INTRODUCTION TO
DOCUMENT IMAGING

Capture the

page and eliminate

the paper.

Document imaging is at work in
all sorts of busy places.
*Real estate offices
*Doctors’ offices

*Dentists’ offices

*Legal firms

*Charities

*Municipal and town offices
*Financial advisors

*Sales and services offices
*Branch office operations
*Auto dealerships
*Community banks

*Credit unions

*County Clerks

—any place there's paper that needs

to be read, filed, and available for
later reference.

Now almost any office can run more smoothly
with document imaging.

First: Capture the information with document imaging. As you feed pages
into a scanner, they are converted to electronic images of the paper documents.
These images become digital files on your computer.

Second: Start managing images instead of shuffling papers. Suddenly, virtual
paperwork can flow electronically, using familiar software tools. You can file
documents online. Just imagine being able to search any document by name,
date, or text string! Seconds later the document you need is open on your computer
screen. Without the nuisance and wasted space of paper files, you can operate
faster and at lower cost with greater security and improved service levels.

Next: Look at all the ways document imaging can help you. Just see if you

recognize how any of the following benefits of document imaging can remedy

typical situations you might experience in your office:

» Save space and expenses. It's time to buy more filing cabinets—again—or
be overwhelmed by a landslide of file folders.

* Improve security and control. Someone has ever lost, mislaid,—or even
worse—misfiled a document or record.

» Eliminate out-of-file problems. You just wasted twenty minutes tracking
down the right file.

* Use your network instead of paper. Intra- and interoffice communications
keep you running to the copier and fax machine.

» Streamline your records management digitally. You're wondering how
to comply with new government paperwork regulations.

* Enable document sharing. \When two people need to refer to the same
document at the same time, one of them loses.
Improve office productivity and job satisfaction. People are robotically
keystroking data from forms when they could be serving clients.

If any of the above opportunities for improvement sound familiar, your office

is a prime candidate for the benefits of document imaging.



The more types of documents you scan,

the more benefits you can expect from
document imaging.

For example:

* HR records

* Incoming orders

* Patient charts

* Shipping waybills

* Purchase orders, invoices,
and proofs of delivery

* Enrollment forms

* Mortgage and loan files

* Insurance policies and claims

* Accident and appraisal photos

* Executive correspondence

* Client contact records

* Discovery documents

* Tax records

Keeping up with compliance.

In today's regulated and litigious
business environment, document
imaging can help reduce your exposure
by mitigating some of the risks
associated with paper. Listed below
are recent laws affecting records
management and where to learn more
about how they might affect you.

Check 21
www.consumersunion.org/finance/
ckclear1002.htm

Bank Secrecy Act
www.fincen.gov/reg_main.html

Sarbanes-Oxley Act
www.sarbanes-oxley.com

Federal Rule of Litigation Discovery Act
www.krollontrack.com/LegalResources

HIPAA
www.hipaa.com

Welcome to a better way to deal with paperwork.

Document imaging is to paper what email is to letters—a faster, more
efficient way of doing business.

Like it or not, there's no doubt that email has accelerated text-based
communications. The benefits of email are possible because it replaces a
physical information process (paper/envelope/stamp/delivery or print/fax/
pickup) with an electronic process. Actual delivery takes place in Internet time.

Email is good for many things, but we still use lots of paper documents—more
every year, according to industry studies. Keep in mind that the true value of a
piece of paper is its content—including text, annotations, and signatures.
Document imaging grabs all of that information and turns it into bits and

bytes. Stored on a hard drive or CD, the content is accessible to authorized
users virtually anywhere in a digital heartbeat. A given document can be printed
and mailed, faxed, or even emailed as an attachment or a link.

Your on-ramps to imaging are paved and ready to go.

Document imaging is not a new idea. Back in the 1990s, paper-intensive
companies in insurance, healthcare, and investment management were

among the first to get on board. By taking control of the hundreds of thousands
of incoming documents received daily, they got a rapid payback of their
million-dollar-plus systems. If document imaging proved its worth in these
highly accountable industries, you can be confident it's a safe bet for you.

