
How we prepare, scan, 
verify, and store our 

content 



Metadata 
•Preparation of Metadata 

Content 
•Preparation of Content 

Scanning 
•Scanning of Content 

Verification 
•Verification of Content 

Project 
Completion 

•Verification of Completed Project 





Acquire 
Paper 

• Acquire boxes of paper documents (folders) from GC departments 

Generate 
Metadata 

• Input appropriate metadata for documents into Records Management 
software (Versatile) 

Label Boxes 
• Affix barcode labels from Records Management software to boxes 

Export 
Metadata 

• Export metadata from Records Management software 

Sanitize 
Metadata 

• Sanitize metadata by removing any unwanted information, if 
necessary 

Import 
Metadata 

• Import metadata into verification spreadsheet (Microsoft Excel) 

Print 
Coversheets 

• Print coversheets for each document (via Microsoft Word linked to 
Excel) 





Log Start Date 

• Record box scanning start date and employee name in log book 

Discard Metal 
Objects 

• Remove all paper clips, staples, pins, etc. from the content 

Handle 
Atypical Paper 

• Reposition nonstandard sized paper within the stack to facilitate 
feeding into scanner (dependent on scanner model and paper size) 

Expose All 
Content 

• Separate content that may conceal useful information on the page it 
is attached to (e.g. large photographs taped to an application) 

Insert 
Coversheets 

• Insert the correct coversheet at beginning of each document 





Scan 
Document 

•Ensure all pages are scanned 

Validate 
Scan 

•Delete blank pages, rescan misfeeds, and rotate pages, if 
necessary 

Process 
Scan 

•Convert scan to PDF and TIF formats, and move to 
appropriate destination (automated by scanning software) 

Fix Process 
Errors 

• If necessary, correct index errors, remedy faulty network 
connections, and delete previously processed duplicate files 

Validate 
Box 

•Ensure all documents within the active box have successfully 
processed 

Log End 
Date 

•Record box scanning end date in log book 





Verify Box 

•Verify that all documents within a box have 
successfully processed 

Verify 
Metadata 

•Metadata is consistent between Records Management 
Software, Excel, coversheets, filenames, and SharePoint 
(if used) 

Verify PDFs 

•PDF files are in the proper destination(s) 

Verify TIFs 

•TIF files are in the proper destination(s) 





Verify Completed 
Project 

•Once whole project is 
complete, verify that all 
documents, boxes, PDFs 
and TIFs are accounted for 
and appropriately located. 
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