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[bookmark: _Toc250536407][bookmark: _Toc311726538]BACKGROUND
Document Imaging:
· Handles all mail delivered to the designated post office boxes in Lincoln and Omaha;
· Manages documents dropped at the local offices;
· Sorts, scans and indexes documents; 
· Routes misdirected mail to appropriate area; and 
· Manages storage, return and disposal of documents
[bookmark: _Toc311726539]Work Processes
The Document Imaging workgroup developed standard work processes, identified work flows and set priorities.  Training, performance standards and quality assurance will be incorporated.    

This ACCESSNebraska Document Imaging Process Guide is approved for statewide use.  Changes must have prior approval from ACCESSNebraska management. 
[bookmark: _Toc250536408][bookmark: _Toc311726540]Key Points
· Document Imaging staff are located in the two main ACCESSNebraska Document Imaging (ANDI) Centers in Lincoln and Omaha in close proximity to Application Management staff. 
· Paper applications received in the ANDI Centers will be delivered to Application Management for processing prior to being scanned to the electronic case file.  Once processed through Application Management, the applications will be returned to Document Imaging to be scanned.  See listing of applications in the Appendix. 
· Local offices with scanning/indexing equipment will also manage the document imaging process.  Procedures are identified in this guide for documents left off at the Local Office.
[bookmark: _Toc311726541]MAIL DELIVERY AND PREPARATION
· Mail will be delivered a minimum of one time per day to the ANDI Centers.
· Mail will be hand sorted prior to reaching the automated mail opener as follows:  
· #10 envelopes
· Non #10 envelopes
· Misdirected mail if identified at this point
· Mail will be opened by either auto mail opener or by hand.
· Mail will be made “scanner ready” by removing paper clips, glued tops, staples, etc.
· Copies will be made as needed for mail that could not otherwise be run through the scanner.  If image cannot be improved write “bad copy” on the original document.
· Once opened, mail is sorted as follows:
· applications and attachments with original documents
· other original documents
· non-bar coded documents
· fully and partially bar coded documents
· misdirected mail if identified at this point
· mail that has a special process such as EA 150, SRT decisions,  and Appeal requests (see appendix)
· Applications will be directed to Application Management staff.
· Once processed by App Mgmt, applications and accompanying documents will be fully bar coded by App Mgmt staff and returned for scanning.
· Misdirected mail will be delivered to the appropriate area.
[bookmark: _Toc311726542]E-Fax and E-Mail
· E-mails and E-faxes received by the ANDI Center mailbox are printed continuously throughout the day.
· If an attachment to an e-mail cannot be opened respond to the sender if possible. 
· E-faxes that come in blank will not be scanned.
· E-faxes identified as duplicates will not be scanned. 
· Copies are sorted following the process outlined in Mail Delivery and Preparation Section
· Once printed E-mails and E-faxes are moved to a folder they are retained at least 15 days.   
[bookmark: _Toc311726543]Scanning Documents
· Mail will first be “jogged” by the automated jogger.
· Once properly jogged and inspected, mail is placed on the scanner.
· Documents will be batched and scanned.
· Once scanned, mail will be boxed for storage or returned to the client  
Note:	Certain original documents will be placed in a bin to be returned to the client.  These include legal documents such as:  original birth certificates, POA papers, original driver’s license, vehicle titles, etc
[bookmark: _Toc311726544]Indexing Scanned Documents
· Scanned documents will be properly indexed using File Director and N-FOCUS.  
· Indexers will refer to indexing categories and Training Guide.
· If ARP is unknown, documents will be indexed to “Unknown” where it will remain for 30 days.  
Note:	See Appendix for more detailed indexing instruction.


