

» Central Records disposes of microfilm copy after 100
years
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L« Physical Notebook
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‘ ~ Disposition Schedule

Phase 1 Phase 2 Phase 3 Phase 4
(1 year) (~ 1 month) (24 years) (75 years)

N/ / /

N Microfilm Physical Microfilm
N tebw k Copy Notebook Copy
o eno0 Created Destroyed Destroyed
Issued
Notebook

Returned
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Physical Notebook

Records Management Structure

=
Notebook
Disposition
Schedule
=
 ——
Populate E—F
 ——
Notebook — 0
Disposition Create = —_—
Phase Microfilm E’*
Disposition ND(taStt)royk
Phase QEloiely
1 Disposition '\I/?.est:cgl)y
— 1 Phase ICrotiim
" i) Disposition
- L "EJTI'I_ 1 Phase
Populate — 1. =
Notebook LI 1
Schema Create —=if |
Microfilm 3
Schema Destroy E:@
Notebook

Schema
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\h“'} Classification Items

» Format Value
» Describes the format to classify records and record folders

» Examples: Microsoft Word (DOC), computer graphics
metafile (CGM), and portable document format (PDF).

» Media Type
» Describes the storage medium to classify records and
record folders
» Examples: paper, hard disk, tape, CDR, DVD, microfilm
» Security Level

» Describes the security property to classify records and

record folders
» Examples: unclassified, proprietary, R&D Only
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\h“i Record Folders and RMA Records

» Record Folders

» Contain RMA records and subordinate Record Folders that share a

common disposition process. The File Plan that applies to a .
Record Folder applies to all of the Record Folder’s contents,

unless a subordinate Record Folder has a separate File Plan
relationship.

» Record Folders have two states: open and closed. Records can be
added to a Record Folder that is open. Only authorized users can
change a Record Folder’s state.

» RMA records

» Business items that are subject to disposition control. The RMA —
Record class exposed in Teamcenter Enterprise is a subclass of E.
RMA Document, itself a subclass of Generic Document 1

» Any product business item class can be exposed as an RMA
record through customization (expose attributes in thin client).
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9~ File Plan and Disposition Items

» File Plan

» Identifies the organization and disposition
characteristics of its related folders and records

» Can be structured in multiple levels
» Disposition Schedule

» Defines the sequence of steps to disposition the records in a 'Es
file plan G —

» Disposition Phase
» Defines one step in a file plan’s disposition sequence

» Disposition Schema

» Describes details of how a record is disposed

» retention interval (duration)

» action (interim transfer, accession, RMA freeze, destroy)

» accession location

» disposition instruction type (time, event, time and event)
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w~ Physical Notebook

Records Management Structure

-
r-'
v
=

v Notebook
_ File Plan

Populate
Notebook

Disposition

Phase

!

—
LY i

— 4|
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Notebook
Schema

Notebook
Disposition
Schedule
Notebook
Format
E_“ . Value
Create _";:
Microfilm . E il
Disposition Destroy =
Phase Notebook
Disposition Destroy Notebook
1 - Microfilm Media Type
Disposition Value
‘i;ﬂ’l'l_ 1 Phase
1. ] a — 1
Create —ﬂ |
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% Records Management Processing

Electronic Notebook Example
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Electronic Notebook

Scenario Overview

» Central Records organization creates new electronic folders to hold notebook
and knowledge reports (i.e. for new employee)

» On a monthly basis the folder contents are cutoff:

» The newly cutoff items in the notebook folders are automatically transitioned from a
“Not Scheduled” to a “Scheduled” state.

» New knowledge reports are automatically transitioned from a “Not Scheduled” to a
“Scheduled” state.

» Within the next month, the recently cutoff information is “publicized”:
» “Scheduled” knowledge reports are transferred to a central knowledge vault.
» “Scheduled” notebook contents are transferred to a central notebook vault.

» After 100 years, both the knowledge and notebook records are deleted from
their respective central vaults

Note:

» By default, the knowledge vault is in scope for Enterprise users doing searches. If
users find information in the knowledge vault and are interested in additional
information in the Notebook vault, they can expand their scope to include the
notebook information.
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L o Electronic Notebook
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‘ ~ Disposition Schedule

Phase 2

Phase 1
(< month) (100 years)

Publicize new Destroy
New knowledge reports knowledge
rolders and notebook reports and
created records in central notebook
Monthly vaults records

Cutoff
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Beverage
Notebooks

e
. .

