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Workflow 
 

In a business climate where organizations are looking for ways to cut costs and increase 
productivity, document imaging systems are providing the most dramatic impact since the copy 
machine replaced carbon paper.  Finding and retrieving a document using CPA-Imaging™ is 
significantly faster than with a paper-based system.  The amount of time saved using our electronic 
retrieval system is enormous because it eliminates the wasted man-hours spent filing, searching, 
retrieving, and re-filing paper documents.  This “found time” gives a business the option of either re-
allocating an employee’s time to more productive tasks, or to reduce the size of its workforce.  
 
When information is freed from the physical limitations of paper and converted into an electronic 
format, it becomes a more valuable strategic resource.  CPA-Imaging™ allows you to create 
electronic documents that can be viewed,  searched, and printed from virtually any networked PC, 
while retaining their original look and feel — complete with text, graphics, photos, and color. 

 
 
Technical Discussion 
 
 

• The average document gets copied 19 times. 
• 7.5% of all documents get lost, 3% of the remainder get misfiled. 
• Professionals spend 5-15% of their time reading information, but up to 50% looking for it 
• There are over 4 trillion paper documents in the U.S. alone — growing at a rate of 22% 

per year. 
• 90% of corporate memory exists on paper. 
• Of all the documents that get handled each day in the average office, 90% are merely 

shuffled 
 

Source:  Coopers & Lybrand 
 

One of the fundamental problems with a paper-based filing system is the cost of storing paper 
documents.  In addition, paper documents can only be in one place at one time, requiring office 
personnel who need to share documents to typically make their own copies.  According to Cooper 
& Lybrand, the average document gets copied 19 times, and usually these copies also get filed.  All 
of this adds up to additional storage costs. 
 
What is paper document storage costing you?  CPA-Imaging™ allows you to store 
333,000 documents on 10 gigabytes of hard drive costing about $100, which is equivalent to 37 file 
drawers full of paper.  A simple comparison tells the story; contrast the one time charge of $100 to 
the annual cost of creating and maintaining 37 file drawers.  
 
Another problem is that a paper document can reside in only one location at one time.  Yet in most 
organizations, numerous people need access to the same document.  In a paper-based system, 
when a file is removed from the filing cabinet, work is interrupted for everyone else who needs 
access to that file.  The result is what the manufacturing industry would call “work stoppage,” which 
slows production and increases costs.  It also elevates the frustration level among office personnel. 
 
This problem can be eliminated with CPA-Imaging™.  Allowing multiple users to access electronic 
PDF documents at the same time makes information flow more freely using our system.  The 
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benefit is straightforward: immediate access to documents results in higher office efficiency.  The 
ability of CPA-Imaging™ to cut costs and increase productivity is simply unparalleled by any other 
cost reduction strategy.  

 
 
 Paper Filing System Document Imaging System 

File  
Retrieval 

May take minutes to hours, depending on 
whether the file has been properly filed, is on 
someone’s desk, or has been removed from 
the office.  Archived files are a particular 
problem it they are stored off-site. 

You can search and retrieve documents in 
seconds right from your desktop PC - 
including archived documents. 

Lost  
Documents 

According to Cooper & Lybrand, 7.5% of all 
documents get lost, and 3% of the remaining 
are misfiled. 

It is virtually impossible to lose a document 
filed using our system. 

Document 
Filing 

May take from a few minutes to several hours.  
Off-site filing is especially time-consuming. 

Easily managed from your desktop PC; 
once accessed, documents are re-filed 
instantly with the click of a mouse button. 

Document 
Sharing 

Requires making multiple copies using a copy 
machine.  The average document gets copied 
19 times and most of the copies get filed. 
 

Everyone accesses the same digital 
document, eliminating the need for physical 
duplicates. 

Sending  
Documents 

Mail 2-5 days, overnight mail, fax (poor copy).  
Faxed copies can be seen by anybody that 
walks by the fax machine. 

Print, fax or e-mail documents.  E-mail can 
be password-protected so that only the 
intended recipient can view the document. 

Storage  
Space 

One incurs the cost if filing cabinets plus the 
cost for the space that they require. 

Approximately 23,000 documents can be 
stored on one CD, which costs under one 
dollar.  Active files reside on your server 
(which requires minimal space). 

Customer  
Service 

When a customer calls you must usually pull 
the file and call him/her back.  Many times this 
results in a game of “phone tag.” 

Customer files are retrieve instantly from 
any networked PC, reinforcing your 
professional image and avoiding many 
return phone calls. 