[bookmark: _Toc311726545]Document Storage
· Documents will be batched, boxed, and stored for 30 calendar days.  
· A rotation schedule will be established in each hub and local office for appropriate disposal of documents after 30 calendar days.   
· All documents will be shredded or placed in secured shred barrels for disposal.
· Documents that are identified to be returned to the client will be returned in a timely manner.
[bookmark: _Toc311726546]LOCAL OFFICE PROCEDURES
Documents, including paper applications brought in to the local office, will be handled by the most expedient means possible. Whenever possible, local office staff will manage the documents (scan and index) per instructions in this guide. The documents will be held in the local office for 30 days and then destroyed.
When local office staff are not available to complete the process as outlined above, the documents will be Faxed or scanned and e-mailed to the “hub” where they will be printed and managed as per this document.  The original will be held in the local office for 30 days and then destroyed.
· Paper applications received in the local office will be handled as stated above and will be pended in the local office.  
· When this process cannot be managed in the local office, the application will be faxed or scanned and e-mailed to the ANDI hub and will be printed and handled as a paper application.
Due to their proximity to the ANDI centers, Lincoln and Omaha will develop processes to route mail for scanning and processing which may include hand-delivery, courier or local office processing.
[bookmark: _Toc311726547]QUALITY ASSURANCE
Standards for Quality Assurance will be established to include random supervisor review and error reports.  Error reports can be located in the Crystal Report titled “Documents Not Fully Indexed”.
Discovered errors can be reported by e-mailing the ANDI hub.
[bookmark: _Toc311726548]Clearing the Crystal Report ‘Documents Not Fully Indexed’
The ‘Documents Not Fully Indexed’ report shows all documents that are either categorized with no name, no category, are categorized as ‘unknown’ or are checked-in with zero pages.  It may also contain documents that were previously viewed by an SSW in N-FOCUS and the SSW hit the ‘Remove Index Info’ button while viewing. This action takes the images out of the case, erases all previous indexing information and places it on this report.

This report should be cleared on a weekly basis. To do so, follow these instructions:

· Log on to crystal reports
· Expand ‘Public Folders’ and select ‘Document Imaging’ folder
· Double-click the very first document labeled ‘Documents Not Fully Indexed’
· The previous scanning week’s ‘unknowns’ will display on the report
· Print the report
· Only print those pages that relate to your particular office
· You will need both N-FOCUS and FileDirector open when clearing this report
· Search for the documents on list in FileDirector by using the given SEQ #s and scan 
· Refer to the section ‘Documents Scanned in Another Time Zone’ to search for documents that were scanned in a different Time Zone than you office 
· Once the document is located, double-click the document to ensure you have the images up in FileDirector
· Right-click the document line listed in your search results
· Select ‘Document Info’
· A pop up window will display informing you who originally created the document and what date they did so
· It will also show who last modified the document and what date of the modification
· The ‘History Tab located on this window will show you who has viewed or modified the document from the date it was originally created
· When you are clearing documents, the person who created and last modified the document should usually be the same – there are times where these names are different and this would then point to an SSW having changed the document in some way while viewing it (by either re-categorizing or hitting the ‘remove index info’ button)
· Try to determine the reason the document is on the report:
· All indexing fields appear to be filled in (name, index id, category) but document contains zero pages
· This can happen if an indexer splits off a page from a main document that already contained all necessary indexing information (usually a blank or unnecessary page) and then creates a new document line, deletes just the image from the main viewing window, but not the entire document line itself and then checks in the document because they see a document line with all the necessary information
· If all information on document line is missing it could mean one of three things
· The barcode did not read, thus it did not place the necessary information into the document line automatically
· you will know this is the case if you see an image of the barcode
· The document was removed by an SSW from the case which erases all indexing information.  
· The indexer was indexing multiple documents at the same time and just forgot to put in the proper indexing information.
· All indexing fields are filled in but the category shows as ‘unknown’

The easiest ones to correct will be those documents that do not contain a category or are zero page documents.  

