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Rafraen skjalastjornarkerfi (ER

» Fanga og styra skjolum og rekja feril
peirra allan liftimann

e A0 liftima loknum

« Skjolum i hvada formi sem er, i rafreenu
formi eda pappir

» | samraemi vid skjalamalastefnu
stofnunar/tyrirtaekis




Upplysingar i rafraenu
skjalastjornarkerfi

« Skjol sem eru
— skrifud inn i kerfid

— flutt rafreent inn i kerfid sem tolvupostur,
rafraent fax eda vidhengi

— skOnnuo inn i kerfid
—skrad inn i kerfid en geymd annars stadar

 Kerfid saekir upplysingar i onnur kerfi og
grunna
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GrundvOllur upplysingastjornar i
rafreenu skjalastjornarkerfi

« A0 allir starfsmenn vinni i kerfinu

* AO upplysingar seu feerodar rétt, réttar og
skipulega inn i kerfio

A0 allar upplysingar sem eiga a0 vera i
kerfinu séu faerdar inn




Rafraen skjalastjérnarkerfi

« ERMS

— Electronic Records Management systems

« EDMS

— Electronic Document Management Systems

« EDRMS

— Electronic Document and Records Management
Systems




The medium is not the message!

« Pad sem er mikilvaegt er, ad midillinn er
ekki skilaboodin (the medium is not the

message)
» Heldur, midillinn geymir eda er

geymslustadur skjalsins (rather the
medium is the carrier of the record)




Samkvaeemt ISO 15489-] er
record

* ‘Information created, received, and
maintained as evidence and information
by an organization or person, in
pursuance of legal obligations or in the
transaction of business’ (1ISO, 2001; s.

— 1S0. (2001). ISO 15489-1:2001: information and documentation — records
management: part 1: general. Geneva: International Organization for Standardization.

— STRI. (2005). IST ISO 15489-1:2001: upplysingar og skjalfesting — skjalastjorn: 1. hiuti:
almenn atrioi. Reykjavik: Stadlarad Islands.




Samkvaeemt ISO 15489-] er
document

* ‘recorded information or object which
can be treated as a unit’ (ISO, 2001; s.
3)




Meginmunurinn...

... a ensku hugtokunum record annars vegar og
document hins vegar er

— a0 record er sénnun a athéfnum og
starfsemi/gerdoum sem att hafa sér stao i
fyrirtaekinu (sdnnunarskjal)

— par sem aftur & méti document parf ekki endilega
ad vera pad, heldur kynni pad einungis ad hafa
upplysingagildi, en ekki sdnnunargildi
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Document parf ekki endilega...

... a0 vera record en pegar document er
vistad inn i ERMS verour pad record
sjalfkrafa
— A document may not be a record (National

Archives of Australia, 2005), but when a

document is placed into ERMS it
automatically becomes a record
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ARMA International. (2004). Framework for integration of electronic
document management systems and electronic records management
systems (ANSI/AIIM/ARMA TR48-2004): technical report. Lenexa, KS:
ARMA International (s. 4):

« Electronic Document Management. The electronic
management of electronic documents contained in an
iInformation technology system, using computer
equipment and software to manage, control, locate,
and retrieve information in the electronic system

« Electronic Records Management. The electronic
management of electronic and non-electronic records
contained in an information technology system using
computer equipment and software according to
accepted principles and practices of records
management
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National Archives of Australia. Glossary.
(2005).

« ERMS ‘maintain appropriate contextual
information (metadata) and links
between records to support their value
as evidence’

Sétt 13/02/07: hitp://www.naa.gov.au/recordkeeping/er/quidelines/14-glossary.html




Gerdur er greinarmunur 48 EDMS og ERMS. Byggt 4 MoReqg (CECA, 2001; s. 63-64).

