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Abstract 

The management of students’ status files is an important component of university 
archives management, including students' admission qualifications, school status, 
academic records, rewards and punishments, graduation and other aspects. In recent 
years, with the continuous expansion of the scale of universities and the rapid 
development of information technology, the traditional management of student’s status 
files can no longer meet the demands of the new situation. This paper discusses the 
digital management of college students’ status files from the following aspects: the 
characteristics of college students’ status files, the significance of digital management of 
college students’ status files, the current situation of digital management of college 
students’ status files and the development direction of digital management of college 
students’ status files. 
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1. Introduction 

College students’ status files are original records of preservation and utilization value which 
forms from the admissions to social practice, graduation and a series of processes. They indicate 
the whole processes of students’ ideological and political performance, learning, social practice 
ability as well as important references for employers. Therefore, they are of great significance 
to every student. In the last decade, with the continuous expansion of the scale of universities 
and the rapid development of information technology, the traditional management methods of 
students’ status files can no longer meet the growing demands of students’ look-up. More and 
more universities choose to use computer and network technology for digital management of 
students’ status files. It is the inevitable result of the university archives work adapting to social 
development trend, and is also an important means to measure the university educational 
affairs work and archives management work. 

2. The Characteristics of University Students’ Status Files 

A. The diversification of the sources of students’ status files 

The students’ status files of colleges and universities are not uniformly handed over to the 
archives management department by a certain department. First of all, students' admission 
information is transferred from the admission and employment department to the archives 
management department; in addition, students' learning information during school is 
transferred from the educational administration department to the archives management 
department; thirdly, students' social practice information is transferred from the teaching 
department to the archives management department; and so on. The whole transfer process of 
the files involves many departments of the college, and each department is in charge of its own 
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affairs. The information cannot be shared, which brings some difficulties to the collection of 
students’ status files.  

B. The diversification of the formation time of students’ status files 

The formation time of various kinds of information in the files of college students is different: 
the information of enrollment and admission is formed when the students are admitted; the 
academic record is formed in the whole learning process by semesters; the social practice is 
formed at the graduation grade; the information of graduation certificate and degree certificate 
is formed when they graduate, and so on. The formation time of students’ status files runs 
through the whole learning process of students. In this process, the contents of students’ status 
files are constantly enriched, which makes it special compared with other archives. 

C. The complexity of students’ status files 

The status files include the basic personal information, the scores of university entrance exams, 
students' grades, rewards and punishments, graduation and degree awarding, and so on, 
largely reflecting all aspects of the students from admission to employment, such as: name, 
student number, ID number, political affiliation, age, native place, profession, educational 
system, grades, rewards and punishments, graduation certificate number, degree certificate 
number and so on. 

D. A weak sense of responsibility of some file management personnel  

Due to the lack of systematic archival training, some management personnel of students’ status 
files have insufficient understanding of the importance of those files, and fail to bring strong 
sense of archival awareness into the daily collection and sorting process of students’ status files, 
leading to the failure of timely filing of some important materials. 

3. Significance of the Digital Management of University Students’ Status 
Files 

A. Protect paper files 

Traditional paper students’ status files need to be manually arranged into a special file box, and 
then the corresponding files can be found through the search tool. The paper files can be taken 
out from the box and used. However, high frequency of use or slight carelessness in the process 
will cause wear or damage to the paper records. After the application of digital management, 
the status files of a specific student can be searched in the management system with the use of 
the search engine, which can largely protect the integrity and security of the traditional paper 
files. 

B. Improve work efficiency 

The management of students’ status files in colleges and universities is generally carried out 
according to the classification standards of departments, majors and classes. As the time goes 
by, the number of students’ status files generated is also increasing. It will take a long time in 
the search process under the traditional management system. With the application of digital 
file management, the files needed can be directly searched, which greatly improves the 
efficiency of files management. 

C. Keep pace with the times 

With the popularization of network and computer technology, digital management mode has 
been applied into all parts of life, and the traditional paper-based information recording mode 
is gradually replaced by digital management mode. Compared with the traditional paper files, 
the new digitalized and informationized students’ status files have the features of practicality 
and convenience. The inquiry of the files can only be realized through a special management 
system, which is the product of the development of times, and the only way for the digital 
construction of colleges and universities. 
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4. The Present Situation of the Digital Management of College Students’ 
Status Files 

A. The digitization level is underdeveloped 

Although many colleges and universities are vigorously promoting the digitalization of students’ 
status files, the digitalization of students’ status files in most colleges and universities is still in 
its infancy. The number of the files is in direct proportion to the running history and the number 
of students in universities. The process of digitalization is a huge project. However, there are 
few factors that block the digitalization process. For example, the equipment of the file 
management department is outdated, and there is a shortage of professional personnel.  

B. The relevant management system needs to be improved 

Nowadays, many colleges and universities have introduced students’ status files management 
system and archives management system by purchasing or developing by their own. These 
management systems have played a certain role in promoting the digitalization of status files, 
but their functions are relatively simple, lacking strong adaptability and expansibility, which 
fail to well cover all aspects of file digitalization management. 

C. Lack of compound talents 

The existing staff of students’ status files management department in colleges and universities 
are familiar with the traditional work contents and lack of relevant operating skills and 
knowledge of digital management of the files. Most of the management staff have not been 
systematically trained. Therefore, even though they can use the computer for basic operation, 
but still can’t meet the demands of other aspects in digital management. 

5. The Development Direction of the Digital Management of University 
File Management 

A. Improve system functions 

Colleges and universities should upgrade and improve the existing management system by 
themselves or cooperate with software companies according to their actual conditions, so as to 
build a well-functioning digital management system of students’ status files that can be shared 
with resources of all departments, and truly meet the requirements of digitalization of the files. 

B. Strengthen the construction of hardware facilities 

Hardware facilities are the basis of digital management of files. In order to meet the 
requirements of digitization of files, colleges and universities should be equipped with servers, 
scanners, recorders and other hardware facilities, and on this basis, try to choose products with 
good performance. 

C. Secure the electronic files 

Students’ status files play a vital role in students' life, such as admission, employment, 
promotion, etc., which are closely related to students' vital interests. In the process of 
digitization, if the operation or the process are not standardized, it is very likely to cause the 
loss or mistake of relevant information. The consequences are incalculable. 

D. Strengthen the training of management talents 

Talent is the key factor in the digital management of students’ status files, which has a great 
influence on the process and effect of the digital management. Firstly, colleges and universities 
should strengthen the professional knowledge training for the archivists of students’ status files 
to improve their theoretical level of archivist’s knowledge. Secondly, it is necessary to 
strengthen the computer operation training for the staff of students’ status files and improve 
their computer operation ability. Thirdly, it is important to provide systematic training for the 
staff of the files management, so that they can understand and operate the management system 
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proficiently, and strive to give full play to the function of the files management system to the 
greatest extent. 

E. Strengthen the communication between system research and development personnel and 
students’ status files management personnel 

The research and development personnel of the students’ status file management system are 
mainly responsible for the design and development of the system but unfamiliar with the 
specific contents of university students’ files management. Besides, the actual situation of each 
university is not the same. In this case, the management system developed on this basis cannot 
meet the demands of the digital management of students’ status files to some extent. Therefore, 
in the process of system research and development, it is necessary to strengthen the 
communication between the two sides, so as to better understand the practical work and the 
characteristics of the file management work, and develop a high-level management system that 
truly meet the requirements of digital management of students’ status files. 
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