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PROCESS

 Document Preparation

(Vacuuming, Cleaning, Pin/stapler removal, Repairing, Gumming/Taping etc.)

 Scanning 

(Conversion of Documents into searchable PDF-PDF/A format) 

 Digitization

 Metadata/Indexing (Capture of 12 fields of data)

 Image Enhancement

 Uploading to DDMS Software

 Search and Retrieving thru DDMS Software

 Reports



INFRASTRUCTURE FOR INSCRIPTION SCANNING

Book scanner (Face up scanner) & wide format scanner , German make 

Type of Scanners



STEP 1 – DOCUMENT PREPARATION

 Utmost care taken in Manually Repairing the documents and loose papers by taking out the

clips and pins, sticking the torn pages and composing it ready for scan.

 Time consuming but one of the most Important Step in the process of Digital Imaging.

 Poor document preparation will lead to Poor Document Management.



STEP 2 – DOCUMENT

CAPTURING/SCANNING

It is a Process of converting a paper document into an electronic image.

Document Scanning involves the following steps-

 Scanning – Documents are scanned depending on the type of the document. We

have a range of best scanners available in the market which give the best output.

 Document Imaging - Documents are saved in formats like TIF, JPEG, PDF, GIF

format.

 Recognition - Recognizing the document is important for retrieval. We employ OCR,

Zonal, Full text ICR, OMR, and Barcodes for recognizing documents.

 Forms Processing - The data is captured from the form according to the business

requirements. This data can be entered seamlessly into the appropriate database and

can be linked to other enterprise applications such as ERP to facilitate business

processes.



STEP 3 – DOCUMENT INDEXING

 Document Indexing is the Process of Associating or Tagging documents with different “search”

terms or “key words”.

 If the document is a text document, indexing is done in a way that one can search the document

by giving a key word.

 Key words can be specified as per the search requirement.



STEP 4 – QUALITY CONTROL

 Quality Control focuses on Image Enhancement to increase the quality of the scanned

documents like deskew, despeckle, crop, rotate, and/or blank page and double feed detection

 The values and spellings are verified from the metadata created.



STEP 5 – SEARCHING AND RETRIEVING

OUTPUT

 Systematically tagging and storing all the documents scanned

 Documents are filed and managed for immediate retrieval.



SOME OF OUR PROJECTS 
DOCUMENT PREPARATION

SCANNING PROCESS BACK- END PROCESS 



MISSION POSSIBLE !!!



RECORD ROOM AT PROJECT PLACE

Pictures Before the Project Started



Pictures After the Project



LARGE DOCUMENT SCANNER



SCANNED IMAGES IN VARIOUS SIZES

1FT BY 70 FT



STITCHED PICTURES

BEFORE

AFTER



LOGIN SCREEN



SEARCH SCREEN



DOCUMENT VIEW



DOCUMENT STATISTICS:



EVENT LOG



BARCODE GENERATION

The bar code will be generated based on the metadata tagged with the digital file. 

Files can be searched through the barcode printed and pasted on the file /bundle.
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