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PROCESS

o

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

Type of Scanners

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




STEP 1 — DOCUMENT PREPARATION

o 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.

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

o 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-

o 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.

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

format.

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

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

o 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

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

terms or “key words”.
o If the document is a text document, indexing is done in a way that one can search the document
by giving a key word.

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




STEP 4 — QUALITY CONTROL

o 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

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

PROCEEDINGS OF TUE MADRAS GOVERNMENT,
Sead the following Proceedings of the Board of Revenue, dated S0th November 1560,
No. 5,000

(e following letter florn 3. l. MINCIHIN, Eey., Acting Collector of Kurnool, to J. D, STM,

., Secrotary to the Bod of Revenue, Fort Saiut George, dated 0tk November
No. 170,
S,

1. Wit refuruee o the Proonalings of the Bosrd of Revenue, dated 29th August last,
lar No. 2,614 of the Slst May 1860,
regnling edjustmont of cortain ad pplying troops with bandice and boats, &c.,
T have the honot to uform you that having eallod upon the sevoral Oficers Commanding the
soveral Corps for the certificata slivded to in the above Circolar, they deciine granting them on
Ui grounds of the length of time clapsed, and of their not possessing the necemary information.

2. Ubeg, thorefors, that as thy expenditure took place in 1857 and 1858, nearly three
years previous to the Circular Order of the 31st Msy 1850, and th amount has been wnadjusted
for such o lengtlh of time, tho sanction of Governwent may be obtained for the amount specified
i my ledtor of the Gih Augort last, No, 197, vin, Rupees 560-14-4, to enablema to make the
sl S nd]u-unvnll

s penditure oceursed in the time of tho sgeney, and the fact that it wis not adjusted
was ouly l..uqm 1o 1y fotice ot the time of my writiag my previous letter.

1. Sehumitted for the orders of Government.

2. Uwndor the cireumstanoss stated by the Acting Colleotor of Kunool, the Board recoumend
thad the xperme {sauered s Gerylng trovpe serom the Tuwbaddraand Kistan rivers in 1857
snd 1858, and in paying bat bandymen, &e., emplayed ou thess occasions, be winctioned
by Government to eaable the Anh‘. Callector to edjust the charge in the public accounts. The
smount requiring sanedon is Rupees 560-14-4, and the spplication to Uovernment has been
sundered necossary by the rofusal of the Officers Communding the troops fn question to furnish
the certificates required by Cireular Order S1st May 1850, No. £614.

(A true Copy wnd Ftraet.)
(Sigued) W. HUDLESTON, doting Secretary.

Ouorn Tirweox, 16th Deeember 1800, No. 2,410

Banction fe gronied for the sam of Topees (300-14-4) e hundred uad slxty.aiz, Aunas
fourteen, and Pice four beirg adjusted in the Collector's accounts. Al unadjusted charges of &
similar nature should be traced at once and reported for sanation.

. (A true Extmet,)
(Signed) 3, D. SDI,
Acting Seeretary to Government.

Yo the Noard of Revenve,
Military Department.
Acconntant General,
W Civil Anditor.

v

Revesun Derarrsmyr.
FROCEEDINGS OF TIE MADRAS GOVERNMEN'
Hend the following Proceedings of the Board of Revenue, dated S0tk November 1500,

i, Acting Callector of Kurnool, to J. D. SIM,

Tead the following letter from J. 1. MINCIHIN,
‘ort Suiut George, dated dih Novewber 1500,

Esq. Secrotary to the Domd of Revenu
o 118,

1. \\'hh ey la i Bl of Oo Dowrd of Temus, dated 29th August last,
No. 0,045, drawing my sttontion to the Boarl’s Circalar No. 2,614 of the Slat May 1860,
sognnding sdjustment of cortain advances ....4. o lu'plm troaps with bandics snd hoats, &
1 have the honor to Jform you that ha tha veveral Officers Commanding
soveral Corps for the certificato sliuded t bova. Circala, they decline granting thew on
thu grounds of the lengih of time elaped, and of their wot posesing the necomary informa tion.