Characteristics EDM & EDMS ERM & ERMS
‘Who controls? — Owner/user controlled: — Company controlled and completed:
Version control Documents can be edited or altered and exist in Prevents records from being edited or altered.
several versions.
Disposal control Allows documents to be deleted by their Prevents records being deleted other than in
Oowners/users. controlled circumstances.
Retention control May include retention controls. Includes rigorous retention controls, including
historical logging, archive transfer and destruction.
Comprehensiveness | May contain paper or other physical documents that | Is able to register physical files under the same
may be converted to digital data without identifying | classification structure as the electronic records and
them as ‘retained in paper’. be able to manage these ‘hybrid’ archives.
RM structure May include a defined document storage structure Includes a rigorous RM structure (FCS for example)
that may be under the control of owners/users. that is maintained by the administrator.
Functional value vs. | Is aimed at supporting day-to-day use of documents | Is aimed at securing repository for business records
evidence value and their on-going business use. that support as evidence the documentation of the
business processes.
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CECA (CECA-CEE-CEE, Luxembourg). (2001). MoReq: model
requirements for the management of electronic records: MoReq

specification. S6tt 13/02/07 a htip://www.cornwell.co.uk/moreq.
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Nyr stadall um lysigdgn skjala

« |SO. (2006). ISO 23081-1:2006:
information and documentation —
records management processes:
metadata for records: part 1: principles.
Geneva: International Organization for
Standardization.




Waldron, 2002

 EDMS are often implemented in a
‘looser’ framework than ERMS whereas
ERMS are designed to support
document controls and accountability
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afraen skjalastjérnarkerfi (EF

MS)

» Pau byggja a tveimur fraedigreinum

— Upplysingafraedi (information scie

nce)

— Upplysingateekni (information technology)
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Upplysingafraedi leggur til adferdir

til pess a0 skipuleggja uppysingar

. | hvada formi sem er

» A kerfisbundinn og stadladan hatt

Skjalaflokkunarkerfi og ymsar adferdir
lyklunar og skraningar

IST/ISO 15489, MoReg, DIRKS




DIRKS

National Archives of Australia. (2003). DIRKS: a strategic approach
to managing business information. Sétt 13. februar 2007 a
http://www.aa.gov.au/recordkeeping/dirks/summary.htmil.

National Archives of Australia. (2003). DIRKS: step B — analysis of
business activity. Sott 13. febraar 2007 a
http://www.aa.gov.au/recordkeeping/dirks/summary.htmil.
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Priar geroir
rafreenna skjalastjornarkerfa

» | fyrsta lagi: Sjalfsteett kerfi (stand-alone
system), snidid ad porfum vidskiptavinar
(client-based) og 6had 6orum kerfum

» | 8dru lagi: Veflaegt kerfi (web-based system)
par sem notendur geta nalgast skjol alls
stadar ad (from any location)

» | pridja lagi: Lausn i hopvinnukerfi t.d. i
Microsoft Exchange eda Lotus Notes-
umhverfi




Gatlisti

 Parfagreining eda krofulysing fyrir
rafreent skjalastjornarkerfi




A. Atridi sem skipta notandann mali i daglegu starfi:

» Byodur kerfid upp 4 ymsar leidir til
pess ad leita ad upplysingum og
endurheimta per?

Getur pad listad upp 61l skjol sem voru
mottekin eda send 4 tilteknu timabili?
Getur pad listad upp 61l skjol tiltekins
einstaklings, b&di mdéttekin og send?
M3 leita eftir efnisordum (flettilisti)?
M3 leita eftir formi skjals, p.e. hvort
pad er tolvupdstur, vidhengi, annars
konar rafrent form, pappirsgagn, fax,
filma, mynd o.s.frv. (flettilisti)?

M3 leita eftir tegund skjals, p.e. hvort
pad er bréf, fundargerd, skyrsla, tilbod,
datlun, samningur, minnisblad o.fl.
(flettilisti?

Getur kerfid fundid samsvorun leitar-
ords vid texta skjala { gagnagrunni?
Getur pad leitad eftir nimerum eda
flokksheitum { efnisflokkunarkerfi?
Getur pad leitad eftir einkvemum
mdalsnimerum?

> Er kerfid notendavent, er einfalt
og fljétlegt ad vinna vid pad?

Rit- og reiknivinnsla.
Flokkun.

Skréning.

Vistun.

Leit.

Endurheimt.

