
How to optimize 
your IT budget with 
smarter document 
management
Get the most out of your print infrastructure where it counts



of SMB IT budget 
is print related.

15%

If you’re like most businesses, the 
majority of your IT budget doesn’t 
get spent on the shiny, new tech 
you know your company needs. 
It gets spent on maintaining the 
technology you already have.1 

Making your IT  
budget work harder

So if you’re looking for ways to get more out of 
your budget, squeezing every last drop of value 
out of the technology you already have is a 
good place to start. 

In particular – even though most companies 
don’t realize this – optimizing the mix of printers, 
copiers, scanner and fax machines in your  
office is a great place to start. A better print 
infrastructure helps your bottom line, for two 
simple reasons:

First, most organizations spend way more  
on their print environments and document 
management processes than they really need 
to. In fact, print represents an average of 15%  
of a small medium businesses (SMB’s) overall  
IT budget; if you have a million dollars to spend 
on IT, that’s $150,000. And it accounts for at 
least 12% of IT resources.2
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3,250 hrs
of time spent a year 
waiting for print jobs in 
a 250 person company

Second, most organizations aren’t getting nearly 
enough value out of their print infrastructure.  
It takes users too long to finish their print jobs –  
a staggering 3,250 man-hours a year in 
companies with over 250 people3 – and it  
takes up too much of IT’s time dealing  
with all the print-related helpdesk calls. 

Put simply: there’s a massive opportunity  
to simultaneously lower the amount of money 
you spend managing printed documents and 
drastically improve the way your people use 
those documents. 

This eBook aims to show you how. We’ll help  
you identify common areas of waste, as well  
as golden opportunities to gain greater value. 
And then we’ll show you how to achieve both. 

Making your IT  
budget work harder
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Most companies spend a whole lot 
more on document management 
than they realize. 

So if you can kick out all the 
inefficiency, there’s scope for some 
serious savings. The key lies in 
spotting the telltale signs that your 
print environment and associated 
print infrastructure isn’t running at 
peak efficiency. 

Here are the most important ones:

Six signs of an inefficient 
print environment
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64%
of SMB can't track 
their usage and print costs. 

The biggest sign your print 
infrastructure is costing the 
company more than it should  
is the proliferation of cheap  
printers. But since 64% of SMBs  
are unable to track usage and  
costs related to their print devices, 
most don’t know how much is  
being wasted.4

In effect, cheap desktop printers are the  
shadow IT of the physical world that are  
costing your organization big. And the worst 
part? All that ad-hoc spending on devices and 
supplies is not centralized so it’s almost 
impossible to figure out the real cost.    

Often, it starts out innocuously. A department 
with high printing needs decides it isn’t worth 
walking over to another department’s printer 
and decides to spend a couple of hundred 
dollars on a cheap inkjet. In other cases, 
someone decides they should have a printer  
of their own, so they buy one and then  
expense it – and it sits untracked. 

But while the initial printer might be relatively 
cheap, the untracked spend on supplies that 
follows is anything but cheap.  

The result: more cheap printers than the 
company needs, more people spending on  
more expensive supplies than you can oversee, 
more vendors to manage and more calls to IT.   
 
The good news is, these costs are entirely 
avoidable.

1.  You have too many  
cheap printers
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90%
of businesses have been 
breached because of 
unsecure printing

CONFIDENTIAL

2.  You have abandoned  
documents in your print trays

The clearest sign of waste are the 
stacks of abandoned documents 
lying in printer out-trays. For one 
thing, they’re a waste of toner and 
paper. But they’re also a waste of 
your time when you have to keep 
clearing those trays. 

More important: documents lying unchecked 
in printer trays are actually a non-trivial vector 
for security threats. In fact, 90% of businesses 
have suffered security breaches because of 
unsecured printing.5
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3. Everyone is buying supplies

No one wants to risk running out  
of toner or paper in the middle  
of a print job. 

In most organizations, this means people  
buy toner cartridges whenever they think the 
printer’s going to run out. That looks harmless. 
But in practice, it can lead to spiraling costs. 
Because unless someone’s actively monitoring 
who bought what and when, you very quickly 
reach a point of ungoverned waste. 

This problem is only exacerbated if you’ve  
got an assortment of printers from different 
vendors scattered across the company. 
Especially, if one of them gets replaced by  
a different brand and all the supplies your 
people overstocked become obsolete. 
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of readers understand 
new ideas better in color.

69%4.   Everything is being  
printed in color

Printing in color is more expensive 
than printing in black-and-white. 
At the same time, it’s also really 
important that certain teams 
print documents in color. It makes 
information easier to retain, easier to 
find and more attention grabbing.6 

For instance, salespeople need their proposals  
to really make a mark and 69% of readers 
understand new ideas better when they’re 
presented in color. 

