Getting Started with a Paperless
Tax Workflow

The advantages and key steps involved In
moving your tax preparation practice to a
paperless workflow
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Presentation Overview

A Best practices for a paperless tax workflow.

A How your tax preparation process can be
streamlined with a paperless tax workflow.

A The best tools to use for successful paperless
tax preparation.

A What questions require an answer before you
move to a paperless tax practice?
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Paperless Tax Workflow

1. Scan &Submit
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Best Practice Scanning

Scanned Documents Should Be:

- 300 DPI Black & White

- Tiff or PDF files

- Originals (not photocopied or faxed)

- Intact (not torn, hole punched, etc.)

- Uncovered (not covered by calculator tapes, sticky notes, etc.)
- Free from extraneous marks (e.g., checkmarks, circles, etc.)

- Data must not be blurry or too light (Scanner adjustment)

Fujitsu fr6130 Sheefed Scanner

Fully-Loaded One Box Scanning Solution

The Fujitsu #6130 workgroup scanner includes everything organizations need to get up and
scanning in one convenient box. Th&130 includes full versions KofaxVRS® Professional
Adobe® Acrobat® Standard, &@echndAlPro scanning software, to provide users wi**
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Paperless Tax Workflow

1. Scan &Submit

= 2. Verify &Correct (OCR Application)

~CPA

Technology Advisor



Paperless Tax Workflow
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== _I 2. Verify &Correct (OCR Application)

Source Tax

Documents || || Software || 3. Complete Preparation & Review
S B (Electronic Document Editor)
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Paperless Tax Workflow
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Paperless Tax Workflow
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Streamline your paperless tax workflov

A Reduce file organization time
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Streamlineyour paperless tax workflov

A Reduce data entry time

Source document data
exported to tax software




