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Objective

ÅThe paperless tax workflow

ÅWhat you should look for in an OCR 
application

ÅTools needed to move work from your desktop 
to your computer screen

ÅImplementation tips and considerations



1. Scan & Submit

Paperless Tax Workflow



Scanned Documents Should Be:
- 300 DPI Black & White 

- Tiff or PDF files

- Originals (not photocopied or faxed)

- Intact (not torn, hole punched, etc.)

- Uncovered (not covered by calculator tapes, sticky notes, etc.)

- Free from extraneous marks (e.g., checkmarks, circles, etc.)

- Data must not be blurry or too light (Scanner adjustment)

Fujitsu fi-6130 Sheet-Fed Scanner

Fully-Loaded One Box Scanning Solution

The Fujitsu fi-6130 workgroup scanner includes everything organizations need to get up and 
scanning in one convenient box. The fi-6130 includes full versions of KofaxVRS® Professional, 
Adobe® Acrobat® Standard, and ScandAllPro scanning software, to provide users with         
image enhancement functionality.

Best Practice - Scanning



1. Scan & Submit

2. Verify & Correct (OCR Application) 
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1. Scan & Submit

2. Verify & Correct (OCR Application) 

3. Complete Preparation & Review 
(Electronic Document Editor)

Tax 
Software

Paperless Tax Workflow

Source 
Documents



1. Scan & Submit

2. Verify & Correct (OCR Application)

3. Complete Preparation & Review 
(Electronic Document Editor)

4. Store Electronic Copies  of 
Documents and Tax Return

Tax 
Software

Paperless Tax Workflow

Source 
Documents



What should you look for?
ÅOCR Verification tools that provide 99% + accuracy

Automation to help 
assure accuracy

Highlights to easily identify 
which fields were read Input fields that are linked 

to the source document

Color coding to know which are 
h/wΩŘŀƴŘ ǿƘƛŎƘ ŀǊŜ tǊƻŦƻǊƳŀΩŘ



ÅOCR Document Coverage

ïBroad coverage of source document types

ÅOrganizer pages

ÅBrokerage Statements (over 150)

ÅGrantor letters

ÅGovernment Forms (thousands of variations)
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ÅOCR Document Analysis
ïNo human ever looks at your data.

ïEnforcing business rules.

ïMatching scanned data to proformadata.

ïIdentifying duplicate or superseded source 
documents.

ïIdentifying duplicate organizer page data.

ïAutomatically summarizing foreign source income.

ïIdentifying Interest that is state deductable.

ïProvide options for handling a schedule D.

ï!ƴŘ ƳƻǊŜΧ

What should you look for?



Automating your paperless tax workflow

ÅReduce file organization time

Source documents 
bookmarked (by name) 
and organized to follow 
the flow of the return

Easy drag and drop 
functionality to organize 

pages not identified by OCR



ÅReduce data-entry time

Source document data 
exported to tax software

Automating your paperless tax workflow


