Manual Document Management System

This book explains the requirements for
compliance with FDA regulations and ISO
standards (9001/13485) for documented
information controls, and presents a
methodology for compliance. The document
control system (DCS), or documented
information control system (DICS), is the
foundation of a quality management system.
It is the first quality system element that must

be implemented because the establishment
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and control of documented processes and
information in a quality-controlled
environment is dependent on the ability to
proactively manage access to documents and
the movement of documents through the
document life cycle. A well-developed
document control system benefits business
by: Improving knowledge retention and
knowledge transfer within and across business
units Improving access to knowledge-based
information Improving employee performance

by providing standardized processes and
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communicating clear expectations Improving
customer communication and satisfaction by
providing documented information from which
common understanding can be achieved
Providing traceability of activities and
documentation throughout the organization
Improving organization of and access to
documents and data Sample documents are
included in the appendixes of this book to
help clarify explanations, and a full set of
formatted procedures and document

templates are available for download to get
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you off to an even faster start. This book
provides a process-based approach that can
be used for controlling all forms of
documented information that are required to
be managed under the quality management
system.

DOCMANDocument Management System
User's ManualSuperfund Document
Management SystemUser ManualRevised
Document Control System User's Manual.
Programmer's Manual

"The book describes the design rules required
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to document, implement, and demonstrate
quality management system effectiveness in
compliance with the latest version of the ISO
9000 International Standard. This systematic
and engineering approach simplifies the many
complexities in maintaining compliance with
ISO standards. This hands-on guide is packed
with tips and insights the author has garnered
from personally designing quality
management systems that integrate
organizational strategy with quality

management. Moreover, the book helps
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professionals create meaningful
documentation and a user-friendly,
informative quality manual that together form
the core of an effective and responsive quality
management system."--Jacket.

InfoWorld is targeted to Senior IT
professionals. Content is segmented into
Channels and Topic Centers. InfoWorld also
celebrates people, companies, and projects.
Guidelines for Process Safety Documentation
Achieving and Maintaining Value in Your

Organization
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13th IFIP TC 13 International Conference,
Lisbon, Portugal, September 5-9, 2011,
Proceedings, Part Il

Knowledge Management Systems in Law
Enforcement: Technologies and Techniques
Cases on Database Technologies and
Applications

Administrative Management

Here is a complete reference guide to the
activities that identify various stages of
archival practice. Among the environmental

topics to be addressed from a
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practitioner’s standpoint are legal,
regulatory, political, economic,
organizational culture, professional,
social, and ethical influences.
Introduction to Electronic Document
Management Systems provides an in-depth
overview of the technology of electronic
document management using modern
electronic image processing. It will prove
to be a key source of information for
management and technical staff of
organizations considering a transformation

from traditional micrographics-based
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document storage and retrieval systems to
new electronic document capture systems.
It will also be useful for those
organizations considering improving
productivity through electronic management
of large volumes of data records.

The Document Control System (DCS)
described in this report was developed to
provide the Combined Arms Studies and
Analysis Activity with an automated system
for controlling, maintaining, and locating
the various documents located within the

Activity. The system was originally
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designed for the TEKTRONIX 4051, but the
ever increasing number of documents soon
became over-burdening resulting in
excessive retrieval time. The present
system represents a conversion to the CDC
6500 utilizing the existing data
management system, System 2000. This
report contains a general description of
the system's structure and capabilities, a
user's manual, a programmer's manual, and
a glossary of keywords. (Author).

With its emphasis on the managerial

aspects of information systems, this book
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identifies the role of a manager in the
process of planning, designing and
developing IT infrastructure. It
highlights the latest information in
business systems and guides the reader on
the various potent issues, their
implications and possible solutions.
ISO 9001:2000 Quality Management System
Design

Revised Document Control System User's
Manual. Programmer's Manual
Human-Computer Interaction —- INTERACT

2011
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Thinking Critically About Security
Content Management Bible

