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What Does Preparation Buy?

Builds decumentation| base

Compiles infermation fior comparative analysis
Prevides;al basisifior antimplementation: plan
Supplies criteria fior' bettier tool selections
Builds acceptance by staiif mMembErs

Cuts analysis time

Cuts Implementation time

Allews! discovery.

Uncevers duplication
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*Overall Principles
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&k Review! thel datalissues
;%%']Bund a terminology resource
 1dentify acronym

* Organize all the re
* Document the processes
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Clean Up the, Messes

Narrative text MEesses
POrIy: constructed! formats
Databases

Data witheut appropriate metardata
and/or attributes
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Establish Standards and Guidelines

“Brand™ the infermation
Wiilte standards and SpeCifications

ldentiiy: Where; the integrity: of the
Information can and must Be: Verified
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Doecumentation

here are two compoenents determining

INformation fiorm: and fUnction; fiormatting and

subject-matter content. Separate; datal from
narrative text and fiormat fiem content.

Determine what it 1S about the infermation t

IS needed and what will' be pertinent te; buildi

nat
g

content repoesitories... here are seme; examp
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Documentation Includes

[DESCrPLIoRS Types of Infor Subjects
Definitions Types ofi Infio Uses
References Types|of Formatting
Graphics/Tables ¥$I|;igsnces & Similarities; ofi
Checklists Majoer Classifications
Precedures Security

Processes Intended Audiences

Examples Graphic/Trable Lists
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Review the Data Issues

Review: data structure and stbject matter

Petermine what infermation about the database
IS needed for What processes

What IS the Integrity, of the datarand WHenR IS It
at risk?

WillFdata be rotnd-trippingl and how will that: be
achieved?

IHoW! efteniIs the data chianged?
Will"the data needl te be weven orf Wrapped?

1/15/2003 Apt Solutions



Build a Terminolegy: Resource

Industry language
Chamnnel language
Overlap in each of these

Overlap off terminology: across the
ERterprise

Precedure langiiage
SOUIrCe; rieference langlage
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Identify: ACronyms

Industry’ acronyms: MSP, LAX, SFO
Internal acronyms: CSR, ESR

Eormi abbreviations: MEL, PAN
Communication: shortcuts: EYT, [TUS
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XMPAll The Resources

Identificationrand decumentation: of
IRfermation resouUrces Cooexistance

Record off the office off responsibility for
updates and Version tracking

What informationiis refierenced by other
Infermation SOUrces?

Database references and resources
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Document the Processes

\Where the infermation comes from
Wihere it isigoing

Document now: the Infermation changes
reom pillarte post

Pocument what shotlahappen and What
IS Nappening

PDocUmeRt Rew: the Infermation Processes
can/shoeuld change
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MOSEIMPOrtant
NEEA tO acaUIre

S MESCHIMPEKLARNEREE
cong»ngunicate

%Det;ﬁ'nine where tor start anarend
* Measure twice, cut once
s List the issues
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Knewledge You Need to [Have

Content management XML/HTML

Datal management DatarModeling

Directory, mamnagement Information Modeling
Document: management Searchi Engine; llechnology.
Vietal data management: Library: Sciences

INetwork management SEcurity, SCIENCEs

PFOCESS| manadement Graphic Design

SERVErR Mmanadement Infermation: Design

Web; site management Document; Design
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What to Communicate & When

What' dor others need: to; Knew:?

Where are the best lines of
communication Working?

s there'a communication: breakdown?

Where'is yeur biggest communication
ebstacle?

When is the best time te begin: training?
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Determine Where to Start and! End

SCOPE, SCOPE, SCOPE
Seti the; mile; markers
It's only’ right when the; clstomer: sings

\What do the words “maintenance and
Update” mean?
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Measure Twice, Cut Once

Are; there platforms, systems or'applications
that are; geing out: off exiStence?

\Where: are ConVersion convulsions?
What IS the biggest problem?
GO fior the ebvious Winner!
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List the Issues

Granularity.

LLOcation

IRVERLOKY

Nlemporary. Vs Permanent
Cross-enterprise Processes
LLEédacy/

Middle Ware

Security.
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Wleore Fraozifzlton)

pr #Decide what not to do
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Create Wish Lists

Clltivatera wishilistiscenarior firom stafif
members (thisiis not aniidear pool to save
MOREY)

\Whiatever you wish for In your Working
werld

Whatever you Wish for from youl shared
Working werld
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Document the Content Holes

Wihat Is missing?
Who “ewns: the content?
[How: leng doges|the contentilive?

Identify: all of the preperties the content
has, I.e. security, knowledge level,
[dentifier, medial type

Wihere dees It begin?
Where does! it end?
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Decide What Not To Do

Devise methods or Critéria to determine
what'is deadlandwihat isidynamic

Make! real decisions abeut Iegacy: and: now
VOUr: BDUSIAESS CAanges

Galige whatiisi big and what isismall

Understand the concept o diminishing
returnl inrelation: tercenverting infermation
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OVEAIINSREIPIES

= Work FoerrrJ 2] (“em'ter
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Work Toward! a Center

Consistency. breeds single sourcing

Respect the BUSInESS| rieasons for not
PEeing consistent

I net Uusing the same tools, chooese similar
and compatible teols

Promote harmoeny: between loek and feel,
VOICE and approeach
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Buildl Uniform: Information

Create al structure that suits the: business

Make the structure easy: ter understand
andiuse

TFake the time to receive input

Reward or' discourade information that
does ot fit the uniform

Build-habits andl check points
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Not Just In Time; At All Times

Irain and mentor skills and resources that
Promote consistency: in

Infermation| structure
IRforMBatIeN PrOCEsS
Intermation: fiorm
Infermation; fHow.
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Build Pools of Resources

Knewledge bases

Skill'ranges

frechnical expertise

BUSIness} subject: expertise
Project manadement:
Maintenance and administration
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Build Your Case

Knew! What ISSUes are Working fior youland
WRICKH are not

Builalyour'case for content management
With' bethi types off ISSUES in mind

Gather statistics! that support yeur pesition
Gather SUppPorters i Migh places
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Thank you for' listening to
Preparing fior Content Management

Sharon Kadlec
Apt Selutions
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