Disaster 
Protection 

Inherently vulnerable to physical insults (e.g. 
fire or water damage). 

Duplicate electronic backups may be 
maintained off-site. 
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Document Portability 
 

Accountants spend a significant amount of their time out of the office and with customers.  Many 
times they are burdened with the requirement to carry massive amounts of records with them off-
site.  Most document imaging systems are not able to cope with this requirement for document 
portability.  The advantage of CPA-Imaging™ is that the documents created by the system are 
transferable from one computer to another, without losing the ability to search and retrieve the 
documents needed. 

 
Technical Discussion 
 

CPA-Imaging™ embeds the key search words directly into the electronic PDF file so that wherever 
the document is moved to, the key search words travel with the document.  This feature adds a 
great deal of flexibility to our system, which is not available with other document imaging systems.  
To fully grasp why this difference is critical to your organization, you must understand the difference 
between CPA-Imaging™ and a database system. 
 
Most other document imaging systems are database systems.  These systems create a file 
structure of links between a database and the documents, which must always be maintained for the 
system to work.  As illustrated in the diagram below, the key search words are inserted into a 
database, which is mapped to the document that resides in a specified folder on the directory. 

 
 
 
 
 
 
 
 
 
 

If you were to move the document from one file folder to another, or from one directory to another, 
you would lose the ability to retrieve the document.  The path from the database to the document 
would be broken and the search results would return an error. 

 
 
 
 
 
 
 
 
 
 

In the above scenario, the only way to retrieve the document would be to physically look for the 
document on the computer.  However, making the connection that document #0012 is the 
document that you are seeking is a problem that most document imaging systems’ customers 
cannot overcome.   
 



 4 

This creates a major obstacle if you want to transfer a client’s file from your main office computer to 
a laptop computer.  In order to transfer the file, and still be able to search the documents contained 
within the file (or even distinguish the documents visually with more than just a random series of 
numbers), you are required to also transfer the database and maintain the file structure as it exists 
on the server.  If you are maintaining a large number of documents in your document imaging 
system, this is almost impossible to achieve. 
 
CPA-Imaging™ embeds the key search words into each individual PDF document itself.  This is a 
significant paradigm shift for document imaging systems, but one that overcomes the limitations 
imposed with a database system.  By embedding the key search words into the document, we are 
now free to use one of several hundred indexes to search and retrieve the documents.  The index 
is mapped to a directory and will self-build its retrieval system, identifying every document 
contained in the directory. 

 
 
 
 
 
 
 
 
 

Accountants now have the ability to move their documents from one file folder to another and still 
retrieve the documents because the index still points to that directory.  However, once a document 
is moved, it does require that the system “rebuild” the index (quickly and at the touch of a button). 

 
 
 
 
 
 
 
 
 
 
 

CPA-Imaging™ gives you the ability to transfer your documents to another computer, such as a 
laptop, or copy them onto a CD.  After the files are transferred, you have the ability to create a new 
index on the storage device that will enable you to search and retrieve the documents.  Also, you 
have the additional advantage to create multiple indexes that can search multiple directories. 
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Web-Based Access to Documents 
 

CPA-Imaging™ allows accounting firms to affordably create electronic documents that are easily 
accessed via the Internet.  The key advantage of CPA-Imaging™ over every other document 
imaging system on the market is that it embeds the key search words associated with retrieving a 
document directly into the electronic PDF file itself and surrounds them by meta-data tags, thus 
automatically making every document web-enabled.  These key search words can be searched by 
every major search engine that supports PDF document recognition, such as Yahoo, Google and 
Alta Vista, or by hosted search engines like dtSearch Web for self-hosted websites. 
 
Uploading the documents created by CPA-Imaging™ onto a website is the only simple step 
necessary to experience web-based electronic documents. 

 
Technical Discussion 
 

A document imaging system merely scans an image of a paper document and converts it into an 
electronic format such as PDF, TIFF, JPEG, etc.  Initially, there is no information on the image or 
associated with the image by which to search for the document.  An Internet browser can only 
identify a document by one of two ways: through the information contained in meta-data tags or by 
accessing a database. 
 
Most document imaging systems use a database to access the documents on the system.  
Because database systems are often difficult to Web-enable, the hardware/software structure can 
be expensive, ranging from $50k to $250k.  This price tag can be cost-prohibitive for most 
organizations. 
 
