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- prevont misflles . -
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s the information age ma-

" { tures and as technology ad-
vances, one fact remains
"% | clear—apid access (o in-

‘formation (paper records,
magnetic media, microforms and op-.

‘ nmlmedm):sessennalforusemmak-

ing decisions and doing business, Stor-
ing, remcvmg, mnnagmg and even-

increasing amounts
of records and information that are cre-
ated and gathered are problems in most |
organizations. Collecting, creating,
storing, and retrieving data is often an
extremely space- and cimc-consuming

_ process.

Enter color coding and color-coded
filing systems. The human eye can usn-
allydxsungmsh over 11,000 color vari-
ations. Color plays comfortable and im-
portant roles for us each day as we rou-
tinely use color to identify, classify and
recognize objects around us.

Think what it would be like if we |,




couldn't usz color to help us find a car
in a large: parking lot, know when to

SIOp Or g0 at intersections, see what
electrical wires 1o connect; Jocate areas.
on a map, or find seats at a ballgame. {

An l;ica.'ll business application for the
use of color is the development of color-
coded filing. systems ' for business
records,

Color coding provides exdting po-
tental 10 improve existing filing sys-
tems and for new file-system develop-

ment. Color coding is the assignment

ofcolortoalcner, number or item
in order to make them more easily
identifiable.

In filing systems, the assignment of
color for each number 0 through 9, and
for each lener A through Z, aids in
filing and retrieval of all types of files.
The assignment of colers to letters,
numbers or other identifiers in a par-
ticular position on a file folder results
in the formation of 2 color-block pat-
tern. It is easy to see—when these par-
terns of color are broken—that a misfile
has occurred. -

Historically, color coding of filing
systems for paper records is roughly 30
years old. Its devel
the gradual transition from traditional
drawer filing cabinets to sheif filing that
began about that time. Color coding was
a natural development to accompany
sheif filing beciuse the ends of the fold-
ers were readily visible. ‘

At first, color coding was used pri-
marily for large numeric filiog systems.
With the development of eqmpmu':t to
automatically apply sensitive
labeis to the -dz:s of file folders at high
speeds came more manufacturers who
could feed blank folders through com-
puter-controiled, high-speed labelers.

.Alphabetic or numeric labels can now
. be applied in any sequence.

- By using the system of printing bar
codes or machine-rendable: charzeters
on labels in addition to the colors and
digits or lenters. folder-identifieation in-
formation is made machine-readable by
a hand-held wand from an appropriately
configwred computer, These develop-
ments now tnake it easier.than ever to

convert existing systems to color coding -

and to quickly and efficiently develop

pew qualiry filing systems.
Today, all types of filing—alpha-
betic, numeric, S, subject

business, industry government and
other organizarions strongly advocate,
and make extensive use of color coding.

Shelf files allow use of end-tab fold-
ers that can be easily color coded so

- that files can be accessed visually, al-

lowing them to be located prior to
hands-on manipuiation of cabinets or
folders. A well-planned, color-coded
filing system should make it possible

Colorcoding
provides exciling
pofential to
improve and
create filing
systems

S B
for users 1o be visually guided to within
two or three linear inches of the folders
they seek, and usually directly to the
specific folder itseif, through the use of
color coding. _ -
[=)Shelf files often allow storage of over
300% more files in the same floor space
than with drawer methods and often re.
duce filling time by 30% to 50%. Visual
access to records, faster filing and re-
trieval, extremely lower hardware costs,
easy adaptability to store records of all
media, and an increased attractiveness
are some of the reasons why sheif filing
are growing steadily in popu-
The human eye can read colors and

patterns of color much faster and from -

greater distances than it can read char-
acters and of characters. That's
lhereasonwhyuaﬂichghuatecoded
red, green and yellow.

When we color code the digits or a

-oumber of the letters of a name in a

filing system, we find that groups of
calors are fastet o read than groups of
ardinary letters and numbers. Files in
sequence create blocks of color, making
them exsier to scan.

Lﬂmmmnsanmlemab"w“’f:-

aranges, misfiles &re easily identified
or flagged for correction—virtually
eliminating .costly misfiles. Detecting
misfles is casy. All you need do is
match the colors. That’s important at a
time when the estimated cost of each
lost document in business filing systems

‘exceeds $100 each.

