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Document Imaging Simplifies Your Archiving Needs 
Instead of filing all your documents away in bulky cabinets, use document imaging to easily copy 
and keep all your important papers secure. Document imaging is quickly becoming the storage 
option of choice for thousands of businesses around the globe due to its low cost and overhead 
requirements. 
 
Document imaging is the practice of scanning documents into a safe storage system on your 
computer. It is easy to access the images of your documents within seconds by keeping the 
system on your desktop.  More importantly, document imaging services allow businesses to 
eliminate their dependency on older storage systems such as filing cabinets which are prone to 
disorganization and significantly less secure than online systems. 
 
Indeed, document imaging has become the method of choice for archiving critical business and 
personal documents.  Document imaging keeps you from losing your important records by 
ensuring a systematic means of organizing files electronically. It also allows for storage space to 
be utilized for more productive business need.  Instead of devoting a significant amount of square 
footage to filing cabinets, businesses that invest in document imaging technology can replace the 
storage space with computers, operational equipment or other machinery that can deliver a better 
return on assets or help to drive increased sales.   
 
Besides its economic benefits, document imaging allows for fast and efficient retrieval of 
documents as well.  Since the process allows you to store files onto any numbers of drives, it 
ensures critical documents are always close at hand.  Most document imaging systems allow 
owners to store scanned items on either hard drives or CDs.  The best systems will allow 
upgrades as document management changes, new technologies are introduced or lager volumes 
of work necessitate storage.   However, to maintain the highest quality documents online, invest 
in a high resolution scanner to avoid the pixilation which can occur during the document imaging 
process.   
 
A good document imaging system offers convenience and tremendous organizational benefits.  It 
provides a simple and secure means of storing important documents and allows users to quickly 
retrieve files for immediate use.    
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