
	

	

Toolkit	2017	

Page	|	1	AIIM®	-	Information	is	your	most	important	asset	–	learn	the	skills	to	manage	it							www.aiim.org	

How	to	Set	Up	a	Scanning	Workflow	
	

While	most	of	the	documents	in	an	organization	are	created	electronically,	organizations	still	
receive	and	create	paper	documents	that	need	to	be	converted	to	electronic	format.	For	the	
paper	documents	coming	into	the	organization,	a	digital	mailroom	can	be	established	to	
capture	the	documents	as	they	enter	the	organization.	Many	of	the	principles	discussed	in	this	
toolkit	apply	not	only	to	a	scanning	operation	but	also	to	a	digital	mailroom.		

In	this	toolkit,	we	will	look	at	establishing	a	scanning	operation,	as	well	as	how	to	prepare	your	
documents	for	the	scanning	process.	While	mobile	capture	is	now	more	widely	used,	this	
toolkit	will	focus	on	the	use	of	tabletop	or	multifunction	devices	for	scanning	documents.		

	

Step	1:	Establish	Conversion	Goals	and	Objectives	
As	you	begin	any	scanning	process,	it	is	important	to	establish	the	goals	and	objectives	of	the	
scanning	function.	You	should	do	this	in	consultation	with	the	document	owner.	There	are	a	
few	basic	conversion	scenarios	that	you	can	consider:	

- Day	Forward	–	Day	Forward	scanning	requires	that	you	establish	a	date	that	after	
which	all	documents	will	be	scanned.	Any	documents	prior	to	that	date	will	remain	in	
their	original	paper	format.		

- As	Needed	–	As	Needed	scanning	utilizes	the	Day	Forward	method	but	also	allows	for	
documents	prior	to	the	established	date	to	be	scanned,	as	they	are	needed	or	
requested	by	the	business.	

- Everything	–	This	is	probably	the	simplest,	but	also	the	most	labor-intensive	method	
for	capturing	documents.	In	this	scenario,	the	entire	collection	of	historical	
documents	is	scanned	in	addition	to	the	establishment	of	a	Day	Forward	process.	This	
process	uses	both	the	Day	Forward	and	the	As	Needed	methods	but	after	the	
established	date,	all	previous	documents	are	back	scanned	as	part	of	a	systematic	
and	planned	process.		

You	may	also	wish	to	establish	some	service	level	objectives	to	specify	the	acceptable	length	
of	time	a	document	can	be	in	the	scanning	area	prior	to	being	scanned	and	processed.		

 

AIIM	Tip		

The	conversion	method	must	be	chosen	with	the	organization’s	and	document	owner’s	
business	needs	in	mind.	Be	sure	that	the	documents	can	be	away	from	the	owner	or	
organization	for	the	appropriate	amount	of	time	needed	to	be	scanned.	

	

For	more	information:	

• 5	Key	Strategies	for	Successful	Data	Conversion	
• What	is	Day	Forward?	
• Digitization	Project:	Just	Scan	Everything	

https://www.invensis.net/blog/data-processing/5-key-strategies-successful-data-conversion/
http://www.webopedia.com/TERM/D/day_forward.html
http://documentmedia.com/article-2380-The-Digitization-Project-Just-Scan-Everything.html
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• Accelerating	the	Digitization	of	Business	Processes	
• Digitization:	Buzzword	or	Brilliant	Business	Strategy	
• Universal	Document	Capture	
• Digitizing	R&D:	P&G’s	Business	Transformation	Success	Story	
• Digitizing	Accounts	Payable	–	Advice	for	the	First-Timer	
• Making	Information	Accessible	–	What	do	United	Airlines,	Amazon	Echo	and	

Digitization	Have	in	Common?	
• The	Business	Case	for	Paperless	Manufacturing	–	Using	ECM	to	Improve	Services	

	

Step	2:	Determine	the	Flow	of	Documents	Through	the	Scanning	
Area	

The	scanning	area	should	be	set	up	so	the	documents	being	scanned	can	logically	and	easily	
flow	through	the	area.	When	the	documents	enter	the	area,	they	should	be	logged	in,	then	
sent	to	a	preparation	station	where	the	documents	will	be	prepared	for	scanning.	Once	the	
documents	are	prepared	for	scanning,	they	should	move	to	the	scanning	area,	then	the	quality	
control	area	and	finally	the	re-assembly	area	(if	re-assembly	is	necessary)	before	moving	them	
out	of	the	area.	At	that	point,	they	might	be	held	for	a	period	of	30-90	days	in	an	storage	area	
to	allow	for	rescanning	before	final	disposition	(destruction,	archiving)	if	errors	are	
subsequently	found	post	process.	

