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“The Ultimate Big Thing” – DoThe Ultimate Big Thing  Do 
You Know What it is?
♦You may not realize it, but we’ve all 
been on a quest – a headlong rush tobeen on a quest – a headlong rush to 
. . . something “BIG” in our 
practices.

D k h i i ?♦Do you know what it is?
♦Hints: It’s not about money. It’s not 
about happiness. It’s not about pp
satisfying clients.
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No, it’s not the World’s Largest Frying Pan!
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Does thisDoes this 
look 
familiar?

♦Ever stop to think 
of how much ofof how much of 
your life is wasted
just looking for 

?paper?
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Which Lawyer Do You Want to Be?Which Lawyer Do You Want to Be?

OR
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The Fundamental Shift . . .The Fundamental Shift . . .
♦Traditionally, law practices and legal departments have prioritized♦Traditionally, law practices and legal departments have prioritized 
in this manner:

► Paper file is primary, electronic file is secondary
♦But in this era of 24x7x365 “instancy” of communications and♦But in this era of 24x7x365 instancy  of communications and 
expectations of collaborative response time, everything is different
♦What this means is that we are shifting to (whether you realize it or 
not)not) . . . 

Electronic file primaryElectronic file primary, 
paper second
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paper second
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Only Way to Succeed – Focus on theOnly Way to Succeed Focus on the 
“Process”
 ♦The only way to make all this work is to focus on 

the process
►How do you organize documents?►How do you organize documents?

 ►How do you name your documents?
 ►Who will scan? 

►When will they scan? ►When will they scan?
 ♦Issues include:

 ►How do you handle incoming paper mail?
►How do you organize email in this process? ►How do you organize email in this process?

 ►How do you make sure responsible eyes see all 
matter-client-related documents?
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File-Naming Conventions: Are YouFile Naming Conventions: Are You 
Consistent? Is it Logical?
 ♦Filenames should be 

applied consistently with 
the goal being to be able 
to know what a file 
contains by merely 
glancing at a descriptive 
filename in a list withoutfilename in a list without 
having to retrieve the file 
to know what it contains

 ♦Here’s are two examples p
of  filenaming
conventions that have 
consistently proven 
h l
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themselves:
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A New Process, A New Concept: , p
A Way to Manage Paper That Actually 
WorksWorks

’ i♦ We’re going to look at a 
completely different way of 
taming the paper monstertaming the paper monster 
that conspires to bury us 
every day
♦ And is the key to enabling 
electronic collaboration
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Let’s See What aLet s See What a 
Paper LESS™Paper LESS
Law Practice 
Looks Like
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Looks Like . . .
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The Paper LESS Office™: 
The Key

Notice that we did NOT say the 
“Paperless” office (the one of 

“myth”). More on this  . . .y )
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This isThis is 
NOT
AboutAbout 
Elimi-
nating g
Paper …
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Two ImportantTwo Important 
Concepts:Concepts:

1. Scanning Does Not Always 
Mean OCR

AndAnd
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2 Scanning Equals “Digital Paper”; merely2. Scanning Equals “Digital Paper”; merely 
turning physical paper into electronic paper 
( h bl ) hi h i i(Searchable PDF): which is easier to store, 
easier to find, easier to share -no more time 

wasted playing “who hid the client file!”
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The Process, Step-by-Step

1. We open a file or one is sent to us, usually in1. We open a file or one is sent to us, usually in 
paper form.  We turn it into “digital paper” 
using the Paperport (or high- speed) scanningusing the Paperport (or high speed) scanning 
systems.  Some clients are already forwarding 
files in “digital paper” form via e-mail -files in digital paper  form via e mail 
consider PDF as the default file format
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All Incoming Documents are Scanned withAll Incoming Documents are Scanned with 
a Desktop or Centralized Scanner 

“A Vintage PaperPort Scanner”

Visioneer’s Paperport scanners pioneered the “distributed” scanning approach.  
T d F jit ’ S S S1500 Vi i ’ PT430 X ’ ll i k
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Today use Fujitsu’s ScanSnap S1500, Visioneer’s PT430 , or Xerox’s really quick 
Documate 252 models on staff (and lawyer) desks
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And for large stacks of incoming documents, use aAnd for large stacks of incoming documents, use a 
high-speed scanner as departmental centralized 

scanning systems . . .scanning systems . . .  
High-speed scanners like 

those from Canon,those from Canon, 
Ricoh, Kodak, Panasonic 

from 30-100 ppm for 
$2500+$2500+

Fujitsu’s High-Speed 
Scanners from about 
$1200+ ff 25+
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$1200+ offer 25+ ppm 
scanning speeds
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2 The Ne t Step Doc ment2. The Next Step - Document 
Management is the “Digital Glue” g g
that ties the Paper LESS™ System 

