GETTING STARTED

This document is intended to simplify the transition from paper to paperless by identifying the key steps you must take to become ready to start converting your paper files to electronic files.  

Any important undertaking may feel overwhelming at first, however, if you follow the simple steps below, you will be well on your way to a smooth transition from paper to paperless. 

Step 1

Determine what documents are currently the most difficult to manage or access in your organization..  

Do you have so much paper you don’t know where to start?  Choose the one area that is the most difficult manage or access, this is likely the best place to start for every business.

	Archived files
	

	Active Files
	

	Invoices
	

	Supporting Documents
	

	Client Records
	

	Files in Filing Cabinets
	

	Other
	


Step 2

Determine what governing body regulates the document retention period within your business/industry.  What documents must you retain, and for how long? How long do you plan to continue being in this business? 

	Number of years to maintain records
	


	Profession
	Governing Body
	Recommended Retention

	Accounting
	IRS
	

	Medical
	State Medical Board
	

	Real Estate
	Board of Realtors, IRS
	

	Legal
	State Bar Association
	

	Professional
	IRS
	

	Other
	
	


Step 3

Determine how you would like the documents named or indexed for easy retrieval.

Once scanned, you will need to locate scanned documents either from the CD or from your hard drive.  How you choose to name your documents will determine how easily they will be retrieved. It is usually best to copy, or emulate, your existing manual filing structure.  All desired index information must be easily extracted from the documents by Save As staff.  Adding index fields adds to the total cost but may provide greater access to documents, thus reducing costs over the long term.  

How do you currently file and retrieve your paper documents?  

	How Folders are filed
	
	How Pages within Folders are filed
	

	Alphabetical
	
	Most recent pages to front
	

	Numerical
	
	Most recent pages to back
	

	Chronological
	
	Left side on top
	

	Ascending
	
	Right side on top
	

	Descending
	
	
	

	
	
	
	

	Other:
	
	Other:
	


Write down how you want to be able to search for files electronically;

Index 1______________________________ Index 2 _____________________________

Index 3______________________________ Index 4 _____________________________

Step 4

Estimate the quantity of documents to be converted.  

Do you need to purge any documents prior to scanning?

Who will go through the files to purge documents?

When will you have time to review each file?

How long will it take to purge?  At what cost??

	Number of file cabinet drawers
	

	Number of pages per drawer
	5,000 estimate

	Total pages in filing cabinets
	

	Number of boxes/storage
	

	Number of pages per box
	2,500 estimate

	Total pages in boxes
	

	Total of filing cabinets and boxes
	


Step 5

Determine how much will it cost to convert the documents, and how will you pay for the conversion?

By providing your Save As representative with the desired indexing structure and an estimate of volume, Save As can now provide you with an estimate of how much it will cost to convert your paper files to electronic files.

Try to determine if you will be reducing storage costs by converting?  Will you reduce labor intensive retrieval costs?  Will you free up usable space in your office?  Will the scanned documents turn a liability into an asset?

Feel free to discuss creative financing options available with your Save As representative. 
Step 6

GET STARTED !
This is often the most difficult step. You must change your practices to control the flow of paper. Once you begin converting documents, you will discover many ways to better control the flow of paper in your business.
Start with the most problematic area, then attack each other problem area one-step at a time. 

Thank You for Considering Save As…Papeless Solutions for all your Document Management needs.

