
Accelerating Digitization  
to Meet Today’s Remote  
Work Requirements



Introduction
From enabling a more seamless and productive remote work environment, to reducing costs and taking a more 
sustainable and environmentally-friendly approach, there are numerous reasons why companies are striving to go 
paperless. While there may have been an initial goal in making the transition, those that have achieved at least some 
degree of success have found additional, unexpected benefits. For example, a company may have implemented 
a paperless initiative with the goal of reducing costs but found they also dramatically improved in the area of 
compliance. The most daunting challenge that an organization faces in the quest to create a paperless working 
environment is determining how to get started. This special report provides you with better insight into how to launch 
a paperless initiative and helps you anticipate and overcome some of the common hurdles standing in your way.
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How Paperless Are We?
When the pandemic abruptly arrived in March 2020, it caused a 
quick shift to remote work and a functional need to accelerate 
digitization for easy information access and collaboration 
across disparate locations. However, despite extensive efforts, 
the use of paper continues on. Even though many organizations 
were able to make the transition or are actively transitioning , 
many are still relying heavily on paper. In fact, AIIM has reported 
the following startling statistics: 

• There are over 4 trillion paper documents in the U.S., 
growing at a rate of 22% per year

• For 56% of organizations, the volume of paper records is 
actually increasing

• The average office worker uses 10,000 sheets of copy paper 
each year and wastes about 1,410 of these pages

• With the average cost of each wasted page being about six 
cents, a company with 500 employees could be spending 
$42,000 per year on wasted prints

Based on these data points, it’s clear that despite the growing 
shift to digitization, there’s a bridge to the paperless future that 
needs to be crossed in order to achieve it.

The most daunting challenge that an 
organization faces in its quest to go 
digital is determining how to get started.
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How Do You  
Define Success?
Historically, offices were built around 
supporting paper, but ironically, paper is the 
friction point of business. As organizations 
handle an ever-increasing amount of paper, 
errors increase, costs rise, and business slows 
down. This provides good motivation to move 
away from a paper-intensive business model. 
However, a transitional digitization plan is 
needed. The key to a successful plan is in the 
details, including measurable criteria to offer  
a better chance to achieve the goals by  
agreed-upon dates. That’s what one national 
retailer recently did in order to implement a 
successful digital initiative.

A large national retail organization was dealing with a major challenge 
in their Human Resources department. They have seasonal staffing 
demands and high turnover rates. Managing the paperwork involved 
in their hire, re-hire and termination process was a continual source 
of pain. Manually tracking all of the employee information was 
difficult because each employee file could include as many as 23 
different document types. Extra staff is required to properly address 
compliance challenges, respond to audits and to fulfill legal requests for 
documentation. When the decision was made to implement a paperless 
solution, the company selected Access to develop a comprehensive, 
strategic plan. Initial focus was aimed at providing a faster onboarding 
process for new hires and a more efficient method to manage the 
paperwork around terminations. Today the company utilizes Access’ 
CartaHR, a complete web-enabled solution that includes document 
imaging and indexing services as well as configured search screens and 
online image viewing.  This solution enabled the retailer  
to virtually eliminate their overtime expense as well as experience a  
45% increase in service level by reducing the number of days in 
the onboarding process. 

This is one example of how a company measured the success of a 
paperless initiative. Other useful metrics include determining the return 
on investment for going paperless by analyzing how much can be 
eliminated in operating costs, and evaluating increases in productivity. 
The important thing is to select the strongest metrics  
that align to the company’s strategic goals, which help build the  
case for gaining budget and approvals for future projects.

The average office worker  

uses 10,000 sheets of copy 

paper each year and wastes  

about 1,410 of these pages

Success Story:  
Increased HR Onboarding Efficiency
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Overcome the Challenges  
of Implementing Change 

Throughout the organization, there 
may be questions of adoption because 
people are resistant to change and 
departments can be set in their ways.

Throughout the organization, there will likely be some  
pushback on adoption of a new process because people are 
resistant to change and departments are often set in their 
ways. In order to overcome the challenges when implementing 
a digitized approach, it is important for you to identify which 
departments have the greatest needs and are most willing  
to utilize new technology.

The organizational chart can be used as a roadmap for  
success. First, the key constituents need to be identified.  
Where in the organization might the roadblocks be found?  
It could be department heads, vice presidents, or end users 
who could potentially undermine the project. Next – get buy-in! 
As your supporter base broadens, so will the likelihood of the 
project’s success. 

