= Ames Laboratory

Creating Materials & Energy Solutions

Quality Issue: Electronic Content Management Date: 8/21/2013 Group Lead: Tehan
Team Members: Amy Tehan, Molly Daub, Rhonda DeShong, Dan Kayser, Shawn Nelson, Lisa Smith (ISU ITS)

Issue Description:

Training, Documents & Records (TDR) has contracted with lowa State University Information Technology Services (ISU IT
Services) to maintain selected Laboratory records electronically. We started with implementation on official personnel
files from Human Resources. We moved on to research notebooks, and are in the process of incorporating employee
medical records and selected ESH&A records. The Accounting Department has also independently transitioned to Content
Management. Records are stored in PDF format, and are backed up in multiple locations to prevent a loss of data.

In order to be compliant with the DoD 5015 Standard for electronic recordkeeping systems (ERKS), we need to
incorporate an electronic records management system. Our current records management system is compliant with DOE
requirements, but it is outdated and does not interface with our Content Management system, so our staff must enter
record location information manually.

Countermeasures:

TDR staff has continued entering records location information into our current records management system. We continue to
move forward incorporating employee medical records and ESH&A records into Content Management. We have also begun

preliminary planning for the transition to an ERKS.

Right now they are in the process of soliciting bids from vendors, and we are unable to move forward until their decision
is made.

Goal: Implementation:
#1: To incorporate all records considered to be vital, and other selected types of records, into the content management [ltem #: Description Who When
system. #2: To integrate content management with an approved electronic recordkeeping system. 1|Initial implementation of Content Management (personnel files) Amy/Lisa/Rhonda 5/1/2011
2|Implementation of research notebooks Amy/Lisa 8/1/2011
Root Cause Analysis: 3[Implementation of ESH&A records Amy/Lisa/Dan/Shawn [8/1/2012 -
The electronic records management system that we incorporate must be able to interface with Content Management. As 4|Purchase of ERKS Lisa 5/1/2014|
such, we have to wait until ISU IT Services is ready to implement that system and connect it with Content Management. 5[Implementation of ERKS Amy/Molly/Lisa 5/1/2014 -
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