· The documents with no categories will just need a category 
· Go to the ‘Edit’ tab and select a category from the drop down box
· Select ‘Do Not Notify’
· Click ‘Save’
· FileDirector will automatically check the document out and replace the ‘Unknown’ with the category you chose as well as put an ‘X’ in the ‘Do Not Notify’ column in the document line
· The reason we want to have ‘Do Not Notify’ checked is so we avoid creating a duplicate alert – when the document was originally scanned, it would have already created a ‘Mail Received’ alert
· The zero page documents need to be sent to Production Support to be deleted

If you have a document line that contains no indexing information you need to follow these steps: 

· Locate the correct N-FOCUS case to which it belongs by reading through the images 
· Or use the barcode if it was one that was fully-bar coded but the scanner was unable to read the barcode
· Look at the images that exist in this N-FOCUS case to rule out the possibility that the document is not a duplicate
· If it is determined that the document on your report is a duplicate of one already showing tied to the case, the document information on your report needs to go to Production Support to be deleted
· If it is determined that the one on your report is not a duplicate, you will need to re-index the document and check it in so that it will generate an alert and show in the appropriate case
· In this instance you will not select ‘Do Not Notify’ option because we want an alert to generate since the document has never before been tied to a case

If you find a document from an earlier date on the report:
· Chances are this document was placed on the report by a worker who hit ‘Remove Index Info’ while viewing the images in N-FOCUS
· You would then see a local office staff member created the document but another person as the modifier
· 9 times out of 10 these show up on the report as ‘Duplicate Documents’ and just need to be deleted
· Determine this by looking at the document to determine which Master Case it may belong to and check for duplicates of the ‘Removed’ images in N-FOCUS.  
· There are times where it can’t really be determined why the documents were placed on the report.  In those instances contact must be made with the worker via email (with a cc to their supervisor) inquiring as to why the worker selected the  ‘Remove Index Info’ option on the documents
· Use a specific spreadsheet for deletion requests and fill out the appropriate blanks
· Save each request with the date as the subject
· E-mail the spreadsheet to ‘DHHS N-FOCUS Production Support’
· Production Support will typically respond to let you know when the documents have been deleted from N-FOCUS.
· It usually takes 24 to 48 hours from the day you request a deletion for it to clear from the report.  
· Follow up with Production Support if it goes beyond this time period.
[bookmark: _Toc311726549]When to Contact Production Support
· For delete requests
· If you need assistance using the N-FOCUS Imaging windows or File Director software.  

Production Support
Email: DHHS NFOCUS Production Support
Phone 471-9698
Toll Free – 888-281-6629

[bookmark: _Toc311726550]Documents Scanned in a another Time Zone
There are documents scanned in local offices located in both Central and Mountain Time Zones. 

[image: ]FileDirector is set up in such a way that in order to search for document scanned in a different time zone, you have to take an extra step. 

· Enter the sequence number and scan date in the correct boxes
· You must click on the ‘=’ sign next to ‘Scan Date’ and change it to ‘>’ the ‘Greater than search’
· Click Search











Note:	You want to keep the equal sign for the sequence number so it searches for this exactly, but the scan date has to be modified in order to pull up both time zones in which we scan.  When you do this sort of search you will see that the document you want is number 7 in the Search results list.  You will always get numerous results when you do a search in this manner, but you should always be able to locate your particular document in the list.  

If you get a ‘No Results’ message, change the = sign to >. You will more than likely find documents.


[bookmark: _Toc311726551]APPENDIX
[bookmark: _Toc311726552]Document Imaging Demonstrations (CBT)
As of December 2011, the following Document Imaging CBT’s (Computer Based Trainings) available to view:
· Add Image – 1 Overview
· Add Image – 2 Browse Button
· Add Image – 3 QA Buttons
· Document Imaging Introduction
· Document Imaging PDF
· Document Imaging Search Tips
· Document Imaging Tips
· Printing Bar Code Sheets
· Printing Scanned Images
· Update Index Name and Category

The document imaging computer based training can be located in N-FOCUS Help. The following provides steps to locate this information.

1. [image: ]From the Help menu, select the Contents… option. 
· The Contents tab will open in a new window.






