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COUNCIL WORKSHOP ITEM 
 
 

ITEM: Purchase of a Document Management System 
DATE: June 6, 2004 
PREPARED BY: Village Project Team,  

Principal preparer, Liangfu Wu, Director of Information Services 
PURPOSE: Village Council�s Approval  

BID AMOUNT: $102,750 ACCOUNT: 001.243.0000.5835 
BUDGET AMOUNT: $100,000   

 
DISCUSSION: 
 
Background 
All government agencies are responsible for tracking and maintaining immense amounts of 
paperwork. These documents constitute a necessary part of our daily operations and 
accountability. Documents include those of a historical nature as well as current activities.  The 
ability to share information among departments is critical.  As projects develop, the number of 
people needing information increases. Over time, increasing amounts of time are spent 
researching, copying and distributing these documents.  The process to store paper copies 
becomes difficult as space becomes limited and the files grow.  As experienced here, documents 
are kept in different buildings and cannot be easily shared.  Further, some of these documents 
show a great deal of wear and tear over time.  In an effort to address these issues, a project team 
was established to research managing documents electronically.     
 
Five years ago, staff from the Code Services and Information Services conducted a market 
research in document management technology. However, given the high cost and limited 
functionality available at that time, it was determined that the Village should wait for better 
technology and potentially a lower cost. 
 
Initial Research 
Since Summer 2003, the project team consisting of staff members from several village 
departments has participated in a series of concept review sessions and meetings during which 
the legal aspects of document management were addressed. In addition, several team members 
attended site visits in other municipalities (see Attachment X) to learn how similar municipalities 
utilize their document management system. 
 
In order to allow the project team to fully understand the technology and its impact on our 
operations, three companies were invited to demonstrate their products at concept review 
sessions that allowed the project team to see the value of the technology and the functional 
differences between a document imaging system and a document (content) management system. 
 
Document Imaging System 
A document imaging system refers to the process of capturing the image of a paper document 
and turning it into digital form. A document scanner is usually used for capturing the document 
image, although other imaging methods are also available.  
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Currently, the Police Department has a document imaging system (Laser Fiche). This system 
was purchased several years ago for imaging records that could not be produced in digital 
format. Laser Fiche still functions well and serves the needs of the police operation. However, 
because Laser Fiche has not developed a comprehensive document management system, the 
project team is considering other products in addition to Laser Fiche. Also, due to issues 
involving confidentiality and security, using the current imaging system to serve general Village 
operations and, potentially, the general public may not be an option. The current project will not 
seek to include records and documents scanned and stored with Laser Fiche. 
 
Document Management System 
A document management system refers to the systematic organizing, storing, and retrieving of 
documents. A computerized document management system can manage not only document 
image files, but also many kinds of digital files. Based on the trend seen in recent development 
of this technology, the differences between the two types of systems are diminishing. A 
document management system today includes the imaging function and the core functionalities 
of document management. As many document-imaging companies have added more 
management functions to their systems, others seek to provide systems that focus on managing 
not only files but also contents and workflow of documentation regardless of the sources. 
 
For the current project, we are looking at two major functions: imaging and managing. For 
departments such as Code Services, Planning, and Public Works it is important to digitally 
capture some of their large size maps and drawings as they take up too much office space and 
are, therefore, difficult to manage. In addition to simply scanning large size maps and drawings, 
the project team is especially interested in the management side of this technology. Some of the 
systems provide an excellent indexing and cross-referencing function, a document flow control 
mechanism, and form processing with sequential and conditional routing control. All of these 
features will allow for greater and more efficient coordination of documents and work activity 
among departments. 
 
Village Wide Document Inventory 
The project team is also conducting a Village-wide document inventory. As we learned in the 
process, files and records produced and managed in the Village�s daily operation are grouped 
into different categories. Files and records in most of these categories should, by legal definition, 
be kept for a specific period of time dictated by the Local Records Act of the State of Illinois. 
Furthermore, when the Village is authorized to destroy certain files and records, these files and 
records must be destroyed. Staff is coordinating their efforts with the Village Clerk�s Office. A 
good document management system will help the Village reach compliance with the legal 
requirements of file and record retention. For example, once the Village is authorized to destroy 
certain documents, the system can be programmed to automatically delete the authorized files 
and records at a predefined time at the discretion of the Village Clerk.  
 
Basic Requirements 
In November 2003, the Village issued an RFP (Request for Proposal) for this project. The RFP 
contains 155 technical requirements (attached). Due to the limited budget, the RFP focused on 
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two areas of document management: management of MS Office files and form processing and 
management.  
 
Management of MS Office files  (e.g., Word, Excel, Power Point, etc.)  
 
Management of files created with MS Office applications requires the system to possess the 
following capabilities:  
 

•  Capturing and managing files in their native formats 
•  Versioning control 
•  Check-in/out 
•  Notations  
•  Archiving with retention schedules 
•  Indexing 
•  Full-text and cross-referencing search including OCR/ICR search and searching on 

notations 
•  Security by file types, folders, index fields, notations and certain words in the document 

known as token security 
•  Managing imaging process 

 
Form Processing and Management (E-Form) 
 
This E-form requires that the system allow Village staff to process various forms directly on the 
system with pre-defined routing schemes containing the required security. The first form to be 
implemented as stipulated in the RFP is the PAR (Personnel Action Request), a form heavily 
utilized in the Village under the Human Resources Department. On an average day, HR staff 
process 7-10 PARs. The form itself carries as many as 36 different routes, from a simple Address 
Change Request to the most complex Employee Dismissal action. A computerized �E-PAR� 
with sequential and conditional workflow will help shorten the PAR processing time from days 
to just a few key stokes.  
 