It	is	important	to	have	a	place	in	the	process	for	capturing	metadata.	If	you	are	scanning	
forms,	some	capture	software	will	allow	you	to	capture	the	data	from	the	form	to	add	it	to	
databases.	This	will	require	well-defined	forms	and	intelligent	scanning	software.	If	you	are	
scanning	only	documents,	you	will	need	to	associate	either	existing	metadata	or	identify	the	
appropriate	metadata	to	allow	the	document	to	be	easily	found.	You	may	also	opt	to	use	OCR	
(Optical	Character	Recognition)	technology	on	the	document	to	allow	for	automatic	metadata	
declaration	or	full-text	searching.	

	

AIIM	Tip	

The	flow	of	documents	through	the	scanning	area	should	be	as	efficient	as	possible	for	the	
process	and	as	ergonomic	as	possible	for	the	individuals	at	each	station.		

	

For	more	information	

• Enterprise	Content	Management	(ECM)	Class	
• Paper	at	the	Gates:	Driving	Digital	Revolution	with	Modern	Capture	
• The	Business	Case	for	Paperless	Manufacturing	–	Using	ECM	to	Improve	Services		
• Capture:	Process	Consistency	Matters		
• Capture	Begins	with	Process		
• R.I.P.	Production	Capture		
• Document	Capture		

http://www.mckinsey.com/business-functions/digital-mckinsey/our-insights/accelerating-the-digitization-of-business-processes
https://www.business.com/articles/digitization-buzzword-or-brilliant-business-strategy/
http://community.aiim.org/blogs/michael-benayoun/2010/10/11/universal-document-capture
http://community.aiim.org/blogs/bryant-duhon/2014/06/04/digitizing-rd-pgs-business-transformation-success-story
http://community.aiim.org/blogs/gregory-bartels/2013/02/27/digitizing-accounts-payable-%E2%80%93-advice-for-the-first-timer
http://community.aiim.org/blogs/ross-nepean/2017/05/03/making-information-accessible-what-do-united-airlines-amazon-echo-and-digitization-have-in-common
http://community.aiim.org/blogs/ross-nepean/2017/05/03/making-information-accessible-what-do-united-airlines-amazon-echo-and-digitization-have-in-common
http://info.aiim.org/the-business-case-for-paperless-manufacturing?_ga=2.68499089.1418004880.1495111670-624815304.1465309729
http://www.aiim.org/Education-Section/Deep-Dives/Deep-Dive-ECM
http://info.aiim.org/paper-at-the-gates-driving-digital-revolution-with-modern-capture?_ga=2.75257618.1412712647.1495111891-624815304.1465309729
http://info.aiim.org/the-business-case-for-paperless-manufacturing?_ga=2.122657803.1274000642.1495111956-624815304.1465309729
http://community.aiim.org/blogs/bob-larrivee/2012/08/16/capture-process-consistency-matters
http://community.aiim.org/blogs/kevin-neal/2012/06/08/capture-begins-with-process
http://community.aiim.org/blogs/mike-morper/2011/04/20/r.i.p.-production-capture
http://searchcontentmanagement.techtarget.com/definition/document-capture
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• What	is	Document	Management	(DMS)?		
• 5	Reasons	Improving	Data	Quality	Should	be	a	Key	Priority		
• Using	Analytics	–	automating	process	and	extracting	knowledge	
• Keep	It	Simple	–	Top	3	Ways	to	Get	More	from	Your	Capture	Solution	

	

Step	3:	Identifying	a	Tracking	Process	for	Documents	in	the	
Scanning	Area	

In	highly	regulated	environments,	it	is	especially	important	to	be	able	to	know	where	in	the	
process	a	document,	folder	or	box	of	documents	may	be.		In	these	highly	regulated	
environments,	it	is	recommended	that	you	assign	numbers	to	each	box	or	folder	to	keep	track	
of	where	the	information	is	in	the	scanning	process.		

