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District Attorney Case Management System


Appendix A-6
DA-CMS Word Processing and
Document Management Requirements SEQ CHAPTER \h \r 1
	Item
	Priority
	Title
	Description

	6-1
	
	User Functions

	6-1.1
	HIGH
	Standard word processing features
	The system, either through integral functionality, or via a tightly integrated external program such as Microsoft Word, will provide all the features of a full-functionality word processing suite.

	Vendor Response:

Vendor Description:

	6-1.2
	HIGH
	Scanning
	The system will provide the capability to scan and digitized documents and incorporate into word processing documents, PDF and other common file formats.

	Vendor Response:

Vendor Description:

	6-1.3
	HIGH
	Optical Character Recognition (OCR)
	The system will provide the capability to perform optical character recognition (OCR) on scanned documents so that they can be saved in a fully editable format and searched as needed

	Vendor Response:

Vendor Description:

	6-1.4
	HIGH
	Jury Instruction Software
	The system will provide full integration and support for interfacing with the California Jury Instruction Selector Software 

	Vendor Response:

Vendor Description:

	6-1.5
	HIGH
	Access to system data
	Staff will be able to perform word processing functions importing ANY data from the system to support document creation and editing for producing motions, appeals, transcription, jury instructions, pleadings, correspondence and memos.  

	Vendor Response:

Vendor Description:

	6-1.6
	HIGH
	“Mail-merge” type functionality
	The system will provide the capability to create pre-defined document templates with embedded data fields. Based on user input, the system will then complete the documents with data fields being populated with the relevant data pulled from the system.

	Vendor Response:

Vendor Description:

	6-1.7
	HIGH
	Audio and Video file import and editing
	The system will provide full integration and support for interfacing with the dictation system, Start/Stop program. Both audio and video files must be supported.

	Vendor Response:

Vendor Description:

	6-1.8
	HIGH
	Dictation Call-In System
	The system will provide full integration and support for interfacing with the VDI system. VDI system is separate from the Start/Stop Program and is a stand-alone system allowing users to call in and dictate reports and allows the transcriber to dial into the system and retrieve the message.  

	Vendor Response:

Vendor Description:

	6-2
	
	Document Management, Scanning and Workflow

	6-2.1
	High
	Laserfiche document conversion
	The DA’s Office currently utilizes a product called Laserfiche to store and manage electronic document for each case.  The preferred goal is to transfer all existing imaged case documents to the new DA CMS system.  Importing the existing case documents will provide the ability to keep the case file and various documents in one place and easily accessible by all approved staff. 

	Vendor Response:

Vendor Description:

	6-2.2
	High
	Workflow and document tracking
	Must provide a workflow feature to allow local law enforcement agencies (LEA) to submit in-custody or other requests for complaints to the District Attorney's Office.  Documents are sent in image only format and are not editable.  An email notice shall be sent to the DA clerical staff when an agency submits a request for complaint.  The DA clerk will process the documents. This includes renaming (with the Agency Case number) and moving the files to a file folder for processed cases, by submitting agency.   The 19 local LEA’s must not require a DA CMS license to electronically submit the case and integrate with the DA CMS.  Provide the ability to scan a hard copy and save to the specific DA case file. 

	Vendor Response:

Vendor Description:

	6-2.3
	High
	Document security
	Provide user roles for who can view various types of documents, roles to delete documents and a role to move documents.  Provide the ability to secure individual documents from view.

	Vendor Response:

Vendor Description:

	6-2.4
	High
	Document view, status, search and print features
	Provide the capability to view an active list of cases submitted by agency, then date. 
Allow search, retrieval and print capabilities.

	Vendor Response:

Vendor Description:


