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Instructions:


1.	Click on the picture in the grid and press delete.


2.	Now click Insert | Picture | Insert from File to insert your own picture.


3.	Set the picture wrap to In Line With Text.


3.	Crop the picture as necessary using Word’s Picture Tools. Ensure the picture fills the grid. Any part of the picture extending beyond the grid will not be displayed in your document. Resize the picture using the corner handle to ensure your picture stays in proportion.


4.	Press Close Picture or click the X at the top right of your Word screen to update and return to your document














Brimbank Libraries

Casey-Cardinia Library Corporation

Central Highlands Libraries

Darebin Libraries

Eastern Regional Libraries Corporation

Geelong Regional Library Corporation

Glenelg Libraries

Greater Dandenong Libraries

High Country Library Service

Latrobe City Library

Melbourne Library Service

Mildura Rural City Council Library Service

Stonnington Library and Information Service

Wimmera Regional Library Corporation

Wyndham City Library Service

Yarra Libraries

Yarra Plenty Regional Library Service
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SELECT
What portion of 
that content will 
be preserved?

STORE

What issues are 
there for long-
term storage?

PROTECT

What steps are 
needed to 

protect your 
digital content?

MANAGE

What provisions 
are needed for 

long-term 
management?

PROVIDE

What 
considerations 
are there for 

long-term 
access?





“It was the most intensive training I have ever experienced”

“It was a level I could comprehend and enabled me to see how 
I could implement this practically in my own and other 

workplaces”

“I felt the entire course was very focussed and logical.  Each 
component is important to the to the process of digital 

preservation”
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Collections, cataloguing,
archiving

Local and family history

Digital content, systems, IT

Strategic development
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What division of your library 
are you from?
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Importance of developing a consistent approach to 
digital preservation across Victorian public libraries

Very high High Netural Low Very low Not answered









Thank-you …
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