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As the world becomes increasingly electronicized, more and more people and companies are turning their files from physical to digital. Since this work takes a lot of time and requires specialized equipment that an organization only needs to use once, many choose to hire this job. This is a great opportunity for people with computer skills and start capital to
land these deals. Buy a quick computer or multiple computers. You'll deal with large graphic files while scanning each page. This can quickly overload the capabilities of older or slower machines. Subscribe to high-speed internet. You will want to be able to send files back to your customers. As with your computer, the size of these files can make slower,
limiting connections. Buy a commercial quality scanner capable of powering multiple documents. This means that you can put a stack of documents on a hopper and press a button to scan them all. Train in any component you're not sure how to use it. This can mean taking a course, calling customer service or reading a book. Contact all your friends, family
and acquaintances. Let them know what you're doing and ask them to tell their friends. Someone, somewhere you'll need what you offer. Use social networking websites to get your business face on the web. Contact local accountants, accountants and law firms. These businesses advise customers on how to store records every day. If you establish a good
relationship, they will start advising them to scan these records. Go through local scrapbooking shops and photography shops. Both companies have customers who usually end up with large files that they want to back up or convert completely into digital files. In many cases, they will have to do this over and over again. Let's see if they'll let you leave a fin
or brochure for your customers. Do a job or two pro bono for a church, school or other non-profit organization. Choose one that has a lot of members and do the job in exchange for mentioning your followers. Councils look to get a security clearance (usually to take a government contract). Many documents contain confidential information, so a level of
compensation will help you obtain contracts to scan these documents. The best way to do this is to get a gig with a government agency, which will make you clarify part of the hiring process. For Thomas Buchanan As anyone who has spent some time working in an office can tell you, Microsoft Access is a powerful piece of software. With its ability to create
detailed databases, forms and reports, while automating some of the more complicated data management. Access is an awesome tool indeed. Fortunately, Access also makes it incredibly easy to get in and sort data from your various printed copy documents as well with just a few easy steps. Connect the scanner to your computer, usually via a USB drive,
as is the case with most Scanners. Place the document down on the scanner bed, make sure none of its corners go outside the scanning range of a page its size. Gently close the scanner lid, and if the scanner requires it, turn it on. Click On Start, then Program Files or All Programs depending on your version of Windows, and open the folder titled Microsoft
Office. Under Microsoft Office xxxx Tools, where xxxx is the version number of your Office installation, open the Microsoft Clip Organizer program. Select File in the top left corner, and then Add clips to the organizer followed by From Scanner or Camera. On Device, select the scanner and press Insert. A scanned image of the document will appear in the My
Collections folder. Double-click the form or access report that you want to include in this scan. Once loaded, open the document in Design view according to the tabs at the top of the program. Open the Design tab, and then load Controls and click Image. Click the form or report where you want the scan to appear. Then in the Insert Picture box, find and click
the scan from before, and select OK. By Kevin Lee When you scan a document, it's actually turning it into an image. Once you convert the document, you can leave it as an image or copy it to an electronic document on your computer. If you need to scan both sides of a document, you can do so without buying a special scanner. Windows comes with a free
program that allows you to combine scanned images into one file. Activate the scanner. Place the document face down on the scanner tray and close the lid. Scan the document according to the scanner manufacturer's instructions. Normally, simply press the Scan button. Please wait for the scanner to scan the document. The scanner will convert the
document to an image. Save the image to your computer when prompted. Place it in an easily accessible folder. Open the scanner lid and rotate the document. Close the lid and scan this document. The scanner will create a new image file. Save this image to the same folder where you saved the previous one. Click the Start button in the bottom left corner of
your computer screen. The Start menu opens. Type WordPad (without quotation marks) in the search box. Click the WordPad icon when it appears at the top of the Start menu. The WordPad application will open and display a new and empty document. Press the Windows key and E KEY together to launch Windows Explorer. Go to the folder that contains
the scanned images. Hold down the Ctrl key and left-click both image files. Windows Explorer will highlight them. Right-click any of the image files and select Copy from the menu that appears. Go back to your WordPad document. Right-click anywhere in the document and select Paste from the drop-down menu. WordPad will paste the two scanned images
into the document. Press Press Ctrl and S keys to open a Save Files window. Type a name for the document in the File name text box, and then click Save. The staff were very friendly and helpful.
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