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Digitization &  Hardware Archives

Software

This white paper delves into the transformative journey of information, progressing from 

traditional archives to actionable intelligence in the digital age. 

The process entails four pivotal steps: Archiving, Digitization, Software Integration, and 

Enterprise AI. Each step plays a crucial role in the metamorphosis of raw data into a 

strategic asset, unlocking unprecedented insights for organizations. Elevate your paper 

archives to the status of a dynamic strategic asset. Leverage the power of AI-driven OCR 

to convert unstructured data into contextually searchable content, enabling you to unveil 

patterns, acquire insights, and scrutinize business processes through the lens of NLP. Then 

ultimately integrate this valuable data into your ERP-EPD environment.

A unique 4 layer service model

From archives to 
intelligence
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Archiving
Preserve your past, empower your future

Archiving lays the foundation for the journey, encompassing the systematic 

collection, organization, and storage of historical data. Whether in physical or 

digital form, effective archiving ensures that valuable information is preserved, 

providing a solid base for subsequent stages in the intelligence evolution.

1. Accessibility  
Ensure that archived data is effortlessly retrievable 

as and when required. This necessitates the 

establishment of a logical and user-friendly indexing 

system, coupled with the utilization of technologies 

and tools that streamline the search and retrieval 

processes. Whether it’s a “Scan on Demand” or a 

“Delivery on Demand,” your organization should derive 

the advantage of ondemand accessibility within 

remarkably short timeframes.

2. Organization  
The archived content should be organized in a 

structured manner, typically following a clear 

taxonomy or classification system. This helps users 

locate specific information quickly and promotes 

consistency in storage.

3. Security  
Implementing robust security measures is crucial 

to protect archived data from unauthorized access, 

tampering, or loss. Encryption, access controls, and 

authentication mechanisms contribute to maintaining 

Effective archiving refers to the organized and systematic process of storing, managing, and preserving information 

or data in a way that ensures its accessibility, integrity, and longevity over time. Here are key characteristics of 

effective archiving:

But what do we mean with effective archiving? 

the confidentiality and integrity of archived 

information.

4. Compliance  
Effective archiving should adhere to legal and 

regulatory requirements governing the storage and 

retention of specific types of data. This includes 

industry-specific regulations that dictate how long 

certain records must be retained.

5. Version Control  
Keeping track of different versions of documents or 

data is essential, especially in environments where 

changes are frequent. Version control ensures that 

the history of modifications is maintained and can be 

referenced if needed.

6. Long-Term Preservation  
Archives should be designed to ensure the long-

term preservation of data. This involves employing 

technologies and storage formats that withstand the 

test of time, preventing data degradation or loss due 

to technological obsolescence.
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7. Metadata Management  
Including relevant metadata (data about the data) 

is crucial for effective archiving. Metadata provides 

context, making it easier to understand the content, 

origin, and significance of archived items.

8. Regular Review and Purge 

Periodic reviews of archived content help identify 

obsolete or redundant information. Establishing 

a process for the regular purging of unnecessary 

data ensures that the archive remains relevant and 

manageable. 

9. Scalability 

An effective archiving system should be scalable to 

accommodate the growing volume of data over time. 

This involves considering the capacity of the storage 

infrastructure and the ability to adapt to changing 

organizational needs.

10. Integration with Workflows 

Seamless integration of archiving processes with 

existing workflows ensures that users can easily 

incorporate archiving activities into their routine 

without disrupting productivity.

In summary, effective archiving involves a holistic 

approach that considers accessibility, organization, 

security, compliance, version control, long-term 

preservation, metadata management, regular review, 

scalability, and integration with workflows.

Importance of Historical data
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Historical data is invaluable for organizations in various industries, offering key benefits:

Identifying and analyzing 
trends over time informs 
strategic decisions.

Understanding and 
mitigating risks through 
analysis of past incidents.

Keeping and analyzing 
historical records helps 
demonstrate adherence to 
regulations

Historical data aids in 
developing business 
continuity plans by learning 
from past disruptions.

