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Techniques involved in digitalization of legal records
SUBTOPIC
v Meaning of digitalized legal records

v List down techniques involved in digitalization of

legal records

v" Explain maintenance of electronic records



Definitions of Terms

*Digitalization of legal records refer to the process
of converting physical paper-based documents and
records into digital format, making them accessible
and manageable in electronic form. It involves the use
of scanning, imaging, and electronic storage
technologies to capture, store, and retrieve legal

documents and records.



Definitions of Terms..

°Legal records refer to documents and

information related to legal proceedings, court

cases, and other legal matters. These records are
typically generated and maintained by courts, law
enforcement agencies, government entities, and

legal professionals.



Techniques Involved in Digitalization of Legal Records

°*Scanning: Scanning is the process of

converting physical documents into digital
images using specialized scanners. High-quality
scanners capture the content and structure of
the documents, creating digital replicas that can

be stored and accessed electronically.



Techniques Involved in Digitalization of Legal Records

‘Imaging: Imaging involves capturing
digital photographs of physical documents
using cameras or mobile devices.
Advanced 1imaging technologies ensure
clear and legible images that accurately

represent the original documents.



Techniques Involved in Digitalization of Legal Records

‘Document Management Systems (DMS): Document
management systems are software applications designed
to store, organize, and manage digital documents. DMS
provides features such as document indexing, version
control, access controls, and search capabilities,

facilitating efficient document storage and retrieval.



Techniques Involved in Digitalization of Legal Records

*Metadata Tagging: Metadata tagging involves
assigning descriptive information or tags to digital
documents. Metadata can include details like document
title, author, date, keywords, and associated case
numbers. These tags enhance search functionality and

enable efficient organization and retrieval of documents.



Techniques Involved in Digitalization of Legal Records

*Outsourcing: If you have a large volume of paper
records, outsourcing the digitization process to a
specialized service provider can be an efficient option.
These providers have dedicated facilities and equipment
for high-speed scanning and indexing. They can handle
large-scale projects and deliver digitized records in

various formats.



The following are the maintenance of electronic records

*Data Security: Safeguard your electronic records against
unauthorized access, data breaches, and malware. Implement
appropriate security measures such as firewalls, encryption,
access controls, and user authentication. Regularly update your
software and operating systems to address security
vulnerabilities. Train your statf on data security best practices,

including password management and safe browsing habits.



The following are the maintenance of electronic records..

*Regular Maintenance and Updates: Perform regular
maintenance tasks to ensure the reliability of your electronic
records. This includes checking for and fixing any file errors,
updating software and hardware as necessary, and monitoring
storage capacity to prevent data overload. Stay updated with the
latest versions of your software tools and consider periodic

reviews of your electronic records management practices.



The following are the maintenance of electronic records..

* Disaster Recovery Planning: Develop a
comprehensive disaster recovery plan to mitigate the
impact of unexpected events such as natural disasters,
system failures, or cyberattacks. Identify critical
records, establish recovery priorities, and outline
procedures for data restoration. Regularly test and

update your disaster recovery plan to ensure its

nffortinvsoanacc



The following are the maintenance of electronic records..

* Migration and Format Conversion: Technology and
file formats can become obsolete over time, making it
difficult to access or read electronic records.
Implement a migration strategy to periodically transfer
records to new systems or formats to ensure their long-
term accessibility. Monitor standards and best

practices to stay informed about recommended file

formate and micaration technicdiinac



The following are the maintenance of electronic records..

* Monitoring and Auditing: Regularly monitor your electronic
records management processes to identify any issues or areas for
improvement. Conduct periodic audits to assess compliance with
established policies and procedures. This includes reviewing
access logs, checking backup integrity, and assessing overall
system performance. Use the audit findings to make necessary

adjustments and enhancements to your maintenance practices.



The following are the maintenance of electronic records..

*Backup and Disaster Recovery: Backup
strategies involve creating duplicate copies of
digital documents to protect against data loss.
Regular backups ensure that legal records are
recoverable in the event of hardware failures,

natural disasters, or other unexpected incidents.



Any Questions???
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