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Introduction

Let’s face it. Computers are part of our lives. We can’t escape. We’re trapped in a
never-ending cycle of updates, upgrades, and new technologies. The super-fast computer of last
year is but a distant shadow in the rearview mirror on the infobahn of computing.

However, there is hope for those of us who are overwhelmed. It’s truly a matter of using
the same thought process we use when working with our clients who are overwhelmed by the
magnitude of their legal case or matter. Break it down into bite-size pieces and it becomes
much easier to understand and manage.

So, with bite-size in mind, I offer four distinct topics for your consideration. | offer only
an overview of these subjects. It is intended to whet your appetite, not to provide a full solution.

I also supplement this presentation with copies of a few articles | have published in
Lawyers Weekly USA. One of these articles, “Into The Computer Rabbit Hole,” chronicles my
personal journey into the abyss of the computing netherworld. | offer it to illustrate that even
those of us who are perceived as “gurus” suffer the pain of errant computer devices. Use these
articles as a reference as you explore how to better serve your clients through technology.

1. Have you considered using scanning tools to minimize the mountains of
paper that are created for each new case?

Scanners can be an integral part of creating an electronic environment for all your case
and matter tools. The basic premise of scanning is to take physical paper and turn it into
electronic paper. There are two “flavors” of this process. The first is to turn the physical paper
into a copy — an image of the original. More often than not, this is just fine for most purposes.
The second method is to use Optical Character Recognition to create editable text from the
original. This is the preferred method when you want to import the nasty interrogatories sent by
opposing counsel and send them back with a change of “plaintiff” to “defendant.” It’s also great
when you want to avoid typing the text of a deed. However, it’s not perfect and there is no
substitute for actually proofreading the document.

We now have a single hardware-software combination that provides the best of both
worlds. Consider tools such as the Xerox DocuMate 250 Legal Scanner. Check it out at
http://www.xeroxscanners.com/DM250Legal. This new hardware and software combination
was developed by Visioneer and Xerox with lawyers in mind. | have made arrangements with




Visioneer for a 10% discount and free standard shipping if you enter the code LBA3DOL1 on the
confirmation page. | don’t know how long Visioneer will extend this discount offer. The
specification sheet for this $799 bundle is appended to this article.

This isn’t the only method to use, but is one that seems to be the most simple and direct
for the smaller office. Editable PDF text is likely the way to move your office into the emerging
digital frontier.

Once you start scanning all your typed documents into searchable and editable text,
there’s little reason to retain much of the paper file. Sure, you still need originals for documents
that have to be introduced into evidence, but the rest of the pile is fine in electronic form. And,
let’s not forget that nothing is reliable when trying to convert a hand written medication
prescription into editable text! We won’t even talk about our own hand written notes.

Now that you’ve got everything scanned, you don’t need to store boxes of paper at a
warehouse. When the case closes, you can present your client with a CD containing all the
electronic data so the client doesn’t bother you to go find a document you created five years ago.

As an aside, consider putting a clause in your fee agreement stating that when the case
closes the client should pick up the file. State that if the client doesn’t pick up the file, it’s the
firm’s policy to destroy client files three years after the matter is closed. Of course you send out
a closing letter reminding the client of these policies.

2. Are you getting the most out of your portable computer?

OK, if you work outside the office more than 20 percent of the time you should be using
portable computing. In fact, many attorneys are using only portable computers.

Law is a service. If a mechanic can do a tune-up of your car at your home or office; if
they can replace a broken windshield at your place of business; if they can change your oil using
a drive-by van, then why can’t we provide legal service at the client’s home or place of business?

There’s little reason that a real estate attorney can’t install the right software on a
portable computer to prepare closing documents at the bank, title company or broker’s office.
Portable computers and portable printers are very effective. When you’re at court and the case
resolves, is there any reason you can’t draft and print the Stipulation or settlement agreement
while everyone is sitting there?

Telecommunications are getting better, especially in the southern part of the state and
there’s little reason you can’t equip your portable computer to “phone home” and connect with
the office machine.



A capable office-grade portable computer will likely cost between $1,500 and $2,500,
depending upon what features you desire. Any machine with a Pentium IV chip and 512 MB of
RAM memory should do the trick nicely. Size is a personal preference item. | prefer a 15"
screen since my eyes aren’t what they were 20 years ago. Others prefer a smaller and lighter
machine. There’s a new crop of machines with magnificent 17" wide-screen features that are
wonderful if you want to watch a movie or have two pages of text viewable at the same time.

If you’re not ready to cross the digital divide between portable and desk-top computing,
at least consider using a USB flash drive to take your work home at night. These little devices
can hold anywhere from 16MB of data up to 1GB of information in a container that is about the
size of your thumb. Gee, maybe that’s why they are sometimes called a “thumb-drive.”

3. Are you using a Personal Digital Assistant (PDA)?

If you haven’t figured it out yet, you can carry most of your office tools in something that
is not much larger than a current model cell phone. In fact, many of the new devices are both a
PDA and a cell phone. To make it more versatile, some even have a built-in digital camera.

There’s no reason you shouldn’t have your schedule with you at all times. You should be
able to book an appointment with a client you run into at the supermarket on Saturday morning.
You should be able to enter your time and billing records while you’re sitting at court. You
should be able to carry the phone numbers for your clients. You should be able to take notes
when you have that flash of brilliance at 2 A.M.. Everything should synchronize with the office
computer. With coordinated schedules, there’s no reason for two attorneys from the same firm
to be stuck at the courthouse together waiting for a call of the list or motion hearing. All this can
be done with a PDA and your office computer network.

4, Is your electronic data safe and secure? You didn’t think you’d get
away from this CLE without some ethical considerations, did you?

Do you leave paper files strewn about your desk at night? If so, don’t expect that your
computer files will be under any better security. Do you use passwords? Are they taped to the
side of your monitor? Does everyone in the office have blanket rights to view everything on the
network? Do you think you should limit access to a “need to know” basis? Did you set up
security on your network so that you can find out who has been looking at which documents?
Do you have an internet use policy? Is someone running a porn site on your server? (It actually
happened to a New Hampshire law firm!)

If you use wireless technology, did you enable the encryption features? Have you



checked your back-up tapes lately to be sure they are working correctly? Did you conduct a test
to see if everyone knows how to restore a file that is deleted or corrupted? Do you have a back-
up of all your critical data off site so you can get back to work if the building burns down?

For most of us, security of data hasn’t been given much scrutiny. Most of us don’t deal
with mergers and acquisitions of publicly traded companies. However, there’s a practical rule
that I suggest you apply to security. If you’d be in trouble if the information appeared in the
local newspaper, then you need to protect it. It’s that simple!

Since the quantity of data stored on computers is increasing, does that new associate have
the ability to perform a “data dump” and take all your forms, memos, motions, and client lists
home to help with the opening of his or her new office? It would be a good idea to review your
office policies regarding who “owns” the firm’s library of documents. What are your contractual
arrangements with your associate attorneys?
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