Midlun.

» Ma fylgjast med afgreidslu mals {
kerfinu og hvernig mali midar
(flettilisti)?

Hver 4 ad afgreida mal.
Hvenar 4 afgreida mal.

Hvort mél hefur verid afgreitt.
Hven®r mal var afgreitt.

» Er kerfio tengt dztlunum fyrir-
tekis um vardveislu og forgun
skjala?

» Er mogulegt ad leita ad 6virkum
skjolum, p.e. peim sem hefur
verid komid fyrir i fjargeymslu?




. Atridi sem skipta notandann mali i daglegu starfi — frh.:

Er kerfid tengt innri gagnagrunn-
um?

Starfsmannakerfi.
Bokhalds- og fjarhagskerfi.
Vidskiptamannakerfi.
Gognum gadakerfa.
Efnisflokkunarkerfi skjala.
Skra um gogn i bokasafni.

=  O.s.Irv.

Er kerfid tengt ytri gagnagrunn- = DPjodskra.

um? = Fyrirtekjaskrd Hagstofu Islands.
= Atvinnuvegaflokkun.
= Landupplysingakerfi.

Eru snidmat (e. templates) sem
eru notud vid samningu skjala
innbyggd i kerfid?

M3 skanna sk;jol inn { kerfid?

Sem mynd er bydur ekki upp a leit i
texta skjals.

Sem textaskjal par sem haegt er ad
leita 1 texta skjals (e. optical character
recognition, OCR)

Er unnt ad prenta ut skjol & ymsu
formi?

A pappir.
A oOrfilmu (e. microfilm).
A disk (e. optical disk).
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B. Kerfisleg oryggisatrioi:

» Er tryggt ad frumriti skjals veroi
ekki breytt eftir vistun?
» Byodur kerfid upp 4 utgafustyringu | = Skrair pad hvener skjali var breytt?

skjala? = Skrair pad hver breytti skjali?
=  Vardveitir pad eldri utgafur skjals?
» Er adgangsstyring i kerfinu par = FEinungis adgengilegt peim sem leyfi
sem styra ma mismunandi ad- hafa.

gangi starfsfolks ad upplysingum? | = Synir ekki ad skjalid er til.
» Takmarkadur adgangur.

= FEinungis lesadgangur.

= Les- og skrifadgangur.

= O.s.frv.

» Geta negilega margir starfsmenn {
samraemi vid parfir unnid sam-
timis 1 kerfinu?

» Getur starfsfolk tengst kefinu um
vidnet hvar sem er i heimi par
sem tOlvutengingu ma vi0 koma?
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Tryggja parf ad rafreent skjalastjérnarkerfi
standist krofur vidurkenndra teeknistadla og
reglna

ARMA International. (2004). Framework for integration of electronic
document management systems and electronic records management
systems (ANSI/AIIM/ARMA TR48-2004): technical report. Lenexa, KS:
ARMA International.

Cimtech. (2005). Managing information and documents: the definitive
guide. (16. utg.). London: M-ID. Sétt 13. febraar 2007 a:
http://www.doconsite.co.uk/Guide%20Pages/Guide home.htm.

NISO. (1994). Information interchange format. Bethesda, MD: NISO
Press (National Information Standards Organization, U.S.).

Public Records Office (UK). (2002). Requirements for electronic records
management systems: part 1-3. S6tt 13. febrtar 2007 a:
http://www.pro.gov.uk/recordsmanagement/erecords/2002reqgs.
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Nokkrir 6hadir adilar sem hafa pao hlutverk
a0 meta gaedi rafreenna skjalastjornarkerfa

i samraemi vio tiltekin vidomiod

National Archives (TNA) [UK]. (2002). Functional requirements for
electronic records management systems. Soétt 13. februar 2007 a:
http://www.nationalarchives.gov.uk/electronicrecords/function.htm.

DoD (Department of Defence, US). (2002). Design criteria standard for
electronic records management software applications: DoD 5015.2-
STD. Washington, DC: Assistant Secretary of Defence for Command,
Control, Communication and Intelligence.

