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Scanning PrioritiesScanning Priorities

•Board Documents (i.e. Board Agendas, Meeting Minutes, Board Packets)

•Contracts

•Audit Reports

•Consumer Files - Phase One  (Active Files)

•Vouchers

•“Pole Barn Documents” - Phase Two (i.e. Terminated, Inactive, Deceased)

•Support Documentation - Phase Three (i.e. Behavior Support Plans, MUI)

•Personnel files and Special Projects



Our Purpose For ERM Is DividedOur Purpose For ERM Is Divided
Into Three TopicsInto Three Topics

• Records Management

• Records Retrieval

• Records Preservation



Keys WordsKeys Words

Indexes – Metadata for Individual Document Types

GateKeeper – Consumer Information Database Software

DocWorker – Document Imaging/Indexing Software

Primary Solutions Inc. – Software Vendor



Our History InOur History In
Records ManagementRecords Management

••MicrofilmingMicrofilming

••19901990’’ss

••Part Time Consumer AssistancePart Time Consumer Assistance

••County Records CenterCounty Records Center

••15,000+ Jackets of Film15,000+ Jackets of Film

••One Central File Location at the Administrative OfficeOne Central File Location at the Administrative Office

••One of The First County Boards to Implement ERMOne of The First County Boards to Implement ERM

••1 Million Pieces of Paper Micro Filmed1 Million Pieces of Paper Micro Filmed



Forming Electronic Records CommitteeForming Electronic Records Committee

First MeetingsFirst Meetings

•• Met with Primary Solutions Inc. Met with Primary Solutions Inc.

••Records committeeRecords committee



Scanning of Consumer FilesScanning of Consumer Files

•Formed a Document Imaging Policy to Follow

•Completed List of Document Type Indexes For DocWorker

•First Test File Scanned

•Small Consumer Files were Test Subjects

•Feed Back “Back to the drawing board”

•Full Time Records Technician

•IS Dept. and Records Dept. Merged

•Part Time Staff Hired



Document Imaging PolicyDocument Imaging Policy

Our policy and procedures for DocumentOur policy and procedures for Document
Imaging for all records pertaining to theImaging for all records pertaining to the
Delaware County Board of DevelopmentalDelaware County Board of Developmental
Disabilities (referred to as DCBDD). FollowingDisabilities (referred to as DCBDD). Following
the guidelines of the Boards retentionthe guidelines of the Boards retention
schedule, Delaware County Records Center,schedule, Delaware County Records Center,
and the Ohio Historical Society.and the Ohio Historical Society.
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Process DiagramProcess Diagram
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Key Points forKey Points for
Managing RecordsManaging Records

•Creating, approving, and enforcing records policies.

•Short and long-term storage of physical records
  and digital information.

•Identifying existing and newly created records.

•Coordinating access and circulation of records.

•Using a retention policy to archive and destroy records.



““DonDon’’t think about it just do itt think about it just do it””
                                    -Robert Morgan, Superintendent DCBDD-Robert Morgan, Superintendent DCBDD



Prepping StationsPrepping Stations

•Prepping

•Purging

•Sorting

•Q/A of Sorting

•Scanning

•Indexing

•UNIFORMITY!

•Q/A of Indexing
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CostCost

•DocWorker Application - $11,000 (one time cost)

•DocWorker – Two Additional Scanning Licenses: $2,000 (one time Cost)

•DocWorker Support $1,500 (annual cost)

•DocWorker Interface: $500 (annual cost)

•One Time Cost
•Total $13,000

•Annual Cost
•Total $2,000



Total ScannedTotal Scanned

•1,593 Files Scanned as of March 2008

•As of today we have completed 2000+ Scanned Files

•1.9 Million Pieces of Paper

•359 Miles of end to end paper

•If stacked, 315 feet tall

•Continuous Everyday Scanning

•53.6 GB of Information



Software SolutionsSoftware Solutions



Records RetrievalRecords Retrieval

Now that our records are
stored in an electronic
environment…we are able to
assign permissions to
particular individuals...or
groups of individuals to view
files…this gives us total
control over the files.



GateKeeperGateKeeper

Scanned Documents
Interface Window



Data encrypted with PGP



DocWorkerDocWorker

Interface
Window



Software UsabilitySoftware Usability

•Providing ease of access to client files

•Organization

•Standardization

•Secure



Document PreservationDocument Preservation

•Server Storage

• Redundant Back-ups

•Off-Site Storage
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