Vendor Selection 
By the end of January 2004, a total of 14 vendors responded to the RFP.  Some of the proposed 
systems focused on the imaging side of the technology, others offer more advanced, 
comprehensive content management solutions at the enterprise level. The team carefully 
reviewed and discussed all of the proposals and invited four vendors to demonstrate their 
systems. The final selection was made between two systems: 
 

1. OnBase, a product by Hyland, local integrator: Crowe Chizek located in Oak Brook, 
Illinois 

2. Liberty NET, a product by Liberty IMS, local integrator, Novanis located in Springfield, 
Illinois with a branch office in Lansing, Illinois 
 
These two vendors were asked back for another round of demonstrations of their products 
and to answer more specific questions from the team.  
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Based on the 155 initial requirements, the selection was further focused on the following areas:  
 

•  System configuration: overall system architecture, manageability, database, interface, and 
scalability. 

•  User interface: the level of flexibility to meet users� needs at different levels, ease of use, 
the balance between ease of use and sophisticated functions 

•  Vendor and vendor staff: stability of the firm, professionalism of their staff, technical 
competence, availability for technical support (e.g., location of the firm, number of staff 
members, etc.),  

 
In addition, the team conducted vendor reference checks and visited vendors in their office, 
observing the operation of the company and their supporting staff. 
 
After careful consideration, the team decided to recommend that the Village purchase the 
OnBase and award the project to Crowe Chizek. As both OnBase/Crowe and Liberty 
NET/Novanis are considered good systems, but based on the categories mentioned above, the 
Crowe/OnBase combination is recognized by the team as a better choice. Overall, the team feels 
that OnBase is an enterprise level system that will grow with the changing needs of the Village 
in years to come.   
 
During the selection process, the team was fortunate to receive some valuable input from Jan 
Sablick.  Ms. Sablick is the Record�s Manager for the Police Department, City of Naperville, 
Illinois, and she is the Chicago Chapter President for AIIM (Association for Information and 
Image Management).  According to Ms. Sablick, the City of Naperville�s Police Department has 
had an imaging system to scan police records since 1992.  In 2003, the City of Naperville 
purchased OnBase as an enterprise document management solution for use in the entire city.  
Advice from Ms. Sablick helped us in many aspects of our project, e.g., overall technology, 
system features and functionalities. Based on her experience in the document management field 
and her knowledge concerning Hyland, the manufacturer of OnBase, Ms. Sablick strongly 
suggested the OnBase solution.  
 
Ms. Sablick�s recommendation is also confirmed by other staff members from City of 
Naperville. Before finalizing this report, several project team members visited Clerk�s Office, 
City of Naperville. Both the users and the EDM (Electronic Document Management) manager 
gave OnBase very positive remarks. 
 
Finally, OnBase has been recognized in the document management system industry for its 
system design and functionalities as indicated in a report prepared by Doculabs (attached). 
Doculabs is an independent consulting firm that specializes in evaluating various document 
management systems. 
 
Cost 
There are a number of systems today utilized by much larger private and public organizations. 
During the project teams research and analysis phase it was noted that the systems in that 
category are not suitable for the Village. The project teams focus is primarily placed on mid 
range systems. Among the 14 responding vendors, the prices ranged from $60,000 to $150,000. 
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During the selection process, cost was an important factor. However, the team was not solely 
guided by cost. The team believed the selected system should bring significant and long lasting 
changes to the organization. The traditional �going for low bid� government mentality may 
eventually hurt our efforts to improve our operation, resulting in inefficiency and a misuse of our 
financial resources.  A cost comparison between the two finalists (Crowe/OnBase and 
Novanis/Liberty NET) is noted in the following table. 
 

Items Crowe/OnBase Novanis/Liberty NET 
Software (10 concurrent licenses) $65,190  $30,285 
Implementation $20,250 $12,800 
General staff Training N/A $2,400 (10 users 2 days) 
IS Staff Training $3,000 (2 persons @ vendor site) $3,000 
Annual Maintenance  $14,310 $4,789 

Total Cost $102,750 $53,274 
 
As shown by the comparison table, the cost difference between Crowe/OnBase and 
Novanis/Liberty NET is significant.  Based on a careful review of the systems and the impact the 
systems may have on the entire organization, the team believes that the merits of the selection 
outweigh the cost difference.  The project team believes that this document management system 
will bring dramatic changes to our daily operation, and as a result, significantly raise the level of 
effectiveness in managing our paperwork. 
 
Implementation 
Because of the impact the system has on the organization as well as individual staff users, the 
project team decided to introduce the application to the organization under a pilot approach 
starting with one or two departments and expanding to others, to eventually include the entire 
organization. In addition, the pilot implementation approach will allow the team to assess a more 
accurate number of user licenses for budgetary purposes. In the first phase, the implementation 
will include: 
 

1. Workflow and form processing for Human Resources Department 
2. Scanning HR personnel records/files into the system  
3. Managing of files produced by MS Office application in two or three departments 
4. Scanning and managing large drawing and maps used in PWs, Code Services and C & 

PC 
 
Due to the limited budget, the team did not plan to directly integrate the system with other 
computer applications in the Village in the first phase of the project. Files and records processed 
by other applications will be managed by the document management system after they are 
produced in digital format.  Considering this future target, we have verified that OnBase includes 
an optional module that can interface with other preexisting applications. 
 
Since Hyland prices its product under a modular structure, other modules can be added to the 
system individually when needed. For example, the team plans to move the system to the intranet 
in F/Y of 05/06. With an OnBase server, the system is 100% accessible from the Internet. Since 
the document management system is an internal application, the team does not plan to move the 
system to the Internet. 
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At this time, no hardware (servers and storage devices) is required and based on the system 
upgrade in next F/Y, we have adequate equipment to host the application.  