Together

It allows us to open and store It allows us to open and store 
documents just as in a paper 

filing system
documents just as in a paper 

filing system
From Paper to Pixels: Paper LESS Works, Paperless Doesn’t  – Thanks to Tabs 3, PracticeMaster and Worldox for 
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filing systemfiling system
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And just as with aAnd just as with a 
traditional file cabinet, ,

finding any document, for 
any client, or any “form”, is 
as easy as walking to youras easy as walking to your 
file cabinet and pulling thefile cabinet and pulling the 

appropriate paper file
From Paper to Pixels: Paper LESS Works, Paperless Doesn’t  – Thanks to Tabs 3, PracticeMaster and Worldox for 

underwriting this CLE series - ©2010 Ross Kodner, All Rights Reserved
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Every client has a drawer in ourEvery client has a drawer in our 
“Electronic File Cabinet”

Safety Insurance
Jones Trucking, Inc.
Safety Insurance

Asbestos Litigation
Patent/Trademark Files

Two DM approaches:
1) Dedicated DM such as Worldox, Worksite, eDocs, 

NetDocuments etc

Patent/Trademark Files
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NetDocuments, etc. 
2) DM built into case management systems
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In the Safety Insurance drawer, we pullIn the Safety Insurance drawer, we pull 
the brown expandable file containing the 

“S ll S ith D id J & S f t“Sally Smith v.  David Jones & Safety 
Ins.” matter

DhsjdhsDhsjdhs
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Inside the brown expandable file for the p
“Sally Smith” matter we pull out the 

“Correspondence” manilla folder. InsideCorrespondence  manilla folder.  Inside 
are the documents sought
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i iLet’s see how our electronic “File 
Cabinet” appears in the WorldoxCabinet  appears in the Worldox 
Document Management System 

software . . . 
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First we pick the client (“open the client p ( p
drawer” in the virtual file cabinet)

Double-clickDouble-click 
on the client 

name listed inname listed in 
the “Client 

Table”
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Table
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Next we pick the matter (“the brown 
expandable file” in the “client drawer”)

Double-clickDouble-click 
on the matter 
name listed inname listed in 
the “Matter 

Table”
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Table



Tightwad Tech and the Portable Practice – Ross L. Kodner, Esq.

Finally, we pick the “library” to view the specific type of 
document “the manilla folder” in the “brown expandable 
folder” for the matter).  Inside are all the documents: where 
you would always expect them to be!y y p

Double-click onDouble click on 
the library name 

listed in the 
“Library/Folder 

List”
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Some are WordPerfectSome are WordPerfect 
documents we created; 

others are scanned images of 
d t ’ i ddocuments we’ve received--
all in one place, easy to find, 

easier to respond to the 
li t
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3. Working the File: The Next3. Working the File: The Next 
Step

Two kinds of physical work product toTwo kinds of physical work product to 
contend with:

Externally ReceivedG Externally Received 
Docs, scanned-to-PDFs 

scanned and OCR’d and 

Internally Generated 
Docs done with 

WordPerfect or Word,  
brought into 

WordPerfect or Word

,
Spreadsheets, PDFs, E-
mails, PowerPoints, etc.
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All Documents are Organized by Worldox-
the Virt al “File Cabinet ” making itthe Virtual “File Cabinet,” making it 

impossible to lose anything
d ibl t l t ll d t iand possible to locate all documents in a 
flash: even for the terminally messy

You have a completely 
contiguous electronic 

li t fil l litclient file - no longer split 
into two places!
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Connecting Emails to the Electronic Case FileConnecting Emails to the Electronic Case File

♦What about email? How do we 
make it part of our electronic case 
files?
♦The goal should be to connect all 
matter-related inbound and 
outbound emails to your ECF
♦Worldox tightly integrates with 
Mi ft O tl k t d thiMicrosoft Outlook to do this
♦Let’s look at what this looks like 
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ConnectingConnecting 
Emails to 
thethe 
Electronic 
C FilCase File

From Paper to Pixels: Paper LESS Works, Paperless Doesn’t  – Thanks to Tabs 3, PracticeMaster and Worldox for 
underwriting this CLE series - ©2010 Ross Kodner, All Rights Reserved



Tightwad Tech and the Portable Practice – Ross L. Kodner, Esq.

