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MASSACHUSETTS SCHOOL OF LAW at ANDOVER 
LAW OFFICE TECHNOLOGY SYLLABUS - - January 2011
Monday, 1/10; Tuesday, 1/11; Wednesday, 1/12; 

Thursday, 1/13; & Saturday, 1/15/2010
GOALS & OBJECTIVES:
To make students aware of the four essential components necessary to make any law office run smoothly and efficiently: (1) case management, (2) document management, (3) on-line research, & (4) speed and security issues. Since it is understood that some students will come to the class with greater computing skills than others, we will structure each class in ways that will take advantage of the advanced skills of some while improving upon the skills of others. 
Each student will be expected to turn in a five to seven page double-spaced paper by Saturday, January 22nd. All papers should seek to inform the reader on some aspect of law office technology; the papers should contain citations to authority; however, formal legal citation is not necessary. Students who have received the best grades in prior semesters have compared two or more products (software, hardware, peripherals & etc.). They have also reached a conclusion as to which product would be best for the particular environment in which they plan to work. 

For instance, someone opening a small or solo practice might not need to spend thousands of dollars on the best available laser printer. A high-quality ink jet printer might do the job they’re looking for. Students receiving high grades have described the various available options, and they have offered sufficient detail so that the uninformed reader would be able to make informed decisions about the products they should consider purchasing for their firms or solo shops.       
Monday, 1/10/2011

Prof. Olson will provide an introduction to the course 
and describe what will be expected for the paper which 
will be the sole basis of students’ grades for the 
course. Prof. Olson will also discuss whether the 
latest technology is always needed. Is the newest 
techno stuff really always better, or even 
necessary?

Prof. Olson will hand out students’ assignments which will be completed during the class so students can present their findings to the class.
Danielle Mulryan, Director of Sales & Marketing for

Promethean Software Corporation, will offer insights 
and a demonstration of the wonderful world of 
TurboLaw, one of the most useful software products 
available to the Massachusetts lawyer today.
Tuesday, 1/11/2011
The sales reps from Westlaw and Lexis will hold forth on the benefits of signing up with one of the two major online research databases upon your departure from MSL and entry into the legal profession. The reps will also describe the various pricing structures available to new attorneys.
A Lexis/Nexis trainer will be here to offer her view of the benefits of signing on with Lexis once you’ve set up your legal shop. She will also offer instruction in the basics of the various products offered by her company. 

Prof. Olson will offer a PowerPoint presentation on computer equipment.


Wednesday, 1/12/2011
Prof. Olson will offer his insights into what new attorneys frequently fail to consider when it comes to the business of law practice. If he has enough time, he will also demonstrate some of the key features of Abacus, the program Prof. Olson uses to manage his practice.
Prof. Olson will also discuss installing all the hardware and software you might need to make a small or solo shop operate at peak efficiency. He will also demonstrate the components necessary to create the paperless law office and to file documents electronically using both PACER and CM/ECF in the federal courts. 

Thursday, 1/13/2011
Donald Coker, a law office technology consultant who has worked with firms for more than twenty years, will show students how he helps his clients become more productive, efficient, and cost-effective attorneys. Coker accomplishes all this using both tried and true business management strategies and computer software designed specifically for the law firm setting. If he has enough time, he will also demonstrate some of the key features of law office management programs with which he has extensive experience.
Saturday, 1/15/2011
Prof. Olson will introduce students to PowerPoint for Litigators. A recent survey found that fewer than 25% 

of attorneys use any litigation support technology; 

some explain this failure to take advantage of what’s 

offered as fear of the unknown, while others say that 

cost prevents attorneys from taking the plunge. 

Whatever the reason, attorneys should be aware of the 

simplest form of litigation support because they don’t want to risk being upstaged by the other side and its 

use of Summation or similar product.
Backing up. Does XP or Vista include back-up utilities??? Are there alternatives that you should be willing to pay for??? Discussion of the various back-up options. Ghosting images, burning images, difference between 
backing up data files and making a disk image. We’ll also discuss the advantages and disadvantages to owning a sophisticated back-up program like DriveCopy and DriveImage. 

Security issues: Encryption, Digital Signatures, 
Firewalls, & etc., & Adobe Acrobat. 
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