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Abstract
The purpose of this report paper is to give a detailed viewpoint of how a paperless office is efficient in the workplace as compared to the normal offices in the organization. There are common reasons as to why different organizations still stick to the normal office exposure. However, from the research articles that I have researched, they give evidence on the matter and how easy the paperless office is efficient to work in. Therefore, this report reflects on at least seven different articles that try to give the essence of a paperless office which has also been seen as a thing of the future. 

 

Going to a Paperless Office
 The concept of a paperless office has received some interesting views from the public for some few years now. With great advancement in technology as time goes by, something that the environment is being affected every day as technology becomes more complex and advanced. Therefore, some feel that the paperless office will help reduce the killing of the environment that has been lately going on. Paper is seen from everywhere (Ibrahim et al, 2017). We frequently see paper in the different industries and organizations and mostly in our offices. Some evidence shows that a lot of money is spent on moving paperwork around the world. In many businesses, it has been proved that is entirely possible to work in the offices with little to no papers around the workplace. Digital documents are much easier to send around and even store, are more searchable and easy to find for referencing and most importantly, are more versatile as compared to paper. 
However, there are facts below as to why some businesses still use paper and why it is so common in the offices.
Why Paper is still Used
It is worth understanding that paper is still common in the organizations. There are several reasons as to why this is still a fact:
· If the government still wants the organization to keep its records on paper, then there is no other choice for the business but to follow the instructions that have been provided. However, this fact is weak because it does not happen in the modern times. This is because the government understands that digital documents work as well as papers does.
· For convenience and permanence, it is evident that paper is very hard to erase when something is written down. A paper that was written a long time ago is still readable and others argue that a computer that stored data 20 years ago is likely that it is not functional to this date or rather the data that was stored on the computer is likely to have been erased (Flaherty, 2014). However, due to advanced technology, it is evident that some digital paper formats are proving to be successful and hard to lose like JPEG and PDF formats. 
· This fact is the most effective because it depends on the perception of a person. It is haptic perception. Some people prefer the way paper feels when they are writing and the physical feeling cannot be compared with the digital form in the computers where one may feel that it is not real.
· Paper has been seen to be cheap to buy and work with. However, recent research has shown that organizations nowadays cannot be compared with organizations from some few years ago (Jackson, 2016). This is because the data stored is very large and therefore cost on printers, calling, and storage to handle the paperwork is becoming very expensive. Therefore, most organizations are avoiding the paperwork as much as possible.
Benefits to a Paperless Office
Going paperless can prove to be beneficial to the office and there are reasons that support the evidence as to why a paperless office is much efficient:
· Papers can be physically looked at and when they are all over the office, even if they are neatly put, there is always a feeling that the office is used up and there is not space. However, with the paperless office, the digital files are easier to find and much neater in the computers and therefore more workspace in the office.
· There is always fast access to information that is stored on the computers as compared to that stored in physical papers.
· Recovery of data from a computer is much easier as compared to large paper bundles that are stored in a single room (Macaulay, 2016). In case of a fire, all data is lost on paper while data can be recovered from the cloud of a single laptop to help the whole organization.
· Going paperless is generally environmental friendly because simply paper comes from the trees which are cut down on a large commercial scale hence threatening the environment of an area.
· There is always faster communication with digital documents. When it comes to sending them paper mail can take a day or two. Emailed documents can arrive at your desk within seconds and therefore it saves time and information is transferred easily as compared to paper.
Steps towards a Paperless Office
Although a paperless office has proven to be very efficient and effective, moving from paper to paperless does not happen overnight (Alenazi et al, 2014). Therefore, some research articles have shown some few steps and strategies to undergo that will guide through in moving to a paperless office:
1. Find out what the office currently prints – most businesses do not keep track of what is being printed and who is doing the printing. Therefore, implementing a software like an audit software can help track any person that prints jobs from the office.
2. Calculating the potential saving costs – the using of quality accounting software will help in tracking the printers and therefore will lead to replacing digital documents from papers and therefore the will be no loss of sales on revenue.
3. Moving to online applications – the next step includes giving formats to the digital documents and therefore storing them is very important (Brotchie, 2017). Some applications that are cloud-based and are very essential in storing the digital documents include:
· Dropbox
· Google Docs
· Evernote
4. Training -  the staff members can always be taught how to process and handle the electronic documents like invoices.
5. Scan paperwork that is received from the office - when there is paperwork around, there is need to scan it and store it in PDF format rather than just paperwork. This is a huge step towards getting rid of paperwork.
6. Digitally sign documents - the documents that are received in the office should be electrically signed which is a brave step towards reducing paperwork.
7. Online banking - the office should always request paperless statements from the banks and therefore set alerts from the accounting software will ensure that every statement from the bank is received and with this, the paper era will slowly end.
8. Update the office with more monitors - this will motivate the staff to see the documents at a much large monitor space and hence will encourage them to leave the paperwork.
9. Introduce new technology and phase out old technology - the old fax machines will be replaced with the new fax software that lets one receive electronic documents and therefore there is less paperwork and also the cost is reduced too.
With these steps, the office can see a guide through on how to gradually reduce and end the era of paperwork and focus more on the much efficient and cheap paperless office.
Conclusion
In conclusion, people from the business world have been talking about how a paperless office can be for years. With new emerging technology, especially with new cloud-based applications that are easy to use, there are organizations that are upgrading their offices and therefore opting for the paperless office (Shenoy, 2016). Going paperless has proved to have many advantages from the evidence that the articles provide and therefore easier work for the employees. Besides from savings on cost, the organization can access different documents from anywhere as long as they have access to the cloud applications and computers. Moreover, the documents are assured to be securely stored in the cloud applications and eat retrieval is also assured for future reference.
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