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Project  Background

Project Background

With the rapid advancement of information technology, traditional archives

management methods can no longer meet the demands of modern society for

efficient archival utilization. To enhance the level of archives management and

achieve digitization, standardization, and informatization of archives, this

Smart Archives Management Implementation Plan has been specially

formulated.

Digital archiving is the cornerstone of modern records management, aiming to

transform traditional paper-based records into digital formats through

advanced IT and image recognition technologies, thus enabling easy retrieval

and browsing of electronic records using computer systems.



Project  Benef i ts

Protect Original Archives

Digital archives reduce the need to handle 

and access original documents, helping to 

preserve their safety and integrity.
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Save Archival Storage Space

Digitized archives can be stored 

on media such as hard drives or 

optical discs, significantly reducing 

the physical storage space 

required.
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Enhance Archival Service Quality

By establishing access protocols and providing 

online search services, archival service levels 

are improved to better meet user needs.
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Improve Archival 

Management Efficiency

By digitizing archives and 

implementing information-based 

management, quick retrieval and 

utilization of archives are enabled, 

thereby enhancing management 

efficiency.
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Implementat ion Steps

Archive Room Renovation

Complete the renovation of the archive room

to meet the requirements for archival storage

and management.

01 02 03Archival Digitization and 
Processing

Digitize and organize existing archives to

enhance the efficiency of archival retrieval

and utilization.

Materials Relocation and 
Organization

Standardize the archive room to ensure

orderly and secure storage of archives.



Archive Room Renovat ion
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3 4
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Planned Work Items for Archive Room Renovation：

6

Relocate existing archives Install access control system

Replace flooring Introduce smart archive cabinets

Reconfigure archive room layout
Implement temperature and 

humidity control



A rch ive  Room Renovat ion - Ins ta l l  access  cont ro l  sys tem

Access Control System

 Introducing a high-end iris access control system is key to 

enhancing archive security during room renovations. Utilizing 

unique iris patterns for identification, it offers exceptional 

accuracy and security. The system enables instant, precise 

authentication to prevent unauthorized access, while its 

software provides strict access management, activity logging, 

and real-time monitoring for comprehensive, intelligent 

protection.

The access control system can support multiple authentication 

methods, such as PIN entry, card access (e.g., IC/ID cards), 

fingerprint recognition, facial recognition, and iris recognition.



A rch ive  Room Renovat ion - Rep lace  f loor ing

 Flooring replacement is a crucial component in enhancing both 

the functionality and environmental quality of an archive room 

during renovation.

 The selection of flooring materials carefully considers the 

room's specific requirements, prioritizing durability, slip 

resistance, moisture resistance, and anti-static properties.

 The flooring update process involves three key steps: first, 

removing and cleaning the old floor to ensure a flat, dry, and 

clean subfloor; second, installing the new flooring using 

professional tools and techniques suited to the material; and 

third, applying moisture protection—such as a moisture barrier 

or damp-proof coating—to prevent ground moisture from 

rising and safeguard the archives from dampness.



A rch ive  Room Renovat ion - In t roduct ion  of  Smar t  A rch ive  Cab inets

 The introduction of smart archive cabinets is a key initiative in archive 

room upgrades, significantly enhancing management efficiency and 

security. Utilizing advanced automation and intelligent control systems, 

these cabinets integrate high-density storage, fast retrieval, and 

intelligent management while optimizing space utilization.

 Featuring an intelligent search mode that combines manual and 

automated controls, the cabinets are equipped with 3D visual 

positioning and LED guidance to pinpoint exact sections and layers, 

streamlining document retrieval. Voice recognition further enables 

hands-free operation, boosting productivity.

 With built-in environmental controls such as temperature and 

humidity monitoring and automatic ventilation, the cabinets maintain 

a stable, dry, and odor-free storage environment to ensure long-term 

preservation of archives.



A rch ive  Ro o m Reno vat io n - In t ro duce  smar t  a rch ive  cab ine t s

Smart Archive Cabinet Reference

Product Features



A rch ive  Room Renovat ion - In t roduce  smar t  a rch ive  cab ine ts



Digita l  Archiv ing and Process ing

1 2
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The process of digital archiving and processing involves the following tasks:

Archive Sorting Archive Digitization

Data Entry



Digita l  Archiv ing and Process ing

 The preliminary work of archive digitization involves archive sorting, in which classification, numbering, and cataloging are the 

components requiring specialized digital processing support.

 The workflow of archive digitization includes the following steps: Retrieval of archives from storage—Database creation—Pre-processing 

of archives—Archive scanning—Image inspection—Image optimization—Image naming and data quality check—Data acceptance—Data 

linking—Data backup—Binding and boxing—Archival return to storage

The workflow diagram for archive digitization is as follows:



Digita l  Archiv ing and Process ing

在不同版本下的Windows操作系统、硬件环境下进行兼容性测试，确保模拟软件能够稳定运行。

例如，测试软件在 不同版本下Windows操作系统上的运行情况
Import catalog files generated during 

the archive sorting process into the 

digital archive management system 

through batch import or individual entry.

Data Cataloging

Batch link folders named according to 

archive codes (created during scanning) 

to establish one-to-one associations 

between cataloged data and electronic 

archives.

Electronic Archive Data Linking

Within the digital archive management 

system, link the cataloged archive data 

to the physical storage locations of the 

archives, creating associations between 

electronic and paper archives.

Once successfully linked, during 

physical archive retrieval, the 

corresponding storage cabinet can be 

directly opened for integrated 

operations.

Physical Archive Linking



Archive Relocat ion and Organizat ion
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The work involved in archive relocation and organization includes:

Archive Relocation Archive Organization

Data Backup User Training



Archive Relocat ion and Organizat ion

Archive Relocation

Develop a relocation plan 

(schedule, personnel, safety 

measures) and conduct 

inventory verification of 

archives to ensure alignment 

with the catalog.

Archive Organization

Reorganize archives according to 

the classification system to 

achieve accurate categorization 

and shelve them according to 

storage rules for easy access and 

management.

Data Backup

Establish a backup strategy 

based on the importance of 

archives, select reliable media 

(e.g., hard drives, optical discs), 

perform regular checks and 

updates, and encrypt and 

compress backup data to 

enhance security and storage 

efficiency.

User Training

Design training content around 

the application of digital 

technologies, security protocols, 

and retrieval methods, 

implement training through 

diverse teaching approaches, 

and continuously summarize 

and optimize the process.



Project Background01

Solution02

Case Studies03



Case Studies



System Interface



Thank you for your attention！
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