DATA EXTRACTION
FILE NAMING AND YOUR DOCUMENT REPOSITORY

File naming can be one of the most important decisions you make with respect to your scanning project. This document
details different file naming conventions. How you intend to use the files going forward and the amount of time spent in

the files will determine the amount of data you collect to name and track your files.

File Naming Rules of Thumb

Name your files to make it as easy as possible for your employees to locate the information they need quickly.
Ensure that the files you send your scanning vendor are all formatted the same way.

Check the formatting of the data from file to file and create a “rule” or set of “rules” about what to capture to name
your files.

If you send your vendor files that have different formats then create separate jobs. One job for each type of file or
document that you send to your vendor.

Folder Level Indexing
This is the least expensive and least flexible form of file naming, great for inactive documents)

In this example the information for naming a file comes off the tab of the folder itself. Everything in the
folder/binder/redwell would be scanned as one PDF. Some examples are below...
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Options would include setting up your files alphabetically by either last or first name. Using folder level indexing the
above files would be named as follows:

Angel Lowe.pdf
Louise_Brown.pdf
JEL_03156.pdf
MRM_04076
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Placing those files on a network drive would have the documents sorting alphabetically by last name. You can search on
the file using any piece of the name.

AP Files - Mame B Date modified Type Size

Client Files Brown_Angela.pdf 3/17/2023 12:22 PM Adobe Acrobat D... 185 KB

HR Harrison_George. pdf 3/13/2023 %45 AM Adobe Acrobat D.. 392 KB

M5DS Langley_Rachel.pdf 3/17/2023 12:23 PM Adobe Acrobat D... %2 KB
Makarov_Tristan, pdf 371372023 %45 AM Adobe Acrobat D... 10 KB
Smith_John.pdf 3/17/2023 1219 PM Adobe Acrobat D... 205 KB
Stimson_Susan,pdf 371372023 %45 AM Adobe Acrobat D... 255 KB

“on

In the above example the underscore “_” separates the data. Make sure your vendor formats the file name this way.
This structure will make it easier for you to manage file imports or exports in the future should you end up loading your

files into a document management application.

Sometimes documents come to us in binders. Some companies would want you to use a “Folder Naming” methodology.
They would scan all the documents from the binder into one pdf. Then name the PDF using the name on the binder.

CHEMICAL:BENCH CABINETS

\
\

- Spectruny
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AP Files &) Marme
HE.
MsDS Acids.pdf

Bases.pdf

Bench Chems.pdf
Current Flammables, pdf
Equipment Cleaners.pdf
Food Processing. pdf
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Scanned this way you’d look for a specific document by opening up the PDF using Adobe Reader (Free app) and then

searching on a chemical name (Example: e-Caprolactam). Text search would take you to pages that contain the name
being searched.

While certainly functional this type of indexing is limited with respect to managing your files moving forward. If you are
interested in automating the management of your paper documents, you’ll need a document management application
and we would scan your documents differently. This different approach is called Document Level Indexing.

Document Level indexing

With this type of indexing we’d take the binder, scan it as 78 separate files, one for each document. From there you
have some options. We would take the documents out of the sheet protectors...

E’ MEDISCA’ SAFETY DA’

YOUR TRUSTED PARTNER IN COMFOUNDING

SECTION 1: PRODUCT IDENTIFICATION

PRODUGT NAME
PRODUCT Gape
SUPPLIER

ALOE VERA (Powdar 200:1) (Freezs Drisd)

o077

MEDISCA Inc.

Tel : 1.800.932.1030 | Fax.: 1,055,850 5855

861 Route 3, Unit €, Platisburgh, NY, 12001

3855 W. Mesa Vista Ave., Uit A-10, Las Vegas. NV, 89118

Material Safety Data Sheet
(Beeswax)

parchem REISION NUMBER: 4353009
EMERGENCY NUMBER:
415 Huguenot Street CHEMTREC: 1-800-424-9300
New Rochelle, NY 10801
Phone:(914) 654-6800
Fax: (914) 654-6899
L SECTION 1- PRODUCT AND COMPANY INFORMATION 1
PRODUCT NAME  Beeswax
SYNONYM Cera alba
FORMULA
CAS NUMBER £012-89-3
SIGMA-ALDRICH o
SAFETY DATASHEET ]
. Varsion 3.13
Revision Date 03/01/2017
Print Date 0616/2017
1. PRODUCT AND COMPANY IDENTIFICATION
1.1 Product identifiers
Product nama ¢ jBenzophenone
Product Number . 239852
Brand :  Sigma-Aldrich
Scan each one as a single pdf and, in this instance, name it using the chemical name...
. Fat
AP Files (e Mame
Client Files Camphor.pdf
HR Clove Bud Oil Natural.pdf
M505 Dichloremethane dried (max. 0.004% H20) SeccoSol.pdf

E-Caprolactam. pdf
Mapa Dot 3 Brake Fluid.pdf
Organic Extra Virgin Olive Oil.pdf

This would make it easy to locate a specific file by using the “search” function built into your computer.
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Document Level Indexing with Workflow Tools

Again, using the files in the binder as an example. Collecting even more data would allow you to manage your files using
workflows. Again, using the above example, we would add Issue Date / Revision Date and an Update Date to the list of
data being collected. That data could be part of the file name or exported into a document management application.
This is quite common with human resource, accounting, medical, sales, certification, engineering and marketing files.
Really, any file that is actively being managed would benefit from being managed in a document management
application. Updating the document, adding information to the original document or tracking an expiration date. An
example of an MSDS sheet in such an application is below...

