
“Computers and Law”.

In Section 1 of this course you will cover these topics:
Technology In The Law Office

Computer Hardware And Software

The Internet And Electronic Mail

Topic : Technology In The Law Office

Topic Objective:

After studying this topic students should be able to:

 Understand the function of technology in the law office.

 Learn about efficiency maximization in the law office

 Appreciate the need to understand the language of technology.

Definition/Overview:

This topic gives complete guidance about technology in the modern law firm. In definition

lawyers continue to see new technologies as tools, while shunning the latest fads. The law

profession is moving ahead with cutting edge technology such as real-time transcription in

the courtroom.

Key Points:

1. Embracing IT

Technology planning and decision making also happens on an as-needed basis. Law firms

have adopted Wi-Fi (wireless fidelity) wireless networks. Personal digital assistants (PDAs)

are gaining ground, E-mail and Internet use continues to climb towards universal adoption.

Law firms turn to a range of inside and outside experts to develop, maintain, and provide

content for their Web sites.
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2. Efficiency maximization

The implementation of new federal court rules as they relate to electronic discovery,

electronically stored documents, and case law is creating new demands for skills and

knowledge of the technology in civil litigation. Increasingly the legal team must be able to

interface with technology professionals in maximizing the efficiency of internal computer

usage, and in obtaining and handling client and trial data electronically. Everyone on the legal

team must now have a working familiarity with computers and the types of computer

programs used in the law office.

3. Outsourcing and the Law office

Outsourcing has become a buzzword for shipping work out of the office or overseas to save

money. Some of the services that could be performed in-house may in fact be better

outsourced. Many law firms have for years outsourced the payroll function instead of

preparing payroll checks and tax returns. Computer software today makes the task easier than

in the days when everything was done manually. In a law firm the confidentiality of

information about salaries may dictate that an outside firm handle the payroll process with the

fewest people in the office having access to the critical payroll information. In a similar vein

the accounting functions may be outsourced to an outside bookkeeping or accounting firm.

Using an outside computer consultant to help with support for the hardware and software of

the office is a form of outsourcing and may involve a help desk located in foreign locations to

answer questions.

4. Ethical issues in using technology support

Issues of ability and competency are important in choosing and using technical consultants

and support staff. More important are the ethical and confidentiality issues in adding

technical staff to the legal team. The technical staff and consultant are non-legal staff that will

or may have access to privileged or confidential client files and trial strategy. Technology

staff must understand the nature of the confidentiality of the files on which they are working.

As more members are added to the legal team who do not fit within the traditional roles of

lawyer, paralegal, legal assistant, clerk or legal secretary, the concern arises as to how the

rules of confidentiality and privilege will be applied and enforced. The courts have

recognized that the lawyer must engage others to help in the representation of clients, and
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numerous cases have explored the use of legal support staff like paralegals and investigators.

The use of technology or computer consultants, however, may not be as clear. Certainly they

are frequently essential where large volumes of e-discovery are involved. Most computer

consultants are not adequately educated in the ethical rules of the legal profession and/or

engaged in a manner that focuses their engagement on the specific case such as a paralegal

might be when assigned or hired to work on a specific file.

Topic : Computer Hardware And Software

Topic Objective:

After studying this topic students should be able to:

 Discuss the different types of computer systems used in a law office.

 Describe the different computer operating systems.

 Explain the differences between applications and specialty applications software.

 Understand basic issues in installing and using software.

 Understand how a network functions and the issues of network security.

Definition/Overview:

Overview: The topic contains information about computer hardware and software and its

application in the law firm.

Key Points:

1. Operating Systems in the Law office

A basic set of instructions to the computer on how to handle basic functions, such as how to

process input from "input devices" such as the keyboard and the mouse, the order in which to

process information, and what to show on the computer monitor.

PC, Apple, and Linux Operating Systems. Microsoft Windows is the most commonly used

computer operating system for the personal computer. The PC and the Apple systems have

come to have similar appearances, and software is generally provided by most software

companies for both systems. Among the newer computer operating systems gaining followers

is Sun Microsystems Linux operating system.
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Applications SoftwarePrograms that perform specific tasks.

2. Specialty Applications Programs

Specialty application programs combine many of the basic functions found in software suites.

Office Suite Software Sets of commonly used office software programs.

Software Integration Programs designed to allow the integration of the data from one

program into another.

3. Wireless Networks

The computers on the network communicate over the airwaves wirelessly instead of through

wired connections.

4. Network Rights And Priveleges

Security protocols that limit access to the file server. Network Administrator Generally the

person with the highest level security access.Computer and Network Security With computer

networks, there is the potential to adversely impact every workstation on the network and the

network file server itself. Passwords Passwordsare frequently letter and number

combinations. FirewallsAprogram designed to limit access to a computer or to a computer

network system.

5. Computer Software is always a solution to a problem

Maths is not always a solution to a problem, nor is speech. Therefore, the type of computer

software is logically of the same class as a pump or bridge. It is not strictly speaking a tool

like a screwdriver because one of those needs a human to define its usefulness, whereas a

pump pumps water without needing to define a human - similarly a bridge provides passage.

A pump, bridge and computer software can all be fully defined without defining a human -

though the tasks they carry out may involve defining a human.

Therefore, computer software is a self-standing solution to a specific problem.
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6. The primary function of all life is to solve problems

Plenty more about this in The Web Of Life by Fritjof Capra, but from the bacterium to a

human, all life spends almost all of its time solving problems. The difference between a pump

and a bacterium is that the latter is (like all life) capable of an inventive step ie; finding a new

improved solution to a problem. A pump cannot exceed the boundaries of its design.

