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User Guide:  Scanning Records for Electronic Storage

Scope:  This procedure provides guidelines on the scanning of records when those records are intended to be stored electronically as a Quality Record.
Procedure:

Any person that has been directed to scan completed documented information shall ensure the effective transition from hardcopy to electronic media.  The scanned file shall be reviewed, verified, and corrected when defects in scanning are detected.  Indexing method and storage location for the electronic file, shall be verified as correct per requirements of Document Index (CS002), including accuracy of the information used for filename creation. 
The person conducting the scanning shall ensure the following protocols are completed for each and every document that is scanned:

1. before scanning, remove all staples from the documents

2. ensure all required information has been completed correctly and is legible

3. when scanning routers, ensure that all paperwork (e.g. TA081 forms) are specific to the job on the router

4. before scanning, remove any attached notes (e.g. Post-It notes), or other objects that may cover up information.  If the attached information is relevant, or is needed for the record of product conformity, then return the document to the person who wrote the attached note and have that person (or authorized delegate) transfer the information onto the document before scanning,

5. before scanning, confirm if any two-sided documents are identified and ensure proper transfer to electronic medium,

6. during scanning ensure that each page is properly loaded into the scanner and that no pages are missed or misaligned causing some of the document to be cut off
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