Bill's Brandy’s
Notebooks Notebooks

T
Health Care
Notebooks

Hank’s Heidi’'s Hilda’s
Notebooks Notebooks Notebooks

L] '\.‘-\..I
R SRS

.«

Beverage
Knowledge
Reports

—

Bill's Brandy’s
Knowledge Knowledge
Reports Reports

7
iz

Health Care
Knowledge
Reports

A
ig &2 42

Hank’s Heidi's Hilda’s
Knowledge Knowledge Knowledge
Reports Reports Reports
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9~ Record States
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» Not Scheduled

» Scheduled

» Available for Disposition
» Record Disposed

» Frozen

© UGS Corp. 2006. All rights reserved.
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9~ Service Schedule
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» The RMA Service Schedule is an administrative
object, a Service Schedule using the Process
Service rmaclient

» The Service Schedule determines which RMA
records are ready for either folder cutoff or the next
Disposition Phase and notifies the responsible party

© UGS Corp. 2006. All rights reserved.



v Electronic Notebook
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‘ Disposition Schedule

Phase 2

Phase 1
(< month) (100 years)

Publicize new Destroy
New knowledge reports knowledge
rolders and notebook reports and
created records in central notebook
Monthly vaults records

Cutoff
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1" Electronic Notebook Scenario Model

T
Health Care
Notebooks

&
Beverage
Notebooks
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| iz
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9~ Cutoff Instruction
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» Applied to a Record Folder

» Specifies the cutoff date and period used to
successively start disposition processing |

» The RMA record’s Record State is set to
Scheduled which starts the disposition process

» Following cutoff, the Cutoff Instruction’s Cutoff
Date is incremented by the Cutoff Instruction’s
Cutoff Period value
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L o Electronic Notebook
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‘ ~ Disposition Schedule

Phase 2

Phase 1
(< month) (100 years)

l
e —

N /

Publicize new Destroy
New knowledge reports knowledge
rolders and notebook reports and
created records in central notebook
Monthly vaults records

Cutoff
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Advanced Search... Jarnes Watt [RMA Disposition Action Grp)
Check Dut Submit Item Reports History Bookmark More Actions...

@ Lists
My Wiark Lists
My Lists Reviewers curity [ changes
My Tearms

Mame: Beverage R2D Motebook - Bill - 2004,2,1,1 e
& Create Document Mame: Beverage RED Motebook - Bill - 2004
Part Organization Mame:
Docurments Rew: A

Seq: 1
Changes Subject: Beverage R&D Motebook - Bill - 2004
Facility Owner: RMA RED Motebook Wault

Title: Beverage R&D Motebook - Bill - 2004
Vendor Items Type:
Report Items Project Mame:
e E— Creation Date: _

Creator: percy.pilcher
Project Frozen?: true
Termplate Current Life Cycle:

: : Life Cycle State: Warking

Options & Varants Check Out Userfsault:
Others ... Last Update:

Planned Release Date:
Bl Reports Actual Release Date:

Planned Effective Date:
Actual Effective Date:

Preferences

E Logs Index Language: English
Author:
& 1n service COrganization Name;
(7l Help Authored Date: 044072005
Format: Motehook
Media Type: Paper w

(Edi

£
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TR

Advanced Search... Jarnes Watt (RMA Disposition Action Srp)
Check Out Submit Item Reports History Bookmark More Actions...
@ Lists
My Work Lists @ .
¥ Beverage R&D Notebook - [Rill - 2004, A,1,1
L7 e S ETRE EEEEGENS Froperties Felated Items
My Teams
Actual Effective Date: -
' treate Index Language: English
Part &uthor:
Jrganization Mame:
Crocuments
Authored Date: 04/07 /2005
Changes Format: Waotebook
Facility Media Type: Paper
Security Level: R0 Only
IR Addressee(s):
Report Iterns Other Addressee(s):
N —— archive Date:. _ 03/15/2005
Fecord Identifier:
Project Fecord Category Mame: Wotebook File PlanBeverage R&D NotebooksBeverage RED
Motebooks - Bill
Template . - .
Disposition Authority G5-CPR-4510
Cptions & Variants Wital Record Indicator:
Others ... Feview:

Recur every:

Last Review Date:
= Mext Review Date:
FPermanent Record Indicator:
Record State: Record Disposed

Current Disposition Phase: Publicize Motebook Phase
Current Disposition Date:
3 Current Disposition
7 Help Completed?: False

Feason For Freeze:

edit]

<




L o Electronic Notebook

‘ ~ Disposition Schedule

Phase 2

Phase 1
(< month) (100 years)

I'M |||

+t

Publicize new

F(I;llg\évrs knowledge reports
and notebook
Created records in central
Monthly vaults

Cutoff
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'\‘1‘1 Delete Notebook Record

-

TEAMCENTER sduanced Search...