Therefore, life can be defined as anything capable of finding a new improved solution to a

problem. This implies that there is cognition in all life (c.f. Margulis, Maturana)

7. Evolution is aggregating self-standing solutions to a specific problem

A multi-celled bacterium is a conglomeration of bacteria performing less complex solutions

to problems. Even within each bacterium, the symbiotic providers of power are actually even

simpler (and much more ancient) bacteria with their own separate genetic code - the

mitochondria. Looking at humans, from the invention of fire to the bow& arrow, something

non-genetic has enabled the genetically identical homo sapien of 50,000 years ago to do

things well beyond previous generations. There are many non-genetic forms of evolution eg;

cultural, lingual but one of the most important is improved tools and how to use them.

Therefore, technology (tool usage) is one of the kinds of non-genetic evolution (see Gregory

Bateson's Mind and Nature for a description of the multiple forms of evolution).

8. The success of an organism is measured by its capacity to evolve/adapt

On this scale, bacteria are by far the most successful organism. We humans come down the

line quite some way. Again, see The Web Of Life for proof of this.

Therefore, to be most successful, we should maximize our evolution in all non-genetic areas

available, a major one of which being technology.

9. Computer software is an ecosystem

This may raise some eyebrows - however an ecosystem is any complex chaotic system with a

great deal of inter-dependence both within itself and upon external entities - thus the

Canadian economy is an ecosystem as itself plus within the US economy which is another

ecosystem. Obviously, the planet is also an ecosystem - so is the universe.
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Therefore, many of the properties of ecosystems also apply to computer software.

10. Evolution within an ecosystem is best served by frequent step-change innovation

We call step-change innovation difference between species and as is obvious, it doesn't

happen too often. However incremental innovation happens much more frequently - thus a

man living on top of a mountain has improved lung capacity - see Bateson's Mind and

Nature.

Topic : The Internet And Electronic Mail

Topic Objective:

After studying this topic students should be able to:

 Understand conceptually how the Internet works.

 Describe the use of Internet browsers for finding information on the World Wide Web.

 Discuss issues in the use of the Internet for sending and receiving electronic communications

and documents.

Definition/Overview:

Overview: This topic contains all important topics related to software and hardware use in

law firms.

Key Points:

1. Use of Internet

A group of computers linked together with the added ability to search all the connections for

information: a network of networks.

2. Internet Browsers

Software programs that allows a person to use a computer to access the Internet.
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3. Uniform Resource Locator (URL)

The Internet equivalent of a phone number that identifies the protocol used, the computer,

and the extension called the domain nomenclature.

4. Locating Information

Local networks are searched with Windows Explorer. The Internet is searched with Internet

browsers.

5. E-Mail

Electronic communication that raises issues of confidentiality and privilege for the legal

team.

6. List Servers

Communities of people, with common interests, who use the internet to exchange

information.

7. Encryption Technology

Permits a computer user to basically put a lock around its computer information to protect it

from being discovered by others.

8. E-Mail Encryption

One of the ways to protect confidential e-mail is to use a program that encrypts the e-mail

and authenticates the parties before transmission.. The U.S. government worried that

powerful encryption and data scrambling technology would fall into the hands of criminals.
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Topic Objective:

After studying this topic students should be able to:

 Understand conceptually how the Internet works.

 Describe the use of Internet browsers for finding information on the World Wide Web.

 Discuss issues in the use of the Internet for sending and receiving electronic communications

and documents.

Definition/Overview:

Overview: This topic contains all important topics related to software and hardware use in

law firms.

Key Points:

1. Use of Internet

A group of computers linked together with the added ability to search all the connections for

information: a network of networks.

2. Internet Browsers

Software programs that allows a person to use a computer to access the Internet.

3. Uniform Resource Locator (URL)

The Internet equivalent of a phone number that identifies the protocol used, the computer,

and the extension called the domain nomenclature.

4. Locating Information

Local networks are searched with Windows Explorer. The Internet is searched with Internet

browsers.
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5. E-Mail

Electronic communication that raises issues of confidentiality and privilege for the legal

team.

6. List Servers

Communities of people, with common interests, who use the internet to exchange

information.

7. Encryption Technology

Permits a computer user to basically put a lock around its computer information to protect it

from being discovered by others.

8. E-Mail Encryption

One of the ways to protect confidential e-mail is to use a program that encrypts the e-mail

and authenticates the parties before transmission.. The U.S. government worried that

powerful encryption and data scrambling technology would fall into the hands of criminals.

Topic Objective:
After studying this topic students should be able to:

 Understand conceptually how the Internet works.

 Describe the use of Internet browsers for finding information on the World Wide Web.

 Discuss issues in the use of the Internet for sending and receiving electronic communications

and documents.

Definition/Overview:

Overview: This topic contains all important topics related to software and hardware use in

law firms.
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Key Points:

1. Use of Internet

A group of computers linked together with the added ability to search all the connections for

information: a network of networks.

2. Internet Browsers

Software programs that allows a person to use a computer to access the Internet.

3. Uniform Resource Locator (URL)

The Internet equivalent of a phone number that identifies the protocol used, the computer,

and the extension called the domain nomenclature.

4. Locating Information

Local networks are searched with Windows Explorer. The Internet is searched with Internet

browsers.

5. E-Mail

Electronic communication that raises issues of confidentiality and privilege for the legal

team.

6. List Servers

Communities of people, with common interests, who use the internet to exchange

information.

7. Encryption Technology

Permits a computer user to basically put a lock around its computer information to protect it

from being discovered by others.
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8. E-Mail Encryption

One of the ways to protect confidential e-mail is to use a program that encrypts the e-mail

and authenticates the parties before transmission.. The U.S. government worried that

powerful encryption and data scrambling technology would fall into the hands of criminals.

In Section 2 of this course you will cover these topics:
Electronic Research

Word Processing

Electronic Spreadsheets
Topic : Electronic Research

Topic Objective:

After studying this topic students should be able to:

 Describe the goal of research.