In order to gain that support, find the people who are resistant 
to the project and find out why. Take the opportunity to address 
their concerns because they may be legitimate. Work with them 
to overcome their apprehensions and you will have cleared a 
major hurdle. Finally, confirm that there’s funding available for 
this project. The best way to do this is to be able to prove  
beyond a reasonable doubt that the project is going to fund  
itself while highlighting all the benefits to all.
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Know Your Competition
Since a digital transformation initiative will be competing for funding against other 
projects, it helps for you to have a better understanding of the competition. How 
does a paperless initiative stack up against other proposed projects within the 
organization? High value, high profile projects typically automate manual business 
processes, impact revenue generating functions, have visibility with senior executives, 
or align with stated strategic corporate initiatives. There are strong reasons why the 
digitization initiative is critical. 

The key is for you to highlight the attributes that make this a winning 
project. For example:

Faster acclimation and adaption in remote working environments

Swifter implementation - solutions can be up and running in days instead  
of months - resulting in faster ROI

The project can have incremental success and growth on top of each achievement

It’s not a big bang approach that requires major commitments to get all  
the results at once

Having a scalable platform for growth enables departments to gradually adopt  
the digitization initiative when they are ready. 

The solution doesn’t need heavy support so it’s a minimal drain on  
organization resources.

The project supports corporate “Green” initiatives

While there is no guarantee for gaining project approval, by defining the project 
objectives, identifying measurable goals, understanding potential challenges and 
competing initiatives, the outlook for success increases dramatically.

As your supporter base broadens, so 
will the likelihood of the digitization 
project’s success.
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Having a scalable platform for growth 
enables departments to gradually adopt 
a digital approach over time

I Have My Approvals – 
What’s Next?
Once the approval for a digital transformation project is granted, you’ll 
need focus to drive success since results are not guaranteed. To this end, 
following is a checklist for success.

Is the project scope properly defined?
•  Is there buy-in within the company?

Are plans in place to prevent project creep?

• When is the requirements list cut off?

How will ROI be measured?

Have milestones been set to measure success?

Should historical documents be included?
• At what point does the project reach the point of diminishing return?

• How is a solution implemented – in-source vs. outsource?
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What Does the Successful  
Solution Look Like?
Scanning to a PDF does not equate to paperless. Some companies have turned 
to imaging thinking that they’ve achieved a digital environment. But this alone does 
not define success. By simply digitizing paper and storing the files on a network drive 
or shared server, an organization can set itself up for a disaster from a project and 
recovery perspective. This approach is not built to be scalable and is not a full solution. 
The following success story highlights one company’s solution - to keep all of its lease 
documents but make them accessible online.

Success Story:  

An Access client was seeking to scan all of its real estate leases. The company has over 30 
locations around the U.S. and had a critical need to securely preserve and protect their original 
lease documents while enabling better access to vital information contained in these leases. The 
paper-based leases were so mission critical that the company would not permit any of them to 
leave their offices. 

Access staff went on site to each client location and scanned all of the lease files. Now the 
company can find any lease online through Access’ CartaHR document management solution 
using detailed search criteria, configured to meet their specific needs. Additionally, CartaHR’s 
automated indexing capability provides minimal work on the front end. The company achieved  
its stated goals – improved document security and disaster recovery with instantaneous access 
to vital lease information for all authorized users, regardless of where they were located.

Improved Document Security and Disaster Recovery  
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What Are My Alternatives?
Typically, solutions are deployed one of two ways: “build it” or “lease it”. The “build 
it” approach includes substantial out-of-pocket investment to get started. There’s 
software acquisition, including document capture, OCR, and image viewing; 
new hardware requirements such as scanners, servers and monitors; in many 
cases additional staff is required, including those needed for document prep, 
reassembly, scanning, indexing and Quality Assurance. Training is required as well. 
Then there’s the necessity for internal support to keep the project going.

• Completeness of the offering – success will be impacted by the vendor’s ability to 
manage both physical and digital documents.

• Areas of expertise –the vendor needs to be able to address departmental needs 
across the enterprise.

• Flexibility – the solution should be able to adapt to the organization’s needs to 
scale and grow the business.

• References – any solution should have existing clients who are willing to discuss 
their experience to help guide your decisioning.