Jdarmes Watt (RMA Disposition Adckion Grp

Check Out Submit Item Reports History Bookmark More Actions...

il Lists

My wiark Lists

@Beverage RE&D Notebook - Bill - 2001, A,1,1

My Lists Sl EEEERIGE s Fropertics Fil Felated [tems

My Teams

@ Create

Fart

Cocuments

Zhanges

Facility

wendor Ttems

Feport Items

GOH Items

Project

Template

Options & Yariants

Gthers .

REpOrts

Preferences

El Logs

B 1n service

(7] Help
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Actual Effective Date:
Index Language:
Author:
Organization Mame:
Authored Date:
Format:

Media Type:
Security Lewvel:
addrassee(s):
Other addresses(s):
Archive Date:
Record [dentifier:

Record Category Mame:

Disposition Authority:
wital Record Indicator:
Rewieuw:

Recur every;

Last Review Date:
Mexrt Review Date:

Fermaneant Record Indicator:

Fecord State:

Current Disposition Phase:
Current Dispo=sition Date:

Current Disposition
Completed?:

Reasan For Fresze:

it

. 2006. All rights reserved.

English

04/07/2005
Motehook
Faper

Rl Only

03/15/2005

NDtEbDDR{FIlE PlanBeverage R&D NMotebooksBewerage RE&D
Motebooks - Bill

UGES-CPE-4510

Available For Disposition
Destroy Motebhook Phase

False
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Y~ Track Record from Creation to Deletion

# | User/ Process Initial Record State | Action / Comment End Record State

Notebook Author n/a Create Notebook record. Check Notebook in to vault. | Not Scheduled
Relate Notebook to Record Folder.

2 | rmaclient Schedule | Not Scheduled When the folder cutoff date is reached, any items in
Service the folder that are “Not Scheduled” automatically get
changed to a “Scheduled” state and enter the first
Disposition Phase of the folder’s Disposition
Schedule. Disposition Instruction Type = Event.

3 | Record’s Scheduled Manually change the Notebook’s Record State to
Responsible Party “Available for Disposition”.
4 | Record’s Available for Transfer notebook to central notebook vault, then use
Responsible Party Disposition the Change RMA State action to set Record State to
“Record Disposed”.
5 | Record’s Record Disposed Submit Notebook to “RMA Advancer” life cycle. Scheduled
Responsible Party Disposition Instruction Type = Time
6 | rmaclient Schedule | Scheduled When the Retention Period criteria for Notebook’s Available for
Service current Disposition Phase has been met (100 year Disposition

period), automatically change Notebook’s Record
State to “Available for Disposition” and notify the
Responsible Party.

7 | Record’s Available for Responsible Party deletes the Notebook. (The only n/a
Responsible Party Disposition references that remain in the system are in the Audit
Records.)

Phase 2

© UGS Corp. 2006. All rights reserved.
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% DoD Example
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1" Records Management Standard
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» DoD 5015.2 Standard — Detailed Requirements:
» 2.2.1 Implementing File Plans
» 2.2.2 Scheduling Records
» 2.2.3 Declaring and Filing Records

» 2.2.4 Filing Electronic Mail Messages

» 2.2.5 Storing Records

» 2.2.6 Retention and Vital Records Management
» 2.2.7 Access Controls

» 2.2.8 System Audits

» 2.2.9 System Management Requirements

http://jitc.fhu.disa.mil/recmgt/
» 2.2.10 Additional Baseline Requirements

» Certifiable RMA functionality in Teamcenter Enterprise 2005 SR1
» Scheduled to be certified by the JITC (August 2006)

© UGS Corp. 2006. All rights reserved.