 List online sources of legal information.

 List and describe the use of Web search engines.

 Construct a computer search query.

Definition/Overview:

Overview: This topic deals with important aspects of Electronic Research.

Key Points:

1. Use of Databases

Databases are repositories of data requiring a search query and factual investigation:

2. Search engines

A program designed to take a word or set of words and search websites. Search query is

defined as specific words used in a computerized search.

3. Application in the Law office
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The pressure on the legal team is to be more productive. The demand for speedy justice in the

courts has resulted in less time to prepare and present cases, requiring the legal team to use

technology to become faster and more productive with less time in which to do it. Advances

in computer technology are providing solutions to the productivity issue. Looking ahead to

whats on the technological horizon is imperative to the smooth and profitable functioning of

the law office. Anticipating change and incorporating itrequires IT knowledge and savvy,

whether it comes in the form of in-house staff or external technology consultants. Corporate

law firms might have a chief information officer or chief technology officer whose role

includes anticipating change and planning for it in concrete as well as visionary ways. Those

responsible for IT at smaller firms, as well, have the responsibility to be well-informed of

technology trends in order to assess when a new tool should be added to their technology

repertoireand when it should be avoided. The following section describes emerging

technology that is available now and in use at some law firms and technology that is available

but not fully deployed.

4. Voice Recognition

Voice recognition software has been around for a number of years. Many will remember

trying out an earlier version of a speech recognition program as a possible alternative to

typing. More computer technology has brought this software to the point of accuracy

approaching, and in some cases exceeding, the accuracy of typing. Speech enabled devices

include cell phones, personal digital assistants (PDAs), and other handheld devices.

5. Online Ethnography

Online ethnography refers to a number of related online research methods that adapt

ethnography to the study of the communities and cultures created through computer-mediated

social interaction. Prominent among these ethnographic approaches are "online ethnography",

"virtual ethnography", and "netnography". As modifications of the term ethnography, online

ethnography and virtual ethnography (as well as many other methodological neologisms)

designate online fieldwork that follows from the conception of ethnography as an adaptable

method. These methods tend to leave most of the specifics of the adaptation to the individual

researcher. Netnography suggests the use of specific procedures and standards, and argues for

consideration of particular consensually-agreed upon techniques, justifying the use of a new

name rather than a modification of the term ethnography.
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However, all ethnographies of online cultures and communities extend the traditional notions

of field and ethnographic study, as well as ethnographic cultural analysis and representation,

from the observation of co-located, face-to-face interactions to technologically mediated

interactions in online networks and communities, and the culture (or cyberculture) shared

between and among them. In doing so, these techniques are founded in the sense that

traditional notions of a field site as a localized space are outdated. They suggest that

ethnographic fieldwork can be meaningfully applied to computer-mediated interactions, an

assertion that some have contested, but which is increasingly becoming accepted.

Almost since their inception, ethnographies of online cultures and communities have been

conducted that are purely observational, in which the researcher is a specialized type of

lurker. However, other researchers have emphasized a more participative approach, in which

the researcher fully participates as a member of the online community. This latter approach is

closer to traditional ethnographic standards of participant observation, prolonged

engagement, and deep immersion. In many of its renderings, netnography, online

ethnography, or virtual ethnography should maintain the values of traditional ethnography

through providing a Geertzian sense of "thick description" (1973) through the immersion" of

the researcher in the life of the online culture or community. This focus on participation and

immersion makes these approaches quite distinct from Web usage mining or social network

analysis, although ethnographers may use similar techniques to identify or map networks.

Topic : Word Processing

Topic Objective:

After studying this topic students should be able to:

 Explain the functions of the word processing software as used by the legal team.

 Navigate in word processors and use menus and tool bars.

 Find online and program resources for learning how to use the program and its features.

Definition/Overview:

This topic contains information regarding word processor use in the law firm
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Key Points:

1. Introduction to Word Processing

Written communication and document preparation are at the heart of every law office.

Changes or revisions are frequently made to electronic file copies by reviewers.

Changes made to the original document, by each person on the legal team, may be monitored

by using built-in features such as MS Word's Track Changes tool.

All word processing programs have a set of basic word processing functions, like format,

style, and saving options. Some programs offer additional features like document

comparison. Microsoft Office 2007 offers the same traditional functions plus new features

and a new user interface called the Ribbon.

2. Change

For the paralegal, legal assistant, lawyer, and members of the legal team, change is constant.

With change are changes in the software used in the workplace.

What is important is the ability to adapt, to recognize the common features and functions, and

quickly learn, generally on ones own, the differences, the new features, and the new user

interface.

3. Navigating In Word Processor Programs

Menus and toolbars are the traditional ways to access the features and information about the

program, Office Suite 2007 uses the new Ribbon view. The principal difference in the

traditional interface and the new Ribbon interface is the grouping of commands by tasks most

frequently used in a tab format for the groups of tasks. Menus display a list of commands and

are located on the menu bar, also called a toolbar, at the top of the page in the

program.Toolbars can contain menus, buttons, or a combination of both. Microsoft Office

2007 does change the traditional appearance, but the basic functions of the programs are the

same as in the previous version.
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4. Resources For Learning And Using Word Processor Software

Every program has some level of instruction or help available for using the program.

Resources include: information available over the Internet from the software vendors; guides,

instructions, or formal documentation; and a built-in help function.

5. Starting A Document

o The first step in creating a document is to select and start (launch) the desired program.

o The next step, in most cases, is opening the File menu, the Office Button in Office Suite

2007.

6. File Search Function

Each program has a search tool that performs a search of your computer and the file server

for files with designated names, terms, or words.

7. Templates

A preset, predesigned page, such as a pleading layout with line numbers.

