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A guide for SMBs 
brought to you by 
Fujitsu
In May last year new EU rules came into play that govern how data can be 
collected and utilised, known as the General Data Protection Regulation. The 
ultimate aim is to give individuals clear control over their data, no matter what 
company is collecting it. This means that both global enterprises and SMBs all 
have to follow the same rules, as long as they plan to operate in the EU.

Not sure if this applies to you? 
It probably does.
If you deal with any sort of personally identifiable data, the GDPR will affect you. 
This could be just as simple as a list of leads that you got from a networking 
event, the contents of an address book that you keep in a spreadsheet, or any 
profiling data (such as survey results) that you’ve kept. Processing this on behalf 
of another company? This is all still relevant.

“When it comes to data protection, small businesses tend to be 
less well prepared. They have less to invest in getting it right. They 
don’t have compliance teams or data protection officers. But 
small organisations often process a lot of personal data, and the 
reputation and liability risks are just as real.” 

Elizabeth Denham, UK Information Commissioner.1

  1. https://ico.org.uk/about-the-ico/news-and-events/news-and-blogs/2017/01/gdpr-and-accountability

https://ico.org.uk/about-the-ico/news-and-events/news-and-blogs/2017/01/gdpr-and-accountability


3

What you need to do if you 
haven’t yet made a start

Make sure individuals know exactly what is happening with 
their data, including what you’re going to do with it, and how 
long you’re going to keep it

Ensure you have consent to process customer data

Be prepared for Subject Access Requests (SARs), where 
individuals can request details of all the data that you hold on 
them

Double check that all direct marketing communications are 
easy to opt out of

Update your data policies to fall in line with the GDPR
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Looking for a quick win 
for GDPR compliance? 
Ditch the paper.
It doesn’t matter how solid your filing system is, keeping track of all of 
the data you hold on paper is a herculean task, and not just in terms of 

‘official’ paperwork like invoices, purchase orders and contracts. 
All it takes is for one employee to go against the policy 

and all of a sudden the well-oiled machine can 
have damaging inconsistencies. For example, a new 

employee might discover a stack of business 
cards with potential leads on and start 
reaching out to them, without first knowing if 
they’ve opted into being contacted.

5 trees
The estimated 

sheets of paper 
used by a 10-person 

company in one 
year. Equivalent to 

five trees.2

£3200
The estimated 
annual cost of 
printing and 
postage for 
a 10-person 

organisation.3

<1/3
The portion of 

documents that 
are delivered 
to businesses 
electronically.4

4 mo.
The amount of 
time it takes for 

a scanner to 
pay for itself at a 
10-person office.5 

2, 3, 4, 5. © AIIM www.aiim.eu / © Fujitsu www.fujitsu.com

Is paper really evil?
No, not at all, but if you’re audited for any reason following the GDPR, having an 
established digital process for data makes it easy to recall files and information, 
and it just makes it easier to cover yourself.

Why digital?
Get rid of the collection of filing cabinets and save some space

Organise and access data quickly and easily

Paper degrades over time and is easily 
damaged; not so with digital files

Save money on paper and ink, while also 
being more environmentally friendly

http://www.aiim.eu
http://www.fujitsu.com
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Work to be done
With such a high portion of documents still being delivered physically 
day to day, there is still a great deal of progress that can be made by 
going digital and decreasing costs while increasing efficiency.

Where do I start with digital?
The best investment you can make is in a good scanner, such as one 
of Fujitsu’s ScanSnap range. Whereas printers cost businesses money 
from the moment they’re deployed, scanners save money. For example, 
rather than having to photocopy newly arrived documents and deliver 
them to desks or send them through the post to people, a scanner 
means the whole process can be done digitally, saving on paper, ink 
and time. Once the document has been scanned, electronically filed 
and distributed, the original physical copy can be disposed of securely 
so it doesn’t have to take up room in a filing cabinet.

£750

6. © AIIM www.aiim.eu / © Fujitsu www.fujitsu.com

What is Fujitsu’s offering?
As you’d expect, Fujitsu lead the charge with scanners, and their latest ScanSnap 
range is a testament to their passion for digital transformation. They’re built 
around maximum efficiency and bundled with a host of software including:

ScanSnap Organiser, which allows users to view, manage and edit PDF 
and JPEG files

ABBYY FineReader, facilitating the automatic text and image 
conversion of scanned documents to editable Word, Excel and 
PowerPoint files

CardMinder, which detects business card scans and imports the 
information to a database

ScanSnap Receipt, proving invaluable for expenses by 
scanning and extracting the information from receipts, 
with the ability to export the data for tax filing

ScanSnap Cloud, featured on the iX100 and iX1500
models, routes scans to your preferred cloud service 
automatically

ScanSnap Home for the iX1500 model for easier 
organisation and management of scanned data

The top features your 
scanner should offer:

Scan to PDF, so that you can be sure that everyone can view 
the document

Scan to Application, so that a document can go straight into 
a spreadsheet or word processor for editing

Scan to Mobile enables the document to be sent directly to a 
cloud account or smartphone, ideal for a mobile worker

Scan to Folder sends the document directly to a chosen 
location to cut out the admin work

Simplicity from start to finish, to save on complex 
maintenance and setup time and costs

Automated Document Feeder (ADF) is a key feature often 
excluded from all-in-one printers, which lets the user load 
up a number of pages and have them scanned all in one go

Auto-rotation is another time-saver, automatically 
detecting double sided paper and scanning both

The estimated price of overprinting, 
just in ink costs, at a 10-person 
company in one year.6

http://www.aiim.eu
http://www.fujitsu.com


[ Next steps ]
The case for moving to a wholly digital environment is colossal, and 
Fujitsu scanners will keep playing an integral part to the process. If 
you use them effectively from when they’re in place, then you’ll reap 
the benefits immediately and start saving money. With such a large 
selection of scanners to choose from, make sure you speak to us to 
get the best solution for you.

Web: www.westcoast.co.uk
Email: printpm@westcoast.co.uk
Phone: 0118 912 6000

Westcoast recommends:

Want to send your own version of this guide to your customer?
Request your free rebrandable version today by visiting 

http://microsites.westcoast.co.uk/canvas

Fujitsu 
ScanSnap iX100
The world’s fastest battery powered 
ScanSnap.

• Create a searchable PDF, one click
• Deliver 260 scans on a full charge
• Scan a colour page in 5.2 seconds
• Scan 2 small documents like receipts 

or business cards simultaneously
• Wirelessly scan to your smart device

Fujitsu 
ScanSnap iX1500
Intuitively guides you through every step 
of the scanning process.

• Touch screen for various job profile 
for both personal and sharing use

• One button searchable PDF creation
• Scan batches of mixed sized pages 

in one go!
• 30 double sided pages per minute
• Scan and intuitively extract data

http://www.westcoast.co.uk

