
The 'Less-Paper' Off ice supply paper copies to opposing counsel. 
That is a lot of dead trees, especially for 
records that, for the most part, probabIy 
will be reviewed only once; after a, only a You Might Not Be Abk to Get Rid of All Paper, S-U pcawe th, records d , , ~ a ~ e d  

But You Can Manage it More Efficiently 
in most cases have any relevance to the 
case itself. More and more, however, 

BY DANIEL J. SIEGEL 

T he 'paperless office." Remember 
that concept? like the idea that 
paper checks would disappear, the 
promise of a paperless o&ce 

remains a pipe dream for M y  every 
business, ind- law firms. After all, the 
mail still comes, faxes c o n k  to fly art of 
the machine and those e-mail printouts 
never seem to end, right? While an 0 5 ~  

without paper is probably not a reality for 
most lawyers, there are options that wdl 
reduce the amount of paper you use while 
inmasing your and your W s  eEciency. 

This article will offer suggestions for 
how you can put technology to work and 
begm your quest to have the 'less-paper" 
05ce; it will then explain how to imple- 
ment these methods. None of the following 
requires rahcal changes to your office's 
procedures, and most merely require bad- 
ware and sofhvare you probably have, or 
may not even reahe you have; in fact, most 
of these suggestions can be easily imple- 
mented with a scanner, preferably one with 
a sheet feeder, and a CD burner. What you 
also need is the willingness to tweak the 
way you (and your staff) do things. 

Consider a typical dient 61e. In most 
cases, your office prepares an initial intake. 
It may be a detailed client interview, a case 
assignment sheet received f?om an insur- 
ance company or something a bit more 
complicated. Regardless, you shodd scan 
the intake and any other important d m -  
men& to your computer or your server and 
name them so that you (or anyone else) can 
locate the documents easily. There are two 
reasons to do this. First, it is alI too easy to 
misplace dmruments, and scanned copies 
serve as insurance. Second, when the dent 

calls, you no longer have to place the dient 
on hold, get up from your desk, search for 
the file and then, once you fmd it, rum- 
mage through the morass of papers to 
locate the document you need. Instead, you 
simply locate the dmument on your com- 
puter, open up the fle and yau are ready to 
discuss the docu- 

records are either produced-r they are 
availab14ectronically, that is, in tif or 
pdf format on CD or floppy disk. 

Why receive records electronically? 
There are numerous reasons. You com- 
puter generally comes with the basic sofi- 
ware n d e d  to review these aes, so you 
are already set up to do this. In addition, 
when you need to review the fde, if you 
only print and highlight the truly relevant 

ment in seconds. 
You are more 
efficient, and 
your client is 
impressed by 
your ability to 
discuss the docu- 
ment and the 
case at a 
moment's notice. 

Let's jump 
ahead a bit. 
Suppose the case 
requires you to 
obtain volumi- 
nous records. 
They could be 
medical records, 
h d a l  records 
or copies of con- 
tracts in dispute. 
Regardless, they 
e n c o m p a s s  
dozens, if not 
hundreds or pos- 
sibly thousands, 
of pages. In a ba- 
ditional setting, 
you would o h  
hard copies of 
every document 
and w d d  later 
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&&P* wkt? When yon close the &, if 
copies of the pieadmgs, etc. 

t rompuGr, you can 'bwn a CD, 
with t h e  files on it and dispose of 

. You require far less 
e '.space and, should the: 

you ran qui* r&i& the 
from your coqiuer (or an 

from the CD you stored 

already have, In smder oEces, mith d y  
one or twro staff members, the idea of 
going 'less-pap& may s e a  particularly 

e a daunting. Fm those oEces, I remmmend 
steps progressively, In 
you begin t h e  transi- 

der- tion to elemonie stosage, it becomes m- 

computer daily. 

