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1. Introduction 

“A paperless office means a work area where the use of paper has been omitted or 

considerably reduced.”1 The word “Paperless office” was first introduced by George Pake, the 

head of Xerox Corp.'s Research Center in Palo Alt in the 1970s in an article titled” The Office of 

the Future”. He wrote that the use of paper would be reduced and maybe eliminated in offices 

by 1995 and all documents would be on computer and electronic due to the availability of more 

technology.2 

But has paper has been eliminated? Not actually. In spite of many technological advances such 

as internet, e-books and digital cameras, paper is still there. The importance and usage of paper 

in different functions is obvious to every one.”Paper is an extraordinary medium. Lightweight 

and flexible, it is high-resolution, supports thousands of typefaces, can present both black-and-

white and color illustrations, and its high contrast makes it very easy to read. Users of paper 

documents get a great deal of paralinguistic information from them at first glance. The layout 

can indicate quality or esthetic features, the way the text is broken up can help show the 

complexity of a document, and the mere thickness of a book or report gives insight into its 

contents.”3 

According to statistics issued by WWF Organization,” The global paper consumption in 2010 

was 400 million tons and half of this was consumes in Europe and North America. It has been 

also predicted that by 2020 this figure will reach 500 million tons per year.” 4 

In The Myth of the Paperless Office, Sellen and Harperin have mentioned that “We are not 

headed towards offices that use less paper but rather towards offices that keep less paper.”5 

 

 

                                                             
1 http://www.antiessays.com/free-essays/83587.html 

 

2 http://www.printaudit.com/downloads/pdf/Business_Week_Xerox_Print_Audit.pdf 

3
 http://www.techsoc.com/paperless.htm 

4
 http://wwf.panda.org/what_we_do/footprint/forestry/sustainablepulppaper/aboutpulppaperproductionuse/ 

5 http://www.xerox.com/downloads/usa/en/t/TL_whitepaper_less_paper_office_Francois_Ragnet.pdf 
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2. Advantages of a paperless office 

What are the benefits behind going paperless? Here are some of the reasons that have made 

paperless office helpful; 

 Easy access to documents: One of the advantages of a paperless office is that 

documents can be found easily. We can simply put the client name or some other 

identifier in the name of each document which is saved and even if we save the file in 

the wrong location, we will be able to find it with a simple search.6 
 

 Saving in time: If all documents of an office are stored electronically as right named 

files, it will be very easy to search and quickly find the needed documents or files and 

nobody will have to spend much time to find them. 
 

 

 Simplify business processes: By an electronic business system, the business activities 

of an office or a company can be carried out more easily. Companies can send invoices 

to their customers, receive invoices from suppliers, order raw material, and look for new 

suppliers all in electronic-based which is simpler and faster than traditional paper-based 

methods. 

 

 More time to focus on business: With going paperless and storing all documents in 

computers, people in a business will have more time to focus on their core business 

activity instead of wasting time on time consuming stuff like searching for paper file and 

so on. “According to the YouGov survey, 30% of business managers and directors would 

spend the time they save on business development.” 

 

 Security issues: If all documents are stored electronically, only people who are  
allowed and permitted will have access to them so the documents will be more secure. 
 

 Customer satisfaction: By using online and paperless shopping system, customers can 

simply order their desired products on the internet. Can send email to the company and 

get the services of companies more easily which will lead to Therefore the company will 

be more successful in customer relationship management. 

 

 Helpful email communication system: With an electronic document system a 

company can have communication with customers, suppliers and partners. By the way, 

all the emails are stored in PC and they will be accessible whenever needed. 

                                                             
6 http://www.gopaperless.com/art_paperless_office_advantages.aspx 
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 Saving in space: By using paperless office method, a high amount of space in the office 

can be saved. There would be no need to keep e.g. paper files, letters, invoices and 

orders7 

 More environmental friendly: One of the biggest effects of using paper is on the 

environment. According to Ecology Global Network “World consumption of paper has 

grown 400 percent in the last 40 years. Now nearly 4 billion trees or 35 percent of the 

total trees cut around the world are used in paper industries on every continent.”8 

This fact solely shows how destructive is the use of paper to the forests. Now imagine 

how useful to the environment would be paperless or less paper office system in 

businesses, industries, universities and schools. 

