Myths and Truths: The "Paperless" Office
By the end of this session, you should have ideas on how you can streamline the document management process using DMS. You will understand how you can use the scanning, storage, and retrieval features of DMS to become more efficient and reclaim valuable office space.

Who Should Attend? 

Any DMS user
Learning Objectives:
· The objectives of this course are to explore the technology and processes that make the “paperless office” a time- and money-saving reality, including: 

· Setting up the program and establishing your file structure 

· Learning the ins and outs of scanning documents, including important technological information 

· Understanding electronic document storage and how it relates to paper storage 

· Seeing the power of instant document retrieval and the ability to print, email, or fax directly from DMS 

· Learning about client and database management to ensure your system is secure 


Detailed Course Outline

CHAPTER 1: INTRODUCTION

· The “Less Paper” Office 

· Benefits of the “Less Paper” Office 

· Implementation: A “Phased In” Approach 

CHAPTER 2: GETTING STARTED
· Creating a Database 

· Importing Tax Clients & Setting Up 

· Client Folders 

· Folders and Folder Options 

CHAPTER 3: DOCUMENT STORAGE
· Printing Documents to DMS 

· Moving & Copying Files 

CHAPTER 4: SCANNING DOCUMENTS
· What to Scan & When 

· Scanning in DMS 

· Review Exercise 

CHAPTER 5: MANAGING DOCUMENTS
· Viewing & Annotating Documents 

· Faxing & E-Mailing Documents 

· Printing Documents 

CHAPTER 6: ADDITIONAL FEATURES
· Burn to CD 

· Multiple Databases 

· Document Categories 

· Client Categories 

· Customizing Client Folders 

· Non-Client Folders 

· Issues 

· Launch PDF Outside of DMS 

· Exporting Clients & Folders 

· Using the Find Feature 

· Rights & Passwords 

· Database Maintenance 

· Database Backup 


BONUS APPENDIX: USING MULTIPLE MONITORS

Course Level: Basic
Recommended CPE: 2
Prerequisite: None

Advance Preparation: Have a version of the DMS Program installed
Delivery Method: Group-Live
Field of Study: Specialized Knowledge and Applications