-----------------------------------------END--------------------------------------- 
 
Project Team Members 
Kent Adams, Fire Department 
Mike Baker, Manager�s Office 
Dan Grecco, Public Works 
Fran Frasson, Human Resource Department 
Brad Folkens, Information Services 
Dave Hankes, Information Services 

April Holden, Village Clerk�s Office 
Ann Marie Perez, Legal Department 
Lori Sommers, P & CD Department 
Terri Tarka, Finance Department 
Liangfu Wu, Information Services  
Greg Zimmerman, Human Resources Department 

 
 
ATTACHMENTS:  
A. Portion of the RFP: 155 Technical Requirements 
B. Sample of PAR 
C. Report on OnBase by Doculabs 
D. Contract with Crowe reviewed and approved by Legal Department  
     -Consulting Agreement 
     -Software Maintenance Agreement 
     -End User License Agreement 
  
 
RECOMMENDATION: 
The document management project team recommends that the Village Council authorize the 
purchase and implementation of OnBase and award the project to Crowe Chizek.  There is a 
budgeted amount of $100,000 in F/Y 04/05.  
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APPENDIX I 
 

List of Required Functions & Features 
 
REF # DOCUMENT CAPTURE VENDOR 

RESPONSE 
1. Capture documents electronically when initially created within the Village 

(i.e. MS Office Suite and other desktop software) 
 

2. Capture documents electronically when received from an outside source 
electronically (i.e. MS Office Suite and other desktop and Internet 
software) 

 

3. Capture, store and retrieve documents based on folder types, document 
types and multiple indices 

 

4. Capture fax documents, email documents, electronic forms and other 
non-imaged documents in a folder 

 

5. Support an unlimited number of levels within a folder  
6. Support an unlimited number of documents within folder  
7. Create a table of contents for a folder automatically  
8. Support adding additional folder types at any time  
9. Ability to add additional document types at any time  
10. Ability to merge documents into a single document  
11. Ability to utilize computed fields whenever possible (dates, usernames, 

etc.) 
 

12. Support extensive on-line editing  
13. Ability to scan multiple size documents-from 8.5” by 11”, 5.5” by 8.5, 11” 

by 17”24” by 36” to E-size. 
 

14. Support double sided scanning  
15. Support all types of documents including handwritten, typed, colored 

documents and others. 
 

16. Ability to scan documents, save and index later.  
17. Ability to scan/Index documents in batches  
18. Support scan control capabilities including automatically eliminating blank 

pages, scan pausing, highlight missing pages, track rejected documents 
and other features 

 

19. Ability to deskew, despeckle and other document enhancement 
capabilities 

 

20. Ability to check for clarity of scanned document and delete or rescan if 
necessary. 

 

21. Support up to 600 dpi resolutions (halftones, color or black/white) or 
higher as needed for detail. 

 

22. Support OCR/ICR  
23. Ability to mark a document as scanned  
24.  Ability to mark a document as indexed  
 INDEXING  
25. Ability to index a document and annotations attached to the document 

via an electronic document template 
 

26. Ability to add indices based on predefined tables and pull down menus 
(i.e. valid document types, folder types, etc) and any text in a document 
including annotation notes 

 

27. Ability to index standard documents via OCR/ICR  
28. Support bar coding  
29. Ability to add/modify indices for any document type at any time  
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30. Ability to store multiple indices per document   
31. Ability to index multiple documents at the same time.(i.e. batches)  
32. Ability to index document and store in multiple folders  
33. Ability to support a default index value  
 SAVING  
34. Ability to save documents on multiple electronic media formats (e.g., 

disk, optical disk, WORM, CD-ROM, DVD, etc) 
 

35. Ability for the system to automatically manage the storage of documents 
across the media formats 

 

36. Ability to preserve the integrity of saved documents  
37. Ability to annotate documents, such as highlight, and attach notes, 

arrows, pin-up text, rectangles, etc. 
 

38. Ability to redact documents  
39. Ability to store multiple document media including photos, video, audio 

and others 
 

40. Ability to include signed documents via digital signatures or scanning 
originals 

 

41. Ability to electronically “sign” and “attest” documents  
42. Support documentation in various document formats (i.e. doc, xls, ppt, 

tif, jpg, gif, dwg, dxf, pdf, html, xml, mxd, apr, bmp, eps, ai, emf, etc.) 
 

 SEARCHING  
43. Ability to search and retrieve documents via indices/keywords including 

new documents and converted documents 
 

44. Provide a full range of inquiry capabilities, across old and new documents 
including keywords, full text, Boolean Logic, date ranges, Soundex-like, 
attribute based, criteria based, field specific, Thesaurus, wildcard and 
others 

 

45. Ability to perform full text searches across new documents, backfile 
converted documents and annotations attached to documents 

 

46. Ability to display search results in a logical order and change the display 
order (i.e. ascending, descending) 

 

47. Ability to provide “bookmarking” capabilities  
48. Ability to provide search templates and stored searches  

 VIEWING  
49. Ability to electronically share documents with other departments on the 

Village’s network via common access to the database of the proposed 
system 

 

50. Ability to zoom, rotate, change orientation and pan within document 
viewer 

 

51. Ability to distribute documents electronically across the Village’s network, 
Intranet and via the Internet 

 

52. Ability to page/browse forward/backward within a document  
53. Ability to display images side by side  
54. Ability to view split screen (i.e. document and code tables)  
55. Ability to view documents that are imported (i.e. Internet)  
56. Ability to view various formats including AFP, ASCII, JPEG, TIFF, CCITT, 

HTML, PDF 
 

57. Ability to support thumbnail sketches  

 VERSIONING  
58. Ability to provide document versioning  
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59. Ability to search across multiple versions of a document  
60. Ability to restrict documents to read only, read, print, scan, index, 

read/print 
 

61. Ability to provide a complete document history by version  
62. Ability to print documents from within the view that includes header 

information such as the date, version and other features such as Village 
logo or digital signatures 

 

 WORKFLOW  
63. Ability to route documents and track status  
64. Ability for users to customize and easily modify workflow process online  
65. Ability to maintain electronic approval history, even if workflow processes 

change 
 

66. Ability to develop multiple   
67. Ability to track dates and duration of workflow  
68. Ability to support sequential routing  
69. Ability to support conditional routing  
70. Ability to support parallel document routing with a rendezvous feature  
71. Ability to support prioritized routing  
72. Ability to support a pending function  
73. Ability to establish workflow life cycles  
74. Ability to support individual and group work queues  
75. Ability to support manual workflow override by users with assigned 

security 
 

76. Ability to provide workflow polling, which allows a user to be notified 
immediately when a new task is received 

 

77. Ability to include the option for email notifications to those with pending 
actions 

 

78. Ability to highlight major delays in the workflow process based on user 
driven parameters 

 

 REPORTING  
79. Provide inquire/report capability on system data for analysis and 

management reporting purposes. 
 

