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Abstract:- The research aims to study and analyze the system used in the traditional archiving of books
and official documents to preserve data and information in the Department of Management Information
Systems. To transition to electronic management, the current manual system was developed and a better
way was found to save files and refer to them at any time without wasting time and making a great
effort. It was designed A system using the MS-Access program to organize records, documents, and all
information in a good manner that licensed employees can benefit from. This system includes
performing all operations, including archiving, indexing, summarizing, searching, and retrieving data
and information, with the ability to add, modify, delete, and inquire at any time about any information,
as well as issuing the required reports.

The most important conclusions reached by the research: continuing to work with the traditional
archiving system in the organization in the field of research despite the availability of technical
equipment for electronic archiving and human staff specialized in the field of electronic technologies.
The researchers suggest raising the level of employees’ awareness of the concept of electronic archiving
and enhancing their skills and cognitive abilities in modern information technologies by participating in
training courses that help them keep pace with and comprehend technical development.

Keywords: electronic management, electronic archiving, systems analysis and design.
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