
A rudimentary Module of DMS was locally developed for 
the purpose of scanning and digitization which has been 
integrated with CMIS and the scanned/digitized court 
records is  being stored in the same.
•The scanned record can be uploaded  on this module 
on the basis of nature of the case and number thereof & 
can be  searched by using the query module having 
three searching fields v.i.z. case number or party name 
or advocate name.
•SAN storage of 10 TB has also been purchased in the 
year, 2016 for the purpose of storage of scanned/ 
digitized record.

Annexure-D
Procedure being followed in Scanning/ digitization of Court Record

MODULE FOR DIGITIZATION/SCANNING
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Insert the documents to be 
scanned.

Click on the green button  
available on the top left 
corner.  
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Preview of scanned 
documents appear in the  
Kodak Capture Software.
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Work Flow of Scanning Work
Open Kodak Capture Software is being used with following work flow:
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Uploading of Scanned Documents in Digitization     
Module (DMS)

•When the document is scanned it can be uploaded on 
Digitization module by feeding the type of the case, number and 
year of the case.
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Uploading of Scanned Documents in Digitization       
Module (DMS)                  (contd.)

•Thereafter, the case details shall appear as shown in the screen
shot.
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•After that the name of the document is selected from the drop 
down list available in the field namely ‘‘Document NameDocument Name’’, as 
shown in the screen shot. The documents are selected in the 
order, the same are to be uploaded. The list of documents 
available can be customized by the Admin. User.   

Uploading of Scanned Documents in Digitization       
Module (DMS)                  (contd.)
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Uploading of Scanned Documents in Digitization       
Module (DMS)                  (contd.)

•As a next step by using browse button, when the relevant 
scanned documents are selected and submitted, then this 
window will appear.



Search of Uploaded Scanned Document in the 
Digitization Module
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•The uploaded scanned document in the Digitization Module can 
be searched by using the Query link available in such module as 
shown in the below mentioned screen shot by using any of the 
three searching fields – Case Number or Party Name or Advocate Case Number or Party Name or Advocate 

Name.Name.
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Search of Uploaded Scanned Document in the    
Digitization Module (contd.)

•When any of the search field is resorted to, the details of the 
case appear as shown below & to view the scanned document, 
the button ‘‘Scanned DocumentScanned Document’’ is to be clicked:
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Search of Uploaded Scanned Document in the    
Digitization Module (contd.)

•The list of the scanned documents appears as shown in the 
screen shot and any of the document can be viewed by clicking 
the same out of the list.
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A Screenshot of the Document as Visible in 
the Digitization Module

•The entire selected document can be viewed by scrolling 
down and a print out thereof can be taken like a print out 
of normal document.


