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The electronic information age is now well 
and truly upon us, therefore contemporary 
organisations are feeling pressure from 
internal and external stake-holders, to 
share information via electronic 
means such as on the internet, 
via servers, or email, in data 
formats rather than paper. 
To achieve this requirement 
it is sometimes necessary 
to convert paper based 
documents and records, or even 
old books, into digital data fi les for 
easy archiving or sharing, e.g.: membership forms, 
client applications, medical records, catalogues, 
instruction manuals, reference books, etc. 
Digitisation, in this context, is a term that 
refers to a series of processes which ultimately 
converts hard copy into an electronic data 
format. There are three main components to the 
Digitisation process. They are:
1. Image capture: Scanning the hard copy to create 
a high resolution image fi le.
2. Optical Character Recognition (OCR):
Proprietary soft ware reads the image fi le to create 
a text layer to enable the end user to search the 
text within the fi nal PDF fi le.
3. Portable Document Format (PDF): A PDF 
fi le is created, combining the image and text 
layers into one universally accepted format.  
Once these records and documents are digitised 
and converted to digital format they are quicker 

and easier to catalogue, manage, distribute and 
access anywhere in the world, and require far less 
physical storage space. ADR has a state of the art 
document and book scanning facility to convert 
all types of physical documents, charts, books etc 

to various electronic media formats, e.g.: Tiff , 
Jpeg, PDF & PDF-A. Files can also be created 

to conform to various Government 
Authorities’ standards for use in any 

electronic information system. 
ADR’s document processing 

facility is capable of digitising 
large volumes of documents 

quickly and accurately 
using specifi cally 
designed soft ware and 
advanced equipment. 
ADR has developed 

a sophisticated image 
capture system to Digitise 

books without dismantling or damaging 
the oft en fragile and/or irreplaceable book. ADR 
has developed highly secure systems to assist in 
the cataloguing and management of documents. 
These customisable systems utilise barcoding 
technology to electronically track each document 
during Digitising, Restoration, Remediation, 
or Transport to and from the ADR document 
processing facility. An internal Quality Control 
System is used to assure clients of the quality of 
the reproduction, however, a verifi cation process 
can also be incorporated on request.

CUSTOMER SERVICE ©

“Well.... Yes Billy I guess we 
could Digitise your sister’s 
diary, but I don’t think she 
would be very happy if you 

shared it on Facebook.”

COMIC  RECOVERY

In this issue of the Newsletter we discuss ADR’s Document Digitisation services.
“Digitisation” refers to the process of converting paper based documents and records

or books into digital data fi les for easy archiving or sharing 

Send your feedback, questions, articles, comments, or testimonials, etc. to us by email: adr@ausdr.com.au 
or join the conversation on our social media pages. 

No names will be published with reader submissions unless specifi cally requested otherwise.

DOCUMENTS  AND  RECORDS  DIGITISATION

ADR UPDATE

ADR is pleased to announce that we will be the Platinum Sponsor at 
this year’s ANZIIF/AICLA Claims Convention (CC15), to be held at the 
Sofi tel Wentworth Sydney during August. CC15 marks the second 
occasion that ADR has supported the industry with this level of 
sponsorship at the annual Claims Convention. ADR is very proud of 
its association with peak Insurance industry organisations such as 
AICLA and ANZIIF and looks forward to meeting many Loss Adjusters 
and Claims Professionals at this years convention.
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