SCANNERS 

shultane- Staarmers have become a necessity in 
and a little mast offices. A scanner analyzes a doc& 
v i m y  all m a t  or other irnag and processes it in a 

save it on your c m -  
nt contains text, a 

OCR scanner =cad perform a q  OCR, &us allow- 

e. In a ture), the scanner can save it in a manner 
sucldm- that a l h s  you to alter or a h a c e  tbc 

pages ner with a --page she& f&q whi&d$ 
ent in s f iatnt  f a  most small tp mid-#*--. 

eaewly In adcbtion, large copem gemrally &g 

I r m e r y .  as easy as m a h g  a mpp. 
q,vyltness, But the key to  sumasFul scanning is in 

d, when you buy a scanner. For example, 

open h e  sobare, dick on the scan hiton, 

, e fernat to save the images in, generally a 
ahodd h a x e ~ e w m a n , ~ , B ' s u ~ ~ ~ ~ a m p a t ~  pdE and where to save it. Of came, if you 

kins Law Llbrary has launched a Journal 
I on its Web site (www.jenkinslaw.org). 

you to more than 29,000 
journals, newspapers 
a broad range of toplcs. 
a reference to a law 

I rr-'--N or a 
g .a1 inter- I 
st medical or , 

dcial  sclence 
arlicle or need 
to find journals 
on a specific 
topic, this por- 
tal provldes tho 
links to obtaln 

hat you need. Don't waste your valuable 
tho errkire Web. Instead, go 
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to save your document as an image, 
as a tif or jpeg, you can do that just as 

The advantage of the pdf fonnat 
than a jpeg ox other "image" format) 
, with proper software, you can 

more documents for key- . 

, , SOFTWARE 
I I 

Scanning documents is just the first step. 
After your documents are scanned, you 
need the proper software to revim them. 
Selecting tbe correct software for handling 
your documents is crucial to reducing paper 
and inmasing &ciency If you save your 
documents as pdfs, you can review them 
with the h e  Adobe Acrobat Reader (down- 
loadable at www.adok.com/products/acro- 
bat/readstepa.hml). Adobe Reader allows 
you to view your documnents, but not much. 
else. If you purchase Adobe Acrobat, or 
comparable software, however, you can 
accomplish much more. For example, 
Adobe Acrobat easily performs an OCR on a 
document, allawing you to search its text, 
export it to Microsoft Word or use it in other 
applications. Adobe Acrobat is relatively 
expensive (around $300 to $500 per 
userficense, depending on the version), 
and other companies offer less expensive 
alternatives, but without all of Adobe's bells 
and whistles. 

My favorite feature in Adobe Acrobat is its 
ability to index documents (Adobe calls it a 
"catalog"). In the example above, the index 
encompassed more than 400 documents, 
ranging from pleadings to exhibits to legal 
research to correspondence. It took about 
three seconds for Adobe Acrobat to h d  the 
one instance in which the newly designated 
expert wihess' m e  had appeared in any of 
the documents. Without the index, we 
might not have learned until trial about the 
witness' treatise. 

While Adoh is the standard for pdfs, the 
world of lsnages (tifs, bmps, jpegs, etc.) is far 
different and requires image s o h  called 
a "viewet" A viewer is a program that dis- 
plays the contents of an electronic (hgital) 
6le. A viewer may be a stand-alone program 
or a component within a larger program. 
Generally, stand-alone viewers are more ver- 
satile than those contained in other pro- 

' grams. 
Windows PCs come with Microsoff s 

viewer, which is extremely basic. If you plan 
I to view images frequently, then the 

Microsoft viewer, which requires a user to 
open and dose every image manually, is 
inefficient and WIIJ become a source of 
increasing frustration. There are many 
other viewers that allow users to scroll from 

irnage to image without having to open and is no reason, however, to print out every e- 
close each document Users tend to have mail you receive. The ubiquitous Microsoft 
their own preferences, and most iriewers are Outlook, and vhtually every other e-mail 
relatively inexpensive and generally offer program, allows you to easily store e-mail 
free trials., Among the mo~b  popular viewers on your computer. So, unless the e-mail is 
are Irfanview (www.irfaniimcorn), which that important, don't print; instead, hit the 
is free for nori-commercial use, 'and save button. 
ACDSee (www.acdsystems.com), which is 
e e m e l y  easy to use and sells for about 
$50. 

