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File Management (Interim EDMS Solution):

While CNRH is pursuing the NMCI selected Document Management System (TRIM), an interim document management solution has been developed until TRIM is implemented.  The Solution follows the SSIC filing premise, but in an electronic format using common file servers.  Imagine if you will, your paper files transposed into an electronic file cabinet vice a physical file cabinet.  The organization of your files remains the same; only you are retrieving an electronic file now instead of a paper file.  File naming conventions are decided at the departmental level.  We recommend you follow the same naming procedures used for filing current documents.
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Success Stories:

CNRH Human Resources Office (HRO) has scanned in approximately 41,000 documents from January 2002 – July 2002.  HRO has reduced their storage capacity by 400 linear inches, eliminating the need for approximately four large file cabinets.  

CNRH Administration Office routinely uses the scanners to send out electronic notices that used to be manually routed from person to person.  
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CNRH HRO keeps electronic duplicates of their original timesheets instead of hardcopies, which they are required to retain for one calendar year.


CNRH Regional Business Office Staff

CNRH Chief Knowledge Officer

Capt. Diann Karin Lynn

dklynn@hawaii.navy.mil

808-473-2162
CNRH Information Manager

David M. Anderson
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andersdm@hawaii.navy.mil

808-473-3591
Solution Facilitator Initiative P.O.C.S.

Jason Apelquist

jason.apelquist@us.pwcglobal.com

808-391-0710

Ron Barry

ron.barry@us.pwcglobal.com
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808-783-3807

Overview:
In the age of ‘paperless offices’ the proliferation of paper is greater than ever before.  In order to manage the burgeoning amount of paper, CNRH has taken steps to move closer towards operating in an electronic environment.  Their efforts resulted in five high-speed scanners, an interim EDMS and roadmap to procuring a full-fledged EDMS in order to reduce the consumption and use of paper in the CNRH.

Candidate for Scanners

Any group looking to

· Reduce or eliminate paper documents stored on-site or off-site, which costs money to maintain.

· Increase document sharing capabilities - sharing and tracking documents faster and more effectively over email, internet, or fax.

· Increase available workspace area (and decrease footprint), by reducing file storage cabinets.

· Safeguard valuable documents from fire, water and age damage.

· Transform into a paperless office in order to increase efficiency and effectiveness
Hardware (RITSC & FITSC Approved)

Canon Image Runner Copier (GP-200, IR 300/400)

· Scanner SCSI Adapter Card installed in the copier

· SCSI Cable

· Active SCSI-2 terminator

PC Monitor, keyboard and mouse (ScanStation)

· PC with standard RITSC configuration

· Install close enough to copier for SCSI cable connection to copier

· Network connectivity

IKON is the hardware and software vendor

Software (RITSC & FITSC Approved)

For ScanStation 

· ISIS Driver for Canon scanner (IKON)

· ISIS Driver License Setup (IKON)

· Ecopy ShareScan 2000 V4.3 software (IKON)

· Ecopy ShareScan Administrator 2000 V4.3 software (IKON)

For User’s Computers

· Ecopy MailRoon 2000 v5.3 software (IKON)

Considerations:

· Will this be valuable for your organization? 
· What will your naming conventions be?

· Where will you store your documents?

· How will you change your culture?

· Will you have executive level support?

· How many scanners will you need?

· Who will do the scanning for you?
Using the ShareScan Software:
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When scanning, select one of two options: Scan and Mail (emails your scanned job) or Scan to Desktop (retrieve scanned job with eCopy software program)
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Upon completing Scan to Desktop, select the individual/s inbox to send your scanned job.
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Upon completing Scan and Mail, a new Outlook message will launch with your scanned job attached.  Select an email address from the global listing.  The 

Using the eCopy Software:
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eCopy is used to retrieve your scanned jobs.  This is an example of a typical eCopy inbox.
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You can rearrange, reorient or delete your scanned job.  eCopy also allows you to highlight sections of your scanned job, move and create in a new eCopy document.
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With the “Markups” tool, you can block out sections, highlight, type annotations, add lines, add a signature, or complete a form with the text feature.
� EMBED Word.Picture.8  ���





Electronic Document Management System (EDMS) 
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