The problem of waste arises when no one’s 
monitoring printer use or trying to figure  
out the different printing needs of different 
teams. When that’s the case, it’s common  
for companies to print everything in color, 
regardless of how it’ll be used, leading to 
unnecessary and entirely avoidable costs. 
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of business 
processes are 
document driven

40%5.  You’re wasting time  
on the small stuff

As many as 40% of all business 
processes are document-driven.7 
But more often than not, the actual 
document workflow is comprised  
of several simple steps that have 
to be completed manually. For 
instance, invoice processing might 
involve scanning an invoice, saving  
it in Dropbox and notifying  
someone in finance. 

When your people are doing all of these manual 
steps themselves – every single time – all that 
time adds up. And unless you use your print 
infrastructure to automate some of these steps 
for them (more on this later), they’ll continue to 
lose all that time. 
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of all IT helpdesk 
calls are print  related

 

40-60%

6.  Your IT helpdesk is drowning  
in print-related calls 

An estimated 40 to 60% of all IT 
helpdesk calls are print-related.8 
That’s a lot of time spent dealing 
with issues that IT doesn’t have the 
time or inclination to deal with. 

In fact, these helpdesk calls are actually a dual 
cost because they take up both the employee’s 
and IT’s time when they’re being dealt with. 

Outsourcing these calls helps, but eliminating 
the need for them goes a long way. For instance, 
pulling the plug on old, inefficient printers will 
actually reduce the number of helpdesk calls 
you have to deal with. 

The avoidable cost of helpdesk calls

The average helpdesk call costs $14.9 So if  
we conservatively estimate the volume of  
print-related calls is 30%, then for every  
1000 calls a month, you’re paying as much  
as $4,200 (that’s $50,400 a year). 
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Spotting the signs of an expensive 
and inefficient print infrastructure is 
the first step. But it’s also important 
that you look at how those signs are 
costing you. 

In practice, inefficient document workflows  
cost companies in two different ways. 

The costs of an inefficient 
print infrastructure

1.  The hard costs of an inefficient  
print infrastructure

Unless you’re actively monitoring and optimizing 
your print fleet, you’re paying for two kinds of 
hard costs. 

•  The cost of unnecessary printers and 
multifunction printers (MFPs): this includes 
buying, running and maintaining more 
devices than your people actually need to  
get work done. 

•  The cost of unnecessary supplies: this 
includes the multiple costs of buying paper 
and toner in an ad-hoc way, as well as the 
costs of using high quality paper and color 
toner without any governance.  
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488 hours
of productivity wasted 
annually by workers waiting 
for printer service and supplies.10
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What inefficiency costs

2. The soft costs of poor document workflow

In addition to the hard costs of unnecessary 
hardware and supplies, inefficient document 
management also impacts your people’s 
productivity and effectiveness. These soft  
costs include:

•  Users having to spend too much time 
retrieving print jobs because of problems  
with the devices

•  Users spending too much time on manual 
tasks that can be automated 

•  IT teams spend too long fielding helpdesk 
calls and issues

The minutes spent dealing with these issues  
add up.
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As we mentioned earlier, the good news is that all these costs  
are entirely avoidable. So in practice, it’s also worth taking  
into account the opportunity cost of better workflow. 

That is, what you’re really missing out on is the potential 
productivity and efficiency gains you could be getting if you  
really made your print environment sing.  

So now let’s take a look at 
how you can get there. 
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In the simplest terms, optimizing your spend  
on document management should mean  
two things: 

• Spending less on your print infrastructure

•  Getting your document workflow to  
improve productivity 

Optimizing your spend on 
document management

The critical first step you need to take to  
optimize your processes is assessing the state  
of your processes today. Get ‘The document 
management workbook’ to run a quick  
self-assessment of your print environment.  

That way, you’ll be able to get really specific 
about which inefficiencies you need to  
combat first. 

For now, let’s look at some general tips and best 
practices to help you optimize. 
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1. Standardize to save

As we’ve seen, an ad-hoc approach 
where everyone prints in color and 
uses any paper stock isn’t  
particularly efficient. 

So standardize the settings on all your printers 
and MFPs to make sure the default setting is 
black-and-white. Even better, you can set the 
default settings on certain MFPs to ‘duplex 
printing’ so that everyone uses both sides of  
the paper they’re printing on. 

It’s a simple way to drastically cut print costs  
in half.  

Additionally – and this is important – you can 
define specific user permissions. So only certain 
teams, people and documents have access to 
color printing.

Your users get the benefit of color when they 
really need it – and you get the benefit of 
standardizing around a more economical 
approach to print.
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2.  Integrate with cloud  
and mobile workflows

The cloud applications and mobile 
devices your people use are now 
essential  productivity tools. So your 
users shouldn’t have to rely on an 
extra step in order to print from or 
scan to them. 