Infmmauonsvalnexsd;mcﬂypm-
to fts availability, Between 1%.
and 5% of all records in the average

systems i reduce the num-
ber of files and improve the

.availability and use of information.

Misfiles need no longer delay your busi-

ness and tie up professional and office

personnel in costly, time-consuming,
panic-ridden searches.

Creative use of color, such as year
bands applied to folders to specify the

{ last dates files were active, assist dra-
matically to facilitate file purging and

tracking Specificidentifiers (codzs)can
easily be developed and implemented
usmgcoloreodmg.

"A" color wrap at

thetopofapanent’sﬁleipadoctor's

office can identify that individual as an .
”.that is easily distin- -

“allergy patient,
i from the “H™ of a “heart pa-
tienr.” Yeazrs that files are to be re-
viewed and: records-retention periods
are but a few examples of specific iden-
tifiers that can be easily implemented
using colar eoding. -
Calor-coded filing systems are rela-
tively casy to cost justify. A cost-effec-
nveﬁlmg:yxmr.haxpmwds faster
and easier access to documents, ‘pre-
vents errors, occupies less space, is
more flexible and can have a direct imo-
pact on a company’s profitability.
Timed ‘tests (using work-sampling
techniques) can be completed to com-
pare the time required to retrieve a lim-
ited number of documents from non-
calor-coded systems with retrieval time
for the same number of documents from

color-coded systems. Berween 75% and (1




90% of each dollar spent in filing arcas
is for personnel salaries, and color cod-
ing can frequently save from 30% to
50% and more of funds now spent in
noncolor-coded files, That “peoplz cost
factor,” coupled with lower costs for
ﬂoorspaccandha:dmmnyicldsav-

ings that cat make a significant finan-

'ingleadstpmeasumbieinminpﬂ:

sonnclpmducuvny,wm:hlﬂnmazc}y
maksadﬁmcbm‘bmiontopmﬁls.'
. Readily available records and infor-

mn:ionis'uiﬁmmthesumofcvery-

business. Paper is here to stay (in quan-
§ty} andcolormdingofﬁllngsysm
is.proving to be an effective
to management of paper documents.

Coler coding of records, however, is
Dot restricted to paper records. Systems;
eqmgmcmlz:dsupplimmmﬂabqum
use i color coding magnetic tapes,
disks, diskentes, microfilm cartridges,
wicrofiche, optical disks and all media
of business records, "

: 'I'hepotcntialuseofcolorcodiugand

._sh:lfﬂlingshomdbcmnsidundwhen

‘mpmvcmcmofas’tomgeand'nu’icval. o

_System for any. records media is con-
sidered. It isn't possibie to [oad a mag-
netic ape {or any other computer me-
dia) into a computer system until the
tapc is located and retrieved. The ad-
vantages of color coding for these media
apply to virtually the same extent that
they do for paper document Systems.

- Color-coding principles and supplies
can be used with a range of filing equip-

ment. It can be implemented with tra-.

ditional pall-drawer files, lateral roll-
out cabinets, mechanicai files, lateral
suspension cabinets and mobile files.
ility is another adyantage of
color-coded flling systemns. These sys-

in ﬁhng requirements more essily and
quickly than most other systems. That
feature is especially important today
whea. changing technology and the
dynamics of business activities fre-
quently necessitate changes in filing
systems and procedures, T
The use of color in offices and work
areas brightens filing systems, provides
2 marale-boosting psychological bene-

' pow gvailable) can become the

fit, and results in file areas looking more
cap transform a dull and unattractive
file system n:eainuianappenlinganq

Couvemonstoshelfﬁhngandcolor

coding can often be a productive firsy

st=p to computerized tracking and con-
trol of files. Using color-coded folders
that are also bar coded, a hand-held
wand from an appropriately configured

iden:

 readable bar codes for computer iden-
 tification. In other wards, human-read-

ahle letters and numbers can be “read”
mmadmbmmﬂmngﬁ:dmng,

- Color=coded filing

systems provide

‘rapid visual access
fo records -

M SSSwwsers—
mation about every folder in the system,
' Looking to the futere, records-man.
amwﬁm(mwpaﬁnggym
to
easicr and faster information indexing,
storage, retrieval and manzgement,
cess to records, The use of records man-
agement software on PCs, minicom-
puters and mainframe computers can be
used to pinpoint document locations,
allow for r indexing and
gkt L
automate o management
Alphabetic filing, the oldest fifing

method, is still extensively used today. |.

