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Background

• NARA Federal Records certification
• Started as local initiative, expanded agency wide, 

500 employees, 16 locations nationwide
• Management support
• NARA Targeted Assistance
• Team members



Record Schedules

• Record Schedules
• 34 submitted
• 18 pending at NARA
• 16 approved

• Electronic System Schedules
• 5 submitted
• 3 pending at NARA
• 2 approved



Agency File Plan

• Basis of entire Electronic Records Management System (ERMS)
• Multi-level numbering system
• Ability to cross-reference record schedules with files



Electronic Records Management 
System Design

Organizational chart structure
Security is by name access



Electronic Records Management System
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Electronic Records Management System



Input Methods

• Knowledgelake Capture 
• Large documents used with high speed scanners

• Knowledgelake Connect
• Electronic documents, Email, Instant Messages

• Knowledgelake Webcapture
• Small documents used with personal desktop scanners



Metadata

• Pre-populated codes and retention
• Mandatory fields
• Identical regardless of input method
• Multiple checkbox capability
• Location to mark Litigation Hold
• Close document to start retention



Knowledgelake Capture

• Scan large paper 
documents (>50 pages)

• Ability to scan multiple 
documents and lock 
fields for faster indexing

• Releases to a backend 
server that performs 
OCR processing to 
make scanned image 
text searchable (i.e. 
section 508 compliant)



High Speed Scan Station Locations

• Compliance 
– 6 Regional Offices
– 1 WDC Office

• Insurance Services 
– 10 Regional Offices
– 3 WDC Offices

• Office of the Administrator 
– 4 WDC Offices
– 1 Kansas City Office

• Product Management 
– 5 Kansas City Offices



Knowledgelake Connect

• Document upload tool
• Desktop tool available 

for all users
• Electronic documents
• Email
• Instant messages
• Batch creation for faster 

indexing
• Single file upload 
• Multiple file upload
• Scanning capability
• Can integrate with other 

LOB (line of business) 
applications



E-Mail

• KL Connect installs 
add-in to MS Outlook 
menu

• Email exported from 
MS Outlook to KL 
Connect

• 4 exporting options 
available

• Indexing applied in 
KL Connect

• Opens in Sharepoint 
as regular email 
including 
attachments



Knowledgelake Webcapture

• Browser based utility 
similar to Capture

• For scanning smaller 
documents (<50 
pages)

• All users can access 
and use with personal 
desktop scanner

• Releases to a 
backend server that 
performs OCR 
processing to make 
scanned image text 
searchable (i.e. 
section 508 
compliant)



Search Results

• Ability to search 
multiple metadata 
fields

• More granular 
filtering with multiple 
search criteria 

• Can choose sorting 
criteria by any field in 
ASC or DESC order

• Ability to search by 
site, or entire site 
collection

• Data is available to 
search within 15 
minutes of input



Records Disposition

• Retention module 
built into 
Sharepoint

• Triggers as soon 
as document is 
closed

• Ability to view 
document prior to 
destruction

• Retentions 
maintained in 
Sharepoint list



Records Disposition

• Deletion of document 
requires prior user 
approval

• Multi-level approval 
to aid in unauthorized 
destruction

• Ability to retain past 
retention for litigation 
hold or special 
circumstances



System Reports



System Totals

Total allocated space:  2 Terabytes
• Compliance

• 3,277 documents (6.3 GB)

• Insurance Services
• 18,772 documents (36 GB)

• Office of the Administrator
• 2,074 documents (1.07 GB)

• Product Management
• 27,122 documents (25.28 GB)

• Total
• 51,245 documents
• 68.65 GB



Future Technology

• Multi-system integration into ERMS, allowing those records to be 
transferred and maintained in one repository

• Upgrades to the user interfaces, to make document input task 
easier for users

• Continual updating of the base system architecture (Sharepoint), 
as that technology continues to grow and evolve

• Ability to transfer electronic records to the NARA Electronic 
Records Archives

• Leverage the use of MFD (Multi Function Devices).  Take 
advantage of their scanning speed and OCR technology, to make 
available to users as another option to input documents into ERMS



Questions??

Erin Tecce
816-926-7394

erin.tecce@rma.usda.gov
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