2. Lbeg, therefors, that te the expenditure took place in 1837 and 1838, nearly threo
gons previgus to the Cireular Ordar of the H1st Mey 1890, and the smount lias been wnadjusted
the sauction of Governwnt may be obtained for the amount specified
loma to make the

af h
fnwy, leter o the 0t Auguse Iast, No. 127, vis,, Rupees 500-14-, to ens
esimier o wdjustments.
expenditure oceurred in the time of the agency, and the fact that it was not adjusted
was only l.m..m to my fotice st the time of my writing my previous lottor.
1. Subwitted for the orders of Government.

Undoe the stated by the Acting Kunool, thio Board recommend
that tlo expenses fncurred in forrying troops across the Tumbaddraond Kistoa rivers in 1857
and 1858, and I paying batta to bandymen, &c., employed ou theeo oocasions, be sanctioned
by Gorerumant la saable the Actiug Coliector to &djust the chargo in the public accounts. The
wmount requiring sanetion i 0014 end (e sppiiation (o Gorerninent bus e

neosesary by tho refin 0 Officers Commanding 1he troops in question to furnish
the ceriificates requived by Cireular Order 31 Muy 1860, No. o,
(A trve Copy sud Fixtract.)

(Sigued) W. HUDLESTON, deting Seerotarsy.




STEP 5 — SEARCHING AND RETRIEVING
OUTPUT

o Systematically tagging and storing all the documents scanned
o Documents are filed and managed for immediate retrieval.




SOME OF OUR PROJECTS

DOCUMENT PREPARATION

SCANNING 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
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LOGIN SCREEN

/‘ [ Login Page X \7

&« C \D 218.248.45.162/DMSCrystal/Default.aspx

Username

Documents Digitization & Management
System

Password

Login

Forgot Password

DMS Developed by CRYSTAL INFO SYSTEMS AND SERVICES PVT LTD. Copyright © 2015, All rights reserved.




SEARCH SCREEN

/ D Google Search x \ ﬂ — X
€ - C []218.248.45.162/DMSCrystal/Googlesearch.aspx wH =

ﬁ Documents Digitization & Management System
Application Administrator Meta Data Capture Documents Search Engine Logout

Search Documents

Zone m Head Office M ‘ “Department m Engineering M ‘ “Divis'\on Name m TVCC M ‘

BANK CHALLANS * And v

Edit / Modify I { View J \ Print ‘ \ Send Email I I Export Excel “ Delete ‘

Opening Date Closing Date Number of Number of No File Important
(DD-MM- (DD-MM- Notes Sheet with Book Type of Files
YYYY) Sheets Documents Marks

Department File No. Beneficiary/Company/Contrator Subject Category

B file name Zone Name - of the File




DOCUMENT VIEW

[ Google Search X

C  |]218.248.45.162/DMSCrystal/ViewPDF.aspx?File=PDF/Vijay-b2c93.pdf&empCode=SINo.&empName=Description&toolbar=08izoom=608search=-1

[") PDF Viewer X

|

Viewer

’SINo.“Description |

[1

[BANK CHALLANS 6]

LR TETTS o, R —

ature of the Dep
sRaae

(This is a system generated challan generated on 15/07/2014 20:09, the particulars shown in this challan are populated from the Electronics Challan Retum (ECR) uploaded by the establishment for the
soecified month and year. Remittance can be made through a local Cheque/DD in any designated branch of SB)

Bank Copy

Emplovees' State Insurance Corporation
State Bank of India

. Depositors Copy

Employees' State Insurance. Corporation
State Bank of India

(CHALLAN CAN BE
|SUBMITTED AT ANY SBI
[BRANCH)

USE CBS SCREEN NO. 8888
Fee Type 56

(CHALLAN CAN BE
SUBMITTED AT ANY SBI
BRANCH)

