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Checklist Collaboration Tools Compared 
 

The Checklist Manifesto is a book by surgeon Atul Gawande which originated from an article he 
wrote for the New Yorker.  Steven Levitt of Freakonomics says “the book’s main point is simple: no 
matter how expert you may be, well-designed check lists can improve outcomes.” Guwande asserts 
that checklists are a “cognitive net”, a mechanism that can help prevent experienced people from 
making errors due to flawed memory and attention, and ensure that teams work together.  

Checklists in a law office help reduce error and increase efficiency. They ensure that work is done, 
and in an order that makes the most sense. They can also be used to be a part of task management, 
showing each person in the organization how her responsibilities on the checklist affect the entire 
procedure. Two collaboration tools specifically focused on lists and tasks recently appeared online. 
One, Asana, created by former Facebook employees provides a web-based “to do” list for up to 30 
people. The other, Trello, lets users created shared boards with task cards. Both are free. So which 
one is better for task and project management based on procedural checklists? Let’s compare. 

Basics 
Both Asana and Trello are appropriate for a single user to create checklists,  or shared checklists for 
a small group. While these tools could be used for more complex projects, for this review let’s 
assume the firm’s needs are documenting a checklist or task list, assigning the task with a deadline 
to someone on the team, and making sure that task has been completed.   

After getting an Asana username and password you create a workspace and invite members (up to 
30 for free) if you like. Within the workspace you can set up projects and within the project adds 
tasks. Tasks can be prioritized, tagged, assigned to someone, assigned a due date, and have files 
attached.  Each task has a checkbox to show if it has been completed, and each task has an activity 
feed. Users can subscribe to tasks via email or RSS. Projects can be duplicated and archived.  The 
interface is simple, clean and intuitive. 

In Trello, set up a username and password to get started. Create an organization and invite 
members (“as many as you want”).  Create a board for each project. Each board is made up of lists. 
Each lists has “cards”. Cards are equivalent to tasks. Cards can be assigned members, color coded 
labels, due dates, attached files, sub tasks with checklists, and more.  Cards can be dragged and 
dropped to different lists. An activity log in the left side shows recent changes, and the board, lists, 
and cards can be searched and filtered.  

Verdict: Feature sets are roughly the same, however the terminology and interface of Asana will be 
more comfortable for word-driven lawyers.  Those who have worked in project driven 
organizations or like a more graphical interface will feel more comfortable in Trello.   

Collaborators 
Both products provide options for adding collaborators at multiple levels.   

http://gawande.com/the-checklist-manifesto
http://www.newyorker.com/reporting/2007/12/10/071210fa_fact_gawande?currentPage=all
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http://asana.com/
https://trello.com/
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Asana limits workspaces up to 30 users for free.  Pricing is from $100 a month and up, but is by 
group instead of per user per month. Thirty to fifty collaborators is $100 a month, 50 to 75 is $300 a 
month and so forth.  The premium workspaces also afford project level permissions and priority 
support.  Asana workspace collaborators have full access to all tasks, though you can add guests 
with limited access.  

Trello offers access for an unlimited number of collaborators at the organization, boards, lists, and 
cards levels. Access is granted at each level as well.  Simply click “members” to choose who has 
access to each discrete point of the project.  

Verdict: Trello’s granular access and unlimited collaborators make it appealing to firms looking to 
use this tool to invite other parties to participate in taking part of assigned responsibilities in the 
checklist. 

Integration 
Most lawyers are not looking for yet another site or application to check.  Both of these tools offer 
integration with software and services attorneys already use.  

For each task in Asana a user can choose to sync with MS Outlook, Google Calendar, or any calendar 
that uses iCal.  However, this sync will only include tasks with due dates, and will not include tasks 
marked as completed.  Users are automatically following each project and each task they are 
collaborating on, unless they choose to unfollow.  Asana will send activity messages and daily 
reminders to your email address. Users can also send email to a project dropbox in Asana to create 
new tasks for themselves.  

Asana has a mobile app for iPhone, and for Android or iPad a mobile site.  