Start New Search

Vel + — S5 e iver o o -
Back to Search Results N Auto N AR I> Fv ¢ K 0 Q = &
Bl & u
SDS No.: CCO160 SAFETY DATA SHEET FLAMMABLE STORAGE CODE RED
Enter New Note: Beton’y Company Page E1 ofE2

y CHEMTREC 24 Hour Emergency USA
wa s ; Phone Number (800) 424-9300
L — m Fot laboratory and industial usa orly.
o
A -

Notfor drug, food or houshold e
Product | CAMPHOR

Doc ID: 1, 0 Non-Indexed Docs Remaining. Synonyma| Borman-2-ne | Synihetic Campor | Camphor Gum ==
Section 2 Harards ldentification
. Signal word: WARNING Precautionary statement:
File_Name: | Camphor Pictograms: GHS02/ GHSOT / GHS08 P210. Keep away from heatisparks/open flames/hot surfaces. No smoking.
Target organs: Central nervous system P240: container v

Issue_Date: [ 11/22/2016 P260: Do e
o reatha st
Revision_Date: [2/5/2018 <ﬁ> @ @ P54 iach hands Ihoroughly atr handing

P270: Do nol eat_ drink or smoke when using this product

. P271: Use only outdoars of in a well-vantiiated area.

Update_Date: 8/5/2023 R P370+P378: In case of fire: Use dry chemicai, aiconol foam, carbon dioxide o water
lammable soid (Category 2) ksl

Acute toxicity, oral (Category 4) P301+P312; IF SWALLOWED: Call a POISON CENTER or doctor if you feel unwell
P330: Rinse mouth.

P241: Use explosion-proof electricaliventilatingfighting equipment

Acute taxicity, inhalation (Calegory 4)

| Update ‘ ‘ Delete | | Duplicate ‘ STOT-SE (Category 2) P304+P340: IF INHALED: Remove person 1o fresh air and keep comfortable for
" breathing.
L el e oo SSnieciiat P312: Call 8 POISON CENTER o doctor f you feol unwell
Check Out H302: Harmful if swallowed EAOE: S jootl{ o .
PS01: Dispose of contentsicontainer o a licansad chemical disposal sgency in

H332: Hamful i inhaled,

KT M cass oo Sk accordance with localiregionalinational regulations.

View Version History

Hazards not otherwise classified:
Health hazards ot otherwise classified (HHNOC) - Rubefacient
cal ha # otherwise classified (PHNOC) - Not Known

Section 3 Composition / Information on Ingredients
Ghemical Name. cas # Y ENECS
Camphor 78222 100% 200-945-0

Collecting this type of data allows you to set up the system so that it will notify you to look for an update using the
“Update Date” field. It also allows you to cross search on multiple data points.
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OTHER TYPES OF STRUCTURED DATA

Sometimes we receive documents in envelopes. We can collect all or just select pieces of data from the folder. An
example is below....

Srith. Johpy

DOB - ©ofo }m

Inclzdé 1Qf51/207|

1 / J-k/sws-?; :

Actual document has been altered to protect sensitive information.

File Name: Smith_John_01-12-2037.pdf
Wide Format Indexing:
With respect to wide format drawings.
Typically, we’d grab information off the Title Box on each drawing. Then depending upon where the document is being
stored (server or document management system) we’d provide you with a file name that would contain one or more or
all of the index fields. If you’re using a document management system that pulls up index fields then the data we supply
could be different from the file name. If you’re storing the document on a network server then typically the data

Date_LOC ID_PLANT_DWG ID_SERIAL NO.

OSLO Alberta L|m|+ed

Al— — = - -

HEDWATER UPGRADER
OILY WATER SEWER
LAYOUT

HGE .J—r FLANT | DWG 1D
2 | ur:u 413

| § T | ——

Then we’d name the file using all the data if you're storing it on a local network server. The engineers can search for the
drawing using one or more index fields.

In this instance the file name would look as follows.... MAY 91 2 90 413 1000194.PDF

Or if your drawing sits in a Document Management System we can shorten the name but provide the engineers with the
data fields when they pull up the drawing. In the example below the document sits in a document management system
and the engineers can cross reference all the date to pull up a file but the file name itself is a shortened version of that
data. In this case just the plant number the drawing id and the serial number.
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Start New Search

Back to Search Results

=

Enter New Note:

L
A K24

Doc ID: 1, 0 Non-Indexed Docs

£ 200 160 o 100 200 H
Remaining. ™ ™ “"

Serial: | 1000194
FileName: |90_413_1000194

| Update | | Delete | [ Duplicate |

View Version History || APR |

Date: [May 91 s :

LoclID: [2 i

Plant:[®0 [ | ' [ — —
S | I [os|_oj 0SLO Alberta Limited

REDWATER UPGRADER
OILY WATER SEWER
LAYQUT

Part of creating a document scanning quote or scope of work includes defining how to name your files. It’s not
uncommon when scanning documents to capture sets of data to make it easy to find documents. Some of the major
items to consider when deciding upon how to name your files...

e Typically documents sit in folders. Is there significant value is splitting the documents inside a folder into
separate files/pdfs (common in HR / medical scanning) or would it be easier/better to scan everything in the
folder as one document?

e Isthe data you’re using structured (the same from document to document or file folder to file folder)?

e Do you have a list of files in a database or spreadsheet that we can use as a QC tool when naming your
documents? (Call or email if you have questions)

e Do you need your vendor to create a database for you?

o Where will the files end up. Are you putting them on a network drive (shared folder) or a software application
(OnBase/FileNet/ImageFreeway)?

Below are some examples of the more common ways file names are created. ImageFreeway offers incredible flexibility
with reasonable pricing vis a vie our competitors. As you read through this document, please keep that fact in mind. If
you have a special situation, we can customize a program for you at a very affordable price.

GOAL: Name your files in a manner that’s similar to the way you search for a particular document. Or use file naming to
create an easier way to locate documents.
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