A template may have predefined borders, margins, type font, and size.

8. Saving the File

Saving the new document requires the selection of an appropriate name for the file, a location

in which it is to be filed or stored, and the selection of the format in which it is to be saved.

The Save commandsaves the file with the same name and in the same location from which it

was opened. The Save command effectively erases the previous file with the same name. The

Save As command prompts the user to indicate the name and the location in which the file is

to be saved before saving the file.

9. File Formats

A file format is the way the word processor files are saved with the document properties such

as type font and type size, and document formatting details.
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A file extension (a period followed by characters) is added to the end of the file name that

identifies the program or format in which the file has been saved.

10. Security Features

All programs allow for some degree of security in the process of saving the file or sharing the

file.

Topic : Electronic Spreadsheets

Topic Objective:

After studying this topic students should be able to:

 Define the terms used to identify the parts of an electronic spreadsheet.

 Find online and program resources for learning how to use the program and its features.

 Create and save an electronic spreadsheet.

 Use some of the special features of spreadsheets, including creating graphics.

Definition/Overview:

This topic contains necessary information about spreadsheet use in Law offices.

Key Points:

1. Introduction to electronic spreadsheets

Many areas of legal practice involve calculating and presenting financial information. The

computerized spreadsheet, when laid out in the format acceptable to the court, can be printed

without reentering the data, or copied into word documents.

For many applications there are templates with formulas for calculating the information

needed, such as an electronic spreadsheet version of the Housing and Urban Development

(HUD) sheet used in real estate settlements.

The use of computer spreadsheets reduces the errors associated with manual mathematical

calculations and errors in retyping the information.
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2. Creating and working with spreadsheets

A spreadsheet in its most basic form is any two items with some relationship that is acted

upon mathematically and the result presented in a third location.

3. Navigating in electronic spreadsheets

Spreadsheets use standard terms to describe the parts of the spreadsheet, such as rows,

columns, cells, formula bar, active cell and formula, and workbooks.

4. Resources for learning and using electronic spreadsheets

As seen in the topic on word processing, most vendors of software provide help in learning

and using the software. Microsoft offers a number of online tutorials.

5. Creating a spreadsheet Using a computerized spreadsheet such as Microsoft Excel or

Corel Quattro Pro, the numbers are entered in cells, and a formula assigned to the cell in

which the result is to be displayed.

6. Editing a Label

Just as a formula can be entered or changed by editing it in the property bar, so can a label. A

label can be entered by typing it in a cell, or by selecting the cell and typing it in the property

bar.

7. Spreadsheet templates

Many offices save spreadsheet templates in the same way that sample word processing

documents are saved for future use.

8. Spreadsheet security

Most office suite applications can be password controlled for security.

In Section 3 of this course you will cover these topics:
Electronic Databases

The Paperless Office

Office Management Software
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Topic : Electronic Databases

Topic Objective:

After studying this topic students should be able to:

 Understand the function of a database and define the terms used to identify the components.

 Discuss how databases may be used by the legal team.

 Find online and program resources for learning how to use the program and its features.

 Explain how to plan and setup a database.

Definition/Overview:

This topic contains information regarding Electronic Databases. Specifically it

Key Points:

1. Introduction to electronic databases

A database program is a repository of information of all types that can be sorted and

presented in a desired, meaningful manner.

2. The reality of using databases

The reality is that legal team members, lawyers, paralegals, and legal assistants rarely create

their own databases. Software vendors have created applications for the legal community

with custom designed views for input of information, query forms for generating the desired

reports, and set up the search and presentation formulas for searching for data. Knowing what

a database is and the associated terminology makes working with the software developer, in-

house IT professional, or outside consultant easier and more productive in obtaining what is

needed, wanted, and possible.

3. Navigating electronic databases

Electronic databases use standard terminology to describe parts of the database: table, field,

cell, and record.
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4. Electronic database basics

A database is a collection of information, essentially an electronic card with information that

can be searched using a set of things to look for and present in a predefined manner.

An advantage of the database is the ability to search across a number of different sets of

information and sort the data according to a predefined set of criteria.

5. Setting up a database

A database at its most basic is a set of records that contain fields of information. The

individual pieces of information, like the last name and the first name, are called fields.

6. The use of databases in the law office

The modern computer database is a very powerful tool, capable of performing complex

searches and calculations. Creation starts with knowing what data needs to be manipulated

and deciding on the fields and the total collection of fields of a single type.

7. Special features of electronic database programs

It is obvious that a database in a law office contains confidential information that ethically

must be protected. Microsoft Access provides options for password and permissions level

setup that can be used to restrict access.

Topic : The Paperless Office

Topic Objective:

After studying this topic students should be able to:

 Define what is meant by the term the paperless office.

 Explain the need for a filing system for electronic documents.

 Discuss the ethical considerations in the paperless environment.
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Definition/Overview:

This topic is based on the advantages of a paperless law office. It highlights the new

paperless status in a typical law firm.

Key Points:

1. History

Lawyers love paper. For centuries, it has been the defining working currency across the

world, and for good reason its highly portable and its readable in a wide variety of situations.

But that passion for paper is turning out to be an expensive one in the modern world. As law

firms have grown and international business has forced them to collaborate across borders,

paper-based ways of working have become a source not just of frustration, but also of

significant risk and cost, the burdens of which affect clients as well as the firms themselves.

Paper-based files and folders might be convenient places to store all information relating to a

matter, but they are also easy to leave in taxis or restaurants. They are extremely expensive to

file and store. Theres an access problem if one lawyer takes a file for dictation purposes, it is

no longer available to anyone else. Theyre easy to damage or destroy accidentally. And

critically, theyre becoming impossible to maintain in any sort of complete state. This latter

point has grown enormously in importance since the advent of electronic communications

people forget (or simply do not have time) to print or file the vast number of e-mails and

other documents relating to a matter, with the result that it is often impossible for someone to

get an accurate picture of the state of a deal by simply looking at the file.

