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A Brief History

After 8 years in the computer industry, I decided it was time for a change. I started my career in the banking industry, working for a small, local bank in the data processing department. Although all the jobs in the department consisted of data entry at the time of my hiring, I was soon assisting in the conversion of paper forms, such as mortgage and loan applications, to computers. Although word processing applications were not nearly as sophisticated as today, the conversion to on-line form completion was a major streamlining operation. Thus began my introduction to word processing.

From there, I made my way through several other positions in the bank, including a time in the Personnel department, where I was put in charge of the company newsletter. Where the publication of the newsletter had previously been a matter of creating the articles and sending them to a printer, it wasn’t long before I convinced the head of Personnel to try laying out and printing the newsletter in-house, using a word processing program. After an initial learning period, we were soon creating and printing the newsletter in less time at a lower cost. The finished product even looked better, as eventually we added clipart and graphics to make the newsletter visually exciting.

I then went to work for a small family owned printing company. My duties in this position were varied. Basically, I did everything that could be done in word processing. Most of the contracts the company worked on required typesetting and special professional printing processes. This, of course, required a long turnaround time for the customer. After researching the latest word processing and desktop publishing software packages, we purchased a PC and started experimenting with producing our simpler jobs on the computer. After becoming comfortable with the use of the software packages, the next step was to purchase state of the art scanners and printers. This is where I got the idea to work for myself. 

I realized that with the computer technology available today, there was no reason I could not perform most of the word processing contracts in my own home. I had already learned about the technology, I knew what its strengths and weaknesses were, and I knew how to apply them to get the job done. I remained at my job at the printing company, but began to make plans for my own business.

Choosing a Business

My first step was to decide what kind of business I was going to start. I talked to many of our current customers and business associates, and attended many seminars and conventions, such as the AWPP convention. The number of types of home-based business that use word-processing is amazing, but it is important to narrow your focus to a point that you are able to manage. Remember to start small and focused on one type of business. It is smart to choose the work at which you are most comfortable and most competent. Then you will be sure that your work will shine. When you are starting your own business, the last thing you need to be doing is learning to use your tools when a deadline is approaching. Remember, you’re in it by yourself. You have to know how to use the tools of your trade.

After all this research, I decided to make my business focus creating and producing newsletters.  I made this choice for several reasons. First, the equipment needed was minimal, compared to some other aspects of the printing business. Secondly, I determined there was a real need for relatively inexpensive newsletter production by many small businesses, civic organizations, and recreational groups.  Lastly, newsletter production was old hat to me, and I had kept up with the latest and the greatest tools of the trade. 

Tools of the Trade

Obtaining the tools you need to start your home business is a balancing act. You must balance amount and type of equipment you will need with how much money you can or will spend. I recommend starting with a computer wish list. My computer wish list consisted of: 

A Pentium PC, loaded with memory and hard drive space. 
The latest version of Microsoft Office Suite.
A full color printer, capable of photograph quality printouts.
A color digital scanner.

When I added up the price of my computer wish list, and added in the usual office startup supplies (paper, business cards, disks…), I experienced what is sometimes called “sticker shock.” Now you of course can finance most computer purchases, and many times a bank will loan you startup money if approached with a valid business plan. These are certainly good options if you need more money than you have at the moment. I however, wanted to start even, so I decided to cut down my wish list. The PC was a good investment, so I decided to stay with my plan of buying the best. Microsoft Office Suite was also a must. I compromised on the printer. I decided to get a good quality color printer, but saved a great deal by not insisting on one capable of photograph quality printouts. I reasoned that most of the contracts I would be taking initially would not require that quality of printout. I f necessary, I would go a commercial printer for any jobs of that nature. I was also able to save some money on the scanner, as many mid-priced models do an acceptable job for most of contracts. Again, I could always go to an outside source for more sophisticated scanner, if necessary.

Now I had the plan and the equipment I could afford. I was ready to rock and roll.

Newsletters the author has produced include:
The Dial Tone (for Southern Regional Telephone)
Insurance Today (for Canadian Insurance Forum)
News and Notes (for Southeastern Teen Council)
The Banner Press (for Banner Publishers)