*o. DoD

I'M |||

‘ - Scenario Overview

Air Force Enterprise Information Management

» Management and control of records over 8 years must be transferred to
Federal Records Center

» Cutoff after 1 year
» Under Local Office control for 1 year after cutoff
» Under Base Records Manager control for 1 year

» Transfer to Federal Records Center
» Base Records Manager retains metadata information only
» Destroy after 15 year

© UGS Corp. 2006. All rights reserved.



&~ DoD Scenario (Congressional Inquiry)

I'M |||

‘ ~ Disposition Schedule

Phase 1 Phase 2 Phase 3
(1 year) (1 year) (13 years)
I >
| t
CR;C;C;;% Transfer from Transfer to Federal Destroy Record at
local office to Regords Center Federal Records
(local base records (retain metadata at
: Center
office) manager base)
Yearly

Cutoff
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‘., DoD Scenario

Subset of Multi-level File Plan (>3000 rules)

= = =
| 2| z |
Series 36 Series 37 Series 90
Personnel Info Mgmt Command
Policy
| l
v v v
:5‘ :5‘ :?‘ :?‘ :5‘
Table 33 Table 11 Table 12 Table 14 Table 4
Honors and Correspondence, Administration Office Congressional
Awards Messages, and Communications Support Records
l Project Files Distribution & control
| l l
- v v v i _ _
e e e I e e
Rule 16 Rule 1 Rule 3 Rule 4 Rule 5 Rule 1 Rule 3
Favorable General General Transitory ~ Suspense Office Congressional
Communications Correspondence  Correspondence Material Control  Administrative Inquiries
l (Permanent) (Temporary) l l Files l
S36 T33 R16 S37 T11 R1 S37T11R3  S37T11R4 S37T12R5 S37 T14 R1 S90 T4 R3
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‘., DoD Scenario
Record Folder Cutoff

Series 37
|
v v v
2 - "i_l
Table 11 Table 12 Table 1
|
v v v l l
T | == | D |
4 @ @8 3 3
Rule 1 Rule 3 Rule 4 Rule 5 Rule 1
General General Transitory ~ Suspense Office
Correspondence  Correspondence Material Control  Administrative
(Permanent) (Temporary)

1 A I B
& @& & & &

— S37 T11 R1

| S37 T11 R3 S37T11 R4 S37 T12R5  S37 T14 R1 —
Cutoff I I I
Yearly

Cutoff
Monthly
© UGS Corp. 2006. All rights reserved
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Disposition Authority ltem

» Disposition Authority

» An item that represents an entity with the legal or
business authority to transfer RMA records to te
n

storage or to dispose of them

» Leaf node File Plans identify the Disposition
Authority responsible for the disposition of the

RMA records controlled by that File Plan

© UGS Corp. 2006. All rights reserved
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;‘., DoD Scenario

Disposition Authority

Iﬂﬂ '}I;[;nl

Disposition Disposition
Authority Authority
NCI-AFU-80-8

NI-AFU-90-3

|
| j IS 1

==

Rule 1 Rule 3 Rule 4 Rule 5 Rule 1
General General Transitory ~ Suspense Office
Correspondence  Correspondence Material Control  Administrative

(Permanent) (Temporary)

1 A I B
& @& & & &

: S37 T11 R1 S37 T11 R3 S37T11R4 S37T12R5 S37T14 R1 |
Cutoff I I I Cutoff
Yearly

Monthly
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4 Create Disposition Authority

Hone Exit

‘i"
TEAMCENTER Percy Pilcher (RMA Admin Srpd

q Search

. : @E' MNew Disposition Authority Value: Properties
| Configuration Item

e

v:
E] Authority Mame: * [ s cpr-4510
B Remark: * [IGs—CcPR-4510

l?%_:q Lists
My admin

Description:
Saved Searches 2

Ef M ewr

Others ... = Bal::kl RJDJ

El Logs
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& Audit Items

I'M |||

» Audit Record objects are business items that N
track user activity logs. They are designed to be 'E
subject to RMA's disposition processing. "

» Audit Trail objects are the user activity “data
item” log files attached to an Audit Record

© UGS Corp. 2006. All rights reserved.