	

AIIM	Tip	

A	simple	spreadsheet	is	all	that	is	needed	to	record	a	unique	number	for	a	box,	folder	or	
document	being	scanned.	The	operator	scanning	the	information	and	the	quality	checker	
should	update	the	spreadsheet	with	the	status	of	the	box,	folder	or	document.		

	

For	more	information	

• RFID	Tracking	for	Document,	File	and	Box	Records	Management		
• Detailed	Audit	Log		
• 5	Hidden	Security	Vulnerabilities	in	Antiquated	Capture	Systems	
• Web-based	Document	Tracking	Systems		
• Document	Tracking	System	–	Using	RFID	to	Track	Documents		
• Document	Tracking	System		
• Document	Management	Systems:	A	Buyer’s	Guide		

	

Step	4:	Identify	Your	Document	Preparation	Process	

	

Document	preparation	is	probably	the	most	time	consuming	step	in	any	scanning	process.	You	
should	know	certain	information	about	the	documents	you	will	be	scanning	such	as:	

- Where	are	the	documents	located?	Any	transportation	concerns	to	address?	
- How	many	documents	are	there?	
- Are	there	duplicates?	If	so,	how	are	duplicates	to	be	handled?	
- What	are	their	physical	characteristics	to	help	determine	the	type	of	scanning	

equipment?	(Size,	condition,	general	quality,	color,	bound,	double	sided	or	single	
sided,	etc.)	

- What	files	will	be	provided	first?	(Proper	order	for	scanning	the	documents)	

	

http://www.aiim.org/What-Is-Document-Imaging
http://info.aiim.org/5-reasons-improving-data-quality-should-be-a-key-priority-for-outsourcers?_ga=2.193384740.881670059.1495112567-624815304.1465309729
http://www.aiim.org/Resources/Research/Industry-Watches/2016/2016_Dec_Content Analytics
http://info.aiim.org/get-more-from-capture-solution?_ga=2.82803284.317471041.1495113219-624815304.1465309729
http://www.barcode-uk.com/rfid-tracking-document-file-records-management-p-16923.html
http://www.documentlocator.com/features/document-logging.htm
http://info.aiim.org/why-should-you-get-rid-of-your-old-capture-solution?_ga=2.28530812.1933699334.1493928860-624815304.1465309729
https://www.youtube.com/watch?v=Wc8X8F1E7fU
https://www.slideshare.net/PeterSam67/document-tracking-system-using-rfid-to-track-documents
https://prezi.com/d97tffhpyyr2/document-tracking-system/
http://www.businessnewsdaily.com/8026-choosing-a-document-management-system.html
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Once	you	know	about	the	documents,	you	will	need	to	identify	the	process	by	which	you	will	
prepare	them	for	scanning.		

	

- Bound	documents	must	be	unbound,	but	save	the	binding	materials	for	assembly	
after	scanning.		

- Documents	may	need	to	be	unfolded	and	smoothed	out.	
- Staples,	paper	clips,	and	other	fasteners	must	be	removed.	You	will	also	need	to	

determine	whether	fasteners	need	to	be	replaced	after	scanning.	
- Torn	documents	need	to	be	taped/repaired.	
- Tape	down	any	attached	notes	(ex:	Post-It	notes)	unless	there	is	information	below	

the	note.	If	the	note	covers	other	information,	the	document	may	need	to	be	
scanned	both	with	and	without	the	note.		

- Illegible	documents	need	to	be	identified,	and	may	require	special	enhancement.		
- Align	all	documents	in	the	same	orientation.	

	

AIIM	Tip		

The	latest	capture	technologies	support	the	definition	of	templates	(first,	middle,	and	last	
page)	for	document	types	in	order	to	identify	each	specific	content	without	taking	care	of	the	
order.		

Document	preparation	is	a	time	consuming	step	but	one,	which	will	extend	the	life	of	your	
scanners	and	ultimately	make	the	scan	process	run	faster	and	smoother.	Prior	to	scanning	
any	documents,	it	is	a	good	idea	to	clean	the	scanner	glass	and	rollers	and	to	use	a	test	
target	to	assess	the	calibration	of	the	scanner	to	further	ensure	high	quality	scans.	