Furthermore, reducing paper use will result in less use of ink. The process of ink 

production and the fume which is released in this process has negative effects on the 

environment.9 

 

 

3. What are the obstacles towards a paperless office? 

In spite of many efforts which have been done so far to consume less paper, still large amounts 

of paper are used. Paper has some features that have made it fascinating for every one. It is 

light and flexible, can be used in all colors and many typefaces etc. 10There are also some 

technology-related problems on the way towards implementing a paperless office some of 

which are as follows; 

 

Signature 

As we know the scanned from of signatures in many official business relationships and 

contracts is not acceptable. To prove the official credibility of a document it must be directly 

signed by pen. One possible solution to this problem has been offered by Matt Elliott:” I’m 

thinking touch screen technology might actually help with this one. Being able to ‘sign’ your 

screen with a stylus, like you do to accept a Fed Ex package or (at some retailers) sign your 

credit card receipt, is likely just as good as signing a piece of paper.” 

 
 
 

                                                             
7
 http://www.fpb.org/hottips/303/Top_10_benefits_a_paperless_office_can_provide.htm 

8
 http://www.ecology.com/2011/09/10/paper-chase/ 

9
 http://www.pearl-scan.co.uk/paperless-office.php 

10 http://www.techsoc.com/paperless.htm 
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Reading on screen is difficult 
The second problem is that there are still a large number of people, including people with 

eyesight problems and old people, who do not like to read on monitors and prefer to read in 

prints. Many people have got accustomed to reading on paper and are not conformable with 

screens. At the time of shifting to computer and internet, many companies had the same 

problem. For many people especially mid aged people it was not that easy to adapt to 

computer and internet.11 
 

Risk of data loss 
Another problem is the risk of losing data and document due to software or hardware failure. 

To overcome this barrier many companies nowadays back up the electronic copies of their 

important documents. So whatever happens to their data any disasters like fire, earthquake, 

software problems etc, and the company may lose its important data.12 

 

Technology isn’t ready for a paperless office 

“While the technology for going paperless is readily available, the rate of adoption for these 

tools and this system is quite low. 

Tools like digital signatures and encryption could revolutionize the way we do business and 
these tools are accessible today. However, they are only useful if a large number of people use 

them. Think of the usefulness of a fax machine before they were commonly used. A fax 
machine is only useful if a number of people you want to communicate with also have fax 

machines. Digital signatures and encryption work in a similar way. You need both sides of the 
communication to be adept with using the tools.”13 

 

Fear: 

Although electronic storage is much more secure than having data on paper, some people do 

not trust the authenticity or security of online tools and are still afraid of going digital. So 

before doing a business with a company or sharing information with them, it must be ensured 

that they are trustworthy.14 

 

 

                                                             
11

 http://yworking.com/technology/five-barriers-to-the-paperless-office/ 
12

 http://www.savepaper.com.au/en/Did%20you%20know/Opinions/Kurt%20barriers%20to%20entry.aspx 
13

 http://www.productivity501.com/paperless-office-myths/7375/ 
14 http://www.wisebread.com/how-to-go-entirely-paperless-at-home 
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4. Steps towards paperless office 

Before starting to go paperless in an office, the paper documents should be divided into two 

types; long-term paper documents and temporary paper documents. Different approaches are 

needed for these two basic kinds of documents. That which kind of paper should be eliminated 

or reduced depends highly on the nature of the business. For example, a medical or legal office 

will have different and harder going paperless process than a political campaign office.  

Ten steps toward converting your office to a paperless are as follows; 

1. Have a clear objective. For example, if efficiency is a more important objective than 

environmental, do not decrease your paper consumption in half the copiers to print on the 

backside.  

2. Put a long enough time range for shifting from paper-based to paperless system. Notice that 

not everything needs to be switched at one time.  

3. Establish an electronic records retention system and get comfortable using it before becoming 

committed to it.  

4. Put a filename on every document which is going to be stored.  

5. Keep a paper file as the primary record for your paper documents before shifting to paperless 

and the electronic record as the primary record after shifting. 

6. Inform your clients and suppliers of your paperless orientation. Because most people find it 

great. But still continue with clients who want to have paper-based interaction with you. But 

insist on working electronically with suppliers. 

7. Keep your technology and systems simple and compatible with what most people use. Use the 

basic formats, so that most people can deal with them. 