What's new about document imaging today is scale. With continuing
innovation and the falling price of technology, implementing a solution doesn't
take a million dollars. Even small offices can afford to implement document
imaging. You probably have most of the essential hardware components,
including computers and a network, in place and paid for already. Chances

are all you need is a properly sized document scanner and the right software
to take advantage of document imaging.

Streamline the ways you do business.

Digital document imaging can help you tame your paper tigers in many ways.
* By reducing the amount of paper you deal with.

* By eliminating the transport of physical documents within and between
offices.

* By making it easy to backup and archive records.

* By consolidating access for multiple workers.

* By enabling the uploading of documents to a central repository.

* By lessening the time to distribute incoming documents.

* By providing password-controlled access to sensitive or private information.

Steps in the right direction: follow the document imaging chain.

As you plan, keep in mind all of the aspects of imaging. For the strongest imaging solution, you'll want to make certain all are covered.

Capture

Scanners and scanning software that are
easy to use, productive, and provide the
highest-quality images

Manage

Software with the index keys that enable you
to access the information stored in your
electronic images



Document imaging converts paper into electronic pages.

With document imaging, you can separate the process of managing documents
from physically filing pages into file folders and file drawers. Instead, your
document database will create and maintain the relationships between
disparate documents that enter your system over time. The software keeps
track of where all of the documents are kept, building virtual folders according
to your indexing scheme.

When you need to review the Sarah Jones case file, for example, your system
will locate and return a list of all of the documents associated with Sarah Jones.
They could be bills, correspondence, copies of checks, explanations of benefits,
and doctors’ reports, among other documents. If there was just one document
you wanted to check, you could identify it by date, account number, dollar
amount, or name. Or you could request a virtual file folder to be delivered to
your desktop. Either way, the imaging system can do in seconds what once took
you minutes or hours.

Archive
Storage strategies for the short, medium,

and long term that mitigate risk while making
the best use of technology

Look at the tasks you can accomplish
easier and faster when you switch to
document imaging.

Manage your records

You can operate with virtual file folders,
able to refer to a given document within
moments.

* Improve customer service

* Maintain security and privacy

Perform data entry

Intelligent character recognition and

OCR software can automatically transfer

information from forms to your database.

* Eliminate “"busy work”

* Accelerate process of incoming
applications and orders

Deliver incoming mail

Route documents to desktop in-baskets

as desired.

* Protect against lost or strayed paper
documents

* Give mobile or out-of-office workers
access to their mail

Automate your workflow

An intelligent software system can route

incoming transaction-related documents

to the people who need to act on them.

* Boost efficiencies

* Shorten cycle time for reviews,
approvals, and collections

Deliver

Retrieval and distribution to desktops,
fax modems, printers, and remotely over
networks as required



Simplify your daily to-do list by adding
document imaging to your plans today.

Whether you're an owner, office manager, or IT service provider, it's easy to
see how working with digital documents can be much more efficient than
plowing through paper. To be effective, your document imaging solution should
be integrated with the other computer systems in the office. Your value-added
reseller or systems integrator can help you select the scanner and software
combination that matches your needs. You may be pleasantly surprised to find
a solution that's specific to your industry or office workflow.

Every office could use a little help
from Kodak.

With the introduction of Kodak's

new 1300 Series Scanners, small- and
medium-sized offices can experience
hassle-free scanning with great

image quality.

Featuring:

* Perfect Page to make anybody a
scanning expert

* Smart touch feature allows you to
easily scan to file, email, publishing
or other desktop applications with
just one click

» Kodak Service & Support keeps you
up and running

As an ENERGY STAR' Partner,
Eastman Kodak Company has
determined that these products
meet ENERGY STAR' guidelines
for energy efficiency.
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For more information, call your Authorized
Reseller of Kodak Document Imaging Products or
log onto Kodak.com/go/docimaging.
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