	

For	more	information	

• How	to	Scan	Documents		
• How	to	Prepare	for	a	Document	Scanning	Project		
• 6	Document	Prep	Tips	to	Streamline	Scanning	and	Document	Capture		
• Document	Scanning	–	Preparing	Documents		
• DSSI	Scanning	Series	–	Document	Preparation		
• How	to	Prepare	Paperwork	for	Scanning		
• Revealed:	The	5-Step	Formula	for	Reducing	Document	Capture	Costs		
• Shedding	Light	on	the	Dark	Data	in	Your	Document	Capture	Processes		

	

Step	5:	Identify	the	Quality	Control	Process	After	Scanning	

 

Once	the	documents	have	been	scanned,	it	is	time	to	review	them	to	ensure	the	quality	of	the	
scan	is	legible	and	that	the	documents	do	not	need	to	be	rescanned.	Another	option	is	to	QC	
(Quality	Control)	as	you	scan	to	minimize	this	step.	

http://www.wikihow.com/Scan-Documents
https://www.recordnations.com/articles/prepare-office-document-scanning-project/
http://community.aiim.org/blogs/andrew-bailey/2014/08/05/6-document-prep-tips-to-streamline-scanning-and-document-capture
https://www.youtube.com/watch?v=wTNw5TJSbFQ
https://www.youtube.com/watch?v=YzD7quf38yA
http://www.wikihow.com/Prepare-Paperwork-for-Scanning
http://info.aiim.org/revealed-the-5-step-formula?_ga=2.67759761.1047686750.1495113953-624815304.1465309729
http://info.aiim.org/shedding-light-on-the-dark-data?_ga=2.260261389.1823175861.1495114058-624815304.1465309729
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It	is	important	to	check	the	metadata	created	for	the	document	is	correct	and	complete.	If	you	
use	auto-classification	to	create	image	metadata,	you	will	be	validating	what	the	auto-
classification	tool	has	assigned	for	the	document.		

If	you	plan	to	use	an	OCR,	you	will	need	to	validate	the	OCR	quality	is	within	the	tolerance	
levels	that	your	organization	has	established.		

	

AIIM	Tip		

It	is	usually	best	to	have	a	person	different	from	the	person	who	scanned	the	documents	to	
perform	the	quality	control	on	the	documents	scanned	and	their	metadata.			

	

For	more	information	

• How	to	QA	Documents	After	Scanning	
• Why	Quality	Control	is	Needed	When	Scanning	Paper	Documents	
• Document	Scanning	Quality	Control		
• Electronic	Records	Management	(ERM)	Class	
• Quality	Control	and	OCR	Play	Key	Roles	in	a	Document	Scanning	Project		
• Scanning	of	Records		
• Benchmarking	Imaging:	Making	Every	Image	Count	in	Scanning	Programs		
• Information	Governance	(IG)	Class	
• Everything	you	Always	Wanted	to	Know	About	Capture	into	Process	

• Building	and	Using	SharePoint-Friendly	File	Plans	
	

	

	

http://community.aiim.org/blogs/mark-mandel/2010/05/17/how-to-qa-documents-after-scanning
https://www.psicinsurance.com/posts-articles/dentists/risk-management/why-quality-control-is-needed-when-scanning-paper-documents.aspx
http://www.image-1.com/document-scanning-blog/document-scanning-quality-control/
http://www.aiim.org/Education-Section/Deep-Dives/Deep-Dive-ERM
http://www.archives-amc.com/quality-control-ocr-play-key-roles-document-scanning-project/
http://www.nt.gov.au/dcis/info_tech/records_policy_standards/records_management_advice/scanning_records.shtml
http://bok.ahima.org/doc?oid=71405#.WR2i8xPyvOQ
http://www.aiim.org/Education-Section/Deep-Dives/Deep-Dive-Information-Governance
https://www.slideshare.net/AIIM/20150708-aiimwebinarfinal
http://www.slideshare.net/jholliday/building-and-using-share-point-friendly-file-plans

