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Eliminating Your Paper Trail

Document-management software can clean up your dead-tree detritus

REVIEWED by THERESA W. CAREY

IKE THE OFFICES OF SO MANY

writers, mine easily could be de-

clared a disaster area. I'm sur-

rounded by teetering piles of pa-
per, and even though I clear it out every
few months, there’s always more to re-
place what I just threw out.

But if you're investing in a home of-
fice, especially something state of the
art as detailed in this week’s cover story
starting on page 28, the last thing you
want is mountains of paper.

Computers were supposed to fix this
problem by helping create a paperless
oftice environment. Rather than send pa-
per memos here and there, e-mail was
supposed to save entire forests. Paradox-
ically, recent studies (which a cynic
might note were sponsored by printer
manufacturers Hewlett-Packard and Lex-
mark) have shown that paper consump-
tion has increased to record levels—and
is expected to continue growing. The
studies indicate that many computer us-
ers print out hard copies of e-mails and
Websites so they can physically file
them, or because they prefer reading
from paper rather than the screen.

I tracked my personal printing habits
for a week and noticed that most hard
copies I create of online information in-
volve maps, directions, and flight plans
(I'm a private pilot). I'm just not yet
comfortable reading directions off a com-
puter screen.

But I'm able to deal with e-mail on
the screen and seldom find it necessary
to print Web pages. When I want a
permanent record of a particular Web-
site, I use a program called Snaglt to
make a file copy of the screen. (There
are dozens of screen-capture programs
available; this is the one I've found that
works best for me. It’s shareware and
can be found at www.snagit.com.)

There’s an alternative, however, to
piles of paper printouts of Internet
pages and e-mail messages: document-
management software.

These programs store the information
you want to save in virtual file cabinets,
and provide search capabilities s0 you
can find them without having to do an
archeological dig through the piles on
your desk. You can use them to grab
your online-brokerage records as well or
keep snapshots of your portfolio from
day to day.

Large companies use document-man-
agement programs to replace acres of filing
cabinets with a few computers. For small
business and home-office users, the space
required to manage the piles of paper isn't
as onerous, but the ability tolocate a partic-
ular item quickly once it’s stored digitally is

a major benefit.

scanned text and paste it

These programs work
by creating a file rather
than a printout when you
use the “Print” command
for a particular program.
When you install one of
these document-manage-
ment systems, they cre-
ate a virtual printer; se-
lecting that option when
you print a document cre-
ates a file you can place §m:
where you want on your i
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A place for everything: Programs such
virtual document and file it where you can find it—in your PC.
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into a word-processing
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The current versions

of both programs allow

you to store not only doc-

uments in the system,

but also photographs and
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as ViewWise (above) “print”

movie files as well. An-
other attractive feature is
exporting your document
database, or a portion of
it, to a CD—either as a
backup or as a portable
version of your filing cabi-
net.

If I had to choose, I'd
have to give my nod to the
ViewWise program,
though I found both of
themrelatively easy to use.
ViewWise's small-business

images, word-processing
documents, spreadsheets, e-mail attach-
ments—any program that you can print
from can store an image format on the
system, and the integrity of the docu-
ment is maintained.

Document-management programs typ-
ically use a variation of the filing-cabinet
metaphor for storing your virtual print-
outs. Should you receive or generate a
document—either electronically or physi-
cally —-that you want to store, you pull it
into the program, then choose a file
folder and index it. For instance, you
can designate one virtual drawer for tax
records, and another for medical infor-
mation,

The indexing step is crucial to finding
the document in the future. When you

R
Besides eliminating clutter
in a home office, a major
benefit of storing documents
digitally is that you can
find them quickly.

need a particular document, you can lo-
cate it either using the program’s search
funetion, or by scanning the drawers
you've defined.

Both these programs allow you to de-
fine many types of documents, such as
invoices, letters, news clippings, or tax-
related statements, and set up the index-
ing fields you'll use to categorize each
document. The indexing step is the most
time-consuming part of the process, how-
ever. Like setting up a personal-finance
program, with all the data entry re-

quired to use it properly, indexing is the
major barrier to decreasing the amount
of paper floating around your office.

‘We took alook at two document-manage-
ment programs that are aimed at the home
office or small business, ViewWise by Com-
puThink and DocuXplorer. Windows-
based, both are priced at less than $300 for
a single user, with network versions avail-
able. (Apple Mac users might check out the
Optix Single-User Edition, which we were
unable to review for this article. More infor-
mation is available at www.mindwrap.
com/products/optixsue.html.)

Both these programs are able to
store documents in a wide variety of
formats, and they include built-in file
compression that can reduce the amount
of disc space needed. Both programs
also have a powerful database built in,
50 you can categorize and seurch for
documents; not so long ago, you had to
buy your own database as well.

One helpful feature that both pro-
grams have is the ability to preview a
particular document, then open the appli-
cation that created that document if you
want to take a closer look. For instance,
if you've searched for some notes you
took in Microsoft Word from a telephone
conversation six months ago, either
DocuXplorer or ViewWise can open
Word if you want to edit the notes once
you've found them.

1 found the ability to add pages to a
stored document valuable; for instance,
when you get your monthly brokerage
statement, you can file it in the same
folder as the rest of the statements for
the year to date. Then when reviewing
them, you can just flip through the
pages one by one. Both programs in-
clude OCR (optical character reader) ca-
pability, which allows you to pick up

version allows as many as
five users on a network, while DocuXplor-
er’s is a single-user version.

ViewWise allows the program admin-
istrator to define different security lev-
els, including the ability to block pieces
of a document from prying eyes. DocuX-
plorer’s single-user edition doesn’t have
any security features built in; you have
to upgrade to the network version to
get those capabilities. The screen lay-
outs for ViewWise are easier to navigate
as well, though getting acclimated to the
five-pane screen might take an hour or
two.

The biggest drawback to effective use
of these programs is converting your
current piles of paper into neatly in-
dexed files. Having an effective backup
scheme is a necessity as well. (You
should have one for your crucial data
anyway.)

ViewWise is running a special and is
priced at $299 currently; check its Web-
site to see if you qualify for some addi-
tional rebates (www.computhink.com).
You can download a 30-day trial version
of DocuXplorer from its Website and
give it a test drive (www.docuxplorer.
com).

» SPAM-PREVENTION  UPDATE: A FEW
months ago, I mentioned MailWasher, a
small program that lets you filter oul
spam before it hits your inbox. The pub-
lisher recently released an update which
runs considerably faster, and also works
for Hotmail. You cun bounce messages
back to spammers so that it appeurs
that your e-mail account no longer ex-
ists. The program is shareware; registra-
tion will set you back $20. Check it out
at www.mailwusher.net. m

» E-MAIL: electronicinvestorlycos.com



