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Course title; Electronic Archiving
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Module Description
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The course covers the theoretical foundations
end  practical applications  of  electronic
documents management, and the ways of
organizing, archiving and [Ecilitale aceess (o
documents by identifying the svstems, tools,
techniques and special programs of electronic
grchiving. In addition to practical training n
dealing with electronic archiving.
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Module Aims
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The course aims © introduce students to the
basic concepls in the field of electronic
documents  management and  electronic
archiving programs.  In  addition 1o
identifving the legislation goverming the
work  in the  electromic  document
management, records, and  electronic
archiving, especially in Saudi Arabia. This
course also provides students with practical
skills needed to deal with some electronic
archiving programs.
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Student Learning Qutcomes:
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»an satisfactory completion of this course, the student will be able to

ldentify  the tvpes of documents, their
properties and characteristics.

- Identify the clectronic document management
systems and their importance.

-Know  of documents management  and
electronic archiving legislation, regulations and
policies  with a focus on Saudi  Arabia
legislation.

-Apply the skills to deal with clectronic
documents.

-Acquire the ethical and moral skills related to
deal with moerally electronic  archiving
PTOETES.

-Acquire the skill of efficient performance in
the electronic work environment.

LApply some common  electronic  archiving

programs in terms of keeping and organizing.
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