USE €8S SCREEN NO. 8888
Fee Type 5L

Izhallan No. (Registration I?/;Ref. No. in SBI CBS) : 05314116462669

]

| |Challan No. (Registration ID/Ref. No. in SBI CBS) : 05314116462669 J

161712014

Parly code : 53000245280001001 Challan Date :

Neme of .. St Munllakskimamma,
Factory/Estt./Party :
Address: Sai.Rajarajashwari Enterprises,

No.24/5,Sri Rama Mandir Street,

53000245280001001

Smt.Munllakshmamma,

Party code : 15/7/12014

Neme of
Factory/Estt./Party :

Addrass:

Challan Date :

Sai.Rajarajashwari Enterprises,
No.24/5,Sri Rama Mandir Street,

Basavangudi,. Basavangudl
Mobile No: - Mobile No: =
Mode of Payment Cheque Mode of Payment Cheque
Cheque/DD/Ref. No. :* 283 Dated : 15/7//2014 Cheque/DD/Ref. No. : 283 Dated: 1572014
Drawn on (Neme of the Bank) : SYNDICATE BANKN R CQLONY, Drawn on (Name of the Bank) : SYNDICATE BANK,N R COLONY, BANGALORE
BANGALORE —

Remitance Detalls Remittance Details
Total 20814 Type Amount Periods
Total (in words)* Rupees Twenty Thousand Eight Hundred Fourteen Only Contribition 20814 Feb2014
Denomi (1000 ‘ :

500 X .Total 20814 /_‘

o it
100X | Total (In words) - Rupees Tw_ené&'W@f‘en Only
50X BNt i P R ) e

>




DOCUMENT STATISTICS:

el

Documents Digitization & Management System

Application Adminivtrator Meta Data Capture Documents Search Engine Reports

Logout]

Nl v |
Showy Dawnload

.00  cowmentsstusie 000000000 |
—_——————————+~
[fone || Head Office 'l pepartment | Engineering Civision Name || OFC A

Zone Department | D

on | DocumentCount | PageCount

Head office Engineering oOFc 300 11551




EVENT LOG

D Event Log Report

X

C | 218.248.45.162/DMSCrystal/RepEventLog.aspx w R =
ﬁ Documents Digitization & Management System
Logout

Application Administrator Meta Data Capture Documents Search Engine

Event Log Report X

‘User Name

| d

[tart Date]| 01/01/2016

[fnd Date [31/03/2016 \

‘ Show

‘ ‘ Download ‘

| Close |

DateTime
30/03/2016 3:48:39 PM
30/03/2016 3:39:52 PM
30/03/2016 3:21:11 PM
30/03/2016 3:20:59 PM
30/03/2016 3:20:52 PM
30/03/2016 3:20:31 PM
30/03/2016 3:19:42 PM
30/03/2016 10:36:56 AM
30/03/2016 10:36:15 AM
30/03/2016 10:35:44 AM
30/03/2016 10:34:18 AM
30/03/2016 10:34:15 AM
30/03/2016 10:34:11 AM
30/03/2016 10:32:44 AM

"t | cion | PR Docmenie g et |

Vijay

Vijay
eerajajinagarwest
eerajajinagarwest
eerajajinagarwest
eerajajinagarwest
eerajajinagarwest
jdtpnorth
jdtpnorth
jdtpnorth
jdtpnorth
jdtpnorth
jdtpnorth
jdtpnorth

Insert
Logged in
View
Search
Search
Search
Logged in
Logged out
View
Search
View
Search
Search

Logged in

Folder Details HO-JDS-DEMO
Login Page

Document Retrieval

Metadata Search BR-763-13-14
Metadata Search BR-763-13-14
Metadata Search BR-763-13-14
Login Page

Master Page

Document Retrieval
Metadata Search LP-1341-77-78

Document Retrieval

Metadata Search LP-7735-77-78
Metadata Search LP-7735-77-78
Login Page




BARCODE GENERATION

e — s

SEARCH GENERATE BARCODE BARCODE PRINT

Year Katha Mumber Work Name Owner Name Row Number ~ Rack Number Bundle Number  RR Number ]

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.




THANK YOU