A Practical Guide for Building a Robust
Food Safety Management System

The process industry has developed integrated process safety
management programs to reduce or eliminate incidents and major
consequences, such as injury, loss of life, property damage,
environmental harm, and business interruption. Good documentation
practices are a crucial part of retaining past knowledge and
experience, and avoiding relearning old lessons. Following an
introduction, which of fers examples of how proper documentation
might have prevented major explosions and serious incidents, the 21
sections in this book clearly present aims, goals, and methodology in
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all areas of documentation. The text contains examples of dozens of
needed forms, lists of relevant industry organizations, sources for
software, references, OSHA regulations, sample plans, and more.
GroupWise allows corporate users to manage documents, share
calendars, and control project workflow across network operating
systems, including Novell NetWare, Windows NT, and Windows
2000. Changes in version 6.5 include improvements to the user
interface and to integration tools for third-party developers. The
software allows employees to access business information via a Web
browser on a desktop or a laptop PC, and from wireless handhelds
like Research In Motion;s BlackBerry devices. Approximately 34
million people use Group Wise, with an average of one administrator
per 1000 end-users. Novell;s GroupWise 6.5 Administrator;s

Handbook is an in-depth, authoritative guide for administrators of
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Group Wise. It helps networking and messaging professions plan and
install a Group Wise system, set up multiple post of fice domain
systems, configure messaging and Internet services, migrate from
previous versions of GroupWise, and troubleshoot message flow and
fix directory problems.

Operational information management is at a crossroads as it sheds the
remaining vestiges of its paper-based processes and moves through the
uncharted domain of electronic data processes. The final outcome is
not yet in full focus, but real progress has been made in the transition
to electronic documents providing the aviation industry with a clear
direction. This book looks at a combination of industry initiatives and
airline successes that point to the next steps that operators can take as
they transition to fully integrated information management systems.

Although the route has not been fully identified, it is evident that a key
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to successful long-term efficient information management is industry-
wide cooperation. The chapters are authored by a range of experts in
operational information management, and collectively, they outline
ways that operators can improve efficiency across flight, ground and
maintenance operations. Considerations and recommendations are
identified and presented addressing the following priorities: Safety-
critical information and procedures Human factors Information
security Operational information standardization. The readership
includes: Airline flight operations managers and standards personnel,
Airline operating documents and publication specialists, Airline
information managers, Commercial pilots, Airline maintenance
managers and personnel, Manufacturers and vendors of aviation
products, Aviation regulators and policy makers, Aviation researchers

and developers of information technologies, and Military technical
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publications specialists.

Science and technology have occupied almost all spheres of human
life and living. The wonderful achievements of science and technology
have glorified the modern world and transformed the civilization into
a scientific and technological civilization. Considering the importance
of science and technology, they have been incorporated in every stage
of education. The present book deals with the teachers' role, possessing
the vast knowledge of socialization, social class influences, the
teaching ethics, new technologies, research perspective, use of internet,
television, management and professional accreditation in information
technology, etc. The book has in its contents much to help and guide
the students to choose any one of the professional alternatives to
decide the direction of their careers. This book, thus, provides many

educational ideas for both teachers and students, and is a must for all
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educational institutions and interested persons as well.

NALA Manual for Paralegals and Legal Assistants: A General Skills
& Litigation Guide for Today's Professionals

Ruppel's Manual of Pulmonary Function Testing - E-Book

Medical Device Quality Management Systems

Strategic Plan Document Management System

From Documents to Data

The Lawyer's Guide to Records Management and Retention

Why do some leaders succeed and others
fail? Is there a magic ingredient that the
leaders must consider in their career journey
to ensure the joy ride does not turn into a

nightmare? What is the key to maximizing
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leaders' success in ways that are sustainable
long term? The purpose of this book is to
provide a simple road map for leaders,
aspiring leaders, students, and anyone
interested in the art of leadership to succeed
in high-risk environments. Often, leaders
don’t know what they don’t know. One main
culprit is the lack of assessing, measuring,
analyzing, and addressing risk. Simply put,
we don’t know what we don’t measure. What
is not known can and will eventually harm

leaders, organizations, and their customers.
Page 18/61



Change is the new normal and only constant.
As change grows, so does risk. Risk can be a
friend or foe to thought leaders. It all
depends on perspective, insight, and
knowledge. Ignorance is never bliss, and
leaders must leverage knowledge to mitigate
risks at every turn. In The 10 Cardinal Sins of
Leadership: What Thought Leaders Must
Never Do to Succeed in High-Risk
Environments, readers will learn: How to
identify, measure, analyze, and address

various types of risk How to determine if risk
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is a friend or a foe Strategic planning
concepts that will allow leaders to magnify,
plan for, leverage, and marginalize risks long
term Methods to ensure that inclusion efforts
do not become overly exclusive, thus
excluding key stakeholders and creating new
levels of organizational risk Techniques for
looking back at organizational yesteryears to
create a high-performing journey map for the
road ahead The value of perspective - how
we view things determines how we respond

or wait to be disrupted unknowingly
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Provides guidelines for the acquisition &
implementation of a document management
system to automate current manual methods
of document handling & distribution.