!*“_’, DoD 5015.2 Additional Features

I'M |||

Records Management is delivered via 2 installation modules:
» RMA — Records Management functionality (required)

» RM5 — DoD Nomenclature and required attributes (optional)

» Nomenclature
» “Authored Date” to "Publication Date" (3 variations)
» "Creation Date" to "Date Filed” (3 variations)
» "Created" to "Date Filed"
» "Creator" to "Originator”

» "Organization Name" to "Originating Organization”

© UGS Corp. 2006. All rights reserved.



\h“i DoD 5015.2 Additional Features (cont.)

I'M |||

» Required Attributes

» For File Plan (Create, Update, and Copy dialogs)
»  "Disposition Authority"
»  "Permanent Record Indicator"
»  "Record Category Description"

> "Vital Record Indicator"

» For RMA Record (Create, Update, and Copy dialogs)
»  "Author"
»  "Format"
»  "Media Type"
»  "Originating Organization”
»  "Publication Date"

> "Subject"

© UGS Corp. 2006. All rights reserved.



!*“_’, Additional Related Core Features

I'M |||

» Secure Erase

» Upon record deletion, files are overwritten on disk to
prevent access by disk/file recovery tools

» Does not apply to metadata in data base

» Secure Erase is enabled by setting the configuration
variable RMA_ERASECOUNT to "1" or greater

» Delivered as part of core Teamcenter Enterprise

© UGS Corp. 2006. All rights reserved.



\h“i Additional Related Core Features (cont.)

» User Activity Logging
» User actions
» Object accessed

» Configurable

© UGS Corp. 2006. All rights reserved.



!*“_’, Additional Related Core Features (cont.)

Outlook Integration

» Support capture of e-mail
» E-mail message only
» E-mail message with attachments
» Attachments - 1 or more files per document
» Application Centric Capture
» Initiate from Outlook
» Uses the normal Create process with prefilled content

» Captured e-mail marked in Outlook

© UGS Corp. 2006. All rights reserved.



Inbox - Microsoft Outlook

File Edit Miew Go Tools  Ackions

Help

Adtew - | & 5 = L a Reeply LaReply to All () Forward —EiSend,l'Regeive - ﬁ G Typeacontactbofind - @B

Favarite Folders

[ 7 Inbox {29)

LT For Follow Up [12]
L= Sent Ttems

@ Deleted Items (73)
L7 Drafts [20]

[ outhox

all Mail Folders

[»

= (E_,ﬂi' Mailbox - Bapat, Anjali
@ Deleted Items (73)
L7 Drafts [20]
[ 7 Inbox {29}
L g Junk E-mail
L= outhox
[=F Sent Trems
= L3 Search Folders
L3 For Follow Up [12]
L3 Large Mail
=4 Archive Folders
=l = Personal Folders
{a) Deleted Items
L7 Drafts [Z]
= [ Inbox
[=I 3 Admin_HR related
"3 Renefits .j

] Mail
ﬁ Calendar

&—| Contacts

j«j Tasks

J MNotes

=13]

Twpe a queskion for help -

| Look For;

+ Search In = Inbox

Find Mow Clear

Qptions = X

arranged Ey: Date |Newest on kop i

= Today

-1 AH-MOS5admin 11:21 AM
[MO3] Software Requirements Specifi.. .

@ EBapat, Anjali 11:15 &M
] age with many attachme. ..

i~ Bapat, Anjali

11:12 aM
Message with no attachments
-1 AH-MOSAdmin 11:11 AM

[MO3] Documentation Impact Statem.. .

i~ Lee, Mick. T 10:46 AM
RE: Screen Shok
=1 Sheets, Larry 201 AM

Fiby's Make target issue using new buil,. .

=1 Talwalkar (EXT), Saurabh 753 AM
help on file upload,
=1 Affuso, Tony 7112 AM

21 Performance and Brand Update

-1 Resource - SMD Clear Case admin .
TCCS13756 Closed

-1 sanders, Philip 5. 6:04 AM
upghpl down Thursday (429 6-8:3...

- I
| Docnuera - EMO Clase Caco adosi

Test message with many attachments

Eapat, Anjali
To: Lee, Mick T; Luo, Shengbiao
Cc:  Bapat, Anjali

Attachments:

Ig]NE!w Microsoft Word Document, doc (17 KB); E;]|:urn351E!nI:aI:il:un.|:||:|l: (15 KE)

Test mail with attachments

5

|

£30 Items

| i] online
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& Item Summary

Schedule Disposition
Document  Phase
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