
e-TRIM has involved, putting all 
the pieces together – Improving 
the way information is captured, 
managed and preserved, this 
has meant understanding the 
business and identifying the 
processes and workflows for 
improved collaboration and 
compliance by maximising 
people, processes and 
technology... Are you e-Ready?

Presented by:
Greg Navin,
Manager – Information & Records Management Services
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e-TRIM for Improved Business
Introduction:
The City of Ryde

650 Staff with 300+ Internal Staff
Information and Records Management 
(IRM) Services Team

7 Full Time Staff + 1 Trainee
IRM Program & e-TRIM Background

2003 – A New RM Program Introduced to 
improve paper Records Management
2006 – Introduced EDRMS initiatives and 
Shortly After Upgraded to TRIM Context 6.1
2007 – e-TRIM Case Management and 
Scanning to all business units commenced 
(including DA’s)



e-TRIM for Improved Business
e-Ready challenges - How ready is 
your business for:

Scanning 
Day boxing – no physical folders
Digital records (e-Records) – no paper
e-Signatures / e-Stamps
Collaborated working using e-Records
Building a culture that includes 
recordkeeping as an important process
e-Processes, policies and procedures



e-TRIM for Improved Business
e-Ready challenges - How ready is your 
back office for:

Preparation, scanning, QA and registration
Case management approach to records management
e-Archiving (preservation, retention and disposal)
e-Discovery
Consulting with the business on e-Record solutions
Problem solving and Training
Preparing, implementing, reviewing and enforcing
e-Processes, policies and procedures
Promoting a culture that includes recordkeeping into their 
business process (not as an after thought)



e-TRIM for Improved Business
Program Vision

e-TRIM vision is to focus on the ongoing 
establishment of a case management 
approach for the delivery of an enterprise 
solution for improving operational 
efficiencies by providing a single view to 
‘information assets’ as well as making 
information more accessible for sharing 
across all business units and identified 
agencies.



e-TRIM for Improved Business
Program Goals

e-TRIM has been designed, built and 
delivered by the Information and Records 
Management (IRM) team for the business 
by working with the business to identify 
their functions, activities, tasks, inputs, 
outputs and how they need to capture 
and use information to meet their day to 
day operational and compliance needs.



e-TRIM for Improved Business
Program Goals (continued)

e-TRIM has been established in a 
way to minimise change 
management impacts and has 
adopted best practice business 
models, value chains, business 
processes and workflows for 
improved collaboration and 
accelerated user adoption.



e-TRIM for Improved Business
Program Objectives

Build a solution for the capture, management 
and preservation of digital records in a system 
that the business would use

Build processes and workflows for improved 
efficiencies

Make information and knowledge more 
accessible to our people

Provide the right information at the right time  
in order to support customer service excellence 

Provide a single view to information assets



e-TRIM for Improved Business
In order to meet these objectives the City of Ryde needed to 
better understand business and customer needs and establish 
a business model that included information and records 
management that reached across boundaries.



MFD

Scanner

OCR
Duplex
Barcode Matching
Complex batches
A3 to A0 Plans 
Batch separators
Multi batch capabilities

Mail/documents received/opened by IRM

Document/cheques
 Preparation and 

Scanning

IRM
Document 

Titling

TRIM

Documents Batched and 
stored for security

Quality Assurance 
Acceptance 
or Rescan

 Front Office
DA

Plans
Other Information

CS
Pre-lodgement

Validation /
Verification

Community
eBusiness

eCommerce
eServiceseCitizen Customer

Colour Scanning
Colour Copier

Printer
Email

PDF, TIFF, JPEG

eLodgement 
Mail Box

eDAs submissions to 
eLodgement Mailbox 

CS Open and manage from 
Mailbox (Outlook)

(can be extended to other documents
e.g. FOI and Complaints

NOTE:
Documents can be received 

into MFD
CS can open and check 

submissions and then sent on 
for processing

CS can scan/copy originals 
from front desk directly into 

MFD and digital images can be 
routed and originals sent to 
mail room for physical folder

NOTE:
Acknowledgement Letters etc. 

could be mailed, hand over counter, 
sent via desktop to

 normal email or via the MFD 

MFD’s and Dedicated Scanning

Update Authority

NOTE:
Email package or Export in XML, CSV, FTP 

NOTE:
Create physical folder 
from 
originals and eFolder(s)
for digital images 

MFD

Collection of 
Documents/Plans 

Scan and basic titling  
to eTRIM folders direct 
from device.
View and Print from 
eTRIM folders direct 
from device.

Scan and basic titling  to 
eTRIM folders direct from 
device.
View and Print from eTRIM 
folders direct from device.

A0 scanner

Update core 
technology systems

Export in XML, CSV, FTP 

Export in XML, 
CSV, 
FTP to other core 
systems 

Export in XML, 
CSV to other core 
systems 

Utilising MFD’s as an Integration and Communication Tool



Understanding how Information is Captured, Used and Shared©BizWyse® Methodology



Understanding the Workflow, Inputs and Outputs

Sample  eRecruitment End to End Life Cycle of Application Management

Applicants

Business 
Manager

Receive and log 
applications

Send out recruitment 
pack

Customer Contact
Receive requests for further 

information and/or recruitment 
pack and pass to business 

manager

INPUT
Applications

OUTPUT
Short listed
 Applicants

Business 
Manager

Shortlist applicants and 
update status

Phone/Notify applicants 
for interviews

Set up Review Panel

Applicants

OUTPUTS
Acknowledgement

 Letter(s) 

Applicants
OUTPUTS

Unsuccessful Letters
Review Panel

Undertake review 
Process . Advise Business Manager.

Business 
Manager

Update status of Applicants
Create Letter of Offer

Notify unsuccessful applicants

END

OUTPUTS
Letter of Offer

Human Resources
Content review, edit 

update and approval and 
Starter Kit

OUTPUTS
Approved Letter of Offer and 

Starter Kit

Applicant
Human Resources

Receive signed letter of offer
Goto Establishment Process

Business 
Manager

Received signed letter of 
offer and forms

Check and forward to HR

INPUT
Signed Letter of Offer 
and completed forms

END

Scanning
TRIM

Workflow
Email/Fax

TRIM
Workflow

Applicants

Scanning
TRIM

Workflow

©BizWyse® Methodology



e-TRIM for Improved Business
Information and Record Management challenges for the 
future:

Building a Information Management Framework (that 
includes information life cycle management for both core 
technology systems (data) and digital records, archiving, 
retention and disposal schedules, metadata, IP and long 
term preservation)
Integration and Interoperability from core technologies 
Information security and privacy
Information (data) sharing (collaboration)
Virtual Information Management
Resourcing, succession planning and retention of staff
Transitioning from Information and Records Management 
being confused with the ‘technology’ and therefore IT - to 
a role that is seen as a critical enterprise custodian of 
‘information assets’ that will continue to support 
compliance and sustainability for the future - much the 
same as Finance. 



Thank You
Any Questions

Thank You …
gnavin@ryde.nsw.gov.au

Any 

Questions ???
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