8. Check and upgrade your older files from time to time to make sure they remain usable.  

9. Recognize and reward those who help meet the objectives. Whether someone becomes able to 

electronically edit or deliver documents on the fly or is finally replacing an old manual 

typewriter with a computer, take the effort to show how this produces positive impacts, 

whether on the bottom line or the environment.15 

 
 
 
 

                                                             
15 http://www.lifehack.org/articles/productivity/how-to-go-paperless-bury-the-paper-before-it-buries-you.html 

http://www.lifehack.org/articles/productivity/how-to-go-paperless-bury-the-paper-before-it-buries-you.html
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5. Tips for a paperless office 
Here are some tips that must be taken into account when going towards a paperless office: 

 

 Paperless office doesn't happen overnight. A home office or business won't get rid 

of papers one day after starting the paperless system. It is a progression. It might be 

started by scanning all incoming bills into the system, and then expanded to include all 

general business correspondence. Initially, you might even find you are creating more 

work instead of less — especially if you run a business. Dr. Boris Klopukh, an urologist 

with Urologists Specialists, LLC, in Miami, has embraced the paperless transition 

wherever possible but finds that he often stores medical records electronically and still 

prints out a copy for himself. "I'm not even sure why I do it; it's just another way of 

backing up information that I'm still comfortable with," he says. 

 

 "Paperless" often really means "less paper." It is possible to scan all received 

documents into your computer, and to store all in-house documents in your system as 

well. You can virtually eliminate paper faxes by generating faxes on your computer and 

having in-bound faxes delivered to your computer system. You can even electronically 

sign or signature-stamp outgoing documents. But you're still likely to have some paper 

floating through your office. Not all of your suppliers or customers will want to have 

communication with you electronically. 

 

 Everyone has to adapt. Merely saying as a manager of a business that you want those 

around you to embrace your paperless office doesn't make it so. Your partner or staff 

has to adapt to the transition as a permanent new way of doing business. Change can be 

difficult. People who have been making photocopies, sending paper faxes, putting 

documents into legal sized folders are going to have to change their perceptions. They 

will have to learn new routines that they already feel skilled at. 16 
 

 Using paperless statements. These days, companies are allowing their customers to 

use paperless billing as a way to cut back on their costs and the cost to their customers. 

For the business savvy individual this is a great thing. You can reduce the need to have 

                                                             
16

 http://www.microsoft.com/business/en-us/resources/technology/communications/6-tips-for-a-paperless-
office.aspx?fbid=HXO8CZ5RJnJ 
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bills delivered to your office just to put them in a pile and then shred them later. 

Paperless billing is the way of the future and it is about time that you got with the 

program. 

 Catalogues. There are a number of companies that like to send you catalogues of their 

inventory or services. It is nice but all it does it harms the environment and makes you 

have to spend time shredding them or creating unnecessary waste. So, you have to do is 

call the catalogue company and ask them to remove you from their mailing list. If there 

is something that you really want to see or buy you can do so by ordering it online.17 

 

 Become ready to start. “When you are deciding what should become electronic and 

what should be in physical form, ask yourself "What is the worst possible thing that 

would happen if I no longer had this item?"  Determine what steps you would need to 

take to get the information again should you need it.  Can it be found on the internet? 

Statistics show that 80 percent of the information we keep, we never refer to again.  Do 

you really need to have it?”18 

 

6. Paperless Office Tools 

Some of the different types of tools whose advantages can be taken towards paperless office 
are as follows: 

 

E-mail  
“Email has had the biggest impact, allowing communications to become electronic with the 
ability to attach. This is very suitable for letters and proposals etc but not as suitable for sharing 
many other business documents such as sales or supplier contracts that require controlled 
access on an ad-hoc basis.” 19 
 

Scanners 

“Scanners are one of the most essential tools for a paperless office. They can convert paper 
documents into digital files, which are then ready for mass distribution over an email system 
rather than through paper memos. 

                                                             
17

 http://www.via-isdn.org/4-tips-to-go-paperless-in-your-office.htm 
18

 http://www.productiveandorganized.net/2010/12/tips-to-go-almost-paperless.html 
19 http://www.accountsiq.com/node/355 
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Large-format scanners can convert blueprints, contracts and other large documents into digital 
files. In addition, high-speed scanners can quickly scan multipage documents, or even books, 
eliminating the need to store the paper copies. 

Software 

Software plays an important role in a paperless office. Special programs can accept faxes over 
the Internet and turn them directly into digital documents. Other programs manage the huge 
quantity of digital files that an office can produce during the transition to paperless.”20 

Some of such software applications are; 

NitroPDF. Using NitroPDF, we can edit existing PDF formats without printing them. 

