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The Salem County Office of Archives and
Records Management presents
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Paper records are
3. Hard to share
4. Easlly stolen




OK, how about 6 reasons?
Paper records are

5. Hard to track borrower

6. Difficult to refile




What Is going paperless?

It is decluttering your office by:
Lobsesgraclsd e cidie st vrso Yok nig s S gh0se
2. Storing offsite rarely used records you have to ke

3. Scanning commonly used paper records into ima
to save on computer,

4. Indexing (describing) each image for easy compt
retrieval later.




How does paper get converted
mto Computer |mages7

1. The paperso.staples an
2. Papers are loaded into a scanner.

3. The scanner takes a picture (exact image) of eac
page which is saved on a computer.

4. Each image is indexed (described) using keywor

5. The keywords are later searched to find the imag
showing a copy of the original paper page.
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Once scanned in, the computer image
descr i bnethdatso t h

such as...image name, search words and provenal




What 0s provenance

St at e certi foi ed scanni ng sy
Images came from the paper originals and aréstigd equivalent
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The Declaration of Independence

Drafted by Thomas Tefferson between Im CONGRESS. Joux 4w
June 11 and June 28, 1776, the (EFL HETEET DS TS UL LEALL 0 i i ST efﬁ"ﬁmeft o,
Declaration of Independence iz at once the - S el e S

nation's most chenished symbol of iberty
and Jefferson's most enduring momument,
Here, in exalted and unforgettable phrases,
Jefterson expressed the convictions in the
trinds and heatts of the American people.
The political philozophy of the Declaration
was not new,; its ideals of indindual iberty
had alteady been expreszed by John
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All NJ local government scanning
systemsmust be certlfled

Without certification the imaged records
w 0 nhold up in court or prove
business transactions happened.
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Salem County Scanning Certificatior

The Office of Archives and Records Management
oversees the countywide Enterprise Imaglng Sys

11