An inexpensive method to access documents is through the use of meta-data tags because 
Internet browsers are designed to use this code to recognize and capture documents.  Meta-data 
tags can be used with HTML code in conjunction with PDF, TIFF, JPEG and GIF images, or can be 
embedded directly into a PDF document using CPA-Imaging™. 
 
Using HTML code is a cumbersome process.  It requires the manual identification of images 
independent of the imaging system, so in effect two parallel systems are maintained.  Furthermore, 
the coding is typically performed manually and requires knowledge of HTML coding.  This is 
practical only when there is a minimal number of documents to be used on the website. 
 
CPA-Imaging™ creates a meta-data tag within the PDF document and inserts the key search 
words into the meta-data tag parameters.  No other system on the market offers this advantage, 
which allows any search engine to index our documents and any Internet browser to retrieve and 
display the documents created by our system.  It also lowers the cost of Web-enablement to an 
affordable price, usually under $5,000. 
 
Another advantage of CPA-Imaging™ is that it is not necessary to operate and maintain two 
parallel systems.  As soon as you setup a Web-server, it can be used to access documents created 
by our system from either your local area network or over the Internet. 
 
See an example of using the Internet to access documents using CPA-Imaging™ by viewing the 
demo on our website at HTwww.disusa.com/Accounting.htmlTH. 
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CPA-Imaging™ Uses the PDF File Format 
 

CPA-Imaging™ uses the PDF file format because it uniquely fulfills the prerequisite criteria for the 
“ideal” document imaging system: 
 

• First, a PDF file is an exact replica of its paper counterpart and cannot be altered without 
leaving an electronic footprint.  This was a key reason for the U.S. Federal Court system’s 
selection of the PDF file format for its CM/ECF document archive-imaging project. 

 
• The PDF document format allows anyone to view the document independently of the 

hardware, operating system and application software that was used to create the PDF 
document.  Furthermore, it can be transferred and shared across multiple computer 
platforms, creating an ideal document format for use on the Internet or in the corporate 
environment.  

 
• Multiple users can simultaneously view a PDF document using a free software application 

(Acrobat Reader).  Other systems which use the TIFF file format require special viewers, 
thereby restricting information sharing outside of your corporate environment. 

 
 
Technical Discussion 
 

For an imaged electronic document to be admissible in a court of law, it must be kept in a file 
format that can not be altered without leaving an electronic footprint.  To satisfy this requirement, 
the imaging industry has moved in two different directions: 

PDF File Format:  Because a PDF document is a "read-only" document that cannot be altered 
without leaving an electronic footprint, it meets all the legal requirements to stand up in a court of 
law.  The PDF format is also practical and economical in that it allows the documents to be stored 
on a company's server.  As such, it does not add hardware costs to the system (except for 
additional hard drive space) and integrates well with any network. 
 
TIFF, JPEG, GIF File Format:  Because all of these file formats can be easily altered without 
leaving an electronic footprint, it is necessary that they be copied at the time of scanning directly to 
an optical drive.  This process then makes them a document that will hold up in a court of law 
because documents on an optical drive also cannot be removed or changed.  The drawbacks are 
that these systems cost more because of the necessity of integrating the scanning process with 
writing the document to the optical drive.  In addition, there are additional hardware costs, and it is 
more costly to integrate these systems into a network. 
 
A priceless benefit of PDF files is that they can be retrieved, viewed and printed with freeware 
called Adobe Acrobat Reader.  It can be installed on every network PC for free and people outside 
your organization can download it for free from the Internet.  This is a major advantage of CPA-
Imaging™ because it allows you to share documents easily with anyone inside or outside your 
organization with no added expenses. 
 
For example, a typed 8.5 x 11 letter is approximately 1,000 kilobytes in size when scanned into the 
system, but compresses to 28-33 kilobytes when converted into a PDF document.  An electronic 
document converted into a PDF document compresses to approximately 25% of its original size.   
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CPA-Imaging™ Requires Only Basic Computer Skills  
 

The CPA-Imaging™ process can be broken down into four easy steps: 
 

1. Scanning the document through a high-speed scanner; 
2. Labeling the document with key search words; 
3. Saving the document to the server; 
4. Creating an Index so that the end-user can retrieve the document from the system. 

 
These steps are so simple to execute using CPA-Imaging™ that an entry-level employee with 
minimal computer training usually performs them.  Most personell are able to operate the system 
after only one hour of training. 
 
