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Needs Assessment 

Phase 1: Explore “What is” 
Area of Improvement 
Paper Management 
Management Plan 
 Leadership. 

Since this is a personal goal, I will act not only as the stakeholder, but I will also be the 
project manager that does the planning and managing of the needs assessment. 
Reporting. 
I will report on a weekly basis to my spouse, who is the other important stakeholder. 

Major Concerns  
Desired outcome. 
A paper management system that allows for easy search ability and retrieval. 
Refined list of top 3 goals. 
Goal 1: Convert previous years’ paperwork to a format that allows for easy search ability 
and retrieval. 
Goal 2: Convert current year’s paperwork to a format that allows for easy search ability 
and retrieval. 
Goal 3: Create system to aid the search and retrieval process. 
List of concerns for each goal. 
Goal 1: The volume of paperwork is extensive and will take many hours to convert to a 
new format; speed of conversion; to ensure no loss of data, the process may be 
meticulous.  



Brandi Webster LTEC 5470 October 2, 2016  
Goal 2: The volume of paperwork, while not as extensive as previous years, will still take 
many hours to convert; speed of conversion may make the process slower; to ensure no 
loss of data, the process may be meticulous. 
Goal 3: Determining the best system to use for aid in the search and retrieval of records, 
time required to set up system, consistency in the system 
Major concerns for each goal. 
Goal 1: Hours needed to complete the project; speed of conversion of such a high volume 
of paperwork. 
Goal 2: Hours required to carry out the project. 
Goal 3: security and consistency in organizational system. 

Need indicators  
 Downsizing of the home requires a solution to paperwork management. 
 Lack of secure storage for four boxes of paperwork requires a new solution. 

According to MacKechnie of the Houston Chronicle, three of my needs are also the advantages 
of an electronic paperwork system which are easy access, searchable text, and security (n.d.).  
Priorities  
Priority 1: Speed of conversion process.  
Priority 2: Determine hours needed to complete the project 
Priority 3: Security of new system 
Priority 4: Consistency in organizational system 

Phase 2: Data Collection and Analysis 
Target Groups  
The scope of the needs assessment will include all paperwork  
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Target groups to assess include tax records, medical records, warranty and receipt records, and 
other non-sensitive paperwork including recipes and photographs. 
Needs 

Desired outcome. 
Convert all physical paperwork to electronic and have it in a secure program that 
provides easy search ability and retrieval 
Current state vs. Desired State 
Current paperwork is all physical whereas the desired state is to have all physical 
paperwork converted to electronic format 
Needs statements. 
All paperwork needs scanning into electronic format. The electronic paperwork needs a 
secure electronic storage solution. Once the electronic paperwork is in a storage solution, 
it needs organization for easy access.  

Need priorities  
Priority 1: Secure Program 
Priority 2: Scanner to handle the job with both speed and accuracy. 
Priority 3: Program with the ability to organize electronic data.  
Causes  

In lieu of paying for long-term storage for all of these records, which would also make 
retrieval very difficult, the most logical solution is electronic storage. In doing such, finding a 
secure program must be the top priority to protect personal identifying information. With 
multiple programs on the market that tout security, this factor is very amenable to intervention.  
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Due to the time investment needed to scan all of the documents, it is critical to consider the 
quality and speed of the scanner. With the availability of multi-purpose printers and bar scanners, 
this is a factor that is easily amenable to intervention. 

Converting the records from paper to electronic is only a partial solution as there is still 
need to retrieve many of these records on a regular basis easily. With that in mind, it is important 
that the selected program have advanced searching capabilities which are certainly amenable 
given the number of programs available. 
Needs summary 

The culmination of non-electronic data over the years has created a backlog of 
paperwork, including extensive medical records for a special needs child, other pertinent family 
medical records, tax records, and important receipt and warranty information. While storage was 
previously available in the home for all of this paperwork, downsizing no longer allows for this 
to be an option. 
As a result, there are three needs to prioritize: 

 Secure program: The cause for this need is to protect personal information to prevent 
identity theft,  

 Fast and accurate scanner: The cause for this need is to reduce the time it takes to 
complete the project and ensure proper scanning of all documents, and 

 Program with excellent search ability and easy retrieval: The cause for this need is to 
ensure that electronic records can be easily searched and retrieved. 
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Phase 3: Make Decisions 

Solutions  
Priority 1: Secure program. 

There are many secure options available for data storage including OneDrive, 
Dropbox, Google Drive, and Evernote. All four of these storage solutions are cloud-based 
options. Security for each program varies. All four storage solutions have options for a 2-
step security process which adds an additional layer of security to the information 
(OneDrive file security, n.d.; Is Dropbox safe to use?, n.d.; 2-Step Verification, n.d.; 
Hitchings, 2013). This added the step of security prevents automatic login from a new 
device, even with the password (Hitchings, 2013). OneDrive and Dropbox both have 
transport encryption (Callaham, 2014; Is Dropbox safe to use?, n.d.). In addition to 
transport encryption, Evernote has an even more advanced feature when it comes to 
encryption by allowing encryption at the note level (Security overview, n.d.). Unless 
using outside sources, encryption is not an option for Google Drive which rules it out as 
an option since everything will be stored in the cloud.  

This leaves OneDrive, Dropbox, and Evernote as potential storage solutions. 
Priority 2: Scanner to handle the job with both speed and accuracy. 

