How to Go Paperless
The What, The Why, and The How

Going paperless is a spectrum. Here are some
quick tips to help you on your way. Remember
to consult with your CPA or attorney about
legally-sensitive items. Follow my blog at:
mypaperless.blog for more tips!

The first step in solving a problem is always identifying a problem. I have identified a paper problem
- not only in my own life, but also in schools, work, etc. Modern technology is solving this problem
and many don’t know how to take the leap to going paperless (a.k.a. the solution to this paper
problem). I’m going to break this down into three steps to help us on our way!

What is going paperless?
Use electronic media rather than paper to record or relay information. Technology useful for going
paperless: smartphone, scanners (click here for a high-quality scanner, the one that I use), and computers.
Store files on your computer’s hard drive, on an external hard drive and/or in the Cloud (i.e. Google Drive,
Dropbox, iCloud).

Why should I go paperless?
Deforestation is a problem - our environment is affected by the trees cut down. Immediately we all feel
the overwhelming effect of the papers that accumulate at our home. Do we want our children to
unnecessarily bear the consequences of our choices to continue to use paper when it is unnecessary?
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HOW TO GO PAPERLESS

THE WHAT, THE WHY, AND THE HOW

“The best way to find out what we
really need is to let go of what we
don’t.” Marie Kondo
The technology is here, right now to go paperless. Here are ten
steps to help you eliminate the clutter:

1. Start with the mail - IMMEDIATELY (daily) sort all mail that comes into your house into:
keep, recycle, or shred/throw out. Don’t let it sit around in piles that aren’t sorted.

2. Use an app like Paper Karma to reduce junk mail that comes to your house.
3. Choose the paperless option for your bank statements, credit card and other (i.e. utility)
bills. Put most bills on auto-pay so you don’t have to manually write checks and don’t miss a
payment. Use online bill pay, paypal.com, etc. to pay others rather than writing checks.

4. Encourage others and volunteer to communicate electronically (i.e. email teachers and
school administrators). Be ok with not receiving physical letters and cards from others, and
then they’ll be more likely to do the same.

5. Use apps like the Google Drive, iCloud, and Dropbox to store and share your files. Use
external hard drives to back-up what’s in the Cloud, and store these in a safe or lockbox.

6. Use an app like Google Photos to synch the photos on your smartphone to the Cloud, and
allow you to free up space easily on your smartphone. Apps like Google Photos are great for
sharing with friends and family, and you can create projects from them too.

7. Use an app like Expensify to sort and store receipts - receipts can be scanned for amounts
and vendors. Also, apps like mint.com or Quickbooks (especially for small businesses - allows
you to attach receipts to transactions). The IRS does more and more audits paperlessly.

8. Keep organized without paper lists - use an app like asana or Trello.
9. Tackle sentimental items last - consider taking pictures of them instead of keeping them!
10. Follow my blog: mypaperless.blog as I keep you up-to-date on the latest technology and
other tips!
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