80. Provide standardized reports on system data for basic users and 
customizable reports for power users 

 

81. Ability to support system management reporting including, at a minimum: 
• Number of images scanned, inspected and indexed by time period 
• Number of rescans by operator/time period 
• Number of documents in the queue 
• Audit trail reports 

 

 PRINTING  
82. Ability to print at any point in a process  
83. Ability to schedule printing  
84. Ability to provide automatic scaling for output  
85. Ability to route printing across the Village network  
86. Ability to select printing (i.e. screen, page, document, folder)  
 ARCHIVING  
87. Ability to provide automated retention scheduling and records 

management per Village/State requirements  
 

88. Ability to schedule and log the purge of files or folders  
89. Provide file/document checkout and disposition tracking  
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90. Support automated archiving capabilities.  
91. Ability to flag a document as checked out  
92. Ability to add a watermark to all documents printed from the archive 

(Village Logo, Village Seal, date) 
 

93. Ability to expunge documents  
 SECURITY AND CONTROL  

94. Provide an audit trail, including viewing, editing, and printing of 
documents 

 

95. Provide strict security for data, processes, work queues, administrators 
and users 

 

96. Provide security by folder and document type  
97. Support document locking  
98. Support multiple security levels (privileges and roles) according to 

predefined roles 
 

99. Provide System Administration functions to balance the work, track 
activities, assign priorities and report on the processes 

 

100. Support full and incremental backup and recovery of all documents and 
indexes 

 

101. Ability to perform unattended back up without degrading system 
performance 

 

 SYSTEM ARCHITECTURE  
102. Support an open systems architecture environment  
103. Support client/server architecture  
104. Ability to easily expand the system  
105. Support Windows NT/2000/XP  
106. Ability to support a Unix environment  
107. Ability to operate on Oracle  
109. Support a fault tolerant environment  
110. Ability to support Windows NT/2000 network operating systems  
111. Ability to provide a mirroring function to duplicate platters or disks for 

backup 
 

 TECHNICAL SYSTEM REQUIREMENTS  
112. Provide a browser based solution based on a site license (i.e. Authorized 

users click on Internet Explorer and have access to the system via the 
Internet) 

 

113. Ability to search, retrieve, view, save and add documents using a 
standard web browser 

 

114. Ability to provide the same level of functionality via the Web or 
client/server solution 

 

115 Ability to standardize on PDF format for document delivery on the Web  
116. Ability to retrieve images stored on the main server within an average 

time of less than two (2) seconds 
 

117. Ability to retrieve images stored off the main server, onto optical disks or 
other types of mass storage, must be retrievable within an average time 
of less than ten (10) seconds 

 

118. Ability to link non-structured data (electronic documents) to structured 
data (stored in GIS, and other databases) 

 

119. Ability to conduct searches by index resulting in the display of both 
structured and unstructured data 
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120. Ability to provide an Open Database Connectivity (ODBC) index database 

to make it possible to access any data from any application, regardless of 
which database management system is handling the data. 

 

121. Ability to interface with intelligent knowledge management software to 
allow information searches across all Village systems 

 

122. Ability to support industry standard (i.e. not proprietary) file formats: 
• MS Office Suite (doc, xls, ppt); Corel WordPerfect Suite  
• Image formats (tif, jpg, gif, bmp) 
• CAD (dwg, dxf)  

 

123. Ability to include or integrate with a document viewer to view all 
supported document formats 

 

124. Ability to use a graphical user interface and search feature for storing, 
retrieving, deleting and moving documents. 

 

125. Ability for graphical user interface to allow users to customize views and 
add data filters 

 

126. Ability to automatically tab to/from key data entry fields.  
127. Ability to support single or multiple page viewing.  
128. Ability to be accessible to all departments via Village wide network for 

scanning, indexing, retrieval, archival and printing 
 

129. Ability to utilize existing infrastructure (i.e. Outlook, Microsoft Office and 
Intranet) 

 

130. Ability to capture and index email messages from MS Outlook based on 
recipient or subject matter 

 

131. Ability to include a workflow component or seamless integration with a 
workflow component 

 

132. Ability to integrate with MS Office suite to accomplish tasks  
133 Ability to support Windows 98, NT, 2000 and XP environments  
134 Ability to support document locking  
135. Ability to archive and mirror data  
136. Ability to utilize OCR/ICR and/or bar code technology  
137. Ability to support image compression technology  
138. Ability to include on-line context sensitive help screens, including a 

glossary of basic terms used in the System 
 

139. Ability to provide reasonable response times when browsing data  
140. Ability to support the use of shortcut keys on the client side  
141. Ability to be fully Web-enabled, with proper security, for citizen access  
142. Ability to distribute documents via fax or email  
143. Ability to support an easy to use report writer  
144. Ability to store documents digitally and on microfilm simultaneously.  
145. Ability to replace Clerk’s current microfilm with optical/digital  
146. Ability to provide disaster recovery capabilities  
 INTERFACES  
148. Ability to interface with GEMS financial software package (Oracle)  
149. Ability to interface with Village Data Warehouse (Oracle)  
150. Ability to interface with ESRI GIS application (ArcIMS/ArcGIS) (SDE)  
151. Ability to interface with Public Works AutoCAD system.  
152. Ability to interface with MS Outlook  
153. Ability to interface with CRC (SQL)  
154. Ability to interface with LegiStaf (SQL)  
155. Ability to interface with CodeMaster(MS Access)  
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EXAMPLE OF FORM PROCESSING 
 