Fax to E-mail Services. Like eFax and UnityFax by which we can send and receive faxes as PDF 

files 

EchoSign. An application for generating and archiving digital contracts. 

Online backup applications. Like DropBox, Box.net and Mozy on which we car store or data 

as searchable and web-based archive.21 

Displays 

“Reading content from a computer screen saves the need to print a paper copy, but some 
standard monitors can cause eye strain after extended use. Other display types, such as tablet 
computers and digital readers, can produce an image that makes long-term reading much 
easier and mimics the look of a paper document while holding a large amount of data in a 
single small device. 

Hard Drives 

Eliminating paper copies of documents means risking losing the information they contain in the 
event of a computer system crash or hard drive failure. One feature of a paperless office must 
be backup copies of all files. Ideally the backups can be stored off-site through a remote server 
in case the office experiences a disaster such as a flood or fire.”22 

 

 

 

                                                             
20

 http://www.ehow.com/list_6541114_paperless-office-tools.html 
21

 http://mashable.com/2010/05/01/small-business-paperless/ 
22 http://www.ehow.com/list_6541114_paperless-office-tools.html 

http://www.echosign.com/
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7. My personal experience  
As a master student I have experiences some of the methods or application to go paperless. 

Here are some: 

 

Internet and Email 

They are of the most obvious ways that have considerably decreased the paper consuming in 

my life. By Facebook I can simply get in touch to my family and friends around the world, I have 

been applying for internship for the last 3 months by email, I could apply for BCM in 

Furtwangen and get accommodation in Furtwangen while I was in my home country without 

using a single corresponding by letter or using a single sheet of paper.  

PDF files and E-books 

Like many others, I have installed Adobe Acrobat application in my PC and simply gather my 

needed and favorite e-books and pdf files without needing to buy the printed form of them. 

Now I have a small book shelf only for books whose electronic forms are not available. Imagine 

the amount of paper which has been reduced due to the use of e-books by many students. 

Dropbox 

BCM student share their file for example ppt forms of presentation or scanned forms of lecture 

notes on Dropbox and every one can have access to them to work and study for exams. Nobody 

has to take the print of his/her presentation slides and distribute to other students. Also I have 

stored my data as backup in Dropbox. So if I lose my data for any reason, I have all my data 

stored in Dropbox. 

At Furtwangen University 

The process of going digital and using less paper is tangible in the university. In FELIX learning 

platform, lecture notes, recommended books, slides etc have been uploaded by professors and 

students can study them on screen. Although for some of the students, like many other people, 

going paperless is difficult and they still prefer to take the printouts of the slides and study on 

paper. In Studi-Portal, the subjects we have passed, the subjects we are taking currently, our 

scores etc are available and there is no paper involved. All these paperless systems have made 

things in the university easier for students, professors and the staff. Student do not have to go 
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to Ms. Jung and ask for their score tables or other documents to apply for master thesis, 

internship etc. 

 

 

 

8. Future of paperless office 
 

But how will be the future of paper? Will a completely paperless office possible? 
At the first look, it seems the consumption of paper is reducing due to coming more and more 

technology. But in fact “The digital revolution has been beneficial to the paper industry on the whole. 

With every new technological advance, the amount of information has multiplied, and the volume of 

paper has risen as well.” 23As mentioned previously, according to Ecology Global Network “World 

consumption of paper has grown 400 percent in the last 40 years.” 24Paper still plays an important role 

in life. Particularly for older generations getting rid of paper is not that easy. “Paper will continue to 

occupy an important place in office life but will increasingly be used in conjunction with an 

array of electronic tools. The paperless office is a myth not because people fail to achieve their 

goals, but because they know too well that their goals cannot be achieved without paper.”25 

Personally I believe that although going electronic has made things easier, a complete paperless 
office is possible but in a very far future. Maybe big multinational companies and banks will be 
able to do every thing electronically within 10-15 years but for small businesses and homes, 
paper will still stay for many years. Because among people, using paper is something cultural 
and this needs much time to be changed. People have got accustomed to use paper for every 
part of their life. Therefore paper will continue dominating for ages. 

 

 

 

 

 

 

 

 

 

                                                             
23

 http://www.capv.com/eprise/main/Home/Multiclient/Brochures/FOP.pdf 
24

 http://www.ecology.com/2011/09/10/paper-chase/ 
25 http://www.techsoc.com/paperless.htm 
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