Document Imaging Request Process

The steps identified below will guide you through the process of successfully submitting personnel records to People First Records Management for imaging. This document will also detail the steps required to complete the Document Imaging Request Cover Sheet. This cover sheet is critical to the success of the People First Records Management Team. Here’s why:

· This cover sheet details exactly how many documents were faxed, mailed or hand delivered for each employee submitted.

· This cover sheet allows People First Records Management to accurately track EVERY document that we receive and ensure that it gets imaged to the employee’s electronic personnel file in a timely manner.

The coversheet can be located at the following URL:

http://dms.myflorida.com/dms/workforce/people_first_initiative/manual_timesheets_and_other_forms_information
The following table lists and details each step in the process of completing the coversheet correctly. 
	Step
	Instructions

	1
	Complete all fields in the top portion of the coversheet as follows:

Date Field – Write in the date the documents are submitted to People First Records Management for imaging.

Total # of Pages Field – List the total number of pages being submitted, excluding the cover sheet. If the number of employees being submitted exceeds the number of available spaces on the cover sheet, a second cover sheet must be used.

Agency Field – List the State agency submitting the documents to People First Records Management for imaging.

Sender’s Name Field - Provide the name of the person submitting the documents.

Sender’s PF ID Field - Provide the People First Employee ID of the person submitting the documents.  This information will be used in order to open a Service Request Case for tracking purposes.

Sender’s Phone # Field - Provide a contact number that we can use if an issue arises with the documents submitted.

Sender’s Email Field - Provide an email address that we can use to send a confirmation email once the documents are imaged.

	2
	If the documents are being mailed or hand delivered, please answer all questions on the middle portion of the coversheet:

Are documents Originals or Copies?

If copies, then should People First shred documents or Return documents to agency?

If People First shreds documents, then do the empty folders need to be returned?

If yes, then mail / return to?

	3
	Prepare the batches of employee personnel documents for submitting. The following guidelines must be followed to ensure that People First Records Management can accurately track and process the employee personnel files.

· Identify that the documents being submitted are included in the list of document types that should be imaged by People First Records Management.

· Ensure that all staples, paper clips, etc. are removed from documents.

· Ensure that all documents are sized to 8.5” x 11” paper. Ex: In the case of a driver’s license, a copy should be made on the copy machine before it can be submitted.

· If mailing or hand delivering the documents, then we request that you submit a copy of the original document for imaging.

· Ensure that all documents for an individual employee are submitted together. If the employee documents are mixed together, we will be unable to accurately track what documents are being submitted for which employee. In some cases, the documents may not have an identifier (like a social or EE ID) and having same employee documents submitted together will help tremendously.

· Ensure that only employee documents listed on the cover sheet are included with that cover sheet. If we receive documents for an employee not listed on the cover sheet, we cannot guarantee accurate processing of that document.

	4
	Employee Name Field – Write the name of the employee(s) included with the cover sheet. 

Employee ID Field– Write the Employee ID of the employee(s) included with the cover sheet.

Page Count Field – Write in the total number of pages for each individual employee separately. The total from this column should equal the total number of pages from the field at the top of the cover sheet.

Sealed Docs Field – Place a check in this box if this employee has any sealed documents that need to be imaged.

Requestor Name Field – Write in the name of the person who is requesting that the sealed documents be imaged.

	5
	Once employee documents are prepped and batched, and the cover sheet is completely filled out, submit the entire batch (including cover sheet) to the following:

Option 1 (preferred option)

Fax documents to our secure internal Rightfax document retrieval system at (904) 828-6093.

Option 2

Mail documents to one of our People First locations below:

People First Service Center
ATTN: Records Management

8000 Baymeadows Way, Room 1-3-425

Jacksonville, FL 32256
People First Service Center

ATTN: Records Management

3800 Esplanade Way, Suite 200

Tallahassee, FL 32311

Option 3

Contact the HR Admin Service Center at (866) 663-4735 to schedule a date and time to hand deliver documents to one of our People First locations below:

People First Service Center

ATTN: Records Management

8000 Baymeadows Way, Room 1-3-425

Jacksonville, FL 32256
People First Service Center

ATTN: Records Management

3800 Esplanade Way, Suite 200

Tallahassee, FL 32311

	6
	The fields below are for People First Records Management staff only to complete as documents are received and processed.

Documents Received in Service Center Field – To be dated and initialed by People First Records Management employee when verified that all documents have successfully been received.

Documents Prepped for Imaging Field – To be dated and initialed by People First Records Management employee when documents are prepped and ready for scanning.

Documents Scanned Field - To be dated and initialed by People First Records Management employee when documents are returned from scanner and viewable in the imaging system.


The appropriate use of this process will ensure that the People First Records Management Team is able to successfully perform their duties as specified by the People First contract. If you have any questions on how to complete this process please contact the HR Admin Service Center at (866) 663-4735.
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