By making sure your MFPs are connected to the 
cloud tools you use like Salesforce, Office 365 
and Dropbox. And enabling mobile printing 
means you can ensure your users don’t have to 
rely on their desktop to print the documents 
they need. 

Your users get the benefit of simpler  
workflow and you get to connect your digital 
infrastructure to your print infrastructure  
in a way that maximizes the value of both.
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3.  Standardize around  
a single point of contact  
you can actually count on

Instead of buying supplies and 
printers in an ad-hoc way from 
multiple vendors, standardizing 
around one point of contact  
helps in a couple of ways. 

First, you get the economies of scale that come 
from buying supplies in an organized way. And 
second, you make your own job of managing 
vendors a whole lot easier. 

So picking a partner is a smart move. Just make 
sure you pick a partner you can count on to:

•  Understand the specific nature of your print 
environment – what your users need, what 
you need and how best to move forward

•  Help you with everything – from supplies,  
to hardware, to service to print helpdesk –  
on a single invoice

•  Support you no matter which vendors you  
buy supplies and hardware from
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4. Order supplies proactively

Instead of a situation where 
different people are buying different 
supplies for different printers at 
different times, you can automate 
the ordering of new supplies. 

Choose MFPs that support automated supply 
replacement and set them up to notify your 
third party provider when the printer’s running 
low on toner. Your partner will take care of 
getting your supplies replenished so you don’t 
have to. Instead of someone having to call the 
helpdesk or run out to get supplies, you can have 
the supplies delivered right to you when they’re 
running low. 
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5.  Automate workflows  
for your users

Remember the manual steps in 
document processes like invoicing 
we discussed earlier? The good news 
is that a lot of those steps can easily 
be automated by your MFPs. 

List out the steps needed for particularly 
common workflows (like invoicing or purchase 
to pay) and then set up a customized ‘app’ on 
your MFP. 

That way, the next time your users need that 
workflow, they can press one button and have 
the MFP route their documents to all the 
folders and repositories they need. 
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30%
MPS reduces document management 
costs by as much as 30%

Managed Print Services (MPS) is a 
way to outsource the assessment, 
optimization and management 
of your print environment to 
document management experts. 

Why Managed Print Services 
make so much sense

And it’s a great way to make the most of  
your print infrastructure. Not only does it cut 
document management costs by as much as 
30%, it takes the effort needed to manage  
your print fleet and document workflows  
away from you. 

A good managed print services provider can  
do all this by giving you two crucial things:

•  A detailed assessment of your current set-up–
helping you understand exactly what devices 
you’ve got, how they’re being used, and what 
it’s costing you (including in terms of power 
consumption, environmental burden)

•  A plan for optimizing your document spend–
based on analysis of your workflows, where 
printers should be located, as well as expert 
insights, and up-to-date best practices

Managed Print Services are a smart way to  
make the most of your spend on document 
management – without overburdening  
your team.  

xerox.com
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When the partners you work with 
become the trusted advisors you 
need, MPS can have a huge impact:

MPS in practice

•  The City of Rochester identified over  
$2 million of savings in five years, with a plan 
to consolidate 459 print devices down to 168.

•  WellPoint reduced energy usage by 59%, 
and CO2 production by 60%.

•  Cleveland State University freed up funds 
to allow investment in student programs. 

•  USI Insurance Services used MPS to make 
better use of their physical, real estate and 
human assets.

If you’re interested in a quick MPS assessment, 
get in touch.
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You’re always looking for ways to 
optimize your IT budget. Document 
management is a proven, often 
overlooked way you can make 
an impact – across teams and 
processes – to lower costs and 
improve productivity.  

Optimizing your print environment and 
document workflows is both achievable and 
incredibly impactful. Identify the areas of  
waste and multivariate costs of your current 
print infrastructure and you’ll know exactly  
how much you stand to gain from smarter 
document processes.  

The win-win-win of smarter 
document processes

•  Your users will get easier workflows that 
connect their digital tools with the real-world 
hardware they need.

•  You’ll get an easier way to manage your 
print fleet, with greater insight into the way 
documents flow through the company.

•  And your company gets the benefits of a 
more effective and productive workforce for 
lower costs, while freeing up IT resources to 
work on more strategic, business  
critical initiative.

Follow the tips we’ve shared in this eBook and 
you’ll be well on your way to making the most  
of your IT budget. But if you really want to 
streamline your print infrastructure, a Managed 
Print Services assessment is the ideal place  
to start. 

What to do next 

Managed print services are a great way to 
outsource core document management 
processes to increase your agility. They help  
you save as much as 30%, secure your 
documents and automate whole workflows.  
The key: picking the right partner. 

Find out how to choose an MPS partner. 
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