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Net Process advocates; “Go Paperless”— save or share this document electronically
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The Myth of the Paperless Office!

Abigail Sellen and Richard Harper use the study of paper as a way to understand
the work that people do and the reasons they do it the way the way do. Using the
tools of ethnography and cognitive psychology, they look at paper use from the level
of the individual up to that of organizational culture.

According to Sellen and Harper the physical properties of paper (it being thin, light,
porous, flexible....) afford the human actions of grasping, carrying, folding, writing

They argue that paper will continue to play an important role in office life. Rather
than pursue the ideal of the paperless office, we should work toward a future in
which paper and electronic document tools work in concert and organizational
processes make optimal use of both. Lets work towards Less Paper — Paperless will
come over time.

Reduce, recycle, reuse is a theme that will remain and help reduce the waste flowing
into landfills and save trees at the same time.
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The Myth of the Paperless Office!

Computers were supposed to make paperless offices possible, but most of us are
surrounded by more pages than ever. Here are steps to all but eliminate the bulging filing
cabinets.

Scan documents and convert them to PDF and using Optical Character Recognition (OCR)
software —digitize copies of documents text so they become searchable.

GET THE RIGHT HARDWARE

The first key is a good scanner. Kodak and their selection of scanners will be discussed
today. These speedy devices can scan both sides of documents at once, automatically
detect page size and type.

Look for Automatic Document Feeders, Bundled OCR Software, USB 2.0 Interface, and a
high-page-per-minute rating.

Expect scanned PDFs to occupy about 250KB per page (or side) for black-and-white
documents, 500KB for colour. In other words you should be able to store up to 4,000 pages
in 1GB of disk space.

GET THE RIGHT SOFTWARE....
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FileHold Manufacturing Customer ... “ My users give me unsolicited comments on how
well FileHold is working....ease of use in general goes a long way.” - Texas

FileHold Re-seller Partner ...  “Your customer support is the best that | have had so far in
business ... Love FileHold™ - New York

FileHold US Military Customer ... “/ want to express my gratitude for the guidarnce we
received from your customer service team during our initial FileHold build.” - Hawaii

Oil and Gas, Exploration Company: ... “You are a lifesaver, | would still be running
around in circles were it not for your willingness to engage.” — Texas

Independent Consultant: ... “We were hired to find a document management solution for
our client. Of all of the software solutions we evaluated FileHold was the best choice. We
recommended your software and are glad to hear it was selected, that means we did our
Jjob”. - Alberta

... "Every lost document costs anywhere from $350 to $700"
—1DC
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..."On average, professionals spend 50% of their time looking for information”
- Gartner Research

..."On average it takes 18 minutes to search for a document”
- Gartner Research






FileHold Scanning Solution Features - Out-of-the-Box

If you have yet to invest in a document imaging and scanning system, FileHold ships with all of the out-of-the-box features
you need to start the fast, efficient and accurate capture and conversion of paper files into secured, searchable electronic
documents.

FileHold Integration with Kofax Ascent Capture.
Do you already have Kofax Ascent Capture? FileHold seamlessly integrates with industry leading Kofax Ascent Capture
scanning software.

FileScan Bridge Connector Integrates  3rd party scanners & multi -function centers
FileHold's FileScan Bridge features ensure smooth integration with 3rd party scanning systems and multi-function centers.

Scanner Hardware Considerations

The volume of document imaging and scanning to be done is the driving factor behind the type of scanning hardware
needing to be purchased. FileHold document imaging and scanning systems does not re-sell hardware but provides
guidance on selecting scanning hardware.




Customizable Library Hierarchy

4 File Cabinets are at the top of the level

(User/Group membership applies)

4 Drawers contain:
4 Folder Groups (an optional level)
4 Which contain Folders
(User/Group membership applies)
4 Folders contain Files.
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In this screenshot you can see the library hierarchy on the left, the detail of a folder containing various files, and a
metadata pane on the right hand side

Now you will learn how to setup your library
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O canremove

reminders by

clicking the red X
P
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