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PURPOSE

The objective of this document is to ensure that scanning of files/document in bulk is done
properly.

SCOPE
Scanning process is applicable to OPS and Customer Service.

REFERENCE
N.A

RESPONSIBILITY

a) The branch manager is the owner for scanning process at OEC Records Center. He is
authorized to designate trained staff from his team to sign on behalf of the company in
specified forms and records.

b) Quality of this procedure is the responsibility of the branch manager.

PROCEDURE / DESCRIPTION OF ACTIVITIES
Process for Normal and Bulk Scanning
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Scanning Process

Responsibility

T

A

Email

@

- Receive scanning request from the client .

Sales/KAM to share customer signed request with

Customer Service Executive

format

Receive approval email /
fresh request in correct

Y

the information

Inform the client via email
on the need for approval No
from Authorised persons /
Require the request in the
prescribed format /with all

Retrieval
Process

9

Scanning at
client location

¥

Pick up
Process

Is the Request received from
Authorised Person is in correct
format / no missing information

No

Is it a special scanning project

Whether Archival and
scanning to be done at OEC

No

Whether scanning for Existing
records

Create Special Scanning Project Work order and

share the WO with the Scanning Team,
Warehouse Supervisor

Client/Sales/KAM

Customer Service
Executive

Sales/KAM

Sales/KAM

Sales/KAM

Customer
Service
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Scanning Process

Responsibility

Retrieve boxes ffiles from the warehouse , read the
box/file barcode in the system (Warehouse
confirmation) and handover the box files to

dispatch/Query team

A

Read the box/file barcode in the system and
Handover the Boxes ffiles to Scanning Team

}

- Read the box/file barcode in the system which

should match with the Dispatch Handover count

- and the count of boxes along with the Internal
Delivery Ticket

Whether the count is
correct

Pre Activity (Stapling, Destapling, check for to done for the
documents and prepare the set of document for scanning.

If there is no barcode

1. Flap to be used — Yellow Flap to be used on first page that
is to be scanned

Red flap to be used on the end of the page where the
scanning to be stopped.

2. All the documents should be numbered and arranged
serially as per the number assigned.

v

Boxes/ documents sent for scanning, Scanning to
@—> be done as per the parameters mentioned in the
questionnaire received from the client

v

Intemal MIS (DPR) shared on daily basis with
warehouse supervisor

)

DPR is shared to BM by warehouse supervisor.
Verified by BM and then shared with the
Management

!

Quality Check (Image verification, page rotation ,
delete blank page , reduce the size of image, crop
the page) to be done

To check the image captured after QC along with
the data (received from Customer) received for
scanning

Warehouse
Supervisor

Dispatch/Query
Team

Scanning
Supervisor

Scanning
Supervisor

Scanning Asst/
Prep-Dep Team

Scanning Asst

Scanning
Supervisor

Warehouse
Supervisor

QC Team

Scanning
Supervisor
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Scanning Process

Responsibility

@

Yes

Share the images with the customer as per the
agreed scope and also share MIS with the
customer for Job completed and take email

confirmation from the customer on receipt of the

images

Print delivery ticket in three sets and take
acknowledge of the customer on the delivery
tickets.

l

Store the scanned image in the hard disk and
send the hard disk for archival

:

IT department to take back up images stored in
the hard disk on daily basis

!

Handover the customer acknowledged delivery
tickets to logistics department

y

DP (De-pinning ) activity, Stapling of documents
and filing the documents in the respective file .

;

Read the box/file barcode and count of boxes
before handing over to the Dispatch team

;

Read the box/file barcode and count of boxes
before handing over to the Warehouse

)

Handover the boxes to the warehouse supervisor
for storage

;

Close Work Order after checking the count of
boxes and files received from the scanning
department

)

To send billing MIS to Accounts Department on
monthly basis.

End

Scanning
Supervisor

Scanning
Supervisor

Logistic Team

Scanning
Supervisor

Tech support
Team

Logistic Team

Scanning Asst

Scanning
Supervisor

Dispatch Team

Dispatch Team

Scanning
Supervisor

Scanning
Supervisor
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Scanning Process

Responsibility

N Email sent to the customer to know the scope
work

A

Scope of work received from the customer and
share with OPS Department

A
OPS department to approach Admin Department
to search appropriate vendor for the scanning
activity

A
To select the vendor as per the “Vendor selection
process” and as per the criteria mentioned in the
scope of work agreed with the customer .

A

Share details of the vendor selected with Sales /
KAM & OPS team

A

@7‘> To do POC as per the agreed scope of work .

No

Yes

To take sign off/email approval from the customer
and scanning vendor

A
To share the email approval on the POC and
hand over the scanning activity to OPS
department

A
To share average productivity in a day as a Pilot
with Scanning Supervisor

Sales/KAM

Sales/KAM

BM/ZM

Admin
Department

Admin
Department

Sales/KAM

Sales/KAM

Sales/KAM

Sales/KAM

Scanning Vendor
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Scanning Process

Responsibility

To share average productivity in a day as a Pilot
with customer and Sales

No

Yes

Send Scanning request form to Customer Service
Department

v

Create scanning Job Card

)

Pre Activity (Stapling, Destapling, check for to
done for the documents and prepare the set of
document for scanning .