Past patterns aid machine 
learning models in predicting 
future events.

Comparing current 
performance with past 
achievements or industry 
standards sets realistic goals.

Contextual insights from 
historical data guide 
strategic planning and risk 
management.

Analyzing historical resource 
usage patterns allows for 
optimal allocation.

Assessing past performance, 
identifying improvements, 
and measuring success.

Historical data on customer 
interactions informs mark-
eting, enhances experiences, 
and improves offerings.

In essence, leveraging historical data drives 
decision-making, enhances performance, and 
forms the foundation for strategic planning, 
fostering innovation and efficiency for businesses 
and institutions.
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Digitization
Transform paper into pixels

The digitization phase involves the conversion of analog records into digital 

formats, enabling not only easier access and retrieval but also unlocking 

opportunities for advanced data manipulation. By transitioning physical

archives into the digital realm, organizations can seamlessly integrate with 

modern technologies.

1. Manual File Preparation: 
This initial phase requires meticulous preparation of 

physical files before the digitization process begins. It 

involves organizing documents, removing any staples 

or bindings, and ensuring that each page is in optimal 

condition for scanning.

2. Scanning: 
The core of the digitization process involves using 

high-quality scanning equipment to capture digital 

images of the physical documents. This step requires 

precision to ensure that every detail is accurately 

represented in the digital version.

3. Classification: 
After scanning, documents need to be organized and 

categorized based on their content and purpose. 

This step involves assigning metadata tags or labels 

to each digital file, facilitating easy retrieval and 

management of information.

The digitization process involves a systematic and well-defined series of steps to ensure the accurate and

efficient conversion of analog records into digital formats. The following steps are integral to the digitization

workflow:

The Process

4. Extraction: 
In this phase, relevant data is extracted from the 

digitized documents. For example, in the case of 

employee files, information such as names, addresses, 

and employment history may be extracted. This data 

extraction enhances the usability of the digital records.

5. Validation: 
Validation ensures the accuracy and completeness of 

the digitized information. It involves cross-checking the 

extracted data against predefined criteria or original 

documents to identify and rectify any discrepancies. 

This step is crucial for maintaining data integrity.  

By following these sequential steps, organizations 

can streamline the digitization process, resulting in a 

wellorganized digital repository. This not only enhances 

accessibility but also lays the foundation for advanced 

data manipulation and integration with modern 

technologies. The systematic approach from manual 

file preparation to validation ensures that the digitized 

records are reliable, accurate, and ready for seamless 

integration into various organizational processes.
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Human Resource 
documents

Mail and business 
documents

Accounting 
documents

Accounting 
documents

Medical records

Legal documents

Large format 
documents

Contaminated 
documents

Employee/ 
personnel files

Employee contracts

CVs/resumes and job 
application forms

Payroll records

Medical insurance

Sick leave forms

Incoming mail/post 
(digital mailroom)

Opterations and 
administration documents

Delivery notes

Client and supplier files

Incoming invoices and 
other accounts payable 
documents

Statements

Credit notes

Debit notes

Expense reports

Banking documents

Audit reports

Surveys

Questionnaires

Insurance claims 

Applications forms (e.g., 
bank loan or mortgage 
applications) 

Market research forms 

Tax forms

Patient files

Clinical trial files

X-rays

Diagnostic tests such as 
EKG/ECH

Lab test reports

Other documents in 
medical files

Litigation documents

Case files

Client files 

Contracts 

Foreclosure and 
bankruptcy documents 

Wills

Deeds

Mortage files

Architectural and 
engineering drawings

Construction plans and 
blueprints

CAD drawings 

Manufacturing designs 

Maps (up to A0 size)

Documents presenting 
health risks (e.g., affected 
by allergy-inducing or 
potentially toxic agents 
like mold or dust)

Document types
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Software
Unleash the power of intuitive data management

Streamlining document management is crucial for organizational efficiency. 