2. Select the Demonstrations link.
· The Demonstrations web site will open

[image: ]
[image: ]
3. Click the Demonstrations button. 
· The list of available demonstrations will display by Topic
· You can also view this list by Release Date by selecting the View by Release Date button
4. Expand the Document Imaging topic.
5. Select the demonstration you wish to view.

[image: ]
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[bookmark: _Toc311726553]Document Imaging Indexing Table
[image: ]The document imaging category listing can be located in N-FOCUS Help. The following provides steps to locate this information.
1. From the Help menu, select the How To… option.



2. Select the Document Imaging Folder and then select the Document Imaging link.
The Document Imaging Help window will open.

[image: ]
3. Select the See Also link titled Document Imaging Indexing Categories.
The File Download window will open.
4. [image: ]Click the Open button.
An Excel Spreadsheet containing the Document Imaging Index Categories will open.
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The following table provides a list of the current paper applications:

	Application Title
	Form Number

	Application and Authorization for Emergency Assistance
	IM-9EA

	Application for Aged, Blind and Disabled
	EA-30

	Application for Assistance
	EA-117

	Application for Assistance (Spanish)
	EA-117S

	Application for Assistance for Outstations
	EA-117M

	Application for Children’s Medical Programs
	MS-90 (Kids Connection)

	Application for Child Care Assistance (generated off of N-FOCUS)
	EA-91

	Application for Medicaid (route to Central Office)
	EA-190

	Assessment of Resources
	IM-73

	Breast and Cervical Cancer Medicaid Supplement Form (route to Central Office)
	EA-20

	Child Care Application (Initial or Review)
	

	Eligibility Review for Children’s Medical
	MS-92

	Medicaid Review for Long Term/Waiver
	EA-122

	Nebraska Low Income Energy Assistance Application
	IM-29

	Presumptive Application for Pregnant Women
	MC-91

	Social Services Block Grant (Title XIX) Application
	MILTC-3A

	Supplement to the EA-117
	EA-117A


[bookmark: _Toc311726555][bookmark: _Toc284400073]Document Imaging Date Definitions 
[bookmark: _Toc284400074][bookmark: _Toc311726556]Scan Date
The Scan Date is the actual date the document was indexed (tied to the case).
[bookmark: _Toc311726557]Received Date
The Received Date is the date the mail was received.  

The received date was previously stamped on every page as the mail was opened.  With the implementation of the ANDI Centers and the high speed scanners the received date is no longer stamped on every page.  The received date is “burned on” to the image in the upper left hand corner of the page as it is scanned.  

Note:	This “burned on” date ONLY applies to documents scanned on the high speed scanners in the ANDI Centers.  If documents are being scanned on the smaller Canon scanners this “burned on” date will not be on the image.  Mail being scanned on the smaller Cannon scanners should continue to have the received date stamped clearly on each page prior to scanning.
[image: ]
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On the Alert Window the Mail Received Alert Date is documented in the Display Date field.  The Display Date indicates the date the document was indexed or re-indexed and checked into File Director and is available in N-FOCUS.

