How Best to Manage Your Files — Post Scanning
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Pro’s / Con’s
No investment
Glitchy text search
No cross search
Can’t manage users
No audit trails
No versioning
No eSignature
No eForms

No annotations
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OPTION 1: Save to a network drive.

A great option for inactive files

In this example we’re locating the files using a Last Name | First Name | Student ID. Notice
how the data (File Name) is configured. This is done so that you can easily configure your files
for ingestion into a 3" party database.

Plat 5amples ~ Marne Date modified Type Size
schools Chambers_Michael_D6-1397.pdf 2/7/2024 12:35 PM Adobe Acrobat D... 295 KB

Student Files Matton_Michael_06-1998.pdf 2/7/2024 12:35 PM Adobe Acrobat D... 295 KB
Shipping Documents Smith_Steven_06-1989.pdf 2772024 12:36 PM Adobe Acrobat D... 295 KB
Wide Format

Using a standard Microsoft search of the folder you can search on just one part of the name...

« 4 5 Search Results in Student Files / v @ | Michael
.-h.

Plat Samples =
g L) Chambers_Michael...
Schools " | Date modified: 2/7/2024..
Student Files

Matton_Michael_06...

Shipping Documents Cate modified: 2/7/2024...

Wide Format
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OPTION 2: Utilize ImageFreeway

A full suite of tools to more effectively manage ACTIVE AND INACTIVE documents.

Start New Search

Back to Search Results

H® o

Enter New Note:

Track and sort on multiple data fields
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Doc ID: 9, 0 Non-Indexed Docs Remaining

First_Name: |[Michael |
Last_Name: |Matton |
EmplID: |/
DocType: pr=d
Location: [LA-Sout v

Dept_NumbeW v
v

DOB: |03/26/1982 |

| Update | | Delete || Duplicate |

| Check Out |

View Version History

Harrison
O L, Suzan
0 A Suzan
0 A Charlie

Jones

Jones

Jones

Jones

| Batch Print/ Email | | Batch Index | | View Multiple Docs | B start a new search

1234 TLC-AHP LA-South | 993
ATL4569  TLC-POLAK LA-South @ 777
ATL4569  TLC-NDCA @ LA-South | 777
ROM9869 | TLC-AHP Decatur 546

Termed | 01/15/1992
Active 02/15/1994
Active 02/15/1994
Active 03/15/1996

_— Ensure index fields are completed

Manage user rights

|

ImageFreeway Demo Company

Medical Records

The information contained in this presentation is confidential and the exclusive property of ImageFreeway, Incorporated. Any reproduction, in whole or in part, without permission is prohibited by law.

Maintain User Rights: Rmorris1003

| Save | \ Cancel |

Patient Files
Credentialing
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Unindexed Documents

Donors (890) 4 ltem(s)
Other (871) 2 ltem(s)
Pick Slips (856) 1 ltem(s)

Safety Certs (855) 1 Item(s)

Manage multiple departments and projects
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eForm and eSignature Tools

. . Workflow
Accounts Payable (858) 1 ltem(s) L Inbox
Admin (883) & tem(s)
Cases (874) 1 Item(s) 'ﬁ
Clients (909) 1 Item(s)
-

s Search

v

05 Outlook [ Equipment []"Competitive Produ... [ Pilotgaining

eForms for
Personnel (865)

‘ImageFreeway Demo (V‘

‘% Documents In Process

Y, ‘

‘Human Resources

b ‘

‘ Personnel (865)

Q Search
—| Upload New Templates

Project —=1 Documents

Easily add documents....
* Draganddrop
* Scan
* Print
* Capture from a network folder

‘©Imagefreeway.com. All rights reserved.
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Help | Contact Us

Document Retention:

Approve for Purge || Legal Hold | B | Load Retention Documents

No Deocuments Returned for this search.

General
With rapidly expanding access to ne§y computer technologies and electronic communications media comes the
need to establish clear guidelines fi of Company systems. Other issues such as privacy, record retention

and copyright must also be considerec
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Document History Versioning (] > > 1 |of2 O ® 89% w kU (3 O
| Close | | View Current Version | .
Q g 5 CF - L ~ el -2— - ’\ - ', T
2 7/30/2024 9:44:27 AM 74 Current Active Version D REWSED
By Guest at 8/7/2024 3:40:35 PM
TLC-CITP
0 ¢ bl ) _/C T N
Document Retention /’%»//4% ADMPUTER AND INFORMATION TECHNOLOGY POLICY
IMAGE # For All CI Regular Full-Ti\pe and Part-Time Employees, Temporary, Contractor and Seasonal Employees

Audit Trails

“userame | Acion

MRMatton60 Viewed Document 8/7/2024 3:56:35 PM
MRMatton60 Viewed Document 8/7/2024 3:55:43 PM
MRMatton60 EMail 8/7/2024 3:55:28 PM
MRMatton60 Viewed Document 8/7/2024 3:54:19 PM

Annotations

Viewed Document
Viewed Document

Emailed Document To: mmatton@imagefreeway.com Subject: File Request Body:
Attached is the document you requested.

Viewed Document
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Forms Builder z
Edit/Add Recipients (Back to List) Edit/Add Form Fields Map Data/Assign Roles
Form Name | 01-Light Duty Request.pdi Once created click the button below to
display your form fields.
Add Recipient * A Volusia Sheriff’s Office
O £ : .
= SR 7 LIGHT-DUTY REQUEST SAVEFIEIES
ATl Recipient] i) (Not Work Related)
Enter Contact FullMame
Enter email Sign v e 1, | , am requesting light-duty work. | have read and understand the | Enter Value |
: LIGHT-DUTY FOR OFF-THE-JOB INJURIES/CONDITIONS section within VSO General Order GO-022-02 Benefits and T -
Leave. There is no guarantee that an offer of light-duty work will occur. | will need to use personal leave until |Se|ect Field - |
such time as | start a light-duty assignment. Approval from the Sheriff or designee is required prior to light-duty
assignment.
Subject ;
The following requirements must be met: First_Name
rest _ | o Value |
O The request is based on a situation that happened outside of work and is not work related. Enter Value
O 1 have attached a physician’s note explaining my restrictions to this form. If the attached statement does REEIPIE -
not contain the required information, processing of this request may be delayed while needed | First_ Name v |
Message information is obtained.
test | | | Last_Mame
Employee First Name (Printed) Employee Last Name (Printed) | Enter Value |
lEis'! | | | | Recinient ~
. Employee Signature DID Date | Last_MName b |
ReminderDays | 2
ExpirationDays | 7 Submit the completed form through the chain of command: Signatured
Notifications: Captain/Director DID Date
DID
Notify on View
. ~ E-.te \/a e |
Notify on Sign Assistant Chief DID Date o -

© osr - g o b —~ [f @ Ml e P,
¥ sunny mm Q Search 5 l 7 = @ !t @ b g v @ NRO® o DGR



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6