Village of Downers Grove  
Personnel Action Request (PAR) 
 
The PAR (see next page) is the most used form in the Village for a large variety of purposes ranging from 
employee home address change to signing on a new employee. Depending on the purpose of each 
action,  
 

§ the form can be initiated by employee her/himself, or by supervisor, or by department head or by 
Village Manager 
 

§ the form needs to be routed sequentially from supervisors, to department head, Human 
Resources Department, Finance Department, to Village Manager’s Office for approval or filing 
purposes 
 

§ in the sequential routing process, certain fields need to be secured from being viewed by certain 
employees although they are part of the process (e.g., when processing a 3-day pay deduction 
from one employee’s paycheck, the payroll clerk does not need to know the reason of such a 
deduction—which could be a result of a disciplinary action taken against the employee) 
  

§ in archiving PAR, the actual form needs to be retained for certain periods of time, depending on 
the type of action 
 

§ Human Resources Department needs to have the administrative right to seal archived forms and 
assign read-only privilege to parties according to the level of involvement in the action 
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Village of Downers Grove 

Personnel Action Request 
 

All Shaded Boxes must be completed 
 

Employee Name 
 

Employee Number SS#: Batch Number 
 

Address (for new employee or changes) 
 

City/State/Zip Home Phone  

Effective Date or Date of Action 
 
APPOINTMENT (For new employee or 
changes) 
_ Full-time Qualification Period 
 
    ___Months                   _ Salaried 
          Qualification Period    _ Exempt 
                                         _ Non-Exempt 
    ___Mid-Term Review 
    Date 
 
    ___Final Review 
    Date 
_ Full-time Appointment (End of qualification  
    period) 
_ Part-time Appointment 
_ Part-time Appointment with benefits 
_ Seasonal Appointment 
_ Other  

SEPARATION 
 
_ Resignation 
_ Retirement 
_ Dismissal 
_ Left (Without notice) 
_ Termination of Seasonal Employment 
_ Death 
 
 
_ Other (Explain):  

OTHER CHANGES 
 
_ Pay Increase            _ Reinstatement 
_ Demotion                _ Promotion 
_ Transfer                  _ Suspension 
_ Leave of Absence     _ Return from 
                                 Leave of absence 
 
 
_ New Position Title:  
 
  ___________________________________ 
 
 
_ Other (Explain)  
 
   ______________________________ 

SALARY 
$ _____Hourly (Non-Exempt; 3 decimals) 
 
$ _____Bi-Weekly (Exempt; 3 decimals) 
 
$ ____ Annual 
 
RETIREMENT PLAN (New employee only) 
 
_  IMRF     _ Police       _ Fire    _   None 

TERMINATION PAY 
 
_ Approved                  _ Denied 
 
_ Vacation 
 
_ Sick 
 
_ Other (Explain) ___________________ 
 
   _______________________________ 

PAY CHANGE 
Present    $ ________  Hourly (Non-Exempt) 
                                             3 decimals 
               $ ________  Bi-Weekly (Exempt;  
                                           3 decimals 
               $ ________  Annual 
 
Proposed  $ __________  Hourly (Non-Exempt) 
                                           3 decimals 
                $ __________  Bi-Weekly (Exempt;  
                                           3 decimals 
                $  __________  Annual 

 
EXPLANATION OF ACTION: 

 
 
 

 
Requested by  ____________________________ Date____________ 
                         Immediate Supervisor 
 
Approved by   ____________________________ Date ____________ 
                         Group Director 
 
Approved by   ____________________________ Date ____________ 
                         Director of Financial Services                 
 
Payroll Action Take  _____________________   Date __________ 
                                         Payroll Clerk 
 
Distribution: 
 White: Human Resources                       Pink: Employee 
 Yellow: Department                              Gold: Payroll 

For Information Services Department Use Only 
_ Application Access _________________  _ Network Login   _ Email 
                                                                 I.S. Initials ____________ 
 

Approved by _________________________________ Date __________ 
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INTRODUCTION 
Increasingly, organizations are seeking a common infrastructure to manage the 
volumes of structured and unstructured content needed to transact business. Many 
businesses are developing strategies for true “enterprise” content management 
(ECM), a category that combines the capabilities of electronic document 
management systems (EDMS) and content management systems with the ability 
to manage the full content lifecycle across a growing array of content types.  

When it comes to ECM, organizations want a single product that manages all 
enterprise content, including content types managed by EDMS and web content 
management systems, as well as other types, such as email and digital assets. 
They also need this product to be tied together with process automation and 
integration strategies to enable them to put their content to work and share it with 
the people and business applications that use it. 

Until now, EDMS vendors have not adequately handled web content, email, and 
digital assets, while web content management (WCM) vendors have not 
adequately addressed anything beyond web content. But the increasing demand 
for products that manage all of these content types, coupled with the recognition 
that process management and business system integration is essential, has created 
a demand for enterprise content management software solutions. 

In response to these market demands, traditional EDMS vendors are now moving 
to provide single integrated solutions that offer traditional EDMS capabilities as 
well as ECM functionality. One such product is Hyland Software’s OnBase, a 
flexible and feature-rich solution that will benefit organizations with diverse ECM 
needs. Its modular nature provides a solution for organizations with more modest 
resources; they can deploy the solution incrementally, and then cost-effectively 
expand it enterprise-wide.  