2. Benefits

Lawyers must have instant access to all their information, wherever they may be working a

significant challenge in a world where paper documents must co-exist with millions of e-

mails and other electronic documents. Excellent audit trails must be available for all

information generated internally and externally absolute proof of where a document or e-mail

has been, and who has access to it. The high costs associated with paper must be reduced not

just those immediately related to storage and retrieval, but the costs of photocopying and

printing, messengers delivering internal and external mail, secretarial filing time and myriad

others costs that are often not recoverable from clients.
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Concerns of clients about environmental policy, security, disaster recovery and compliance

must be addressed.

3. Paper less office

The arguments for tossing the piles of paper are strong. By eliminating paper in file cabinets,

for example, a company can create more room and reduce off-site storage costs. By

exchanging information electronically with vendors and customers, a business can make

information quickly accessible -- and conversely more private and secure through the use of

encryption, passwords and other security measures. For some businesses -- like those in the

healthcare industry, which are governed by the Health Insurance Portability and Privacy Act

(HIPAA) -- paperless records may be a regulatory requirement.

But the process of going paperless can be daunting. There are the costs of new equipment and

software to consider, as well as that of converting paper records into electronic files. And

there are decisions about how to make the move and when, how much existing paper to

convert, how to handle paper that continues to flow in from vendors and customers, how to

get employees onboard with the idea and trained in new systems, and how to simply keep

doing business as usual during the conversion.

Add to that the fact that, no matter what, a company probably can't be completely paperless.

Some papers -- like signed, sealed deeds and legally binding contracts, or paper records for

audits and IRS tax filings -- need to exist in their original form for legal or financial reasons

or, particularly in the financial services industry, to show regulatory compliance.

Still, many companies will agree that becoming paperless, or at least paper-less, is well worth

the effort. In this article, we'll take a closer look at how you can move your company closer

to paperless -- from possible steps in the transition process to the available technology. We'll

also look specifically at document management and consider how you can make your home

office paperless, too.

The paperless office was a publicist's slogan, meant to describe the office of the future. The

basic idea was that office automation would make paper redundant for routine tasks such as

record-keeping and bookkeeping. The idea came to prominence with the introduction of the

personal computer. While the prediction of a PC on every desk was remarkably prescient, the
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'paperless office' was less prophetic. Improvements in printers and photocopiers have made it

much easier to produce documents in bulk, word-processing has deskilled secretarial work

involved in writing those documents, and paper proliferates.

An early prediction of the paperless office was made in a Business Week article in 1975.

4. Historical paper use

Contrary to the predictions of the paperless office, the introduction of computers increased

paper use, with worldwide use of office paper more than doubling from 1980 to 2000. This

has been attributed to the increased ease of document production rather than needing to type a

document up,one may easily print out multiple copies, email it to someone who then prints

out a copy, print out a web page, and so forth. However, since about 2000, global use of

office paper has leveled off and is now decreasing, which has been attributed to a generation

shift, younger people being less inclined to print out documents, and more inclined to read

them on a screen.

5. Metaphor and philosophy

Paperless office is also a metaphor for the touting of new technology in terms of 'modernity'

rather than its actual suitability to purpose.

The paperless office is now considered to be a philosophy to work with minimal paper and

convert all forms of documentation to a digital form. The ideal is driven by a number of

motivators including productivity gains, costs savings, space saving, the need to share

information and reduced environmental impact.

Topic : Office Management Software

Topic Objective:

After studying this topic students should be able to:

 Explain what office management software does and how it works.

 Understand the functions of calendaring software in the law office.

 Find online and program resources for learning how to use a program and its features.
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Definition/Overview:

Office Management Software: Office management software is a software designed to manage

office.

Key Points:

1. Introduction to office management software

Certain administrative activities are necessary for the successful management of the business

operation of the law office: timekeeping, calendar maintenance, and accounting.

2. Office management programs -Role

Most of the office functions can be divided into:

 Calendar

 Contacts

 Accounting

 These programs offer a number of integrated functions in a common package.

 Office management software programs use a database or sets of databases to record

information.

 Appointments with clients

 Litigation deadlines

 Filing deadlines

 Court appearance dates

 Statute of limitation dates

 Routine reminders

3. Timekeeping software

Timekeeping includes the recording of all time spent performing activities during the work

day. Keeping track of billable time becomes a critical function to ensure that the law firm will

be properly compensated for its advice and efforts on behalf of clients.
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4. Accounting software

Accounting software is specialty application software for recording assets, liabilities, equity,

revenues and expenses. Abacus Accounting and Tabs3 are typical of programs designed

specifically for the legal environment. They have preset input screens and output report

functions for typical law office items, such as client fees and costs expended and received.

5. Enterprise software

Enterprise software is software intended to solve an enterprise problem (rather than a

departmental problem) and often written using an Enterprise Software Architecture. Due to

the cost of building what is often proprietary software, only large enterprises attempt to build

such enterprise software that models the entire business enterprise and is the core IT system

of governing the enterprise and the core of communication within the enterprise.

As many business enterprises have similar departments and systems, enterprise software is

often available as a suite of programs that have attached enterprise development tools to

modify the common programs for the specific enterprise. Generally, these development tools

are complex enterprise programming tools that require specialist capabilities. Thus, one often

sees in job advertisements that a programmer is required to have specific knowledge of a

particular set of enterprise tools, such as ". . . must be a SAP developer" etc.

6. Enterprise-level application

Enterprise level software is software which provides business logic support functionality for

an enterprise, typically in commercial organizations, which aims to improve the enterprise's

productivity and efficiency.