In Trello there is a “subscribe” option to see when a collaborator changes a card or updates a task. 
Notification will then appear in the “Notification” button in the top navigation bar.  Unread 
notifications will be emailed to you. This notification is sent via email and users can have 
notification levels at “never”,  “periodically” (once every hour), or “Instantly”.   Google Apps 
integration is on the development board.   

Trello has full app for boths iPod/iPad and Android. 

Verdict: Currently Asana has more options for working from within your current email and 
calendar applications and receive notifications and send tasks to the system without logging in. 

Security 
Both applications have the usual privacy/security expected from free or freemium web 
applications. 

Asana’s privacy policy states (somewhat alarmingly) that they can monitor your content and 
remove any information you post for any reason or no reason. Then they further that the company 
will not view your content except to maintain the service, resolve support requests, or comply with 
laws or cooperate with law enforcement.  They use SSL transfer between your device and their 

http://www.asana.com/product#pricing
http://asana.com/privacy


servers.  Asana security statement claims that data is hosted in SAS 70 audited data centers  for 
physical security, uses Amazon’s relational database service for redundancy and backup, 
unauthorized access to user data access is checked. 

Trello’s privacy and security policy is short and simple.  They committee to making privacy a 
default, and the user must actively add others to share information. The member profile is public, 
but not your email address. Trello claims its staff cans only view and access information you make 
public.  All traffic runs on SSL/HTTPS which is standard security protocol for secure information 
transfer and they back up data hourly and copies are stored offsite.  All data is entirely portable 
with a “share, print and export” button for each board and card. The export is to JSON, which cannot 
be opened in Excel or other spreadsheet software. 

Verdict: Trello’s refreshingly short, jargon free policy leaves some gaps regarding security 
protocols, but provides comforting assurances about data portability and ownership.  Asana’s 
policies are more similar to what is found in boilerplate cloud provider language for freemium 
services.  

The Winner?  
For lawyers, Asana edges out Trello only because of the familiar terminology 
(workspace/project/task), text driven interface, and more options for integration with tools 
lawyers currently use to manage tasks and communication.  Trello has almost matching features, 
but for those without a project management background the “card” paradigm may be too unfamiliar 
to get started quickly.  

Others have weighed in, with a Quora board discussion concluding “it’s like BMW vs. Mercedes. 
Taste Plays a Role”.  There are other shared checklist tools in abundance such as Workflowy 
(reviewed by Jeff Krause) and RememberTheMilk that offer few options, but for free fully function 
workgroup collaboration  Asana and Trello are worth a look. 

 

 

 

http://asana.com/security
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Managing voluminous digital 
documents is one of the biggest 

challenges for law offices. Electronic 
versions of documents are stored with 
cloud providers, local drives, network 

drives, mobile devices, and thumb 
drives. Documents are attached to 

emails, leading to version control issues, 
as well as inefficient collaboration. 

Finding documents can be daunting, if 
not impossible. Below are a number of 

techniques to harness and control 
digital information to suit any law office 

budget. 

Document 
Management 
Solutions to 
Suit Any 
Budget 

Catherine Sanders Reach, Director                      
Law Practice Management and Technology 
Chicago Bar Association 
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DIY - Do It Yourself  

File Naming Conventions 
 
The least expensive method of sharing and storing electronic documents is to use 
network drives or shared drive, a series of folders, and file naming conventions. It starts 
with a strategy that includes all lawyers and staff in the office. A small group of end 
users, representing everyone who creates, edits, or locates documents for the office, 
must sit down and create a standard naming convention for folders, subfolders, and file 
names. This should be easy to follow, logical even to outsiders, and checked for quality 
control on occasion.  A “quick guide” to the structure should be created and shared with 
everyone who uses the system.  For this method to work effectively all documents must 
be saved in a shared folder on the network. 
 
While folder and subfolder names will vary depending on the type of  law office in which 
you are working, there should be a logical basis for its continued expansion. For 
example, if your office identifies work by “client” then that is one logical structure that 
will grow and expand nicely. Create a folder by client, then by matter.  Then create 
subfolders for the types of documents in the matter folder.  If a top level folder is client, 
then what is the naming standard – last name, first name? Take a look at your paper 
based filing system. Can it be effectively replicated electronically? By scanning incoming 
paper and filing it electronically in your “file cabinet” you may be able to eliminate the 
paper and reduce filing things twice.  
 