FILE NAMING 

No matter how you implement your less- 
paper office, one factor critical to its suc- 
cess is creating a file-naming protocol. 
Where possible, your office should use a 
protocol that makes locating files easy and 
allows any person to determine the con- 
tents of a given file. Document manage. 
ment software (DM S) automatically per- 
forms h s  fimction, although many offices 
do not have DMS. For those offices, files 
should stdl be organized in an easy-to-use 
style, generally by client name (after all, 
who remembers every matter number?). 
There are then, generally, subdirectories 
for correspondence, pleadings, discovery, 
medical records, etc. 

After you establish a fle organizational 
stnrchxre, you should define a file-naming 
protocol. For example, save all letters as 
"Ltr to XXXX re YrTY, Date." I recommend 
that dates be in YEAR-MONTH-DATE for- 
mat (zoos-10-28) because it makes sorting 
similarly named fdes far easier. Thus, if 
you have four letters to Attorney Smith 
about settlement, they will sort in date 
order when you are searchng. 

CD BURNING 

If you intend to save, and produce dom- 
rnents electronically, you will need the abd- 
ity to create ("burn") CDs. Fortunately, 
almost d computers manufawed in the 
past few years come with a CD burner and 
the software needed to the bufn the disks. 
Generally, the sofhvare that ships with a 
CD burner will be sufficient for most peo- 
ple's needs. CDs are also an excellent and 
inexpensive way to store documents with- 
out saving the hard copies. 

E-MAIL AND FAXES 
More and more, lawyers and clients com- 

municate by e-mail. The volume of e-mail 
in some offices is overwhelming, and if the 
communication involves a client or case, 
you almost certainly have to save a copy- 
not only of the e-mail, but also of your 
reply, and the reply to the reply, and the 
reply to the reply to the reply, etc. At times, 
the volume of e-mail seems infinite. There 

As fox faxes, old habits die hard. Many 
. a c e s  continue to rely on the machine, but 
there are better alternatives. For smaller 
firms, an online service such as efax 
(www.efax.com) may be the answer. Efax 
asslgns you a fax number and sends your 
faxes to as many as five different e-mail 
addresses, all for one annual fee, which is 
generally less than the cost of a fax line for 
a year. For larger firms, programs such as 
Right Fax (m.captaris.com/rightfax) may 
be the answer, albeit at a significantly 
greater cost. Using efax or RightFax, you 
can view an incoming fax on your comput- 
er in a host of formats, includmg pdf and 
tif. If the fax is unimportant, you can delete 
the e-mail (without ever wasting the paper 
to print it). If it is important, however, you 
can save it to a client's file and, I f  necessary, 
print a haxd copy. Most elecbonic fax pro- 
grams also allow you to send faxes, but for 
most users the real convenience is the abil- 
ity to receive and review faxes on their PCs. 

BACKUP SOFTWARE 

This article has focused on ways to 
reduce paper by storing more data on your 
computer. If you intend to do so-and even 
if you do not-you must back up your data 
in case of a system crash. Although it is 
harder to lose an elecbonic file than a 
paper one, accidents happen, and you must 
back up your data daily (and religiously) to 
avoid arriving at the office only to learn that 
all of your data -in essence, all of your 
work-has been reduced to a large, useless 
heap of metal. Regardless of how large or 
small your office, performing daily backups 
is a necessity. 

It is unlikely that most law offices--or 
most businesses-will ever have a b d y  
paperless office. Instead, many can and 
should have an office with less p a p .  If 
implemented correctly, a proper backup 
solution provides insurance against a hard 
drive crash and, more importantly, grves 
you the peace of mind to h o w  that, when 
and if you go paperless, everything you 
need is imt a moment awav-n CD. rn 
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