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M any businesses battle with an abundance of paperwork, which causes 
delays, wastes valuable office space and is exposed to potential security 
risks or disaster incidents. A document imaging solution can help you find 

information faster, manage it better and provide a safe and secure alternative to 
physically storing paper records.

Paperless technology is afford-
able and has become standard 
for many businesses—especially 
now that mobile devices enable 
us to find whatever we want 
whenever we need it. 

It can be easy to fall into the 
trap of overanalyzing product 
features (the what), but document 
imaging is all about how users 
work (the why). For example:

• Transportation companies 
are concerned with how fast 
bills can be processed and 
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drivers paid once deliveries 
are completed. Signatures are 
required on proof-of-delivery 
documents, which must then 
be matched with supporting 
receipts to ensure customer 
invoices are accurate.

• Government agencies handle 
enormous amounts of important 
documents. Whether the request 
is for a permit, license, utility 
bill, court transcript, etc., the 
public expects to be served 
quickly, yet they also want their 
information kept safe.

• Medical providers are 
challenged with allowing 
information access to those 
who “need to know” while 
protecting privacy as dictated by 
strict regulations. Collaborating 
doctors need timely access to 
patient data and lab results, 
and insurance companies must 
know what procedures were 
performed to pay claims. Penal-
ties for noncompliance can be 
staggering. 

• For financial institutions, 
any request for a loan, credit 
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card or other transactional 
account requires signatures 
on paperwork to be processed. 
Customers expect to obtain 
funds quickly with limited fees 
and demand convenient access 
to their statements. 

• Manufacturing firms deal 
with many vendors and 
components to fabricate 
products. Multiple versions 
of design drawings, technical 
specifications and standard 
operating/safety procedures 
must be maintained. The sales 
department must access this 
information to prepare quotes 
and bid responses. 

If you don’t have time to 
become an imaging expert or the 
money to hire one, these seven 
tips for selecting a document 
imaging solution should help. The 
tips are easy to follow and cost 
nothing to implement. 

Tip 1: Planning is 
just as important as 
technology.
First, gather information about 
how your users conduct busi-
ness and how going paperless 
will overcome their challenges. 
Ask some questions to help 
frame the project scope (See 
“Sample Questions to Get 
Started,” at right).

Tip 2: Start with the 
user’s perspective. 
Next, understand how users 
want information delivered. An 
imaging solution should inte-
grate with business applications 
such that accessing digital docu-
ments are a simple extension of 
the user’s work environment. 
Various user preferences should 
be accommodated for how docu-
ments can be viewed, printed, 
faxed or emailed. Consider 
enabling remote access from the 
Web or a mobile device. 

Tip 3: Content can’t  
be accessed until  
it’s captured.
Two document image capture 
functions must be performed—
digitize and index. The content 
might be scanned paper docu-
ments, imported PC files or 
electronically generated forms/
output. Once it’s digitized, 
users can retrieve documents 
by searching on assigned index 
values. Remote capture may be a 
requirement and various auto-
mation techniques, such as bar 
coding, OCR or forms recognition, 
could minimize the labor of the 
capture process.

Tip 4: Digital content 
needs storage space.
While digital documents don’t 
need physical floor space, some 
creative capacity planning will 
be required. Users typically 
know how many transactions 
they handle but not how many 
pages. And frequency of access 
to these files tends to decline 
over time. Compliance mandates 
dictate how long records must 
be retained. Developing an 
effective archival strategy 
means selecting the appropriate 
hardware that best meets your 
capacity, performance and long-
term retention needs. 

Tip 5: Take advantage 
of new management 
features.
With documents now digi-
tized, indexed and organized, 
a significant opportunity exists 
to improve how your operation 
is managed. Enhanced security 
controls, improved disaster 
recovery options, detailed 
audits/tracking reports, enforced 
compliance standards, auto-
mated purging and advanced 
workflow are examples of the 
new capabilities at your disposal. 
An imaging system provides an 

opportunity to rethink your current work processes 
and make changes that can help manage your busi-
ness more effectively. 

Tip 6: You’re choosing a partner,  
not a vendor.
At a minimum, you need expertise to implement the 
initial solution and train your staff. You should also 
understand who developed the software and who 
provides technical support. Check client references 
for your potential partner. 

Tip 7: It’s always about the money!
More often than not, project costs are understood 
but not the criteria for success. An ROI can’t be 
calculated if the return is ignored while only the 
investment is considered. Identify and consider the 
business value. When it comes to expenses, beware 
of complicated pricing models. Variable costs (e.g., 
user-based charges, add-on modules, etc.) can be 
real budget busters. 

Keep Your Focus on the Why
Going paperless seems simple (and it can be) but 
getting started can be a challenge. Today’s produc-
tion imaging solutions go beyond merely digitizing 
paper. They now include automated capture tech-
niques, advanced workflow capabilities, security 
controls, redaction, versioning, PDF delivery, Web 
access and mobile apps, making them expandable 
to meet your enterprisewide needs. Proper plan-
ning will keep your focus on the why of user needs 
instead of the what of product features. 

Get the full whitepaper “Seven Tips for Selecting a 
Document Imaging Solution” at www.realvisionsoftware 
.com/free-7tips.html.

Sample Questions  
to Get Started

• Who are the key users and departments?
• What business applications do they use?
• What type of documents do they handle?
• Where do these documents originate?
• Who needs access to these documents?
• How long (and where) are records stored?
• What happens when files are missing?
• What bottlenecks must be addressed?
• Any work measures, counts and standards?
• Any technology considerations/preferences?
• Any systems in place that require conversion? 


