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1- create.
2- maintain.
3- disseminate.
4- administer.
oS- capture.
6- word.
7- spreadsheets.
8- multimedia presentations.
9- email.
10- websites.
11- online transactions.
12- data bases.
13- business information systems.
14- shared folders.
15- Hard drives.
16- Word -processed document.
17- spreadsheets.
18- Presentations.
19- Desktop-published documents.
20- databases.
21- Geographic data systems.
22- Human resources systems.
23- Financial systems.
24- Workflow systems.
25- Client management systems.
26- Customer relationship management
systems.
27- Systems developed in house.
28- Content management systems.
29- online.
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50- hybrid record.

51- Hybrid records management.

52- CD-Rom.

53- render.

54- ICA/ADRI working group — Exposure
Draft, Guidelines and functional
requirements for electronic records
management systems, Module 2, draft,
February 2008. www.archives.gov.au/
Archives/ICA-ADRI-2.pdf

55- Retention time.

56- Legal citation for security code (if
security code is “confidential”).

57- printing records retention schedules and
associated instructions.

58- Time retentions.

59- Event retentions.

60- Time — Event retentions.

61- wild card.

62- characters.

63- Boolean logic.

64- owner.

65- Number of records by record series item
number (when applicable).

66- record identifier.

67- user account identifier.

68- authorizing individual identifier(if
different from user account identifier).

69- Electronic calendar and task lists.

70- External E-mail.

71- Ability to read and process records.

72- Confidential records.

73- Functional Requirements for managing
electronic records, Originally prepared by
the Functional requirements Workgroup,
Electronic Records Research Committee,
August 24, 1998, p3-6/ http://www.tyc.
state.tx.us/errc/erecfuncreq.doc

30- Intranets.

31- Extranets.

32- Public websites.

33- Records of online transactions.

34- Email.

35- SMS (short messaging services).

36- MMS (multimedia messaging services).

37- EDI (electronic data interchange).

38-  Electronic  document  exchange.
(electronic fax).

39- Voice mail.

40- Instant messaging.

41- EMS (enhanced messaging services).

42- Multimedia communications (eg. video
conferencing & teleconferencing).

43- National Archives of Australia, Digital
recordkeeping, Guidelines for Creating,
Managing and Preserving Digital
records, Exposure Draft May 2004. from

www.naa.gov.ow/Images/Digital-record
keeping-Guidelines-tcm2-g20.pdf
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45- ldentification (registration).

46- classification.

47- Business classification scheme.

48- context.

49- metadata values.
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