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Procedures for Scan of Existing Medical Records in Paper Form for Security





Notes:  Automated scanned image numbering may not coincide with sequence of the page creation, especially for notes smaller than full page size, or those on a two-sided document unless the scanner automatically scans both sides in sequence.  Normal processing of active files will result in better sequencing of later pages.  Notes can cause feeder problems, so should first be removed from the mass papers and copied, either singly or in groups on a single page, to allow automatic feeder usage, then discard the original notes keeping only the copies.  Also, remove all staples/clips and fan the documents to assure pages do not stick together.  IDEA MAN suggests using doQuments Enterprise version available from ITAZ.com, though there may be similar products available.  Key features from ITAZ include automated document naming and storage, security coding, auto-document feeding if your scanner is capable, and flexibility for design and search of document storage database, plus ease of backup including off-site storage, as well as co-storage/retrieval of various native-form documents/files.  Also advised is the use of a network and removable drive and/or CDR/RW or similar removable media storage for both data and software programs used, which can be located off-site to allow recovery in the event of damage to main storage on that network.  The simplest database should contain a password protected access with primary field(s) for patient names, and may wish to sub-classify individual records by Admin and Clinical, where admin includes billing and problems/medications listings which change frequently, while clinical notes are only likely to be appended in use.  Best is Normal JPG file for scanned images, allowing single-page images/small files.  Backup to multiple storage drives at least daily, and remove one copy to another physical location each day.  IDEA MAN can help you error-proof this process as well.





Separate pages to scan as appropriate for your needs per above, then sub-separate the most recent clinical pages to be scanned last.  That will assure easiest find of the most important pages should something happen soon.  If you use two-sided pages you will typically have to scan a batch of pages up to the limit of the feeder, then scan their second side as appropriate, which is how they will be in a different order.  You should also mark the scan date on each page, typically in the bottom right corner, so you will know when you look at a paper record if a page has been missed, and can correct it immediately.  ITAZ software allows you to view pages in “thumbnails” so you can look for visual cues without having to look at every page.  Note that no automated page naming scheme will be able to assign a meaningful identifier for an individual page, but the automation will save you from the tedium of having to manually edit each page, or file, name.  ITAZ allows this, however, if you wish.





Most important is that in setting up your database(s) you locate the database definitions and storage where they can be most efficiently backed-up, along with other data you will similarly want to protect.  On Windows computers, this is usually as a sub-directory to the \My Documents\ directory, so all your changed documents can be automatically handled with a simple XCOPY batch program, without wasting either time nor network resources. Each computer should write to another computer’s drive(s) using the XCOPY batch file from IDEA MAN run daily with the scheduler program, ideally while the removable storage media would be accessible, say at lunchtime.  That assures backups even if the operators forget.  But you should also make more permanent backups, especially for archival purposes, to CDROM type media, and store equal copies in at least two different physical locations.





Mass processing has an inherent risk; missing critical pages.  So it is important that you at least audit some of the records after scanning to assure the numbers of pages included in each is correct.  If your scanner page feed is not reliable, it is worthless.  Similarly, a faster scan rate equates to a lower cost per page in operator time.  But the separating and stamping and other paper handling will consume a certain block of time, much of which can occur while the scans do things themselves, so you need not get carried away unless you have a massive, single-side only, no added handling required, records base.  In that case you may be best to rent superior scanners rather than purchase the multi-functional Print/Copy/Scan machines readily available on the market.  A word of advice on these, however; ink cartridges consume far more of the print cost than the basic machine ever will, so look for the most ink per buck, and readily available so you are not waiting for deliveries from China.





Lastly, it is best to be methodical in mass processing, so as to avoid overlooking of any records.  But it is not an absolute requirement, so long as you plan accordingly.  If you have limited resources to do a mass process, create a record checkoff system and require that any record actually handled must be fully scanned in before being re-shelved.  That will assure the active patients are scanned in first so your business can best continue in the event of tragedy, while minimizing disruption up front.  But do not delay too long, because the day after tragedy is too late to scan anything.  IDEA MAN can help.  Give us a call.
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