CPA-Imaging™ is flexible enough to be used at either the department or enterprise level.  At the 
enterprise level, one person at one location performs all four steps.  At the department level, the 
scanning is performed at one location and the remaining three steps are performed by someone 
else within the department from their networked PC.  Because different people can execute 
different steps in the process, CPA-Imaging™ can be scaled to handle the needs of any business, 
large or small. 

 

Technical Discussion 
 

Scanning can be completed at a single workstation, or from each accountant’s office.  If it is 
completed in each office, the documents are stored in a temporary file until the operator using 
CPA-Imaging™ can label them.  CPA-Imaging™ allows you to import either a TIFF file into the 
system and convert it to PDF, or to import a PDF document directly into the system. 
 
A scanned document is an exact image of its paper counterpart and contains no searchable text to 
retrieve it from the system.  In order to retrieve a document, you must add a label containing key 
search information to the PDF document.  Labeling a document is simple and intuitive, and creates 
accurate search results.  The labeling process is 
performed anytime after the documents are 
scanned into the system.  The process requires you 
to simply enter your retrieval information into a pop-
up window, as displayed to the right. 
 
In this window you enter the date, document type, 
customer name and customer number from a 
series of drop-down menus.  There is also a 
comment section that allows you to enter additional 
information about the document for identification 
and retrieval purposes.  By using the same 
terminology with which your employees are already 
familiar, there is very little training required for 
employees to learn how to retrieve documents 
created with CPA-imaging™. 
 
CPA-imaging™ creates a PDF document from a scanned image automatically when you save the 
document.  Saving a document with CPA-imaging™ is the equivalent of saving a document in any 
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other Windows application.  You can save the document to any folder you create, on any directory 
you designate (e.g.  a folder titled “PDF Documents” located on “D” drive, etc.).   
 
Creating an index is analogous to creating a card catalog index at the public library.  The index 
actually captures the information included in the label for retrieval purposes.  Unlike other database 
systems, our index is self-extracting so that it is easy to setup and maintain.  The entire process of 
creating an index requires minimal computer knowledge and takes less than five minutes.  Once 
established, the index automatically rebuilds itself at scheduled intervals. 
 
One of the advantages of CPA-Imaging™ is the ability to have multiple indexes.  Each individual 
index allows you to designate which file folders will be indexed.  CPA-Imaging™ allows end-users 
to turn on or off indexes when searches are performed.  With the flexibility to create multiple 
indexes, organizations are able to create unique indexes to meet their needs. 
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CPA-Imaging™ Protects Your Investment 
 

As technology and the needs of a business change, one of the unexpected problems businesses 
face in committing to a particular imaging system is the uncertainty of needing to switch to a 
different indexing and retrieval system in the future.  The desire to change systems may exist 
because a vendor no longer provides software support, or a new and improved indexing system 
becomes available, such as Microsoft Indexing Service within the Microsoft 2000 network system. 
 
With CPA-Imaging™, the label (key search words) is embedded into the document.  This feature 
makes your documents become the equivalent of your database.  Therefore, as long as a new 
indexing system can search for a PDF document, which is nearly guarenteed, the transition 
between systems is as easy as directing the index to the directory acting as the document 
repository. 
 
The future of document imaging and indexing technology is unpredictable.  However, CPA-
Imaging™ protects your investment in a document imaging system, making it easy to adapt to new 
technologies as they emerge.  

 
 
Technical Discussion 

 
Transferring one database to another is often a very complex and expensive process.  For 
example, when transferring a name from one database to another, where the fields do not contain 
the same information, a simple change becomes a complex problem.  

 
First Name Middel Initial Last Name Date 

John A. Doe 02/25/03 
 
 

Last Name Middel Initial First Name Date 
Doe A. John 02-25-2003 

 
Multiply these changes by the number of fields, occurring in hundreds of thousands of documents, 
and a minor dilemma becomes a major crisis. 
 
U.S. Federal Government is Largest Single User of the PDF File Format 
The PDF document format was originally developed by Adobe for the U.S. Federal Government to 
store its legacy files.  In fact, today the U.S. Federal Government is still the largest user of PDF 
technology.  In 2000, the U.S. Federal Courts adopted the PDF File as their electronic document 
format.  Most individuals have encountered the PDF format when downloading electronic tax forms 
from the IRS.  This wide use of the government to archive and share their documents virtually 
guarantees the PDF file will be around for the long term. 
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Electronic PDF Forms Increase Work Paper Efficiency  
 
More and more businesses are streamlining their workflows by converting paper forms to digital 
forms.  Adobe Acrobat allows you to convert any form into an electronic PDF form that will retain 
the exact look and feel of your paper forms and contracts, while enabling workgroups to save forms 
on their hard drives, fill them in anytime, and approve them with electronic signatures.  Electronic 
PDF forms will save you both time and money; Gartner Group market research firm estimates that 
electronic forms can save as much as 50% of the labor costs associated with traditional pre-printed 
forms. 