There are a few pointers to keep in mind when naming files. While a computer knows a 
lot about an electronic file: file name (sampledocument.doc), date created, date last 
modified, file location (C:/mydocuments/articles/xxx.docx), and much more, this 
information is created by the computer, and it can be automatically changed by the 
computer, depending on a variety of factors.  Thus, the user should counter those 
automated fields by applying some consistent and human logic. One suggested 
convention is to start all file names with a yearmonthday number, so that files within a 
folder can be sorted by oldest to newest (or vice versa) without being dependent on the 
automated date field. Also add the document author name, which may differ from the 
system applied document author field. For instance a file could be named: 
20110621_jones_lettertojsmithre:foreclosure which identifies the date the file was 
created, the author, and the subject of the document. Ostensibly this file would be in a 
client folder, under a matter subfolder. 
 
Also note that different operating systems deal with symbols, spaces and uppercase 
letters differently.  To avoid problems, use an underscore for a space and avoid 
uppercase letters.   
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For smaller offices, this document management system may work. However, since it 
depends on users consistently and properly employing the conventions, human error 
sometimes intervenes to prevent it from working efficiently.  
 

Full Text Search Engines 
 
A full text search engine will increase the efficiency of a simple DIY system and there are 
a number of fairly low cost tools available. While WindowsXP does have a free add-on 
full text search engine, it is difficult, if not impossible, to have it index network drives.  
Those with Windows7 operating system will find an effective search tool built into the 
system. Indexing and searching network folders can be done and the user has the ability 
to search locally (on the laptop or desktop) and search network shared folders. The 
search is fast and efficient, but somewhat limited in the types of files it will index. For 
instance, it will not create a full text index of WordPerfect document files.  
 
Two other full text index tools that are very functional and work on a network are X1 
and Copernic. While Copernic does have a free desktop search tool for home use, to 
index and search network drives you must use Copernic Professionali.  Copernic 
Professional is about $40 per license, though there are discounts for more than 20 
licenses and enterprise environments.  Copernic Professional indexes more than 150 file 
types, including Word Perfect and Lotus Notes. The search is fast, efficient, and the 
results feature keywords in context, showing search results in a viewing window so that 
you don’t have to open the document or file.  X1ii, a major competitor to Copernic, 
indexes more than 500 file types, and let’s you view and manipulate text from files in 
the view pane, even if you don’t have the software to open the file. For this reason it is 
also being touted as an e-discovery tool. Needless to say, it indexes network files, and 
also offers add-onsiii for searching Microsoft SharePoint, and has an app for iOSiv (iPad, 
iPhone). X1 cost about $50 per license and consistently receives rave reviews. Both X1 
and Copernic have free trials, so you can get a feel of whether the product would be 
useful in your government law office environment. 
 

Email 
 
Email itself is often a record, and often documents and their versions attached to the 
email may never be saved to even the most carefully constructed DIY document 
management system. While manual in most cases, there are a number of ways to save 
important emails into a shared document repository. One way would be to have the IT 
administrator create group folders in Outlook or LotusNotes so that the users can 
drag/drop emails that need to be shared to one folder. Users can also save individual 
emails  as a .msg or .html and save it in the appropriate folder in the file/folder structure 
on the network.  For users with the full version of Adobe Acrobat, or similar ‘convert to 
PDF’ functionality, you can save the emails to a PDF format.  
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But, what about the attachments? Avoid attachment problems by sending internal email 
recipients a file path instead of an attachment. The file path will take the recipient 
directly to the document on the server, without creating a new version. This helps with 
version control AND helps ensure that the document location and file name conform to 
the standards.  When you receive a document attached to an email make it a habit of 
“right” (alternate) clicking on the document and choosing “save as” to save it with the 
appropriate name and folder right away. A simple add-on for MS Outlook called EZ 
Detachv from TechHit automates the process of saving and categorizing attachments. 
The product is $39.95 per user, though bulk licensing and site licensing is available.  
 
