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ClientBase:
Going Paperless

Nick Mageloff, ECC, TCC 
Agency Owner, GRX Travel

Geek Speak
+ EGO SURFING - scanning the Net for references to one's own name
+ GRAYBAR LAND - place you go while staring at a computer that's processing
+ DUMP - system programmer's work area 
+ KEYBOARD PLAQUE - disgusting buildup of dirt and crud found on computer keyboards
+ CUBE FARM - an office filled with cubicles.
+ PRAIRIE DOGGING - something loud happens in a cube farm, and people's heads pop up over the 

walls to see what's going on. 
+ SHOVELWARE - document that was shoveled from paper onto the Web, CD (or whatever) without 

effort to adapt; betrayed by paper centric phrases like "See page so-and-so," "later in this booklet," 
etc.

+ DEAD TREE EDITION - paper version of a publication available in both paper and elec tronic 
forms, as in: "The dead tree edition of the San Francisco Chronicle... “

+ CARBON FOOTPRINT – A measure of the impact human activities have on the environment in 
terms of the amount of green house gases produced, measured in units of carbon dioxide.

+ PAPERLESS OFFICE – Some say is about as realistic as a paperless toilet.

Going Paperless

+ The concept of the paperless office entered the public's 
imagination in 1975, when a Business Week article entitled 
"The Office of the Future" predicted that by 1990 "most 
record-handling will be electronic.“

Going Paperless

+ Each year, a higher percentage of documents are being 
maintained electronically and not printed. 

+ The amount of information is doubling every three to four 
years.

+ Therefore, although the percentage of documents 
printed goes down, the total number of printed 
documents is still going up. 

Think in terms of….

Moving to a less paper-centric environment

Benefits of becoming less paper-centric

+ Printing costs
+ Paper costs
+ Shipping costs
+ Reduced time spent filing and locating
+ Elevated staff productivity
+ Happier clients
+ More usable office space
+ Healthier environment (Reduce your Carbon Footprint!)
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You are further down the road than you may 
think…

+ Profiles replace rolodexes, address books and paper files.
+ Res Cards replace paper Trip Folders.

+ Reminders replace yellow sticky notes.
+ Invoicing offers option to e-mail or print.

+ Inventory replaces photo copies.

Let’s take it the next step
+ Attachments can be used to systematically store and retrieve 

all documents, files, etc. that pertain to a specific Profile or Res 
Card.

Browse the 
file you 
would like to 
attach.

Compress the 
file to reduce 
disk space 
used.

Describe 
the 
contents 
of the file.

Let’s take it the next step

Gary Cole ’s 

Misc Files

Attachments can be stored 
at the Profile level.

This is just as Reminders, 
Notes and Mailers work.

Let’s take it the next step

Gary Cole’s

London

Trip Files

Attachments can be stored 
at the Res Card level.

Let’s take it the next step

+ Creating Attachments:
+ Step One:  Save your file in a designated folder.
+ Step Two:  Retrieve the Profile or Res Card that the file pertains to.
+ Step Three:  Click Attachments and Add to attach a copy of the file 

which is then saved in your ClientBase database.
Your Electronic File Folder has now been filed and can be easily

retrieved in the future.

Taking it the next step…

+ Use Res Card Attachments to store and access your client 
booking and confirmation information
+ Request e -mail confirmations from your Vendors.
+ Use a fax service to turn faxed confirmations into electronic files.
+ Use a scanner to turn paper confirmations into files.
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Taking it the next step…

+ Use Res Card Attachments to store and access your client booking
and confirmation information.

When confirmations 
are in the form of an 
attached file, save the 
attachment to a 
designated directory, 
by using File|Save
Attachment.

Taking it the next step…

+ Use Res Card Attachments to store and access your client booking
and confirmation information.

When confirmation 
information is 
embedded into the 
body of an e -mail, save 
the e-mail to a 
designated directory by 
using File|Save As.

Taking it the next step…

+ Use Res Card Attachments to store and access electronic travel 
documentation.
+ Request electronic documentation when possible.

Taking it the next step…

+ Link Important Client/Supplier/Agent Communications within 
Profiles or Res Cards.
+ Save E-mail as a file (File|Save As) and use Attachments to link to 

a Profile or Res Card.
+ Use the Window’s Copy command (Ctrl C) to copy the contents of the 

e-mail into the clipboard then use the Paste command (Ctrl V) into a 
ClientBase Mailer record.

+ Scan important printed communications (letters of complaint, letters of 
reference, etc.).

Taking it the next step…

+ Use Other Profile Attachments to store and access financial 
information and tax records
+ Scan bills sent in the mail.
+ Request e -bills or paperless statements where possible.

Taking it the next step…

+ Use a digital fax service and scanner to turn paper into electronic files.
+ Things to consider when choosing a fax service:

+ Your need to both receive electronic faxes and send them
+ # of faxes per month on average
+ Price (range is from <$10/mo to >$50/mo)

+ Things to consider when buying a scanner:
+ Flatbed vs. Sheet fed
+ Ability to name file at time of scanning
+ Speed
+ Complexity
+ Multi-function (scan/fax/print)
+ Price (range from <$100 to >$700)
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Taking it the next step…

+ Tips for coming up with a systematic file saving strategy
+ Organize Your Files

+ Use local and/or shared drives
+ Assign a designated directory for ClientBase files (e.g. Desktop or 

create a directory called “ClientBase Attachments”
+ Be Consistent

Taking it the next step…

+ Tips for coming up with a systematic file naming strategy
+ Create a formula for naming all files

+ Use combination of Client Name, Vendor Name, Date of Document, Date 
of Travel

+ Be consistent
+ Example client confirmation:

+ 06-12-30 Carnival 07 -04-25 Smith John 
+ Example bill:

+ 06-12-15 Bell Telephone
+ A descriptive file naming strategy may eliminate the need for  completing the 

Description field in the CB attachment

Real World Ideas
Nick Mageloff, GRX Travel

+ Introduction to Paperless
+ Costs: Adobe Acrobat ($300), HP Scanjet 5590 ($300), MyFax.com ($10) and 

iBackup.com ($10)
+ Savings of Paperless

+ Because of the ease of duplication distribution or access over a network is now very 
easy

+ As a result the financial benefits are huge
+ Document storage costs are reduced to CDs and Hard Drives
+ Time to recall information are now reduced to seconds, even for historical data

+ Live Example of Naming Conventions
+ Naming an email, fax or scanned Confirmation
+ Naming a financial record

Real World Ideas
Nick Mageloff, GRX

+ Live Example of Attaching
+ Attaching to a ResCard level
+ Attaching at a Profile level

+ Live Example of Recall
+ Recalling digital documents in a heartbeat 

+ Individual Profile
+ Group Profile
+ Other Profile

+ Backups, Safety and Security
+ Local Backups to DVD
+ Internet Backups to Online Storage
+ Just in case Attachments Backup folder
+ Permissions in Trams to eliminate the Attachments Tab

Time for Q & A Tips for Success

+ Without paper, you're able to back up really easy!
+ Understand that a paperless office doesn't happen overnight .
+ "Paperless" often really means "less paper."
+ Everyone has to buy in, it starts with you.
+ Physically remove the unneeded filing cabinets.
+ Realize that less paper is just the beginning of the payoff.


