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Realizing the Paperless Office with PDF



	 February 19, 2014
	FOXITBLOG

 

A paperless office is exactly as it sounds—an office without paper, relying instead upon digital documents in digital files.

While the concept’s been around for a long time, the paperless office has been difficult if not impossible to achieve. Today, however, technology advances have made it not only possible but even attractive to take your office paperless—or, if not entirely paperless, certainly less reliant upon the veritable printed page.

Paperless is now an Even Better Option

Scanners are faster and can handle larger loads. OCR (optical character recognition) is better. Digital storage is cheaper. Services that will do everything from digitizing your paper documents to storing your electronic files abound. And, most importantly, a great digital format standard exists in the form of PDF.

The Portable Document Format is the best option for storing your digital documents because it’s:

• Standard. You can save all kinds of files as PDF files. That includes Microsoft Word, Excel, and just about any other software format. Once in PDF, your documents can be easily read and made available to whoever needs access to them. All that’s required is a PDF reader such as the free Foxit PDF Reader and you’re good to go.

• Secure. There’s a whole spectrum of security for PDF files available to you when using PDF software such as Foxit PhantomPDF. You can choose everything from using no security at all to applying various levels of password protection, encryption and even rights-managed protection.

• Small. (Or at least, smaller.) PDF files are much smaller than other formats, which saves you hardware space and makes them easier to send online.

• Searchable. That means no more digging around massive numbers of paper documents, hanging file folders and underneath your boss’s desk trying to find one elusive sheet of paper or that much-needed paragraph.

Indeed, when you’re moving to the less-paper/paperless office, the key benefit really comes down to the searchable PDF format. After all, you don’t want to save physical space at the risk of misplacing valuable information.

How OCR Makes PDF Searchable

Fortunately, most of today’s scanners use OCR software that can convert your paper documents into searchable files.

Searchable PDF files are similar to normal PDF files, except that, in addition to the scanned bitmap image of your paper document, they include an invisible overlay containing searchable text. That’s true for any kind of searchable PDF document you create, whether it’s from published brochures, text in legal judgments, or handwritten notes your boss passed you on a paper napkin. It’s also true whether you use PDF software or OCR software to create it.

This enables you to use your digital file system as a searchable database to find keywords, names and phrases that can help you locate the information you need.

Don’t have a scanner capable of creating searchable PDF files? No worries. Any of numerous PDF software applications such as Foxit PhantomPDF can turn a scanned image into a searchable PDF.

How to Find PDFs in Your Paperless Office

Once you have digitalized all these PDFs, how do you find them later? You may want to take a look at Foxit PDF IFilter – Server.

Built on Microsoft’s IFilter indexing interface, Foxit PDF IFilter extracts data from PDF documents and returns the index results to search engine software. It goes beyond Adobe® to search and index PDF content, titles, subjects, authors, keywords, PDF portfolios, annotations, text and data from forms (both standard PDF and XFA forms), bookmarks, attachments, create time/date, number of pages, and the names of the creating applications.

PDF IFilter – Server was benchmarked by a knowledgeable independent software reviewer at MSDN Blogs. Key test results include data set crawl time, which Foxit PDF IFilter – Server finished in just 13 minutes—six times faster than TET PDF IFilter and a whopping 39 times faster than Adobe PDF IFilter.

You’ll find the full review here.

Have a large volume of paper documents? Consider third-party conversion.

Of course, if you’ve got massive amounts of documents that require conversion, scanning them by hand, even with a high-speed scanner that creates searchable PDFs, could take too much time. In that case, consider using one of the many document conversion companies that use PDF software to convert your paper files into searchable PDFs for you. Most will send you a DVD, CD, hard drive or flash drive with your newly searchable PDF documents and will return your original paper documents to you, if you wish.

Many of these services also provide secure hosted storage solutions that can house your digital files for you. You can download your files from their servers or leave copies as a backup. One of the main benefits in this less-paper office scenario is that, if your power goes out or there’s an emergency, you can still access your PDF files on the document conversion company’s hosted server.

Digital Storage Space for your PDF documents

With computer hard drives so affordable these days, creating your own digital file cabinet is within reach even for small businesses with limited resources. You can simply buy a computer, install extra hard drives and create your own server to store all of your PDF files.

For companies with more resources, consider getting a server with the necessary amount of hard drive space to store your PDF files. When you need more space, you can simply buy and install more drives.

For PDF files used for record keeping and backup purposes, which don’t need to be accessed often, you have the option to transfer them to DVD, external hard drive or a cloud-based secure storage solution. For varying monthly fees, you can have access to as large a PDF file storage space as you need.

All in all, searchable PDF and PDF software in your less-paper/paperless office delivers on the promise. No more digging through file cabinets. No more paper cuts. No misfiled documents.




This entry was posted in Product blog, User tip and tagged OCR, paperless, PDF files, PDF software. 
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