If there is no barcode

1. Flap to be used — Yellow Flap to be used on
first page that is to be scanned

Red flap to be used on the end of the page where
the scanning to be stopped .

2. All the documents should be numbered and
arranged serially as per the number assigned .

!

—»

Boxes/ documents sent for scanning, Scanning to
be done as per the parameters mentioned in the
scope of Work

!

Check the count of files hand over by the
customer and take sign off on the register

)

Quality Check (Image verification, page rotation,
delete blank page , reduce the size of image, crop
the page) to be done

)

Initial level check - To check the image captured
after QC along with the data received for scanning

No

Yes

Scanning
Supervisor

Sales/KAM

Centralised pickup
coordinator

Scanning Asst/
Prep-Dep Team

Customer

Vendor Scanning
Supervisor

QC Team

Scanning Vendor

Vendor Scanning
Supervisor
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Scanning Process

Responsibility

Final level check - To check the image captured
after QC along with the data received for scanning

l

Share the images with the customer as per the
agreed scope and also share MIS with the
customer and take email confirmation from the
customer on receipt of the images

|

Prepare delivery ticket (Pre-printed) in three sets
and take acknowledge of the customer on the
delivery tickets.

}

Handover the customer acknowledged delivery
tickets to logistics department

4

DP (De-pinning) activity, Stapling of documents
and filing the documents in the respective file .

Verify the count of boxes and files before handing
over to the customer

Handover Files/Documents for storage and take
sign off in the register

4

Store the scanned image in the hard disk and
send the same for archival

Close Work Order after checking the count of
boxes and files received from the scanning
department

4

Billing MIS is sent to Accounts Department on
monthly basis.

End

OEC Scanning
Supervisor

OEC Scanning
Supervisor

OEC Scanning
Supervisor

Vendor Scanning
Supervisor

Vendor Scanning
Asst

Vendor Scanning
Supervisor

Vendor Scanning
Supervisor

Vendor /OEC
Scanning
Supervisor

Scanning
Supervisor

Scanning
Supervisor
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Scanning Process

Responsibility

Handover of the boxes to Scanning team along
with an acknowledgment on copy of the Job Card

l

- Read the box/file barcode in the system
- and the count of boxes along with the Internal
Delivery Ticket

Inform to Data
Entry
supervisor

Whether the count is
correct

Pre Activity (Stapling, Destapling, check for to
done for the documents and prepare the set of
document for scanning .

If there is no barcode

1. Flap to be used — Yellow Flap to be used on
first page that is to be scanned

Red flap to be used on the end of the page where
the scanning to be stopped .

2. All the documents should be numbered and
arranged serially as per the number assigned .

|

Boxes/ documents sent for scanning, Scanning to
@—> be done as per the parameters mentioned in the
questionnaire received from the client

I

Intemal MIS (DPR) shared on daily basis with
warehouse supervisor

)

DPR is shared to BM by warehouse supervisor .
Verified by BM and then shared with the
Management

;

Quality Check (Image verification, page rotation ,
delete blank page, reduce the size of image, crop
the page) to be done

)

To check the image captured after QC along with
the data (received from Customer ) received for
scanning

Data Entry
Supervisor

Scanning
Supervisor

Scanning
Supervisor

Scanning Asst/
Prep-Dep Team

Scanning Asst

Scanning
Supervisor

Warehouse
Supervisor

QC Team

Scanning
Supervisor
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Scanning Process

Responsibility

No

Share the images with the customer as per the
agreed scope and also share MIS with the
customer for Job completed and take email

confirmation from the customer on receipt of the
images

Yes

Print delivery ticket in three sets as per scope and
take acknowledge of the customer on the delivery
tickets.

v

Handover the customer acknowledged delivery
tickets to logistics department

Inform Local Pick up Coordinator (LPC) to close
the job card for the scanning completed

l

To reconcile the data and close the job card

4

DP (De-pinning ) activity, Stapling of documents
and filing the documents in the respective file .

4

Read the box ffile barcode and count of boxes
before handing over to warehouse supervisor

}

Store the scanned image in the hard disk and
send the same for archival

}

Billing MIS is sent to Accounts Department on
monthly basis.

End

Scanning
Supervisor

Scanning
Supervisor

Logistic Team

Logistic Team

Scanning
Supervisor

Local Pick up
Coordinator

Scanning Asst

Scanning
Supervisor

Scanning
Supervisor

Scanning
Supervisor
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ENCLOSURES
NA

FORMATS / EXHIBITS
Monthly Report:

1. MIS of bulk scanning to the clients
2. MIS for billing
3. Daily Internal MIS
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