Hyland commissioned Doculabs, an independent analyst and consulting firm, to 
conduct an evaluation of Hyland’s OnBase product. This paper looks at Hyland’s 
approach for delivering enterprise content management from a functional and 
technical perspective and describes the potential benefits that OnBase can provide 
organizations.  
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THE EVOLUTION OF ENTERPRISE CONTENT MANAGEMENT 
The majority of businesses today have three essential requirements for all new 
technology investments. These solutions should increase operational efficiency, 
reduce risk, and enable organizations to consolidate their existing IT systems. For 
many enterprises, solutions that enable them to gain control of their critical 
business content and automate complex business processes can go a long way 
toward helping them meet their larger business and IT objectives. 

An integrated electronic document management system is a great starting point. 
With integrated EDMS, organizations can control document creation, manage 
business processes, and share information throughout the company. However, 
many organizations are also sharpening their focus on solving business problems, 
sharing knowledge for competitive advantage, improving customer relations, and 
ultimately increasing revenue, and they want straightforward technology that 
helps advance these goals. From this standpoint, EDMS integrated solutions are 
extremely attractive, especially if they include web capabilities that make it easier 
to involve customers, suppliers, and partners in the business process. 

Unfortunately, many EDMS vendors do not yet provide the ability to extend into 
ECM. While a few offer ECM capabilities such as collaboration and advanced 
process management, they tend to be highly resource intensive and costly, and 
may be too high risk for many mid sized or smaller organizations. On the other 
hand, solutions that provide only the most basic capabilities are generally less 
expensive and require fewer resources, but provide little in the way of benefits. 

The Hyland Approach to ECM 
Hyland Software’s OnBase is an integrated document management system that is 
designed to handle any kind of document at any stage of the document lifecycle—
whether creation/input, storage, retrieval, revision or routing/distribution.  

With OnBase, Hyland offers a single, complete solution that is extensible, 
modular, and configurable without programming. This approach enables 
customers to grow their capabilities over time as their needs evolve. In addition, 
Hyland is positioning the system to play a role in e-commerce applications 
through bill presentment capabilities and workflow-enabled order processing, 
fulfillment, and dispute resolution. 
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PRODUCT ANALYSIS 
This section provides Doculabs’ review of Hyland’s approach for delivering an 
integrated document management offering, and contains the following 
subsections: 

•  Vendor and Product Overview 
•  Architecture 
•  Functionality 
•  Administration 
•  Key strengths and challenges 

Vendor and Product Overview 
Hyland Software is a privately held company based in Westlake, Ohio (near 
Cleveland). The company was founded in 1991, and currently has approximately 
200 employees. 

Hyland’s flagship product, OnBase, was originally designed as an EDMS 
integrated solution comprising imaging, COLD, workflow, and document 
management out of the box. The web based solution integrates multiple 
technologies into a single system suitable for departmental or enterprise 
applications.  

With an installed base of approximately 2,800 customers, and currently adding 
new customers at a rate of more than 100 each quarter, Hyland has enjoyed 
consistent growth since 1995. Hyland’s customers span all industries, with a 
strong focus on financial services, insurance and health care. Other markets 
include manufacturing, utilities, and state and county government.  

Hyland’s success is in part due to its strong channel program, customer service 
and responsiveness to customer requests. The company relies on its more than 
200 channel partners for sales and implementation services, and has a number of 
formal OEM partnerships in which OnBase is sold as part of larger solution 
packages (historically to financial institutions). 

To supplement its channel resources, Hyland has built a Technical Services team 
that develops and implements integrations with line of business applications, 
designs detailed workflow processes, and assists with user interface 
customizations. 
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OnBase is a fully integrated solution that offers all standard EDMS capabilities. 
The single software application has many functional modules, all of which 
leverage the same SQL database on the server and are accessible using the same 
client application.  

OnBase deployments can be configured with the following core OnBase modules:  

•  OnBase Web Server 
Provides thin-client Internet/intranet access to OnBase documents via standard 
web browsers. The web-based interface allows for user activities such as 
workflow, annotations, cross-referencing, ad hoc import/scan, and 
modification of keywords. 

•  OnBase COLD  
Automatically identifies, compresses, and indexes reports and statements that 
are output from computer systems as printer or text files. 

•  OnBase Workflow  
Automatically routes documents and work in accordance with defined 
business processes. Features include graphical configuration, alternate routing 
logic, simultaneous notification, reporting, parallel processing, document 
rendezvous, ad hoc routing of time based events, and integration with line of 
business applications utilizing VB scripts. 

•  OnBase Document Imaging 
Scans, indexes, and stores documents as digital images. Includes advanced 
features such as distributed capture and indexing, image enhancement, bar 
code recognition, blank page separation, and auto-enabled indexing. 

•  OnBase EDM Services 
Electronic document management and library services for storing and 
managing word processing documents, spreadsheets, presentations, forms, 
images, and e-mail. Capabilities include ad hoc document storage, revision 
control, and check-in/check-out. 

Hyland also offers add-on modules for various input processing, retrieval, 
management, and output and distribution functions. The total combination of 
modules makes OnBase a very functional and flexible solution for a wide range of 
EDMS needs. 
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Functionality 
The OnBase solution provides the full range of EDMS capabilities required by 
most organizations, including library services, workflow, COLD/ERM, and 
imaging. The product utilizes a modular design for all EDMS components, is fully 
integrated, and provides good coverage across modules. Hyland also offers good 
e-forms capabilities and some basic records management functionality. 

The OnBase Client is the user’s main access point for searching the repository 
and accessing documents. OnBase EDM Services, the product’s document 
management component, provides the full range of EDMS services, including 
document profiling, check-in, check-out, version control, and document history. 
For document viewing, documents can be converted on the fly and directly 
viewed in the browser, viewed with browser plug-ins, or launched in their native 
desktop applications. 