Examples:
· Mail received on 1/27/11, scanned on the high speed scanner on 1/27/11, indexed on 1/27/11
· Scan Date will be 1/27/11, Received Date (burned on image) will be 1/27/11, and Mail Received Date will be 1/27/11
· Mail received on 1/25/11, scanned on the high speed scanner on 1/26/11, indexed on 1/27/11
· Scan Date will be 1/27/11, Received Date (burned on image) will be 1/25/11, and Mail Received Date will be 1/27/11
· Mail received on 9/1/10, scanned on small scanner 9/2/10, indexed on 9/2/10, re-indexed 1/27/11
· Scan Date will be 9/2/10, Received Date (stamped on image) will be 9/1/10, and Mail Received Date will be 1/27/11
[bookmark: _Toc311726559]Indexing Documents
· Scanning technician will open up File Director and N-FOCUS on their workstation and assign them each to one of their three computer screens.
· Scanning technician will then select the upload button and can upload 5 transactions to their ‘Local Documents’ queue at one time. .
· Scanned documents will be properly indexed using File Director and N-FOCUS.
· Indexers will refer to indexing categories list (either on paper or through N-FOCUS ‘How To’ ) and training guide for help in determining the appropriate category
· Indexers will utilize both the Person Search screen and Master Case Search screen to locate the appropriate ARP (Person) for the verifications
· Indexer will need to locate all available clues (names, addresses, social security number, telephone number, birthdays, etc.) in order to locate correct ARP
· Indexer might have to play with spelling of either first or last name to find appropriate ARP even to the point of switching them around
· Indexer might need to bring up case narrative to ensure that appropriate ARP has been located (Especially in the case of those clients who use aliases at their place of employment which paystubs will reflect often times).
· Indexer may want to check for an open Verification Request to see what information was requested.
· If ARP is unknown, documents will be indexed as ‘Unknown’ and should then be checked in so they appear on the supervisor’s Crystal Report the following day.  Indexer should spend a reasonable amount of time researching the ARP before indexing any document as completely ‘Unknown’.  If supervisor easily locates the correct ARP they will then notify the scanning technician as this could be a training issue.  After 30 days the D.I. supervisor will ask Production and Support to delete “unknown” mail. 
· For any document that indicates an immediate response is needed, the technician will check Do Not Notify.  They will then create an Alert describing the document scanned and change the Work Task to a high priority.  
[bookmark: _Toc311726560]Document Imaging Process for EA-150
Document Imaging staff need to recognize the EA-150 and follow a special process when one is received in the daily mail.  If an EA-150 is received and the top is still attached, pull the form and give to your supervisor or their designee.
[bookmark: _Toc311726561]Supervisor Responsibility
The supervisor will follow these procedures:

· Remove the top part of the form.  
· Complete a search of N-FOCUS and determine the MC number that this information will be scanned and indexed to
· The top part of the form will give you identifying information
· Put the MC number on the bottom right hand corner
· Place the top part in a locked shredding bin
· Return the bottom part of the EA-150 to ‘mail to be scanned’

At the end of the day the supervisor will do the following:

· Ensure that the form is scanned
· If not yet scanned, keep it in a locked office overnight
· If/when scanned, locate the original and place in locked shredding bin
· Send an e-mail to DHHS Policy Questions notifying them that “Federal Tax Information was shredded”
[bookmark: _Toc311726562]EA-15- Scanned with Top Part Attached
If an EA-150 is scanned with the top part still attached, the caseworker who discovers this error will send an e-mail to the supervisor of the Document Imaging Center for their area requesting that the form be deleted.  The supervisor will retrieve the original and follow the steps above and then contact Production and Support and ask that the original scanned document  be deleted.  At this time the Production and Support person who deletes the form will need to send an e-mail to DHHS Policy Questions (see last bullet above). 
If an EA-150 is scanned with the top part still attached, and a caseworker fails to discover the error until 30 days have passed, notify the Document Imaging supervisor immediately.  The Document Imaging supervisor will do the following:
· Copy the indexed form
· Notify Production and Support and ask them to delete the scanned image immediately
· Remove the top part of the EA-150 and place in a locked shredding bin
· Give the remainder of the form to a Document Imaging technician and ask them to scan and index immediately
· Send an e-mail to DHHS Policy Questions notifying them that “Federal Tax Information” was shredded
[bookmark: _Toc311726563]Document Imaging Process for FA 29 and FA 30
ICC (Issuance and Collections Center) will be handling replacement of all lost/stolen warrants effective 9-1-11. 
·  All FA 29s and FA 30s will go directly to the ICC unit which is located on the 5th floor of the Gold’s Building in Lincoln
· If an FA 29 or FA 30 is received in error by the ANDI hub, mail or deliver to the ICC.  See address below. 
· If an FA 29 or FA 30 is scanned in error, the document will be deleted and original pulled and mailed or delivered to ICC
· E-mails or E-faxes with an FA 30 attached will be forwarded to the ICC mail box, (DHHS ICC Collections)