Alphabetic filing is direet filing because
refersace to an index is not required.

- Calor coding can be used in the form

of two or three letters, This usually en-
tails color coding the first two or tires
letters of the first indexing unit of the

name, according to the ARMA Rules for

-plies that are available.

Alphabetic Filing (ARMA, Box 8540,
Prairic Village, Kans. 66208), In other
‘words, a file folder for “George Bush”
could be colorcoded : “BU™ or “BUS.”
 With seeight-numeric filing, num-
bered foldess' are placed in the file in -
sequentiai order. Color-coded lzbels are
Placed on the full end tabs of the fold-
ers. A disadvantage of straight-numeric
filing is thar the most recent numbers -

* assigned typically generate the greatast

amount of file activity and often results

iinpersonnclbunchedin:othesam;

arca. . :
. Terminal-digit filing nses' consecu-
tively assigned numbered folders. Like
straight-pumeric  filing, color-codad
labels (with the digits reading from top
to bottom) are placed on the full end

| tabs of the folders.

Howevez, the users of the system di- -
vide the file number ito groups of two
digits called the primary, secondary and
tertiary pumbers. The file number

'134589, for example, is broken inw

groups of two (13-45-89) with the group
89 bet_:oming.thepxima:rynnmbgr(oﬁen

with the secondary guide of a file sys-
tem) and 13 becoming the tertiary num-
ber. With terminal-digir filing, employ-

Color-coding systems can be readil
deviscd and adapied o virtually any .
classification systems. Records-man-
agement books are available as refer-
ences when planning systems. A wealth -
of experience is available from vendors
that can be vaiuable when setting out
10 improve or develop an information
storage retrieval system utilizing color
coding.

If you plan to convert a colorcoded . -
system, consider these guidelines:
- ® Leamn sbout color-coding systems
and the equipment technology and sup-

® Visit offices where color-coded fil-
ing systems are in use. Visit with your
staff and combine your thinking about
bow the best filing system including
cnlorcoding,mi;cdcvdom..




@ Schedule and compiete a prelimi-
-oary file purge, cleaning out duplicate
copies of filed docoments, Abont a third
of the volume of documents can often
be climinated throngh compiesion of a
preliminary file parge. The purge
(elimination ‘of the excess volume)
makes completion of the remaining

steps casier,

® Inventory the records that remain
in the system(s) after the prefiminary
purge. During the inventory, decide if
the current classification system can
contimue to be used or if & new one
should be devised. ‘

¢ Evaluate the adequacy of the cur-
reat equipment and supplies. Cost jus-

tify, if at all possible, a conversion to

ghelf-filing equipment if that equipment
is not already in use.

- ® Consider converting to or devel-
oping either an alphabetic system or a
mumeric system whenever possible, Nu-
metic and alphabetic systems are the
easiest to color code, teach, use and
voderstand. Use the ARMA Rules for
Alphabetic Filing as the basis for al-
phabetic filing or for the alphabétic in.

" dex to a gumeric system,

® Design with your staff, and pos-
sibly some vendor assistance, your

*_eolar-coding scheme. Keep your eolor-

coding system as simple as possible (the .

" tendency is to use too much color).

needed supplies to implement the color
coding. Decide if bar codes should
be a part of the color-coded labels for

. potential use with a wand, ‘records-

® Consider selecting ‘and imple-.
menting a records-management soft-
ware package that can be used for file
ing, implementation of records-.
retention schedules, file tracking, log-

;

- out and log-in-of records to and from

users, and related records-management
fonctione e :
® Get started. Don't wait apd miss

 gpportunities for your organization to

benefit from the implementation of

- possible rapid retrieval of informarion

for 2 minimum financial expenditure

* and make adirect contribition to profits.

. Information is one of your most crit-
ical and valuahle assets. Color-coded

. Elingmdmto‘o_lsinwidcuscin

many orgepizations and are. certainly
wms for the famre, in quality or- -
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