Services provided by enterprise software are typically business-oriented tools such as online

shopping and online payment processing, interactive product catalogue, automated billing

systems, security, content management, CRM, ERP, Business Intelligence, HR Management,

Manufacturing, EAI etc.

Characteristics of enterprise software are performance, scalability, and robustness. Enterprise

software typically has interfaces to other enterprise software ( forexample LDAP to directory

services) and is centrally managed ( a single admin page for example).
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7. Types of enterprise software

Enterprise software is often designed and implemented by an Information Technology (IT)

group within an enterprise. It may also be purchased from an independent enterprise software

developer, that often installs and maintains the software for their customers. Another model is

based on a concept called on-demand software, or Software as a Service. The on-demand

model of enterprise software is made possible through the widespread distribution of

broadband access to the Internet. Software as a Service vendors maintain enterprise software

on servers within their own enterprise data center and then provide access to the software to

their enterprise customers via the Internet.

Enterprise software is often categorized by the business function that it automates - such as

accounting software or sales force automation software. Similarly for industries - for

example, there are enterprise systems devised for the health care industry, or for

manufacturing enterprises.

8. Application software

Enterprise application software is application software that performs business functions such

as accounting, production scheduling, customer information management, bank account

maintenance, etc. It is frequently hosted on servers and simultaneously provides services to a

large number of enterprises, typically over a computer network. This is in contrast to the

more common single-user software applications which run on a user's own local computer

and serve only one user at a time.

In Section 4 of this course you will cover these topics:
Case Organization And Management Software

Electronic Discovery

Litigation Support

Topic : Case Organization And Management Software

Topic Objective:

After studying this topic students should be able to:

 Explain the use of software for managing cases.
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 Understand the mechanics of organizing a new case filed.

 Find online and program resources for learning how to use case management and time-line

programs.

Definition/Overview:

This topic refers to case management using specialized software.

Key Points:

1. Introduction to case organization and management software

Office management and case management functions overlap. Early versions of some software

programs were individual applications, like calendar creation and maintenance programs.

There is a trend toward integrating all of the desired functions of office and case management

and organization into a single master integrated program.

2. Managing the case

Cases, to the law office, are issues that a client has presented to a legal team to handle and

resolve. A case file in a simple case may consist of only a few pages of information. In a

more complex case the case file may consist of thousands of documents with hundreds of

people involved. Manual case management for the legal team may include the creation and

use of a case notebook and a trial notebook. Case management software can be used to

organize the cast of characters in a case, the documents, the relevant timetable, issues, legal

authority, and other desired information.

Different members of the legal team can obtain information and enter it into the case

management software.

3. Case management

Efficient use of a case management system provides all authorized members of the legal team

with access to all the case information day or night. Computer systems today even permit

members of the legal team to access the same information from remote locations.
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One of the tools in collaborative situations is the individual assessment of the importance of

items in the case. Clients and the courts prefer or even require members of the legal team,

such as student law clerks and paralegals, to do work that doesnot require the skill of the

higher billing rate attorney. A fee for court approval in some courts for work done by an

attorney that could have been done by a paralegal will be denied or the fee reduced. Each

member of the team must have the ability to input and use information for the tasks assigned

to them.

4. Managing the paper

Complex litigation may involve millions of documents and hundreds of witnesses. The use of

computers for e-mail and document storage by business and government has caused a

massive increase in the number of potential documents that may have to be reviewed,

tracked, and made available.

5. Case management software

A case management software program offers a convenient method for organizing the parts of

a case in a central repository that can be shared by all members of the legal team.

CaseMap from Lexis-Nexis CaseSoft is a case management and analysis software tool that

acts as a central repository for critical case knowledge. Integrated software applications like

Case-Map allow seamless transfer of data to other programs, such as word processors.

Topic : Electronic Discovery

Topic Objective:

After studying this topic students should be able to:

 Understand the framework for requesting and satisfying requests for documents in electronic

format.

 Understand the issue of spoliation of evidence.

 Appreciate some of the costs issues associated with electronic discovery.
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Definition/Overview:

This topic researches Electronic discovery extensively

Key Points:

1. Introduction to Electronic Discovery in the Technological Age

The Federal Rules of Civil Procedure (FRCP), effective December 2006, created a sudden

interest and concern in some segments of the legal community. Lawyers and paralegals are

concerned about their responsibilities and how to advise clients of the impact of the rules on

business practices like retention policies of electronic data. Information technology (IT) staffs

for law firms are concerned about making available the needed computer and technology

resources.

2. Documents and Electronic Discovery

For hundreds of years of legal practice, the traditional source of documentation in legal cases

was in the form of paper documents. The computer, and the use of other computerized

devices, has enabled the creation of documents that formerly were created in paper form to be

created and viewed solely in electronic form. In the paper world, interrogatories, formal

written discovery requests, sought the identification and physical location of relevant

documents and requesting hard copies with the answers to the interrogatories. With

increasing use of electronic alternatives for creation and storage of documents of all types,

the number of paper copies has been reduced. Paper documents are being replaced by

electronic files. The number of e-mails created and received daily in the organization may be

in the thousands or tens of thousands of which may be discoverable.

3. Discovery in Transition

Suddenly everyone is using word processing, sending e-mails, converting to paperless offices

and being required to file documents electronically. The courts have had to face the issue of

electronic discovery to maintain the orderly administration of justice and case management.
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4. Emerging Case Law and Court Rules

Federal Rules of Civil Procedure provide a framework for requesting and satisfying requests

for documents in electronic format.

5. Spoliation of Evidence

Spoliation is "the destruction or significant alteration of evidence or the failure to preserve

property. In the electronic world it may be the deleting by pressing the delete key on a

computer or the erasing of the backup tapes of e-mails and documents. If no litigation is

contemplated or is pending, there is some support for the position that if a regular destruction

policy is in place the company may destroy the files safely.