The Quality Improvement Field Guide:
Achieving and Maintaining Value in Your
Organization covers the key aspects that
quality professionals must know to attain
mastery in their field. After reading this
book, readers will not only gain an
understanding of the key quality

improvement concepts, but will gain the
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practical insight required to implement them
correctly. The book starts with a brief history
of quality and quality management, including
the necessary quality documents. It describes
key quality standards, including I1SO
9001:2008, the upcoming ISO 9001:2015, and
ISO 9004:2008. Next, it explores quality
deployment concepts such as capturing the
voice of the customer, the Kano model,
quality function deployment, and quality
policy deployment. SMART goals, SWOT

analysis, and key process indicators are also
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addressed. The book covers the seven classic
quality tools: flowchart, Ishikawa diagram,
Pareto diagram, scatter diagram, histogram,
check sheet, and run chart. It also identifies
the seven new management and planning
tools: affinity diagram, tree diagram, process
decision program chart, matrix diagram,
prioritization matrix, interrelationship
digraph, and activity network diagram.
Presenting methods for failure prevention
and detection, the text explores

measurement system analysis, gage
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repeatability and reproducibility studies, and
the basics of maintaining a calibration
system. It examines the various aspects of
continuous quality improvement, complaints
management, and the use of 8D reports for
reporting on failures. The book describes the
four types of measurement scales and
various measuring devices a quality
professional may encounter and also contains
a glossary that explains the basic quality-
related terminology. Describing each quality

method with sufficient detail so that readers
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can immediately apply them, this book is an
ideal guide for anyone new to the field of
quality as well as experienced quality
professionals who need a quick overview.
Dealing with the intrinsic elements of the
security industry, these articles go beyond
locks and alarms to explore a variety of
security topics, such as violent employees,
computer safety, terrorism, the future of
policing, the right to privacy and privatization
of correctional services.

Records Management Handbook
Page 25/61



Guidance for Preparing Effective and
Compliant Documentation

Business Information Systems
Encyclopedia of Information Systems and
Technology - Two Volume Set

SHE Management Systems for Small to
Medium-sized Enterprises

Strategy and Techniques for Improving

Efficiency and Effectiveness

Entry- and Advanced-Level objectives prepare
you for success on the NBRC’s Pulmonary
Function Technologist credentialing
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examinations and follow the content
guidelines of the CPFT and RPFT exam matrices
from the National Board for Respiratory Care.
How To boxes provide step-by-step guidelines
to performing pulmonary function tests,

taking the guesswork out of completing
accurate and result-producing tests. Case
studies provide problem-solving challenges
for real-life patient scenarios, including

each case history, PFT testing results, a
technologist's comments, and questions and
answers. PFT Tips highlight and reinforce the
most important pulmonary function testing

information in every chapter. Convenient
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study features include key terms, chapter
outlines, learning objectives, chapter
summary points, suggested readings, a
glossary, and self-assessment questions.
Authoritative, all-in-one resource eliminates
the need to search for information in other
sources. Criteria for acceptability and
repeatability are included in each test
section, as well as interpretive strategies

to help you adhere to recognized testing
standards.

Medical Devices Quality Management Systems:
Strategy and Techniques for Improving

Efficiency and Effectiveness is written for
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the needs of quality, compliance, and
regulatory professionals in medical device
companies. It includes secrets for developing
an effective, yet efficient, Quality
Management System (QMS) and explains how to
create a vision, strategy, and tactical

plans. Author Manz shares lessons on
leadership, key roles and responsibilities
within a medical device company, while also
exploring the concepts of process ownership,
individual accountability, and how to

cultivate a culture of quality and

compliance. This book is useful for all

executive, functional leaders, and
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organizations in the highly regulated medical
device industry. Provides practical, real-

world guidance on developing an effective and
efficient Quality Management System Presents
a roadmap for QMS development Covers
techniques to assess current state Includes
discussions on tools, such as CAPA and Six
Sigma that help define vision, strategy and
quality plans

