Electronic Employee Files




Benefits

* Mobile File Cabinet
*Receipt of Documents
 Easily Transferable

* Auto Sequential Order
e Easy Lookup

* Space Saver



Mobile File Cabinet

The Mobile File Cabinet was derived from
Detroit Reservation electronic filing system
which started in 2007. The electronic filing
system began out of the necessity of space
and accessibility. The system began by
electronically copying each employee’s file and
saving into a file folder on the computer with a
backup on an external hard drive. Once all the
old files had been completely electronically
filed, when new documents came in they were
inserted in the new system.




Equipment Requirements

Computer External Hard Drive

Printer/Scanner



Receipt of Documents

Mailed/Hand Delivered Documents Emailed Documents
* Once received scan document * Once received download and save
and save on computer into on computer into employee file.
employee file. * Once saved on computer save on
external hard drive into employee
* Once saved on computer save file.

on external hard drive into e If document is as an email vs

employee file. PDF/download you will need to
print, scan, save on computer in
employee file then save on external
drive into employee file.



Easily Transferable

Email Google Drive Sharing

 Compose email then attach * Compose email then attach
documents from either your documents from your Google
computer or your external hard Drive and send.

drive. Be aware that based on
the size of the document it may
be too large to email, then you
will follow the Google Drive
steps.



Auto Sequential Order

Sequential access
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Random access
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When entering documents, enter year-month-date followed by document
description so when you save the documents they will be in date sequential
order so that documents are easy to find.
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Easy Look Up

* In the event that you may have forgotten the date and/or the
employee with this system you can easily search by similar name or

description.
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2017-02-21 DVW Accountability KARRIE KRUEGER
Size: 13.2KB

E\EMPLOYEE FILES\KRUEGER, KARRIE

2017-06-21 DVW Scorecard Dependability RONEISHA ROSE II
Size: 13.3KB

E\EMPLOYEE FILES\ROSE, RONEISHA

2017-06-21 DVW ACCOUNTABILITY RONEISHA ROSE |
Size: 13.6 KB
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2017-06-20 DVW Attendance Michelle Ibrahim
Size: 12.9KB
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2017-06-20 DVW Dependability Ibrahim. Michelle 06.20.17
Size: 30.7KB
Authors: Dean, Christina
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Space Saver

* This process is not only convenient but also a space saver especially
for those that do not have a place to house such paper documents.
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