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Agenda 
  Thinking about my topic today, I decided it 

would be a bit insincere to hand out a stack 
of paper to each of you 

  Download it...read it...but don't print it ! 
  Why? What's in it for me? 
  How can you get started? 
  Document Scanner demo 
  Wrap-up 
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Why Go Paperless? 
  95% of old-growth forests in the US are gone; the world loses 

4,281 acres of rainforest every hour (i.e. 6.7 Indian Ridge's) 

  The average US employee prints 10,000 pages per year 

  In 2004, the equivalent of 178 million trees were used for paper 
in the US 

  Producing 1 ton of copy paper releases 5,690 pounds of 
greenhouse gases into the atmosphere – the equivalent of 6 
months exhaust from an automobile 

  As paper decomposes in landfills it produces methane, which 
has 20 times the global warming potential of carbon dioxide 

  Source: www.powerdms.com  
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Why Go Paperless? 
  Reduces energy and water consumption 

  Saves considerable landfill space, and thus reduces 
greenhouse gas emissions 

  We're doing well, but there's room for improvement 

–  About 63% of paper products are recycled each year; 
39% of that is sent to foreign markets 

–  37% of new paper products comes from recycled 
paper 

  Blah, blah, blah...those are all benefiting Mother Earth – what 
about ME? 
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What's In It For You? 
  Easier to take your “important papers” with you – many of us 

have 2 or 3 homes 

  Easier & quicker to find (or send) documents using electronic 
search versus moving boxes and files....MUCH easier to find 
things like “electricity bills for the past 5 years”. If you save 
paper, chances are those bills are in 5 different boxes! 

  Easier to protect yourself from loss (fire, flood, hurricane, mice) 

  Reduce clutter, free up space, save $$ 

  You'll have proof of major purchases (warranty, insurance); 
proof of deductible expenses (IRS); end of year investment 
statements (IRS) 

  You'll have everything available. All the time. Everywhere. 
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How Do You Do a “Search” on This? 
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Getting There... 
  Get all your statements and bills online 
  Put other important paper documents into digital form, 

and recycle the paper 
  Start reading the newspaper online 
  Get an e-reader – Kindle, Kobo, etc. 

–  or just use your iPad 
  Put your recipes, calendar, address book, lists online 
  Print to PDF (not paper); then put in folder 
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Print to PDF 
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Print to PDF 
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The Scanner 

  20 ppm; 50-page input tray 

  Scan single or double-
sided 

  Scan to PDF or JPG 

  Auto blank page removal 

  Auto quality detection 

  Ultrasonic misfeed 
detection 

  Auto document naming 

  ABBYY Finereader OCR 

  Auto page rotation 

  Fujitsu ScanSnap S1500M (Mac only) 
  Cost: about $420+tax, S&H (Amazon) 
  Just replaced by ScanSnap iX500 (Mac & 

PC) 
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Scanner demo... 
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Scanning...the Process 
  Don't make it a daily chore 
  Save paper bills, receipts etc. in a “To Be 

Scanned” basket 
  Dedicate a bit of time each week to scan 

and e-file them and recycle the paper 
–  Shred personal documents before 

recycling 
–  Be sensible – don't scan & then shred a 

birth certificate or title deed 
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Managing the Scanned Documents 
  Lots of “document management” apps out there 
  My recommendation: do NOT use them 

  If they go out of business, BIG trouble!! 
  Instead, use a folder hierarchy 
  There are apps that can help you automatically 

file the scanned docs 
  Hazel (recommended by “Paperless” 

author) – www.noodlesoft.com  
  Yep 
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Example of Folder Hierarchy 
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Backup is Mission Critical 
  If you aren't prepared to do this, DON'T 

EVEN CONSIDER going paperless 
  Not good enough to have a backup hard 

drive in the desk 
  Fire, theft, flood, hurricane – everything is 

gone, with no recovery possible 
  You MUST have an offsite backup 



So what is DropBox ? 
It’s a “cloud” storage website. 

Lets take a video tour ... 
www.dropbox.com 



Adding DropBox gives you three layers of defense 
against file loss -  
1.  Your computer Hard Drive  
2.  Your Time Machine backup drive  
3.  And now free cloud storage 

Plus the convenience of anywhere access,  
very important if you have two homes.  
And the ability to share large files. 

















I’ll send each of you an 
invite to join DropBox.  



By responding to my email invitation,  
you will get an additional 500Mb of storage 

free  
and our RMUG group will get an additional 1 Gb,  

which we need for our rapidly growing file 
storage on our RMUG website. 



The first two GB of file storage is free. 

(You’ll also get another 500 Mb from my invite) 

Subscription plans start at $10 a month  



Once you get my email invitation, 
click on it and you will go to this 

download site for DropBox. 



Now back to Rod Hannaford for 
questions about 

Going Paperless ... 

PLUS 

Bonus Topic: I.R. Bulletin Board 



2013-03-07 31 

I.R. Bulletin Board 
  Gerry McKay hatched the idea to create an IR-only 

BB 
  For Sale; Wanted; Contractor Reviews 

  Painters; Electricians; Landscapers; Renovations; 
Plumbers; House cleaners; Flooring; etc. 

  The BB would be administered and moderated 
outside the auspices of the HOA and IRCC – no 
bureaucracy, but there will be rules (e.g. no homes 
for sale/rent; no advertising your business) 

  Status: working prototype is being tested and refined 
  Look for a notice in your mailbox 
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Questions,  Comments ??? 
Visit: rmug.weebly.com to download this slideshow