A well-understood tenet exists among the FDA
and other regulatory bodies: if you didn't

write it down, it didn't happen. And if it

didn't happen, your company stands to lose

time, money, and perhaps its competitive
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edge. Write it Down: Guidance for Preparing
Effective and Compliant Documentation
provides you with the tools you need to put
effective documentation in place. The book
has a three-pronged focus: to help writers
understand the why of what they must write
and the current industry standards for good
documentation practices, to provide effective
examples of a broad spectrum of documents,
and to supply an in-depth explanation of
grammar and punctuation conventions.
Substantially expanded, the second edition
focuses on the regulations, the need to

document, and the range of documentation that
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must be in place to support therapeutic
products from discovery through market.
Readers will find useful examples of good
writing, many provided by people in the
industry. Letters and memos; short reports of
varied topics, including equipment
evaluation, vendor audit, and trip review;
standard operating procedures, laboratory
methods, and training materials;
documentation for an IQ/OQ/PQ project; a
journal article; and excerpts from a
development report and a dossier are among
the many examples. The book also gives a

thorough explanation of grammar, punctuation,
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and usage, with a strong emphasis on the
components of the language that pose
difficulties for non-native writers of

English. This book is a must for people
working in or preparing to work in
environments that produce drugs, medical
devices, or biologics for sale in countries
that have stringent regulatory requirements
and where the business language is English.
Firmly placing the writing task in context of
the existing laws and guidances, the book
offers valuable insights into managing
systems and producing documentation that

meets the requirements of the binding
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regulations.

They’re supposed to be useful tools, but
whether they’re printouts, computer files,
flowcharts, or forms, documents can often
give more headaches than help. And yet
without them, most organizations couldn’t
function. ISO 9001 and other quality
management systems place great emphasis on
documents, and for good reason. Documents
aren't individual, stand-alone elements of

the management process. They're interrelated,
formatted in different media, and controlled

by various and distinct functions. Keeping

critical information current and in the right
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hands requires more than just signing off on
procedures. Document control is essential,
but where should you begin? Inside you'll
find clear explanations about the document
control process as well as practical
solutions for creating, organizing, and
maintaining documents, including: A
discussion of different kinds of documents,
including electronic media and QMS
requirements Identifying and defining
responsibility Understanding the relationship
between documents and records Tips for
document writers Managing and maintaining

documents Issues of accessibility Handling
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revisions and deviations Writing document
control procedures

Aviation Information Management

Introduction to Information Technology
Handbook of Data Processing Management:
System life cycle standards: forms method, by

P. Zuckerman

A Comprehensive Guide to Designing a Process-
Based Document Control System

Issues in Security Management

What Thought Leaders Must Never Do to Succeed
in High-Risk Environments

The roles and responsibilities of administrative
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managers are identified and explained in this
updated and comprehensive resource on managing
the information needs of an organization to
facilitate timely, relevant, and accurate
communication. Topical case studies and practical
examples illustrate the knowledge and skills
required for success in office management.
Whether managing cultural diversity in the work
place or learning proper business ethics, the
instructions outlined in this guide provide the basis
for arriving at meaningful decisions that can make

a candidate an asset in any office environment.
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Believing that a church or mission should be
managed according to a structured module based
on Biblical principles, Church Management Basics
provides leadership and management with some
basic ideas to help the reader become more
accountable and responsible in their work. Not only
are general topics, such as Finance, Administration
and Human Resources discussed, but they are also
examined more fully where appropriate. Hands-on
examples are used to illustrate the application of
solutions offered, and further tools and samples

add to the innovative ingredients to make this book
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a must read for all church leaders, workers in
missions and employees of other non-profit
organizations. Areas of business covered in Church
Management Basics include: Management and
Leadership, sharing the vision and keeping the
vibrancy going, finance and basic accounting for
non-profit organizations, document management,
administration, time management, project
management, IT-Systems, Human Resources
Management in churches and how not to lose the
main focus of God's Church on earth while doing all

the day to day tasks. For more information, please
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visit http://ferdinandburger.netfirms.com or contact
the author per email:
ferdinand.burger@bluemail.ch

