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Limit of Liability and Disclaimer of Warranty 
While the publisher and authors have used their best efforts in preparing 

this work, they make no representations or warranties with respect to the 
accuracy or completeness of the contents of this work and specifically 
disclaim all warranties, including without limitation warranties of fitness for 
particular purpose. No warranty may be created or extended by sales 

representatives, sales or promotional materials. The advice and strategies 
contained herein may not be suitable for every situation. This work is sold 
with the understanding that the publisher and authors are not engaged in 
rendering legal, accounting or other professional services. If professional 

assistance is required, the services of a competent professional person 
should be sought. Neither the publisher nor the author shall be liable for 
damages arising therefrom. Any organizations or websites referred to in 
this work as a citation and/or a potential source of further information 

does not mean that the author or publisher endorses the information the 
organization or website may provide or recommendations it may make. 
Readers should be aware that products and Internet websites listed in this 
work may have changed or disappeared between when this work was 

written and when it is read. 
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Unofficial ScanSnap Guide

Introduction 
ON’T LET ANYONE TELL YOU that you need to go out and spend a 
bunch of money on hardware and software to go paperless. 

It is possible to do it with whatever scanner you have available, and 

without using any special software on your computer. 

Having said that, the process can be sped up quite a bit using a few tools 
that are made just for this purpose. This Paperless Cheat Sheet will help 
you weed through them. 
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Hardware 
Scanning 

HE MOST OBVIOUS PLACE TO START is a document scanner. 

This is different than the type of scanner you may have bought in the 

past to scan photos.  

If you have a decent volume of paper, you want a scanner with: 

• An automatic document feeder. A feature that will let you put in a 
stack of paper and scan through it. 

• Duplex scanning. The ability to scan both sides of the page at the 
same time. 

Here are some good scanners: 

• ScanSnap iX500 - A desktop scanner that works on both Mac and 
Windows and has wireless scanning capabilities. It scans 25 pages 
per minute and can hold 50 sheets of paper at once. 

• ScanSnap S1300i - A personal scanner that works on both Mac and 
Windows. It scans 12 pages per minute and can hold 10 sheets of 
paper at once. 

• ScanSnap iX100 - A portable scanner that works on both Mac and 
Windows and has wireless scanning capabilities. 

• NeatConnect - A desktop scanner that works on both Mac and 
Windows. It can scan wirelessly to cloud services without needing to 
connect to a computer or mobile device. 
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Which Scanner To Choose? 
You’ll need to evaluate the amount of paper you have to deal with, how 

you’ll be using the scanner, and of course your budget. Having said that, 
here are some thoughts: 

• If you are in an office or at home with a lot of paper, you will 
probably want the ScanSnap iX500. The speed and paper capacity 
are the winners. 

• If you are at home or need to go to client sites, I’d take a look at the 
ScanSnap S1300i. It’s a great balance of portability and budget, but 
has a 10 sheet document feeder and scans dual sided. 

• If you travel a lot, the ScanSnap iX100 is a great mobile scanner. 

What About The Scanner In An All-In-One? 
The scanner in your All-In-One might be OK if it has an automatic 
document feeder. Even then, you’ll want to compare speed and software 
options. You might still be better off with a proper document scanner. 

Backup Hardware 

Having a backup of your paperless documents is absolutely critical. I work 
off the assumption that my hard drive will crash at any moment, so I 
protect myself accordingly.  

At the very least, you’ll want to pick up an external drive. I use the 
Seagate Expansion, but there are many options out there. 
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Shredders 

If you have paper with sensitive information on it, make sure you aren’t 
just throwing it in the garbage or recycling bin. That’s a recipe for identity 
theft. 

The type of shredder you get really depends on how much paper you 
have to shred, and how often you shred it. However, I recommend that 
you get a Micro-Cut shredder. It will make sure that paper can’t be re-
assembled. Here are a few examples: 

• AmazonBasics 6-Sheet High-Security Micro-Cut Paper and Credit 
Card Shredder - A great shredder for home and very small business. 
Good price too. 

• AmazonBasics 17-Sheet High-Security Micro-Cut Paper, CD, and 
Credit Card Shredder - A more heavy-duty shredder for businesses 
and situations where you have more paper to deal with. 
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Software 
Document Management 

WANT TO START BY SAYING you don’t necessarily need document 
management software. Many people very happy go paperless just 

storing PDFs in files and folders on Mac and Windows. 

Having said that, here is some software to check out: 

Mac 
• EagleFiler - It isn’t just a document management system. It also lets 

you organize, archive, and search e-mail, web pages, and other 
information. 

• DEVONthink Pro Office - Extremely powerful (and a little complex) 
application for power users. 

• Neat - Comes with the Neat line of scanners. Scans and organizes 
documents and will extract information out of receipts. 

• ScanSnap Receipt - Comes with the ScanSnap line of scanners. 
Extracts information out of receipts. 
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Windows 
• ScanSnap Organizer - Comes with the ScanSnap line of scanners. 

Organizes and manipulates PDFs, but only ones that the ScanSnap 
has scanned. 

• Neat - Comes with the Neat line of scanners. Scans and organizes 
documents and will extract information out of receipts. 

• FileCenter - My favorite document management application on any 
platform. Stores, manipulates, and searches PDFs and other 
documents. Powerful but easy to use. 

Cross Platform 
• Evernote - Extremely popular service that runs on all major computer 

and mobile platforms. Keeps your documents synced and available 
everywhere. Install the Mac or Windows software (recommended), or 
just use it in a web browser (OK if you have to). 

• Box - More popular with businesses. A web-based platform for 
storing documents or other files. You can use Box Sync to have 
certain folders synchronized to your computer. 

Backup Software 

Both Mac and Windows have backup software built-in. On the Mac, there 
is Time Machine. On Windows there is File History. 

If you do nothing else, you want to turn these on. 

If you want to back documents up online there is CrashPlan and 
Backblaze. Both are great. See which one makes sense for you price-wise 
for your situation. 
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Resources 
Paperless Security Guide 

HIS IS A HANDBOOK that I put together for anyone who is getting 
started going paperless, or has been doing it for a while and perhaps 

hasn’t been as diligent as they could be about backing things up. 

The most important part of going paperless is not how you scan or how 
you organize. The most important part of going paperless is making sure 
that your documents are protected. 

I wrote the Paperless Security Guide to help you get started on going 
paperless safely and securely. 

Click here to learn more about the Paperless Security Guide. 
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What’s Next? 
 like to say that going paperless is simple, but it may or may not be 
easy.  

There are many, many (did I mention many?) options out there for ways to 

do it.  

The good news is, with the right tools and know-how, you will be well on 
your way to getting your paper and electronic documents under control.  

Just remember, buying and setting up these tools is not the same as 

actually using them, so make sure you get started. 

I’m here to help you out, so make sure you read the paperless tips that I’ll 
be sending you as part of the Paper Cuts newsletter, and my products and 
courses are always here if you need some extra assistance. 

Feel free to reach out if you ever have any questions. 

Thank you so much for reading! 
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About The Author 
Hi there, I’m Brooks Duncan from Vancouver, 

British Columbia, Canada. 

I am the founder of DocumentSnap, the 

website that helps individuals and small 
businesses go paperless. 

I have spent time as a computer programmer, 
an accountant, a Director of Client Services, 

and have done all this in startups, government, 
and 55,000 person corporations.  

I started DocumentSnap in 2008 as a way to share going-paperless tips 
with others, and I appreciate you joining me.  Thank you for your interest, 

and good l wish you success in your paperless journey. 
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