Integrating cutting-edge software, powered by AI-driven OCR and Machine 

Learning for automatic classification, is pivotal. This integration enhances the 

organization, searchability, and analysis of digitized data, empowering users 

with real-time collaboration and meaningful insights.

Adopting these advanced solutions allows centralized archiving of documents 

in a secure digital format with high revision-proofing. The intuitive interface 

ensures swift searches, leveraging AI-driven data analysis for seamless 

conversion of paper documents and precise archiving of electronic files like 

PDFs, MS Office files, emails, and multimedia content.

Efficient document retrieval is achieved with AI-powered OCR, automatic 

classification via Machine Learning, ensuring secure access and significantly 

boosting employee productivity. The seamless integration with existing 

systems, incorporating AI-driven data analysis and business flow configuration, 

facilitates direct access to archived documents from the familiar work 

screen. This cohesive integration promotes ease of use, contributing to a 

more streamlined and effective document management system, ultimately 

enhancing overall organizational efficiency.

Understanding OCR and its Limitations
OCR (Optical Character Recognition) is the technology 

converting scanned or photographed documents 

into machine-readable text. Traditionally relying on 

predefined templates, OCR faced limitations with 

unique templates for each format and challenges in 

recognizing handwritten text and complex layouts.

The Role of AI in Overcoming OCR Limitations
AI has revolutionized OCR, eliminating reliance on 

predefined templates. AI-powered OCR intelligently 

identifies and extracts information from documents, 

using machine learning to recognize patterns and 

enhance accuracy without manual template creation.
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Cloud based versus on-premise. 

Accessibility and 
Flexibility

01

05

02

06

03

07

04

08
Security Measures

Scalability

Customization and 
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Control and Ownership

Choosing between cloud-based and on-premises solutions for document management involves considering various 

factors that impact functionality, cost, and overall efficiency. Let’s integrate the two approaches, highlighting their key 

distinctions:

Cloud-Based: Enables remote 
access, fostering collaboration 
and flexibility.
On-Premise: Limited to the 
physical location, potentially 
hindering remote work.

Cloud-Based: Reputable 
providers implement robust 
security measures.
On-Premise: Direct control over 
security, but responsibility rests 
with the organization.

Cloud-Based: Offers scalable 
resources for changing data 
volumes and requirements.
On-Premise: Scalability 
constrained by local infrastructure, 
requiring upfront investments.

Cloud-Based: Allows integration 
with third-party tools for flexibility.
On-Premise: Greater control over 
customization but may require 
more effort for integration.

Cloud-Based: Follows a 
subscription model, reducing 
upfront costs.
On-Premise: Involves significant 
upfront expenses but lower 
operational costs over time.

Cloud-Based: Typically includes 
built-in recovery solutions, 
enhancing resilience.
On-Premise: Requires 
organizations to establish their 
own recovery plans.

Cloud-Based: Service providers 
handle maintenance and updates 
automatically.
On-Premise: Requires in-house 
IT staff, potentially leading to 
downtime during updates.

Cloud-Based: Involves 
relinquishing some control, raising 
concerns about data governance.
On-Premise: Provides complete 
control and ownership but 
requires comprehensive in-house 
management.

The decision depends on an organization’s needs, budget constraints, and preferences. Many organizations opt for a 
hybrid approach, combining the benefits of both cloud and on-premise solutions for a tailored and versatile document 
management strategy. 

Benefits of Integrating AI-Powered OCR:
1. Improved Accuracy: Adapting to various formats and layouts, AI-powered 

OCR continuously learns, improving accuracy, reducing errors, and 

enhancing data quality.

2. Flexibility and Scalability: Eliminating manual template creation, AI-powered 

OCR handles diverse document formats seamlessly, scaling effortlessly for 

varying processing needs.

3. Time and Cost Savings: Reducing manual efforts, AI-powered OCR speeds 

up document processing, saving resources, and improving operational 

efficiency.