The definitive clinical virology resource for
physicians and clinical laboratory virologists The
clinical virology field is rapidly evolving and, as a
result, physicians and clinical laboratory virologists
must have a reliable reference tool to aid in their
ability to identify and diagnose viral infections to
prevent future outbreaks. In this completely
revised edition of the Clinical Virology Manual,
Editor in Chief, Michael Loeffelholz, along with
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Section Editors, Richard Hodinka, Benjamin Pinsky,
and Stephen Young, have complied expert
perspectives of a renowned team of clinical
virology experts and divided these contributions
into three sections to provide the latest information
on the diagnosis of viral infections, including ebola,
HIV and Human papillomavirus state of the art
diagnostic technologies, including next-generation
sequencing and nucleic acid amplification methods
taxonomy of clinically important viruses such as
polyomaviruses and zoonotic viruses This

comprehensive reference also includes three
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appendices with vital information on reference
virology laboratories at the Centers for Disease
Control and Prevention, state and local public
health laboratories, and international reference
laboratories and laboratory systems. Additionally, a
new section "Diagnostic Best Practices," which
summarizes recommendations for diagnostic
testing, and cites evidence-based guidelines, is
included in each viral pathogens chapter. Clinical
Virology Manual, Fifth Edition serves as a reference
source to healthcare professionals and

laboratorians in providing clinical and technical
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information regarding viral diseases and the
diagnosis of viral infections.

Spanning the multi-disciplinary scope of
information technology, the Encyclopedia of
Information Systems and Technology draws
together comprehensive coverage of the inter-
related aspects of information systems and
technology. The topics covered in this encyclopedia
encompass internationally recognized bodies of
knowledge, including those of The IT BOK, the
Chartered Information Technology Professionals

Program, the International IT Professional Practice
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Program (British Computer Society), the Core Body
of Knowledge for IT Professionals (Australian
Computer Society), the International Computer
Driving License Foundation (European Computer
Driving License Foundation), and the Guide to the
Software Engineering Body of Knowledge. Using the
universally recognized definitions of IT and
information systems from these recognized bodies
of knowledge, the encyclopedia brings together the
information that students, practicing professionals,
researchers, and academicians need to keep their

knowledge up to date. Also Available Online This
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Taylor & Francis encyclopedia is also available
through online subscription, offering a variety of
extra benefits for researchers, students, and
librarians, including: ] Citation tracking and alerts []
Active reference linking [] Saved searches and
marked lists [ HTML and PDF format options
Contact Taylor and Francis for more information or
to inquire about subscription options and
print/online combination packages. US: (Tel)
1.888.318.2367; (E-mail) e-
reference@taylorandfrancis.com International: (Tel)
+44 (0) 20 7017 6062; (E-mail)
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online.sales@tandf.co.uk

InfoWorld

Sampling Procedures and Tables for Inspection by
Attributes

Church Management Basics

Technologies and Techniques

Food Safety Handbook

The 10 Cardinal Sins of Leadership

The Food Safety Handbook: A Practical
Guide for Building a Robust Food Safety
Management System, contains detailed

information on food safety systems and what
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large and small food industry companies can
do to establish, maintain, and enhance food
safety in their operations. This new edition
updates the guidelines and regulations since
the previous 2016 edition, drawing on best
practices and the knowledge IFC has gained
in supporting food business operators
around the world. The Food Safety
Handbook is indispensable for all food
business operators -- anywhere along the
food production and processing value chain
-- who want to develop a new food safety

system or strengthen an existing one.
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Written by one of the leading experts in
content managementsystems (CMS), this
newly revised bestseller guides readers
throughthe confusing-and often
intimidating-task of building,implementing,
running, and managing a CMS Updated to
cover recent developments in online
deliverysystems, as well as XML and related
technologies Reflects valuable input from
CMS users who attended theauthor's
workshops, conferences, and courses An
essential reference showing anyone involved

in informationdeliFye /6lsystems how to plan
age



and implement a system that can
handlelarge amounts of information and
help achieve an organization'soverall goals
Combines the areas of computer audit,
computer control, and computer security in
one book.; Offers step-by-step guidance on
auditing, control, and security.; Provides
numberous control objectives.

The advent of advanced microfilming and
the recent release of the optical laser disk
have changed the ways in which business
organizations file and maintain office

records and documqug. This new automated
age



technology provides computerized document
management systems that, in the author's
opinion, will eventually eliminate the
traditional method of filing and maintaining
manual document archives. Many business
organizations have converted their manual
file systems to microfilm or optical disk to
reap the benefits of reduced storage space
and elimination of cumbersome paper
documents. The microfilming system or
optical disk can replace the antiquated
manual document storage system of Base
Supply's Document Control Section. The
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purpose of this research analysis is to
examine Base Supply's Document Control
Section to assist the Standard Systems
Center in determining which automated
system, microfilming or optical laser disk,
should be used to automate Document
Control Section. This analysis includes
Chapters One through Five. Keywords:
Sperry 1100/60 computers; Interfaces.
The Quality Improvement Field Guide
DOCMAN