Once a case is filed or pending, the duty exists to preserve evidence.

6. Associated Costs of E-Discovery

A major issue in e-discovery is the cost of discovery, the cost to recover and produce a tape

backup. Emerging issues of e-discovery: duty to preserve evidence, duty to produce, cost of

production, and the need for early awareness in the case of potential e-discovery issues are

addressed by the new rules.

7. Amendments To The Federal Rules Of Civil Procedure

 Rule 16 Pretrial Conferences; Scheduling; Management

 Rule 26 General Provisions Governing Discovery; Duty of Disclosure

 Rule 33 Interrogatories to Parties

 Rule 34 Production of Documents, Electronically Stored Information, and Things and Entry

Upon Land for Inspection and Other Purposes

 Rule 37 Failure to Make Disclosures or Cooperate in Discovery; Sanction

 Rule 45 Subpoena

 Form 35 Report of Parties Planning Meeting

8. Protecting Confidential or Privileged Materials

The attorney has an obligation to preserve the confidences of clients. It may not always be

possible, within the limited time frames required for compliance, to check every document
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before handing them over to opposing counsel. The new rules provide for a claw-back

provision as part of the discovery plan. A claw-back provision is under FRCP Rule 16 (6) any

agreements the parties reach for asserting claims of privilege or of protection as trial-

preparation material after production. State courts are still split in their approaches from those

courts barring its use, to the courts allowing it as if the disclosure were intentional. The use of

the claw back agreement alone does not relieve the attorney of its obligations regarding

confidential client information.

9. Information Technologists As Members Of The Legal Team

The legal team can no longer depend only on the skill and time of lawyers and paralegals in

preparing and executing a discovery plan. The technology of electronically maintained

records requires the input of information technology specialists. The lawyer may need the

expertise of the IT specialist in advising clients on matters of data preservation and archiving

to avoid potential claims of spoliation or delay. In-house IT personnel should not be used as

experts because they may be required to testify.

Topic : Litigation Support

Topic Objective:

After studying this topic students should be able to:

 Understand the e-discovery process and mechanics.

 Describe the differences in file formats used in e-discovery.

 Understand what metadata is and how it impacts e-document disclosure.

Definition/Overview:

This topic discusses litigation support extensively.
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Key Points:

1. Introduction to litigation support

Reviewing electronic documents - The biggest costs in electronic discovery are incurred in

reviewing the electronic material. Native Formats Delivery of Documents Require multiple

viewers or copies of all the programs used to create the originals.

2. Electronic discovery

Is a process and not a single event. Initial step Determining:

 What documents are wanted,

 Who has them, what format they are in, value in case,

 Costs of retrieving them.

 Record defined by courts as virtually any document.

 Processing Documents-De-duping is the term used to describe the process of electronically

eliminating the duplicates.

 Filtering is the process used to scan or search the documents for relevant terms.

 Obtaining Documents via Paper Discovery- not all documents are in electronic form, but they

that must be processed.

3. File Formats for Electronic Documents

 Native File Format: Format used by a program to save the data produced by the program.

 TIFF File Format: Tagged Image File Format.

 PDF File Format: Portable Document Format.

 Comparison of PDF and TIFF: Same cost.

 Both are supported by most programs.

 Can be searched across different file formats.

 File Metadata cannot be seen in TIFF format.

 Metadata, information about the document. Think-data about data.

 Paper documents may be scanned to convert them to an electronic form.

 Optical Character Recognition (OCR) A technology used to create a full-text, searchable

version of an image document.
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 Coding Documents Identify and capture relevant, objective data. De-duplicating

documents is the process of eliminating duplicates of the same document.

4. Resources that support e-discovery

Service bureau or company retained to help in the electronic discovery process.

Software application programs used for litigation support. Advantage to litigation support

software allows for easy search and retrieval of all of the evidence, whether documents,

testimony, photographs, or electronic files, with a single command.

5. Ethical issues in document delivery

The legal team has a duty to protect the documents and still properly comply with the

discovery request in compliance with court discovery orders.

6. Litigation support

Litigation support is forensic accountancy skills applied to criminal or civil cases. The

majority of this work is the quantification of damages in matters such as personal injury

claims, professional negligence and matrimonial. A personal injury claim follows an event,

such as a motor accident, which has restricted an individual's earnings potential. It is the

estimation of the individual's loss of income where forensic accounting techniques will assist,

particularly where that individual is self-employed.

Professional negligence involves a claim against a professional firm or person, usually a

solicitor or accountant, for recompense against losses incurred as a result of bad advice or the

failure to give proper advice. Forensic accounting will assist in such cases where the

determination of the 'loss' is not straightforward.

In Section 5 of this course you will cover these topics:
Presentation And Trial Graphics

The Electronic Courthouse
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Topic : Presentation And Trial Graphics

Topic Objective:

After studying this topic students should be able to:

 Understand the use of presentation graphics programs.

 Create an accident scene graphic exhibit using a graphic software program.

 Explain the use of trial presentation programs.

Definition/Overview:

This topic examines the role of Presentation and graphics in the legal scenario.

Key Points:

1. Use of Graphics

Graphics creation programs are used to create graphics for presentations either as stand-alone

graphics or as part of a graphics presentation.

Advantages to this class of software are the ability of the legal team to create their own

graphics without the need of graphic artists and outside consultants.

2. Power-point- a standard for making electronic presentations.

Templates and content slides are available for download from the Microsoft website when

creating a new presentation. PowerPoint allows many enhancements to a slide presentation,

including transitions animation and sounds. A good PowerPoint presentation can reinforce

and highlight the speakers ideas and concepts.

PowerPoint presentation pointers:

 Use color combinations that can be read by everyone in the room.

