
R emember when a document actually meant a piece of paper with information 
on it? Now we create word processing documents, send emails, scan paper 
records and even capture photos and video with our mobile devices.

In today’s digital age, does your 
business still operate at the speed 
of paper? Paper sneaks into your 
operation to clog your processes in 
many ways. Start with an inven-
tory of what’s in your file cabinets, 
where it came from and how it will 
be captured. If you focus only on 
paperwork and not those “other” 
documents, you’re keeping one 
foot in the boat and the other on 
the dock. You will get wet!

Paper Documents
Paper documents flood our 
business from various sources—
customers, suppliers and even our 
own company. These documents 
must be scanned and indexed to 
your paperless system. 
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Several scanner types are 
available. Desktop scanners with 
image cleanup software will 
produce the best scan results. 
Multifunction devices that scan, 
print and fax can also be used. 
The compact footprint of network 
scanners makes them a logical 
choice for distributed capture, and 
technology advances have quickly 
established mobile devices as 
viable capture solutions. 

Selecting the best scanner 
requires an understanding of the 
production workload. Specifica-
tions to consider include rated 
speed, resolutions, duplexing, 
color capability, document sizes, 
flatbed option, auto-document 
feeder, hopper capacity and duty 

cycle (maximum pages daily). Also 
identify what image cleanup soft-
ware is included or supported. 

Scanned items are assigned 
index values that let users search 
for specific documents. Vari-
ous degrees of automation can 
minimize the labor involved with 
indexing. Bar codes can pass data. 
Forms recognition can identify 
document types. Optical character 
recognition can extract data. And 
programming calls can pull data 
from an application screen or data-
base to populate index fields. 

Other Documents
Many of our struggles with paper 
are self-inflicted. Documents cre-
ated electronically are often printed 
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and reintroduced into the business 
process. Sometimes, printouts are 
rescanned to convert them back to 
digital form! While there’s no uni-
versal approach for handling “born 
digital” documents, they need to 
be included in your paperwork 
assessment. Examples include:

Office documents—Word 
processing, spreadsheets and 
presentations are business com-
munication standards. Your office 
software may provide integration 
options so files can be passed 
directly to your paperless system. 
Microsoft* provides an API to add 
a “Send To” option on its taskbar. 
Documents launch in their respec-
tive application when retrieved. 

Email—According to 
sourcedigit.com, 108.8 billion 

emails were sent and received 
every day in 2014 by the world-
wide business community (bit.
ly/1CMgobZ). This accounted for 
57 percent of email traffic. That’s 
too much information to ignore as 
you think through your paperless 
plans. And remember attachments.

PDF files—Adobe has released 
eight different versions, and four 
unique PDF formats exist in addi-
tion to a newer PDF/A variation 
for archiving (bit.ly/1QtoYRB). 
Your applications may generate 
PDF output or you may have large 
quantities of scanned PDFs, but 
it’s a good idea to test sample PDF 
data to verify what your paperless 
system can support.

Electronic documents—The 
use of modifiable documents can 
eliminate paper entirely. Electronic 

forms allow users to select and 
enter data from a workstation or 
mobile device. Tablets can support 
signature stamping. Once com-
pleted, documents can be sent 
to the paperless system without 
printing/scanning.

Print output—Reports, 
statements, listings, invoices, 
purchase orders, forms and more 
are printed every day. Captur-
ing internally generated print 
output introduces new possibil-
ities. Search engines can find 
documents faster. Reports can 
be exported to spreadsheets. 
Statements can be bursted and 
distributed electronically. And 
forms overlays can eliminate 
expensive preprinted forms. 

PC files—For other PC applica-
tions or forms products that don’t 
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have a PDF delivery option, you 
may have different file formats to 
support. Some paperless systems 
provide a virtual print driver fea-
ture to capture these documents.

Photos/video—Mobile devices 
take high-quality photos, record 
videos and even run sophisticated 
scanning apps. Visual evidence 
can track the condition of a prop-
erty, prove what a shipment looked 
like when it left the warehouse, 
document what actually happened 
during an arrest or even let you 
make a bank deposit. Technol-
ogy improvements have made it 
cost-effective to archive and share 
these types of documents.

Faxes—If your company still 
accommodates inbound faxing, fax 
software solutions can eliminate 
those unreadable documents and 
feed them directly to your paperless 
system for some cleanup work, 
indexing and archiving. 

These “other” documents share 
two characteristics. First, they were 
already digitized so it’s extremely 
inefficient to print them for pro-
cessing. Second, they were most 
likely not captured by a paperless 
system so there are no searchable 
index values and they aren’t inter-
faced to a business application. For 
these document types, sample data 
should be tested to ensure the file 
format is supported and to deter-
mine what data can be extracted 
for index values. 

Rethinking it
With all of your documents now 
digitized, indexed and organized, 
an opportunity exists to rethink 
current work processes and make 
changes to improve your business. 

Integrating your paperless 
system with core business appli-
cations makes it easy for users 
to rapidly retrieve documents 
they need. Enabling Web and/
or mobile support provides 24-7 
secured access to documents by 
your authorized users. Enhanced 

security controls, improved 
disaster recovery options, detailed 
audits/tracking reports, enforced 
compliance standards, automated 
purging and advanced workflow 
are a few more examples of new 
capabilities at your disposal. 

If you want to drive paperwork 
out of your business, you need to 
think beyond just your paper docu-
ments. An office-store scanner isn’t 
going to address your production 
work requirements; you’re going to 
need a bigger boat.  
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