Introduction to Electronic Document

Management Systems
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How to Establish a Document Control
System for Compliance with ISO 9001:2015,
ISO 13485:2016, and FDA Requirements
NOVELLS GROUPWISE 6.5 1
Superfund Document Management System
This book will help any law firm create and maintain an
effective and well-organized records management program,
including administration and storage of client files and
administrative records in all types of media. Firms will learn to
implement an efficient information, document, and file
retrieval system, thus reducing costs, avoiding ethics
violations, and ensuring client satisfaction. In addition, the
book covers legal and ethics compliance when it comes to
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management and retention of both paper and electronic files.
Succeed on the job--and in your course--and prepare for the
Certified Paralegal examination with the NALA Manual. More
than 100 leading authorities with a wide range of experience
in legal disciplines and management have contributed to this
comprehensive manual since it was introduced in 1976.
Covering all the skills required of paralegals today, the
updated manual includes a collection of successful solutions
to actual assignments accomplished by working paralegals
nationwide.These proven techniques and procedures can be
used as starting points from which you can make changes,
adaptations, and modifications when you encounter similar
situations on the job. Important Notice: Media content

referenced within the product description or the product text
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may not be available in the ebook version.

This guide offers an outline in achieving an integrated Safety,
Health and Environmental management system, assisting the
small to medium sized enterprise to develop their own SHE
management system.

"This case book presents many real-life examples and
experiences of those involved in database research and
database technology applications and
management"--Provided by publisher.

The Handbook of Archival Practice

Clinical Virology Manual

PSI Handbook of Business Security

Implementing Electronic Document and Record Management

Systems
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Document Control

This book presents research and trends in using
knowledge management to aid police activities.
Ideas are presented to bring knowledge to bear in
law enforcement, and prepare police officers for a
more knowledge-intensive field.

The four-volume set LNCS 6946-6949 constitutes
the refereed proceedings of the 13th IFIP TC13
International Conference on Human-Computer
Interaction, INTERACT 2011, held in Lisbon,
Portugal, in September 2011. The 46 papers
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included in the third volume are organized in topical
sections on novel user interfaces and interaction
techniques, paper 2.0, recommender systems, social
media and privacy, social networks, sound and
smell, touch interfaces, tabletops, ubiquitous and
context-aware computing, Ul modeling, and usability.
The global shift toward delivering services online
requires organizations to evolve from using
traditional paper files and storage to more modern
electronic methods. There has however been very
little information on just how to navigate this change-

until now. Implementing Electronic Document and
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Record Management Systems explains how to
efficiently store and access electronic documents
and records in a manner that allows quick and
efficient access to information so an organization
may meet the needs of its clients. The book
addresses a host of issues related to electronic
document and records management systems
(EDRMS). From starting the project to systems
administration, it details every aspect in relation to
implementation and management processes. The
text also explains managing cultural changes and

business process re-engineering that organizations
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undergo as they switch from paper-based records to
electronic documents. It offers case studies that
examine how various organizations across the globe
have implemented EDRMS. While the task of
creating and employing an EDRMS may seem
daunting at best, Implementing Electronic Document
and Record Management Systems is the resource
that can provide you with the direction and guidance
you need to make the transition as seamless as
possible.

Records Management Handbook is a complete

guide to the practice gf rgg%?rds and information
age



management. Written from a multi-media
perspective and with a comprehensive systems
design orientation, the authors present proven
management strategies for developing,
implementing and operating a ”21st century” records
management programme. Where most available
titles are biased toward dealing with inactive records,
this book gives a balanced treatment for all phases
of the record's life cycle, from creation or receipt
through to ultimate disposition. The Records
Management Handbook is a practical reference for

use by records managers, analysts, and other
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information management professionals, which will
aid decision-making, improve job performance,
stimulate ideas, help avoid legal problems, minimize
risk and error, save time and reduce expense.
Special features of the second edition include: ¢ new
chapters on record media, active records systems
and records disposition ¢ new information on
management strategies and programme
implementation ¢ revised guidance and material on
records appraisal and record inventorying ¢
expanded and increased information on retention

scheduling, records storage and electronic forms.
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Write It Down

IT Audit, Control, and Security

User Manual

Automating the Document Control Section of Base
Supply

Document Management System User's Manual
Novell GroupWise 6.5 Administrator's Guide
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