In looking for a scanner for this type of project, it is important to consider both 
speed and accuracy. While all-in-one printers have the capability to scan and do it 
accurately, since scanning is not the primary, nor secondary job of the device, speed is 
not as good as devices dedicated to scanning.  In researching an all-in-one, I found that 
the typical speed is seven sheets per minute for black and white and five for color (Data 
Sheet: HP LaserJet Pro MFP M127fn, 2016). One scanner with great reviews is the Doxie 



Brandi Webster LTEC 5470 October 2, 2016  
Go Pro, but I noticed that they particularly gear their advertisement to teachers and 
students as a way to reduce paper. When looking at their specs for speed, the top speed 
for the Doxie Go Pro is 7.5 pages per minute, and their best resolution was 600dpi (Doxie 
Go, n.d.). The one disadvantage of the Doxie Pro Go is that it is a single sheet feed 
(Doxie Go, n.d.). Fujitsu has a line of scanners that include many different functionalities 
and price points. The S1300i model allows for duplex scanning, feeds up to 10 pages, and 
is as fast as 12 pages per minute depending on the quality of the scan (ScanSnap S1300i, 
n.d.).  

Given the complete list of features of the ScanSnap S1300i, this scanner that 
would not only meet the needs of the current project but would be beneficial long term.  
Priority 3: Program with the ability to organize electronic data.  

With three secure programs, it is now time to determine which of the three has the 
greatest capacity for search ability and organization. OneDrive has the capability to 
search not only the title of documents but also has the capability to search text inside of 
documents and pdf files (Moore, 2015).  Tagging documents in OneDrive is limited, but 
you can organize by folders and subfolders and has a limit of 5gb of storage unless you 
pay for additional space (Wright, 2014). For Dropbox, searching text inside documents is 
limited to Business Accounts which are $12.50 per month, but it does include unlimited 
storage (Search the contents of files on dropbox.com, n.d.). Finally, Evernote has the 
ability to organize with the use of both folders, known as notebooks, and an extensive 
tagging system. Evernote does have unlimited storage; but upload limits per month are 
based on the selected plan (FAQ for upload limits, n.d.). The Evernote Premium, which is 
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$69.99 per year allows for 10gb of upload each month and includes advanced search 
capabilities including pdf documents (Get Evernote Basic, n.d.).  

Based on this information, OneDrive could work if the storage needed were small, 
but it seems the best solution based on storage capability, search capability, and advanced 
organization is Evernote Premium.  

Action Plan  
The solution that meets the security needs, search ability needs and the organizational 

requirements of the project is Evernote Premium. Evernote security includes encryption and a 2-
step sign in process (Hitchings, 2013). Evernote’s organizational features include both a 
notebook and tagging system that can ultimately set up a system that resembles a filing cabinet. 
Evernote’s search capabilities include searching titles, text, text in pictures, and text in pdf 
documents. Evernote allows unlimited storage and the Premium option includes 10gb of upload 
capacity each month.  

The solution that meets the need of scanning the paperwork with both speed and accuracy 
is the ScanSnap S1300i including 12 pages per minute, duplex scanning, and 10-page document 
feed (ScanSnap S1300i, n.d.).  

The proposed timeline for obtaining both the scanner and a subscription to Evernote is 
one week. The scanner can be purchased through Amazon with 2-day shipping through Prime. 
Evernote can easily be downloaded and subscription purchased within minutes. The proposed 
time for completing the entire project is eight weeks given other ongoing obligations.  

The resources required to complete this project is $69.99 for Evernote premium and $246 
for the ScanSnap 1300i.  This project will also require an already owned laptop.  
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Paper Management Needs Assessment Report 
Due to family relocation and downsizing it has become necessary to find a paper 

management system that allows for easy search ability and retrieval. When considering the paper 
management system there were three goals to consider:  

 Converting previous years’ paperwork to a format that allows for easy search 
ability and retrieval,  

 converting the current year’s paperwork to a format that allows for easy search 
ability and retrieval, and  

 Creating a system to aid the search and retrieval process. 
It was also important to consider the major concerns of this conversion. The first concern 

was the hours needed to complete the project and the speed of converting such a high volume of 
paperwork for all years combined. The second concern was the security and consistency of the 
organizational system.  

With those concerns in mind, I identified the following needs:  
 Speed of conversion process,  
 Determine hours needed to complete the project, 
 Security of new system, and 
 Consistency in organizational system. 

Once I identified the needs, I established priorities which include: 
 Finding a program that is secure to protect personal information from identity theft, 
 Finding a scanner to handle the job with both speed and accuracy so that the overall time 

invested in the project is kept at a minimum and done accurately, and 
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there will still be times that these records need to be accessed.  
When considering the action plan it was important to take several things into 

consideration. The first thing was determining if a program existed that would meet all of the 
needs including security, search ability, and the organization of the project. After researching 
several programs, Evernote Premium is one that stood out above the rest. Evernote security 
includes encryption and a 2-step sign in process (Hitchings, 2013). Evernote's organizational 
features include both a notebook and tagging system that can ultimately set up a system that 
resembles a filing cabinet. Evernote's search capabilities include searching titles, text, text in 
pictures, and text in pdf documents. Evernote allows unlimited storage and the Premium option 
includes 10gb of upload capacity each month. The second consideration was the need of a 
scanner with both speed and accuracy. After researching several options, the ScanSnap S1300i 
met all the criteria including scanning 12 pages per minute, duplex scanning, and 10-page 
document feed (ScanSnap S1300i, n.d.).  

After securing both the program and the scanner for $316, eight weeks will be needed to 
complete the scanning and organizing of all the electronic files.  

Four weeks into the project another needs assessment is recommended to determine if 
everything is on track for on-time completion based on the actual speed of the scanner and the 
ease of organizing the electronic files.  
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