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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… 
 

                              
 
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.  
 

 
 
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.  
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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… 
 

 
 
Scan each one as a single pdf and, in this instance, name it using the chemical name… 
 

 
 
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… 
 

 
 

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…. 
 

 
 

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. 
 

 
 
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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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… 
 

• 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?  

• Is the data you’re using structured (the same from document to document or file folder to file folder)? 
• 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) 
• Do you need your vendor to create a database for you?  
• 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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