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         Is your office full of overstuffed file cabinets with files and important paperwork? Do you have to keep these documents, but you have nowhere to put them? Have you resorted to filling file boxes full and storing them in several closets at work or home? Are you tired of spending hours and several days looking for the paperwork that you need? If so, then it is time to check into the trend, which is sweeping the all branches of the business world.  
What is a Paperless Office?
          Many offices today are going paperless, which will allows you to find the filed you need with a click of a mouse. These offices are converting their paperwork to computer files, which has eliminated the need for storing paper work. This allows the office to save money on storage expenses, equipment, and supplies. Thus, the office stays create and the office employee stays working, instead of hunting the paperwork they need.

What Will I Need? 

           First, you will need a need a laptop or a desktop computer, which is capable of storing the amount of information you plan to put on it. In addition, the computer should have CD-burner and several USB Ports. This way, you can back up your businesses data on inexpensive compact disks or flash drives. However, you will also want to back-up your system online and offline, so you will not lose your information in a natural disaster.    
Is It Completely Secure?
           A paperless office can ensure your business and customers information can stay secure and private at all time. Furthermore, you can create more documents or add security programs to you computer. Some programs offer firewalls and others offer fingerprint scanners, but you must learn how to use them properly. If you need help converting to a paperless office, be sure to seek assistance from an expert. 
Conclusion

           Everyday many schools, non-profit organizations, and public offices depend paperless communications. Many local businesses and medical facilities have converted to a paperless office, in order to save money. Additionally, the growing trend is sweeping into the global community and their governments. Therefore, checkout how the paperless revolution and how can improve your businesses future.    