ICC
PO Box 80696
Lincoln NE 68508
[bookmark: _Toc311726564]Scanning Appeal Requests and Hearing Findings
When a Request for Fair Hearing (DA-6), or any other type of correspondence which indicates a desire to appeal a decision is sent in to be scanned, the following procedure should be used:

· Scan document and checkmark ‘Do Not Notify’ prior to checking in
· Create an Alert with the subject APPEAL for the date scanned
· The alert will automatically create a Work Task indicating “Alerts Exist”.  
· In some instances you will get a pop up window that will ask if you want to create a Work Task.  If you get this window, answer ‘yes’. 
· Open this Work Task
· Under the priority drop down, select HIGH
· Save and Close

Note:	If there is a prior Alerts Exist Work Task a new one will not be created.  Open that Work Task and change priority to HIGH.  If another high priority work task already exists the process is complete.  You will not be allowed to add a second high priority work task.   
When a Notice of Hearing, Notice of Findings is received:

· Scan document and allow alert to be created  
· No manual alert or work task need to be created
· Tie under the category ‘ Hearing’
[bookmark: _Toc311726565]Scanning of State Review Team Findings – The Process
When a decision is sent in via the ANDI Center email, the following procedure should be used:
· Scan document and checkmark ‘Do Not Notify’ prior to checking in
· Create an Alert with the subject ‘SRT Mail Received’ for the date scanned
· The alert will create a Work Task indicating ‘Alerts Exist’
· Open this Work Task
· Under the priority drop down, select HIGH
· Save and Close

Note:	 If there is a prior ‘Alerts Exist’ Work Task, a new one will not be created.  Open that Work Task and change priority to HIGH.  If another HIGH priority Work Task already exists the process is complete.  You will not be allowed to add a second HIGH priority Work Task.
[bookmark: _Toc311726566]Additional Notes
· All State Review Team Findings are accompanied by a cover sheet labeling them as such.  It will include the date, to whom it is to go [ACCESSNebraska Document Imaging Center], who it is from [State Review Team] and then a short message along the lines of – ‘DM-5R Disability Report – State Review Team determination to be scanned/alert to worker’ – wording can vary.
· There have been times where the cover sheet may accompany DM-5Rs from a number of different clients – please review documents so as not to accidently scan items under the wrong individual.
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[bookmark: _Toc311726567]ACCESSNebraska Quality Assurance – Document Imaging Processes

	
	Document Imaging  QA
	
	
	
	
	

	Date/Time Reviewed
	 
	
	
	
	Corrections are due back within 24 hours. (Business Day)
	

	Operator
	 
	 
	 
	 
	Correction Complete
	 

	MC#
	 
	 
	 
	 
	Returned for follow up
	 

	Date Scanned
	 
	Correct
	Error
	Sequence number
	Comments
	Resolved

	All pages of the selected document are available in viewing system.
	Documents in scanning folder; no documents in File Director
	 
	 
	 
	 
	 

	 
	Documents in scanning folder; partial documents in file director
	 
	 
	 
	 
	 

	 
	Image not checked in from Local Document Folder
	 
	 
	 
	 
	 

	Image is correctly indexed
	· Scanned verifications ‘split’ incorrectly 
	 
	 
	 
	 
	 

	 
	· Image that should have been deleted was left in and categorized 
	 
	 
	 
	 
	 

	 
	· Scanned image is indexed to wrong ARP
	 
	 
	 
	 
	 

	 
	· Scanned image is indexed to wrong category
	 
	 
	 
	 
	 

	 
	· Scanned document containing multiple pages contains pages that are out of order 
	 
	 
	 
	 
	 

	 
	· Scanned image was unnecessarily duplicated and indexed under another category
	 
	 
	 
	 
	 

	 
	· Scanned image was inserted into a set of verifications that does not match inserted page
	 
	 
	 
	 
	 

	 
	· Scanned image was appended to a set of documents that do not match appended page
	 
	 
	 
	 
	 

	 
	· Scanned image was categorized as ‘Unknown’ when category is known
	 
	 
	 
	 
	 

	 
	® Scanned image is missing any of the following index information: Name, Index Type, Index ID or Category
	 
	 
	 
	 
	 

	Image is in correct orientation.
	Images have not been rotated to correct position prior to submission into viewing system.
	 