4. Enhanced Data Extraction: Beyond text recognition, AI-powered OCR extracts 

structured data, facilitating direct integration into business systems for 

valuable insights.

5. Improved Compliance and Security: Adhering to data privacy regulations, AI-

powered OCR ensures advancedsec urity features, including encryption and 

access controls, reducing the risk of unauthorized access or data breaches.
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Enterprise AI
Turning data into actionable intelligence

Enterprise AI, short for Enterprise Artificial Intelligence, 

refers to the application of artificial intelligence 

technologies within large-scale organizational settings, 

commonly known as enterprises. It involves deploying 

AIpowered solutions and systems to address complex 

business challenges, improve efficiency, and enhance 

decision-making processes across various departments 

and functions within an enterprise.

Enterprise AI operates at a large scale, handling 

extensive datasets and addressing diverse needs 

within an organization. It seamlessly integrates with 

existing systems and workflows, automating repetitive 

tasks to allow  employees to focus on more strategic 

activities. These AI systems provide valuable insights 

and recommendations to support decision-making, 

leveraging machine learning algorithms for predictive 

analytics.

Natural Language Processing (NLP) capabilities in 

enterprise AI enable the understanding and processing 

of human language, facilitating applications such as 

chatbots, virtual assistants, and sentiment analysis 

in customer interactions. Security is a paramount 

consideration, with enterprise AI solutions incorporating 

advanced measures to protect sensitive data and 

ensure compliance with data privacy regulations.

Enterprise AI is customizable, allowing organizations to 

tailor solutions to meet specific industry needs or adapt 

algorithms to unique business processes. Use cases 

span various industries, including finance, healthcare, 

marketing, supply chain management, and human 

resources.

As technology continues to advance, the adoption of 

enterprise AI is expected to grow, with organizations 

seeking innovative ways to leverage AI for strategic 

advantages and operational excellence.
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Foundations of Machine Learning: 
Types and Use Cases

To navigate the landscape of Enterprise AI, it’s crucial to understand the foundational types of 

machine learning and their practical applications:

1. Supervised Learning: Similar to a student 

learning from a teacher, this type utilizes labeled 

data to make predictions. For instance, it can 

predict house prices based on historical data. Tip: 

Ensure a robust dataset with accurately labeled 

examples for optimal predictions.

2. Unsupervised Learning: Comparable to a self-

taught artist, this type discovers patterns in data 

without predefined labels. It is often employed for 

clustering customers for targeted marketing.

Tip: Explore diverse datasets to uncover hidden 

insights and patterns that may enhance 

marketing strategies.

3. Reinforcement Learning: Picture a dog 

learning tricks for treats; this algorithm learns by 

performing actions and receiving rewards, as 

seen in game playing scenarios. Tip: Encourage 

experimentation and continuous learning within 

the algorithm to refine decision-making based on 

outcomes.

Additionally, leveraging Natural Language 

Processing (NLP), Enterprise AI can analyze 

trends and patterns based on historical data, 

extracting valuable insights from textual 

information. These insights can then be 

seamlessly integrated into ERP systems, such 

as SAP or Medical Patient Records, enhancing 

the overall efficiency and decision-making 

capabilities of these systems.

Tip: Implement a robust data preprocessing 

step to ensure the accuracy and relevance of 

textual input for effective trend analysis.

Mastering these foundational aspects 

empowers organizations to leverage the full 

potential of Enterprise AI, making informed 

decisions, staying ahead of trends, and gaining 

a competitive edge in the ever-evolving 

business landscape.
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Conclusion
The transition from archives to intelligence is a dynamic process that 

leverages technology at every stage. By embracing these four key 

steps – Archiving, Digitization, Software Integration, and Enterprise 

AI – organizations can not only unlock the latent potential within their 

historical records but also harness the power of data-driven decision-

making in the modern era. 

This evolution represents a paradigm shift, propelling businesses, an 
institutions towards a future where intelligence is a driving force behind 
innovation and success. 