DoD (Department of Defence, US). (2003). Joint interoperability test
command: records management application (RMA). Soétt 13. februar
2007 a: http://jitc.thu.disa.mil/recmgt#standard.

Doculabs. (1998). Special report on records management systems.
Chicago, IL: Doculabs. Sétt 13. februar 2007 a:
http://www.va.gov/oirm/recdsmgmt/RMSREPORT.html.
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DoD-stadallinn (Department of Defence —
bandariska varnarmalaraduneytid)

» De facto stadall (vidmid) fyrir rafreen skjala-
stjornarkerfi i heiminum i dag

« Hefur ad geyma profunar- og vottunarviomio fyrir
seljendur rafraenna skjalastjoérnarkerfa

« Staodallinn lysir lagmarksskjalastjornarkrofum peim og
innleidingaradferoum sem krafist er af bandarisku
stofnununum, National Archives og Records
Administration

© Jéhanna Gunnlaugsdéttir



| b4dum vidmidunum, p.e. peim
bresku og bandarisku er ad finna

« Grundvallarkrofur sem eru skylda eda eru
tilskyldar (mandatory)

 Atridi eda krofur sem strangt til tekid eru ekki
skylda (non-mandatory) en eru taldar
aeskilegar fyrir skjalastjornarhugbunad

 Lista yfir rafreen skjalastjornarkerfi sem
standast krofur og eru vottud i samraemi vio
viomioin




Timaritsgrein um stadla i faginu

Pember. M. (2006). Sorting out the standards:
what every records and information
professional should know. Records
Management Journal, 16(1), 21-33.




Setjum sKilyroi:
Rafraen skjalastjornarkerfi oz

» A0 hugbunadurinn uppfylli parfir
fyrirteekisins eins og paer eru
skilgreindar i parfagreiningu

* A0 pjonustuadili hafi gott orospor baedi

fyrir pjonustu og lausnir (900 leid er ad
tala vio vioskiptavini soluadilans)

» AO kostnadur og greidslutilhbgun henti
fyrirtaekinu




Setjum sKilyroi:

2

afraeen skjalastjornarkerti ez

A0 pjonustuadili uppftylli pjonustuport
fyrirtaekisins eins og hun er skilgreind i
parfagreiningu

A0 pjonustulund og fyrirtaekjamenning
sOluadilans falli ad fyrirteekjamenningu
vioskiptavinarins

A0 pjonustuadili vinni eftir
iInnleidingarmodeli




Projects in Controlled Environments

« CCTA (Central Computer and
Telecommunications Agency, London).
(1989, 1998-2007). PRINCEZ (Projects in
Controlled Environments). Sott 13 februar,
2007 a http://www.prince2.com.

« Bentley, C. (2002). PrinceZ2: a practical
handbook. (2" ed.). Oxford: Butterworth-
Heinemann.




Innleiding rafreenna

skjalastjornarkerfa .

Stuoningur ae0stu stjérnenda

Einn abyrgur aoili

Pverfagleg nefnd

Parfagreining

Azetlun (tima- og kostnadarrammi)

Kynning medal starfsmanna; hvad verid er ad
gera, af hverju og hveneaer a ad gera hvad

Gera rao fyrir andstoou. Stjornun breytinga




Innleiding rafreenna
skjalastjornarkerfa e

 Virkjun starfsmanna, mikilvaegt er ad peir séu
jakveedir i gard verkefnisins

« Kynningarfundir fyrir alla starfsmenn
 Pjalfun lykilstarfsmanna (pilot group)

« Byrja a einni mikilvaegri deild eda starfsemi
« Simenntun

« Pjalfun nyrra starfsmanna

e Eftirlit med notkun

« Endurskodun
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Maelingar

« Meaelingar i byrjun verkefnis, a medan a pvi
stendur og eftir ad verkefninu er lokid
— Spurningalistakdnnun (rafreen eda a pappir)
— Simakonnun (stor fyrirtaeki)

— Patttdkuathuganir (ryna féngun, vistun, leit og
endurheimt upplysinga i rafreenu kerfi)

— Viotol
— Umraeduhodpar
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