As for the management of the vendor, you should:
• Participate in vendor evaluation and contract negotiation
• Define acceptable SLAs
• Support the implementation

The trend is moving toward the subscription approach, 
utilizing Software-as-a-Service (SaaS) solutions with a 
provider that possesses document management expertise.

The key considerations in selecting a vendor are:

Many companies find that a managed services approach can be more 
efficient and cost-effective. 
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Comparing “Build It”  
vs. “Lease It”
In comparing the in-house, “build it” option to an outsourced 
subscription SaaS solution, both infrastructure and personnel 
costs must be included to reflect an equivalent experience 
over time. An analysis limited to initial hardware and software 
expenses of the “build it” solution compared to ongoing 
SaaS usage fees of the subscription approach can lead to 
the incorrect conclusion that an in-house alternative is lower 
in cost. In reality, initial hardware and software costs are 
insignificant compared to runtime costs. The true cost is far 
higher for the ”build it” alternative.

For an in-house solution to be successful, the expertise of 
delivering an always-available imaging system, including 
document capture, quality control, document storage, 
business continuity, and servicing users in general, must 
be developed and maintained by internal staff before any 
meaningful adoption can occur. Without adoption, benefits 
are limited while the actual expenses are significant. There is 
both a high risk and cost of failure. Making the right decision 
requires a complete, detailed cost comparison. When the 
true operational costs of an in-house solution are taken into 
account, the financial breakeven point, when compared to 
subscribing to a SaaS provider is, at a minimum, years in the 
future. In fact, breakeven may never be achieved due to  
future infrastructure and software obsolescence. 

Comparing Costs of in-house document management systems  
and on-demand document management solutions
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SaaS Solutions

The risk of failure is low with a SaaS provider 
since specialized expertise and experience with 
thousands of users offers a significantly higher 
potential for success.

In contrast, a SaaS solution requires a significantly lower investment. 
Savings from expertise and specialization, and the massive economies 
of scale of a SaaS provider are passed on to the customer. In both 
small and large organizations and from light to heavy usage, the SaaS 
provider will offer the latest technology and innovation for significantly 
lower cost and lower risk than the in-house approach. Depending on 
labor rates, the need for 3rd party vendor support, internal IT resource 
requirements, disaster recovery, business continuity, and a myriad 
of costs associated with software and hardware support, the SaaS 
subscription costs will typically be between 10% and 30% of the inhouse 
costs in a true assessment of multi-year costs.

The risk of failure is low with a SaaS provider. In fact, financial 
benefit to the customer may actually be higher because of the SaaS 
provider’s expertise and capabilities. The risk associated with project 
failure is low since there are no large investments in infrastructure 
and personnel. SaaS solutions offer security, high performance, 
broader functionality, dependable 24/7 system access and user 
support, and flexible and scalable service offerings. In head-to-head 
comparisons, SaaS solutions offer numerous strong advantages over 
in-house solutions.
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Conclusion – Find the Right Balance

About Access
Access is the largest privately-held records and information management services provider worldwide, with operations across the 
United States, Canada, Central and South America. Access provides transformative services, expertise, and technologies to make 
organizations more efficient and more compliant. Access helps companies manage and activate their critical business information 
through offsite storage and information governance services, scanning and digital transformation solutions, document management 
software including CartaHR, CartaDC and CartaDC Essentials, and secure destruction services. For 11 consecutive years, Access has 
been named to the Inc. 5000, the ranking of fastest-growing private companies in the U.S.

1.877.345.3546 

AccessCorp.com

Try blending digital and physical processes while 
transitioning to a digitized model if you need more 
time or budget to ensure better quality outcomes.

Is going 100% digital the right approach for your organization? Most organizations will find that only a small portion of their 
documents are truly active. In this case, it may be a better strategy to target these active documents first and make them 
available digitally online. That way you can achieve a significant ROI, streamline processes, and increase efficiencies without 
affecting quality or breaking the bank. In addition, since so many documents are inactive, it makes sense to retain them 
physically in a low cost model and only scan them in on an on-demand basis. After all, there’s no reason why you should 
take on the expense of converting inactive documents to digital until they are needed. 

This approach offers an excellent way to get started on the path to digitization. Try blending digital and physical processes 
while transitioning to a digitized model if you need more time or budget to ensure better quality outcomes. This approach 
ensures that the business-critical information that a company needs is available instantly in a work-from-anywhere world 
while optimizing the spend associated with document retention.

http://www.accesscorp.com/
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