Drag andDrag and 
Drop 
Emails onEmails on 
the Elec-
t itronic
Matter 
Folder and 
Worldox 
does the 
rest
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What aboutWhat about 
Outbound 
Email?Email?
Worldox 
R i dReminds 
you to multiple award-winning 

Organize it

From Paper to Pixels: Paper LESS Works, Paperless Doesn’t  – Thanks to Tabs 3, PracticeMaster and Worldox for 
underwriting this CLE series - ©2010 Ross Kodner, All Rights Reserved



Tightwad Tech and the Portable Practice – Ross L. Kodner, Esq.

Link WorldoxLink Worldox--Organized Documents Directly to Organized Documents Directly to 
PracticeMaster’s Electronic Case FilePracticeMaster’s Electronic Case File

Document Management and Case Management Working Together!Document Management and Case Management Working Together!

♦With links to the 
popularpopular 
Worldox DMS 
the documents 
profiled in 
Worldox for a 
Client or Matter 
now appear in 
PracticeMaster 
from STI
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from STI.
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Transforming Your PracticeTransforming Your Practice
♦Generate a Plan! Don’t represent yourself pro se on your own 
technology issues!
♦Review your current file organization and file-naming conventions
♦Add a document manager – Worldox – to your system (again, no g y y g
pro se winging it, use a pro)
♦Think through the process – who scans and when, what about the 
mail handling process?mail handling process?
♦Commit to training and expect gradual results: emphasize non-
traditional, hands-on training
♦Next step connect your electronic file cabinets to a practice♦Next step – connect your electronic file cabinets to a practice 
management system
♦Avoid technology “Band-Aids”: equipment accumulation does not 

l ti h i titi d l
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equal practice changes or give you a competitive edge--only 
employing a process will!
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Th El t i C FilThe Electronic Case File 
and R nning Yo r Laand Running Your Law 

Practice as a BusinessPractice as a Business . . . 
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Cost Justification and the Electronic CaseCost Justification and the Electronic Case 
File . . .  An Economic No-Brainer!

♦Thinking of technology as an expense is 
backwards mentality - technology, implemented 

ll MAKES MONEY!well, MAKES MONEY!
♦What if each of your lawyers were to recover as 
little as 15 minutes of billable time, per day, every =, p y, y
day - the time spent spinning their wheels chasing 
paper files?
♦What is immediate access to a client’s file worth♦What is immediate access to a client’s file worth 
when they’re on the phone expecting a “quick case 
status” (and not having to say “I’ll have to get back 

From Paper to Pixels: Paper LESS Works, Paperless Doesn’t  – Thanks to Tabs 3, PracticeMaster and Worldox for 
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to you”
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Cost Justification . . . REALCost Justification . . . REAL 
NUMBERS!

The facts:
▸You save 15 minute a day . . .
▸You bill $200/hour▸You bill $200/hour . . . 

(even if you’re mostly flat fee, your time still has the same 
value, or even more than hourly billers)

▸You can bill/work another $50 a day (even if you’re in-house, of flat-fee orYou can bill/work another $50 a day (even if you re in house, of flat fee or 
contingent fee billing)
▸That’s $250 a week!
▸That’s about $1000 a month!!
▸That’s $12,000 a year! Per lawyer!!!
▸In a five lawyer firm, that’s $60,000 a year in “found” billings!
▸And that’s not even considering the impact on staff time!
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The Cost of being Paper LESSThe Cost of being Paper LESS . . .

♦It can be as simple or elaborate as your budget permits♦It can be as simple or elaborate as your budget permits
♦From a “least cost” perspective, one can add as little as a 
document manager (about $475 per seat) or the DMS 
functions inside of case managers like TimeMatters, 
individual image scanners as little as $400 per seat and throw 
in some cost for “the plan” and “the training” and voila youin some cost for “the plan” and “the training” and voila, you 
can be Paper LESS™! 
♦Of course, this presumes, you have a system structure p y y
consisting of the “right stuff” in terms of networking, 
workstation hardware and application software
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Getting Scanned Received Documents into g
Your Document Manager is a Breeze . . .

