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Workshop on Document Management and Electronic Archiving
For 3 Days

In today(s rapidly evolving digital landscape, managing documents electronically has become essential for
improving efficiency, ensuring data security, and maintaining organized workflows. Traditional paper-based
systems can no longer keep up with the speed and complexity of modern operations, making digital transformation
a strategic necessity rather than an option.

This course provides a practical and well-structured approach to electronic document management and digital
archiving. It focuses on how organizations can streamline document processes, enhance accessibility, and
implement reliable systems that support long-term performance and compliance.

By the end of this course, participants will be able to:

¢ Understand the core principles of electronic document management and digital archiving.
* Apply best practices in document digitization and organization.

¢ Design effective document lifecycle management processes.

¢ Utilize technologies such as OCR and Al to improve document handling.

¢ Develop policies and procedures aligned with regulatory standards.

¢ Enhance workflow efficiency while reducing operational expenses.

e Introduction to electronic document management systems DMS.

¢ Differences between traditional and digital document processes.

e Key steps in transitioning from paper-based to digital systems.

* The role of digital archiving in improving accessibility and reducing costs.
e Understanding compliance frameworks and standards.

¢ Core functions of document management systems: indexing, classification, and retrieval.

¢ Optical Character Recognition OCR and smart indexing techniques.

e The role of artificial intelligence in document processing and automation.

e Comparing Document Management Systems DMS and Records Management Systems RMS.
e Enhancing search accuracy and information accessibility.

¢ Selecting the right document management system.

* Planning and executing digital transformation initiatives. UK Traininio
¢ Data migration and ensuring operational continuity. p
¢ Resource planning and stakeholder alignment.

¢ Document security, access control, and data protection.
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¢ Practical case studies and applied exercises.

Why Attend This Workshop ? Wins & Losses!

e Gain practical insight into managing documents efficiently in a digital environment.
¢ Improve workflow performance and reduce process complexity.

e Learn how to implement modern technologies that enhance productivity.

e Strengthen your ability to protect sensitive information and ensure compliance.

¢ Acquire actionable tools and strategies that can be applied immediately.

Conclusion

As organizations continue to rely on digital systems, effective document management becomes a key driver of
operational success. This course goes beyond theory, offering a hands-on perspective that helps you build
structured, secure, and efficient document processes.

By the end of the program, you will have the confidence and capability to implement modern document

management solutions, improve information flow, and support long-term organizational performance in a rapidly
changing digital environment.
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Blackbird Training Categories

Entertainment & Leisure
Professional Skills

Finance, Accounting, Budgeting
Media & Public Relations
Project Management

Human Resources

Audit & Quality Assurance
Marketing, Sales, Customer Service
Secretary & Admin

Supply Chain & Logistics
Management & Leadership
Agile and Elevation

Artificial Intelligence (Al)
Sustainability, ESG & Corporate Responsibility
Advanced Courses

Hospital Management

Public Sector

Special Workshops

Oil & Gas Engineering
Telecom Engineering

IT & IT Engineering

Health & Safety

Law and Contract Management
Customs & Safety

Aviation

C-Suite Training
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