Another method of dealing with email is to keep it in a folder structure that mimics the 
network folder structure and use Adobe Acrobat to save the entire folder at close of the 
matter.  Each email in the folder will be converted to PDF, and can be sorted, searched, 
and extracted as needed. The attachments to the emails are stored within this PDF 
repository as well, though they are not converted to PDF. 
 
 

Case/Practice Management Systems 
 
A class of software specifically designed for lawyers is commonly referred to as practice 
management software. This software helps manage all aspects of a law practice, and is 
often divided functionally between “front office” and “back office.” Front office 
functions include document assembly, docket and calendaring, email management, 
document management, conflicts checks, contacts management, time tracking/billing, 
and task management. Back office functionality includes trust accounting, general 
ledger and accounting. The document management in most practice management 
software allows the user to save a document or email into the centralized database. 
Users assign a case/client and matter to the document, which is stored with all the work 
regarding that matter. The software often installs add-ons to common office suite 
software, making the process of saving the documents directly to the system easier. 
Likewise the workflow can be initiated from the case/practice management software 
itself.  
 
Choices abound for practice management software. Many applications, such as 
TimeMattersvi, Amicus Attorneyvii, and Abacus Lawviii, are standard installed desktop 
software available on a licensed model. Newer entries to the field are the so-called 
“cloud based” or web accessible programs such as RocketMatterix, MyCasex and Clioxi.  
The principle behind “the cloud” is leveraging the internet to provide access to 
computing power and storage. Users can access files on a remote server rather than 
requiring an on-site physical storage medium. Many users of the internet may be using a 
form of cloud computing without realizing it. Those who use web-based email such as 
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Gmail, Hotmail or Yahoo or online backup such as Mozy or Carbonite are using “the 
cloud”. Cloud based applications require no installation or IT support, and are available 
as long as the user has access to the Internet. These applications charge per user, per 
month. Most of these applications have a trial period.  In many law offices this type of 
software may have its uses, but if the primary focus is document management, then the 
extended functionality may be overkill, and you will not see the return on investment 
for the product. However, if this type of software seems like a possible option, first 
request a demo, follow-up with questions, then request a trial period and let 
representative users test the features and functions.  
 

Document Management Systems 
 
Document management software is designed to save all documents, including email, 
into a central storage space on a server. In many cases the system “forces” the user to 
save documents to the system, though the user can mark certain documents private. 
When the user saves the document, the software invokes a screen that requests 
information about the document, for example, client and matter number, keywords, 
folder structure and other information designated by the administrator at setup. This 
structure ensures that all documents are organized, categorized, and available for full 
text searching. The system also provides for version control, check-in/check-out of 
documents, and is fully integrated with your primary office suite. Some additional 
functionality may include records management, which offers automated file destruction 
based on rules set up by the administrator.  
 
The document management software programs commonly used by the legal profession 
include Worldoxxii, Autonomy Worksitexiii, and OpenText’s eDocsxiv (formerly 
DocsOpen). Of these, Worldox is by far the most appropriate for a smaller office 
environment, and provides concurrent licensing (concurrent licenses are shared by all 
users of the system, in contrast to individually licensed software requiring each user to 
have a license.) An alternative option is NetDocumentsxv, another web-based 
application that has been in the market for over a decade. Like other web-based 
applications, this is priced per user, and has the benefits of being available anywhere 
you have an Internet connection. NetDocuments also provides a “local” copy, so that if 
the Internet is down, the product still works. 
 
Document management systems are remarkable tools for managing, collecting and 
searching documents and email for an entire office, or group within an office.  It is 
robust, and often relatively expensive, software. However, considering the benefits it 
provides, the cost may be justified. 
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Project Management Systems 
 
For some law offices, project management software may be the best solution. 
Traditional project management software, like Microsoft Project, will not necessarily 
solve the problems of lost documents, version control and other problems associated 
with poor management of electronic documents. However, web-based applications such 
as BaseCampxvi or Zoho Projectsxvii, add structure to ensure effective completion of a 
project, aiding in task assignment, deadline enforcement, and collaboration. A project is 
assigned a date for completion, and split into milestones. Each milestone is then 
separated into tasks, and assignments are doled out to different individuals. Documents 
can be uploaded into the system for review, provides versioning, and can be checked in 
and out for updates. Users can track time in the system as well. 
 