Scan directly into PDF, then “Save y ,
As” to your DM system (Worldox) or 
use the dedicated buttons in case 
managers like Time Matters
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The Paper LESS Lawyer - Not Just p y
for Litigators! ♦The Paper LESS Office process is equally 

suitable for transactional lawyers as it is forsuitable for transactional lawyers as it is for 
litigators
♦Trusts & Estates lawyers can organize 

t l t d d tproperty-related documents
♦Elder lawyers and estate planners can 
organize financial documents, tax 
information, etc.
♦Corporate lawyers can maintain all 
corporate records electronically andcorporate records electronically and 
communicate with corporate officials 
electronically
♦Bottom line ALL lawyers should go Paper
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♦Bottom line - ALL lawyers should go Paper 
LESS!
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The Paper LESS Office at Age 15
♦Lawyer “multi-tasking” on client files is greatly 

The Paper LESS Office at Age 15

facilitated - innate increase in client service
♦Document drafting time reduced due to absence of paper 
markups - recycling older work product is much easier for p y g p
the lawyer - shift of some primary document generation to 
the lawyer and “finishing” work to the staffer
♦Trial prep changes for any litigation part of your practice♦Trial prep changes for any litigation part of your practice 
– even for will contests - far better sense of where all 
documents and material information are located
♦“Work away” and “collaborative” capability 
dramatically changed with full access to entire case file 
from anywhere--home, on the road, etc.
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The Paper LESS Office at Age 16

♦Enhanced ability of working with experts

The Paper LESS Office at Age 16 
(cont.’)

♦Enhanced ability of working with experts 
and co-counsel; ability to e-mail electronic 
versions of entire case files and not have to 
send or FedEx paper files
♦Staff Perspective - they prefer the electronic 
fil h th l h t filfile approach so they only have to file papers 
once and it doesn’t get lost since it rarely 
leaves the file; they can always find the fileleaves the file; they can always find the file 
since it’s on the system;  and the ability of 
staff to telecommute if needed as well
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♦Use readily available PC hardware andThe 
Plan

♦Use readily available PC hardware and 
software, integrate it and maximize the 
human resources and intellectual capital to 
the maximum degree
♦The beauty of the concept is that it IS just a 

t bl d f th t dconcept - a blend of the most common, and 
least costly, “canned” software applications
♦The mix of canned applications = more♦The mix of canned applications = more 
than the sum of the parts - this is not some 
“pie in the sky” megabuck solution only p y g y
affordable by a few large firms . . .
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So How Much Space do All These p
Images Require?

♦Scanned images used to take up an 
ENORMOUS amount of hard drive space
. . . 
♦Today, scanning software uses all sorts ♦ oday, sca g so twa e uses a so ts
of ultra-sophisticated compression 
techniques so it’s a virtual non-issue 
todaytoday

♦Even if you were tight on hard drive storage space, it still is FAR 
more economical today to just add more hard drive space than tomore economical today to just add more hard drive space than to 
take even a MOMENT of human time to cull through your 
documents and try and delete or archive files to reclaim space
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Do We Really Need a Document y
Manager? Can’t We Do This With 

Windows Explorer?Windows Explorer?

♦Um sure but think about♦Um . . . sure . . . but think about 
this…
♦Do you REALLY want your partner, 
the one whose VCR at home flashes 
“12:00, 12:00" to spend half of his/her 
day in the single most potentiallyday in the single most potentially 
destructive Windows utility of all 
time?
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Work Any Time Any Place
The busy lawyer or staffer can telecommute 

f h t di l i t th ffi t k

Work Any Time, Any Place . . .

from anywhere to dial into the office network 
(from anywhere, anytime) to access client 
fil l d d d l t ilfiles, calendars, read and reply to e-mail.  
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N G O t dNow Go Out and 
Get Paper LESS™ p
And Banish ThoseAnd Banish Those 

Pil !Piles!
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Thank You to Thank You to 
Our Sponsors Our Sponsors 

The multiple award-winning integrated 
legal financial and practice management 

system (tabs3.com) which integrates    Our Sponsors Our Sponsors 
for Making for Making 
This Program This Program 

with . . . 

This Program This Program 
Possible….Possible….

The multiple award-winning 
document and email 
management system 

(worldox.com) for law practices
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(worldox.com) for law practices 
of all sizes since the 1980’s. . . 



Tightwad Tech and the Portable Practice – Ross L. Kodner, Esq.

For help building completeFor help  building complete 
electronic case files . . . I’m 

happy to help!

Ross KodnerRoss Kodner
President and CEO
MicroLaw IncMicroLaw, Inc.
Automating Lawyers Everywhere Since 1985
Voice: 414-540-9433
E-Mail: rkodner@microlaw.com
Blawg: www rossipsa com
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