Process management is provided through OnBase Workflow, which includes a 
graphical design utility that allows supervisors or IT personnel to design 
workflows and create business rules. Once a workflow is in progress, work is 
routed to recipients’ workflow inboxes, where they can open the work item and 
complete the work as defined by customer generated business rules. The 
workflow component is ideally suited for medium-volume production workflow 
applications, and should be more than sufficient for most enterprise workflow 
deployments. 

OnBase Document Imaging optimizes the capture, indexing, and storage of any 
paper or electronic document. This component, which has demonstrated its ability 
to manage very high volume imaging applications, interfaces with Kofax, ISIS, 
and TWAIN compliant scanners to convert paper documents into a variety of 
standard image formats, while providing several options for distributed capture 
and indexing. Text-based records such as invoices, purchase orders, statements 
and reports can be captured and preserved using OnBase COLD. OnBase can 
handle PCL, AFP, and DJDE natively, but metacode must be converted to PCL in 
order to be processed. 
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Many organizations are seeking ways to manage the explosion of email messages 
and attachments they receive in the course of doing business. OnBase offers 
several tools designed to manage email, PDF documents, and HTML forms. For 
example, it integrates with Microsoft Outlook to allow users to save and index 
emails and attachments directly to the OnBase repository. OnBase E-Forms 
enables users to initiate requests, notifications, and other routine processes using 
online HTML forms that become immediately available for retrieval and routing. 

With OnBase, Hyland also addresses the growing customer need for methods that 
reduce operational costs associated with permanent and long term document 
storage. OnBase Print Driver offers a quick and efficient method of storing 
documents. It captures print streams from a variety of applications – including 
word processors, spreadsheets, drawing applications, web browsers, and other line 
of business applications – and stores them as multi-page TIFF files that can be 
indexed for easy search and retrieval. This easy to use tool adds great benefit by 
simplifying document sharing and storage.  
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Architecture 
The EDMS system is a Microsoft-centric solution, with interfaces primarily based 
on Microsoft Active Server Page (ASP) technology and C++ application 
components (COM) for the middle-tier. While this approach provides OnBase 
with intuitive interfaces, some organizations may be concerned about the system’s 
reliability and scalability and its ability to integrate with applications running in 
IT environments that have standardized on Java-based approaches such as J2EE. 
Hyland has, however, demonstrated OnBase’s abilities to manage customer sites 
with 30,000 users, of which 3,000 to 4,000 are consecutive users, as well as sites 
with 2 billion documents in the repository. Hyland has also announced plans to 
adopt a Microsoft .NET strategy for future releases of OnBase.  

End users require only a standard web browser in order to access the repository 
and all of its services. For viewing certain proprietary document types, users may 
require other specific native viewers or plug-ins. 

OnBase provides its own user- and group-based security, including the ability to 
control rights down to the document and user-function level. The system uses 
Windows and Novell authentication to validate users, but does not integrate with 
LDAP out of the box. However, this can be achieved with custom development. 

The OnBase integration focus is to provide out-of-the-box integration points, 
giving Hyland’s channel partners and integrators a great deal of flexibility and 
leverage in using OnBase for custom applications and specific vertical markets. 
For example, a point-and-click configurable image-enabled integration can be 
accomplished with most Windows- or text-based applications using OnBase 
Application Enabler. By eliminating unnecessary programming, this feature helps 
organizations save on development resources.  

Hyland provides a comprehensive API for easy customization, but this requires 
C++, Visual Basic, or Java experience. The API’s XML interface enables XML-
based integrations with the OnBase repository. This flexibility allows a variety of 
integrations, with OnBase providing back-end content handling services for 
portals, intranet/extranet web applications, customer relationship management 
(CRM) systems, and enterprise resource planning (ERP) applications.  

For integration with external ERP and CRM applications, host systems, or e-
commerce applications, Hyland relies largely on its channel partners and 
integrators to perform the integration using the OnBase API. However, members 
of Hyland’s Technical Services Team often supplement these channel resources. 
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Figure 1 – OnBase Architecture 

Hyland has enhanced the native capabilities of OnBase by embedding several 
leading applications. For example, the system includes full-text indexing and 
search technology from Microsoft, full-page OCR from Xerox, and scanning and 
indexing built on Kofax’s Image Controls toolkit. Hyland also offers integration 
with Monarch Data Mining software, a tool that allows users to extract 
information from COLD data stored in OnBase and use it to uncover patterns and 
relationships within a business’ transaction history.  

In terms of records management, the OnBase Document Retention module 
manages the basic records management capabilities, including retention and 
disposition of stored documents according to pre-defined business rules related to 
the passage of time or a specific occurrence or event. This module allows 
customers to configure their document types for automatic destruction and/or 
removal from the OnBase document repository.  
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 Administration 
OnBase provides extensive configuration and administration functionality out of 
the box. The product uses a module metaphor for its functional components, and 
organizations may simply license the modules they need.  

Setting up applications and granting access rights is a point-and-click exercise. 
Establishing relationships between different document types is also 
straightforward and does not require technical expertise. Documents that share a 
common index value can also be cross-referenced automatically using a hyperlink 
metaphor, a capability that adds power to the OnBase desktop, both in a thick 
client environment and over the web in a thin client environment. While the 
graphical workflow designer simplifies the task of defining and configuring 
workflows, the COLD definition editor is not graphical and can be time 
consuming for users to administer.  

For archiving, OnBase allows administrators to establish different disk groups for 
different document types, and set up automatic rollover schemes for any media 
type. The underlying storage model provides advanced features such as unlimited 
data redundancy, hot fail-over to a secondary copy in the event of storage failure, 
and multi-media copies including RAID, CD, DVD, MO, tape, FTP sites and any 
other media exposed as a UNC path to the network. The OnBase model takes 
advantage of benefits provided through enterprise NAS and SAN 
implementations. While OnBase lacks true hierarchical storage management 
capabilities, it utilizes HSM capabilities available in third-party products to 
enhance its storage model.  