 

Technical Discussion 
 

A common task of any CPA firm is the constant completion of the line items in work papers.  
Although a standardized practice, it is a very inefficient process that is greatly hindered by manually 
completing duplicative fields and the insertion of repetitive language.  Completing line items on 
electronic PDF work papers is significantly faster because each form can be electronically copied, 
creating a new template, which increases the speed of completion.  Essentially, template PDF work 
papers are created and only the line items that are necessary to change are altered from the 
template. 
 
Because these forms are built around the PDF format, you can be confident that your electronic 
forms will look exactly like your paper forms as the layout, formatting, and images remain intact.  By 
faithfully preserving your originals as PDF forms, your organization can reduce training costs 
associated with merging to an electronic solution because employees, partners, and customers can 
still use the forms they are already familiar with. 
 
An end user should not have to learn a complicated new software program to fill out an electronic 
form.  One of the advantages of a PDF form is that the software needed to read, complete and print 
these forms is Acrobat Reader, which is free.  Acrobat Reader has a clean user interface so those 
users are not confused with unnecessary features and complicated menu commands, eliminating 
expensive user training.   
 
In addition, PDF forms can be completed from any desktop PC, whether it is a Macintosh, IBM, 
UNIX, etc.  Cross platform compatibility makes PDF forms attractive for use on a website.  For 
example, an organization can put current forms on its website for employees or customers to 
complete, guaranteeing that the most current version is available 24 hours a day, 7 days a week. 
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Company Profile 
 

Document Imaging Solutions, Inc. was established in 1996 to provide an affordable solution for 
converting paper into an electronic document format that can be quickly and easily accessed and 
shared throughout a company.  It had been our experience that document imaging was cost-
prohibitive for most companies.  We wanted to develop a system that was affordable so that any 
business could take advantage of the benefits that document imaging offers.  Furthermore, we 
wanted a system that was simple enough that it could be managed by entry-level personnel, yet 
robust enough that it would still be a contender in the mainstream document imaging business 
where companies were purchasing $150,000 - $200,000 systems. 

The result is an imaging system that is both affordable and easy to use.  Our system is priced so 
that any company can justify the investment.  It is so easy to use that entry-level personnel can be 
trained in a matter of hours to run the system, yet robust enough that it is are currently being used 
by the U.S. Naval Command Center in Washington D.C. and by the U.S. Marshals Service.  Our 
system is highly adaptable to any size business and to any industry, as demonstrated by the fact 
that it is being used by a wide variety of organizations: law firms, C.P.A. firms, physician offices, 
school systems, the food industry, oil industry, and the trucking industry, just to name a few.  

• Four corporate locations in Michigan and Oregon with over 130 value-added resellers 
nationwide. 

• Licensed software-developing partner with Adobe. 
 
Why Document Imaging Solutions, Inc. 
 

Several significant features of our system clearly demonstrate why Document Imaging Solutions, 
Inc. is the best choice for your organization.  First, there is no way to overestimate the value of the 
straightforward simplicity of our document imaging system.  Our document imaging system feeds a 
paper document through a high-speed scanner and converts the image into an electronic PDF file.  
Second, PDF is the industry-preferred file format that is ideal for sharing across a company’s local 
area network (LAN), accessing over the Web, or archiving to a hard drive or other media.  
Furthermore, in addition to being a paper document conversion solution, our system also integrates 
with the Windows printing system, allowing users to “print” to a PDF file directly from any 
application.  This completely eliminates the need to print documents to paper and then scan them 
back into the system. 
 
We provide a comprehensive, out-of-the-box solution that can be up and running in hours without 
an expensive and time-consuming installation and customization process.  An entry-level employee 
can be in full production (scanning, labeling, and indexing) after less than two hours of training.  
Our system requires only basic computer skills for installation and management without the need 
for constant intervention of IT personnel.  Even our index-databases, created by Adobe, were 
designed as self-extracting programs requiring minimal installation time without IT involvement. 
 

• We have a labeling process (patent pending) unique to the document imaging market 

• We provide an inexpensive Web-enabling solution to share documents over the Internet 

• Our easy-to-use system requires very little IT technical expertise to routinely maintain the 
system 
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