	 
	 
	 
	 

	Image quality is comparable to original.
	® Scanned image appears to be cut off
	 
	 
	 
	 
	 

	 
	· Scanned image is too dark to be legible
	 
	 
	 
	 
	 

	 
	· Scanned image is too light to be legible
	 
	 
	 
	 
	 

	 
	· Scanned image is crooked
	 
	 
	 
	 
	 

	 
	· Scanned image showcases parts not legible but that appear fine on physical copy
	 
	 
	 
	 
	 

	Document was scanned within established timeframes.
	· Document not scanned on date documents were received.
	
	
	
	
	

	
	· No received date indicated.  
	
	
	
	
	

	Documents handled appropriately.
	· Original documents incorrectly retained
	 
	 
	 
	 
	 




[bookmark: _Toc311726568]ACCESSNebraska Quality Assurance – Document Imaging Processes
[bookmark: _Toc311726569]Objective
Quality reviews for the ACCESSNebraska Scanning Centers will:

· Assure scanned images are readable
· Assure scanned documents are indexed appropriately
· Assure scanned documents are categorized appropriately
· Assure documents are retained or returned to sender as required
[bookmark: _Toc311726570]Monitoring Standards
· Each day the Scanning Center supervisor will complete reviews of 50 documents
· A review will consist of an evaluation of 6 Review Elements after the documents have been scanned and indexed
[bookmark: _Toc311726571]Process of Review
· Reviews will be completed using the NEARS Case Review system
· Reviewer will randomly select documents to be reviewed
· Each of the 6 review elements will be considered
· For review elements 1 – 6, corrections will be completed by the original staff person within 24 hours of identified error
[bookmark: _Toc311726572]Review Elements and Causal Factors
	Review Element
	Causal Factors

	1. All pages of the selected document are available in viewing system.

	· Documents in storage box; no documents in File Director
· Documents in storage box; partial documents in file director
· Document not checked in from Local Document Folder

	2. Document is correctly indexed.
	· Scanned verifications ‘split’ incorrectly 
· Image that should have been deleted was left in and categorized 
· Scanned document is indexed to wrong ARP
· Scanned document is indexed to wrong category
· Scanned document containing multiple images contains images that are out of order 
· Scanned image was unnecessarily duplicated and indexed under another category
· Scanned image was incorrectly included in a set of documents.
· Scanned document was categorized as ‘Unknown’ when category is known
· Scanned document is missing any of the following index information: Name, Index Type, Index ID or Category

	3. Image is in correct orientation.
	· Images have not been rotated to correct position prior to submission into viewing system.

	4. Image quality is comparable to original.
	· Scanned image appears to be cut off
· Scanned image is too dark to be legible
· Scanned image is too light to be legible
· Scanned image is crooked
· Scanned image showcases parts not legible but that appear fine on physical copy

	5. Document was scanned within established timeframes.
	· Document not scanned on date documents were received.
· No received date indicated.

	6. Documents handled appropriately.
	· Original documents not returned to customer.
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Window Help
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“Document Imaging from the Detal

The Document Imaging icon is located on the Detail Master Case window, the_Person Detail window, and Detail
Organization window.

Clicking the Document Imaging icon will open the Search Image window. The information displaying on the
Search Image window will depend on which of the three windows was used as the entry point.

Tips

o If multiple persons are selected on the Search Image window, and Select All or many categories are selected,
the search may take longer.

o If animage is checked out in File Director, it can not be updated or removed until it is checked in.

See Also:

Document Imaging Indexing Categories

) Document Imaging from Person De—!
[ Document Imaging from Detail Or¢

Change Indexed Images for assistance with changing images indexed to the wrong person.
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