On the output side, administrators can easily define custom print jobs consisting 
of multiple documents in multiple formats. For instance, administrators can form 
a relationship between a customer’s statement and the check image from the 
statement payment, with specific printing attributes for the print job. OnBase can 
also push customers’ documents and statements to them automatically via email, 
fax, or web presentment. For servicing large businesses or in service bureau 
situations, OnBase offers a publishing component. 

OnBase offers a variety of reporting capabilities, including a detailed user and 
action transaction log, document histories, and workflow and auditing reporting. 
Using the OnBase report utility, reports can be created and stored within the 
system for administrator and management access. Tools such as Crystal Reports 
can also be used to further customize data and database report information. 
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 Key Strengths and Challenges 
The following table summarizes the key strengths and challenges of Hyland 
OnBase. 

Strengths Opportunities 
•  Outstanding vision and execution of 

consolidated EDMS capabilities 

•  A single, unified system with breadth 
of functionality out of the box 

•  Modular design across components. 

•  Stable vendor with excellent strategy; 
and the ability to support mid-market 
customers as well as Global 2000 
customers.  Strong reputation for 
customer-intimate care. 

•  Should enhance advanced 
collaborative workflow capabilities 
(such as real-time, project-centric 
collaboration among internal and 
external users) beyond its significant 
improvements with new web client 
and MS Office integration. 

•  Middleware and enterprise 
application integration (EAI) 
capabilities are lacking relative to 
competitors 

•  Smaller company with fewer 
resources than some larger 
competitors. 

 

Table 1 – Key Strengths and Challenges of Hyland OnBase 
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STRATEGIC BENEFITS  
Hyland OnBase provides a number of strategic benefits that address the document 
and process management needs of most organizations. In particular, organizations 
that implement OnBase can expect it to: 

•  Deliver fast return on investment 
As a single-vendor solution, OnBase can reduce the time, effort, and cost 
associated with deploying, integrating and maintaining multiple vendor 
solutions. OnBase’s breadth of integrated capabilities and intuitive interfaces 
also cut customization, integration, and training costs and time. In addition, 
the product’s administration tools and automated services dramatically lower 
the resources required to administer and maintain the system over time. These 
automated services include fail-safe replication, web publishing, document 
renditioning, full text indexing, and workflow load balancing. 

•  Increase productivity 
OnBase’s workflow automation capabilities can streamline processes and 
increase overall productivity. In addition, OnBase’s rapid application 
development tools and object-oriented approach can help organizations get 
their applications up and running quickly and make changes as needed. 
Finally, the OnBase E-Forms module can minimize the need for time-
consuming manual data entry and scanning QA processes. 

•  Align with IT and operational strategies 
For organizations hesitant to make large initial investments in EDMS 
technology, or with limited resources for deploying and maintaining such 
solutions over time, OnBase makes great sense. The solution’s flexible, 
modular approach enables organizations to deploy only the components they 
need, and incrementally and cost-effectively expand the system as their needs 
change. 

•  Support operational efficiency and customer service goals 
With its integrated imaging, document management, and workflow 
capabilities, OnBase is well positioned to help organizations improve their 
operational efficiency and information access. The solution can also be 
exposed to allow external users (such as customers, suppliers, and partners) to 
help themselves to specific information over the web. 
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CONCLUSION 
Hyland OnBase, with its breadth and depth of capabilities and unified platform, 
provides one of the most flexible and intuitive EDMS solutions available in the 
market today.  

The OnBase solution provides a wide range of capabilities that address the 
document management, imaging, COLD/ERM, and workflow requirements of 
most organizations. Customers will also benefit from the solution’s scalable and 
extensible nature, as well as its strong focus on customer service-oriented 
capabilities. From a vendor standpoint, Hyland has demonstrated its vision and 
strong ability to execute EDMS, as well as a sound strategy for moving into 
enterprise content management functionality. 

Overall, Doculabs finds that the OnBase solution makes great sense for 
organizations with diverse EDMS needs. Its modular nature allows an 
organization to deploy the product incrementally and then cost-effectively expand 
it across the enterprise. In summary, organizations looking to standardize on a 
single-vendor solution for a full range of document management needs should 
consider Hyland. 

 



   

FUNCTIONAL ASSESSMENT OF HYLAND ONBASE  15

©2002 Doculabs 

APPENDIX: ABOUT DOCULABS 
Doculabs is an independent research and consulting firm that improves the way 
companies plan for, select, and optimize emerging technologies through project-
based services. Our clients include the companies that purchase emerging 
technologies as well as the leading vendors that supply them. 

Based in Chicago and founded in 1993, Doculabs’ consulting services are 
grounded in research that combines hands-on evaluation of technology with real-
time business knowledge gained from engagements with Fortune 1000 clients.  
Doculabs’ services help our clients deliver on their business strategies through 
solutions in areas such as enterprise content management, relationship 
management and infrastructure.   

Doculabs’ consulting services are completely objective because we have no 
vested interest in selling software or integration services. Thus, our analysts have 
no hidden agenda; they simply seek to ensure the most appropriate strategies and 
solutions for our customers. 

Leveraging our advanced and unique research through short-term consulting 
projects, Doculabs provides its clients with: 

•  Lowered costs associated with establishing sound strategies and making the 
most informed decisions 

•  Reduced risk of making misinformed decisions that cause loss in capital and 
missed ROI expectations  

•  Improved time-to-market that speeds ROI and creates a greater competitive 
advantage 

In addition to fixed-bid, short-term project engagements, Doculabs’ analysis and 
thought leadership is channeled through speaking engagements, interviews, and 
authored articles to a number of leading trade organizations and publications, 
including AIIM, BAI, DIA, NACHA, InformationWeek, CIO, Insurance & 
Technology, Transform, Energy IT, The Wall Street Journal, and BusinessWeek, 
among many others. 

For more information about Doculabs, visit the web site at www.doculabs.com or 
call (312) 433-7793. 

 

http://www.doculabs.com/
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