Going Paperless Is More Than
Just Scanning Documents

Learn how to organize and access documents for multiple cjexik$rom QuickBooks®



Objective

Learn how to transform QuickBooks into a simple
document management system by:

A Gaining time efficiencies.

A Improving client collaboration.

A Increasing your value and service offerings to clients.



Agenda

A Addressing document management challenges
A Evaluating document management solutions
A Integrating with QuickBooks

A Understanding client and practice benefits for a
solution integrated with QuickBooks



The Problem

AAccountants need efficient access to client data.
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INn the event of a disaster.

AThere is more to going paperless than just scanning:

A Documents must be easily organized.
A Documents must be easy to access.
A Paperless habit has to be encouraged.

AThe time and effort required to go paperless needs to
offer value to the client as well as efficiencies in the
practicec to be really valuable.



Considerations

Input & organization

A Handle documents from a variety of sources (papenail, faxes, digital).
A Documents need to be logically organized for future access.

Access

A Who needs access to the documents? How often?
A Are they in the next office, across town or across the state?
A What are the technical considerations? Internet speed, etc?

Commitment
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A Ease of use is key in creating the paperless habit.

SaaS or traditional license

A Evaluate time/resources of purchasing and maintaining hardware and softwar
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Organization & Document Input

Traditional DMS

A Usually requires consulting and tirecensuming
Implementation.

A Costlyc with solutions in the $4K$5K range or more.
A May be better suited to handle large organizations.

Integrated DMS with QuickBooks

A Organization is done within the QuickBooks framework,
streamlining implementation and improving usabillity.

A Low cost; prices range from low monthly subscriptions to
a few hundred dollars for the licensed software.
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A Different levels of integration are available.



Accessing Documents

Once documents are uploaded, they need to be
Intuitively accessed by everyone who needs them.

Integrated solutions offer:

A Access from within QuickBooks.
A Ability to assign access rights to different types of users.

Additionally, webbased solutions offer:

A Document portal accessed via Internet.

A Documents can be accessed by client, or others in the
practice, remote offices, etc.



Streamline Client Communication

A DMS integrated with QuickBooks has many benefits:

A Instant access to documents, notesimails and reports
means more efficient handling of client inquiries
(immediate vs. call backs).

A Attaching source documents to entries in QuickBooks
makes it easier to perform audits, review financials and
detect fraud.

A Allows the practice to handle more clients in less time.



Gaining Commitment

Ease of use Is the quickest path to adoption.

A Solutions integrated with QuickBooks can offer reduced
learning curve and higher adoption rates.

A Solutions that offer a path for ne@uickBooks users to
Input and access documents can make paperless more
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A Making documents accessible outside QuickBooks gets
everyone involved.



Keys to Document Management Solutions

Integration with QuickBooks:

A No complex cabinet/folder hierarchy .

A No requirement to change current workflow/processes.
A No requirement for costly consulting/IT/customization.
A No requirement to train staff on a new application.

Software as a ServicBdajy

A On demand; available anywhere, anytime via the Internet
(Web browser / mobile phone).

A Offers enhanced accessibility to documents.

A No upfront costs (no software to install or manage, no
hardware to buy).



Types of QuickBooks Integration

Barelyintegration

A Launch from toolbar or menu.
A Sync folders with Customer/Vendors/Employees.

Better integration

A Associate documents with QuickBooks data entries.
Bestintegration

A Answer the question: Is there a document attached?
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Traditional QuickBooks Integration
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ewest QuickBooks Integration
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Viewing Documents Inside QuickBooks
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Instant access to documents



Access Documents via the Web

Using a web browser or mobile phone



