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Introduction

In today's digital age, the volume of information and data generated by organizations is increasing
exponentially. Without proper archiving and organization, it becomes challenging to access and
manage this wealth of information efficiently. This training course aims to equip participants with the
knowledge and skills required to implement smart archiving strategies and establish effective
electronic organization systems to enhance productivity and accessibility.

Course Objectives

e Understand the importance of smart archiving and electronic organization in modern
business environments.
e Recognize the challenges associated with information overload and inefficient archiving

practices.

¢ |dentify the key principles and best practices of smart archiving to optimize data storage and
retrieval.

o Utilize electronic tools and software to organize information effectively and streamline
workflow.

e Develop a comprehensive archiving and organization strategy tailored to their organization's
specific needs.

Course Outlines

Day 1
Introduction to Smart Archiving and Information Organization

Definition and significance of smart archiving in the digital age.

The benefits of effective information organization for businesses and individuals.
Understanding different data types and their archiving requirements.
Introduction to popular archiving methods and systems.

Best practices for file naming conventions and folder structures.
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Day 2
Information Management and Digital Preservation

e Information lifecycle management: Creation, storage, retrieval, and disposal.

e Implementing metadata for efficient categorization and searchability.
Understanding digital preservation principles to ensure long-term data integrity.
Introduction to backup and disaster recovery strategies.

e Compliance and legal considerations in archiving sensitive data.

Day 3
Electronic Document Management Systems EDMS

¢ Introduction to Electronic Document Management Systems EDMS.
e Evaluating and selecting the right EDMS for your organization.

e Document capture and digitization techniques.

Collaboration features and version control in EDMS.

e Integrating EDMS with other business applications.

Day 4
Data Security and Access Control

Understanding data security risks in archiving and organization.

e Implementing access controls and permissions for sensitive information.
e Encryption and data protection measures.

e Training employees on data security and privacy practices.

¢ Auditing and monitoring data access to ensure compliance.

Day 5
Implementing Smart Archiving and Organization Strategies

e Developing a customized archiving and organization plan for your organization.

e Overcoming resistance to change and fostering a culture of information management.
Managing the transition from traditional to electronic archiving systems.

e Training staff on the new archiving and organization practices.

Measuring the effectiveness of the implemented strategies and making improvements.
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Audit & Quality Assurance Finance, Accounting, Budgeting Marketing, Sales, Customer
Service

IT & IT Engineering

Supply Chain & Logistics

Health & Safety

Customs & Safety
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