 Use as few words per slide as possible.

 Use sounds only when appropriate.

 Dont block viewers view when presenting.

 Choose pictures wisely.
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 SmartDraw 2007 Legal Edition is a graphics creation program that provides thousands of

templates and icons for creating graphics quickly. Template examples can be modified using

the drop and drag technique.

3. Electronic Trial Presentation Programs

Courtrooms are providing, or allowing litigants to provide for their trial, computer-based

electronic display systems. Trial presentations frequently include videotaped depositions and

the presentation of images, photos, videos, and portions of documents.

Trial presentation programs allow the legal team to organize and control the documents,

depositions, photographs, and other data as exhibits for trial, and then display them as

evidence when needed. Trial presentation programs are electronic trial presentation software

applications. Not all native formats can be used in all trial presentation programs.It is wise to

check the formats supported by the trial presentation program selected for trial early in the

preparation process to ensure compatibility.

4. Features

There are many different types of presentations including professional (work-related),

education, entertainment, and for general communication. Presentation programs can either

supplement or replace the use of older visual aid technology, such as Pamphlets, handouts,

chalkboards, flip charts, posters, slides and overhead transparencies. Text, graphics, movies,

and other objects are positioned on individual pages or "slides" or "foils". The "slide" analogy

is a reference to the slide projector, a device that has become somewhat obsolete due to the

use of presentation software. Slides can be printed, or (more usually) displayed on-screen and

navigated through at the command of the presenter. Transitions between slides can be

animated in a variety of ways, as can the emergence of elements on a slide itself. Typically a

presentation has many constraints and the most important being the limited time to present

consistent information. A presentation program is supposed to help both: the speaker with an

easier access to his ideas and the participants with visual information which complements the

talk.

Presentation programs are used for printing 35 mm slides as well as video projecting.
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Many presentation programs come with pre-designed images (clip art) and/or have the ability

to import graphic images. Custom graphics can also be created in other programs such as

Adobe Photoshop or Adobe Illustrator and then imported. The concept of clip art originated

with the image library that came as a complement with VCN ExecuVision, beginning in

1983.

With the growth of digital photography and video, many programs that handle these types of

media also include presentation functions for displaying them in a similar "slide show"

format. For example, Apple's iPhoto allows groups of digital photos to be displayed in a slide

show with options such as selecting transitions, choosing whether or not the show stops at the

end or continues to loop, and including music to accompany the photos.

Similar to programming extensions for an operating system or web browser, "add ons" or

plugins for presentation programs can be used to enhance their capabilities. For example, it

would be useful to export a PowerPoint presentation as a Flash animation or PDF document.

This would make delivery through removable media or sharing over the Internet easier. Since

PDF files are designed to be shared regardless of platform and most web browsers already

have the plugin to view Flash files, these formats would allow presentations to be more

widely accessible.

Certain presentation programs also offer an interactive integrated hardware element designed

to engage an audience (e.g. audience response systems) or facilitate presentations across

different geographical locations (e.g. web conferencing). Other integrated hardware devices

ease the job of a live presenter such as laser pointers and interactive whiteboards.

The increasing use of video projectors in churches has prompted the development of many

worship presentation programs with specific features such as built-in bibles and a database

for song lyrics.

Topic : The Electronic Courthouse

Topic Objective:

After studying this topic students should be able to:

 Understand the use of technology in the courthouse.
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 Understand the use of technology in the courtroom.

 Describe the elements of an electronic court room.

Definition/Overview:

The Electronic Courthouse provides a fast affordable alternative to litigation. It allows parties

to resolve their commercial disputes at a fraction of the time and cost of lawsuits. It combines

all the tools required to get from dispute to resolution, wholly from the desktop. These tools

include a world-class Roster of Dispute Resolution Professionals drawn from trading nations

around the world, including the US, the Caribbean, South America, Asia, Australia, New

Zealand, Canada, the Middle East and Europe, and specializing in a wide range of issues,

including real-estate, insurance, supply chain disputes, breach of contract - even sports and

entertainment law.

Key Points:

1. Introduction to the electronic courthouse

The demand for quicker justice, which allows less time to prepare and present a case in court

has resulted in growth in the use of electronic documentation, computerized case

management, and the use of computers in litigation.

2. The electronic courtroom

Judges are embracing the use of electronics and computer-based systems in the courts. As

judicial budgets allow, courtrooms are being outfitted with computers and

audiovisualpresentation systems. Used in many jurisdictions in criminal cases for preliminary

matters in which the judge is located at a central location, and the defendants at various lock-

up facilities.

3. The wired courtroom

The extent to which courtrooms are set up for technology ranges from wall outlets for power

to installed wiring and equipment.
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4. Using Technology to Present the Case

Trial presentation programs offer a comprehensive approach to presenting all types of

exhibits in the courtroom, including documents, photographs, graphic images, video

presentations, and recorded depositions. Trial presentation programs, like Sanction, are

databases of documents, images, and transcripts.

5. Limitations on Presentation Graphics

The limitation on using presentation graphics is determined by the equipment in the

courtroom. You need to know well in advance the availability of technical resources in the

courtroom and whether the court will allow the installation and use of the equipment.

6. Electronic equipment in the courtroom

 Document camera

 Annotation monitor

 Interpreter box

 Infrared headphones

7. Working with the Courthouse Technology Staff

The people working in these areas have a special knowledge developed from working in their

area on a daily basis. The IT or technical support office should be the first place to go or

contact if any technology will be needed or used in the courthouse. Courthouse technology

staff can make the process flow smoothly and help solve problems that may arise.

8. Clearing the Right to Bring in the Equipment Beforehand

The security office should be contacted ahead of time to learn the policy and procedures for

bringing everything into the courthouse and setting it up.
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