The best way to determine if project management software would work for a particular 
office is to try it out on a small project. Although this will require some forethought 
about the project itself – what are the milestones, tasks, participants, etc, it will be 
worth the effort to test the effectiveness of the system before purchasing it. After 
logging in, users are presented with a “dashboard,” a common interface used now by 
many applications, which shows recent updates, other projects he/she is working on, 
and additional information. There is a system-wide search, as well as “white-boards” for 
loose notes and brainstorming and a messaging system to keep threaded discussions 
specific to the project. Users can set up email alerts to be notified when there are 
changes to the project that affect them, such as a new document or new task.  
 
Most web-based project management tools are relatively low-cost. For instance, 
BaseCamp’s most expensive package is $149 per month for unlimited users and 
unlimited projects with 75GB of storage. For $200 per year, Zoho Projects offers 
unlimited users, unlimited projects, and 15GB of storage.  
Collaboration Challenges 
While all of the above methods will help provide a central storage of electronic 
documents, a few problems exist that have yet to be completely and effectively solved.  
One is real-time collaboration on a document. To retain the look and feel of a formatted 
document, and allow multiple people to do real-time editing, the only tool this author 
has found that actually works is Google Docsxviii. Because of the terms of service of the 
free Google Docs, some lawyers have determined that it is inappropriate for confidential 
information. However, if the information is not confidential, this is an excellent tool to 
share a document and allow multiple authors to edit, at their leisure or simultaneously.  
There are many tools that purport to provide multi-user collaboration on a shared 
document, but after testing, many did not work as advertised.  However, there is hope 
that this type of functionality will continue to improve.   
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Cloud versus On-Premise Software 
 
In the above examples of case/practice management and document management, 
distinctions were made between cloud or web-based applications and downloaded or 
“traditional” software.  Lawyers should understand the benefits and potential risks of 
software in the cloud. The benefits of the cloud model include reductions on reliance on 
information systems staff, and a significant reduction to the time and complexity to 
install and configure new software. The cloud model also reduces the need to purchase, 
maintain, and back up expensive servers and other peripherals, as well as provides 
remote access to users. Expenses for cloud applications are generally annualized 
(monthly fee), versus a large capital outlay for new systems. The potential risks with the 
cloud model include saving confidential information with a third party, subpoenas 
issued to the cloud provider for data without notification to the data owner, 
consequences of data retrieval if the cloud application provider goes out of business, 
and ownership versus access issues. In many cases these risks can seriously be mitigated 
by asking the right questions, and taking steps to maintain a duplicate copy of the data 
locally.    
 

Conclusion 
 
With diligence, planning, and a few add-ons, any law office, regardless of budget 
constraints, can implement an efficient document management system. The time  spent 
upfront to determine the best system for a particular office will be well worth the 
immensely improved management and control of office documents.   
 
                                                       
i http://www.copernic.com/en/products/agent/professional.html 
ii http://www.x1.com/ 
iii http://www.x1.com/products/x1-for-microsoft-sharepoint 
iv http://www.x1.com/products/x1-mobile-search-for-iphone 
v http://www.techhit.com/ezdetach/outlook_attachments.html 
vi http://www.lexisnexis.com/law-firms/practice-management/specialized-law/time-matters.aspx 
vii http://www.amicusattorney.com/ 
viii http://www.abacuslaw.com/ 
ix http://www.rocketmatter.com/ 
x http://www.mycaseinc.com/ 
xi http://www.goclio.com/ 
xii http://www.worldox.com/ 
xiii http://www.interwoven.com/ 
xiv http://www.opentext.com/2/global/products/products-opentext-edocs-products.htm 
xv http://www.netdocuments.com/ 
xvi http://basecamphq.com/ 
xvii http://www.zoho.com/projects/ 
xviii https://docs.google.com/ 
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Get Onto My Cloud – Web-Based Practice Management Software 
 

Web-based practice management software is now a clear reality for the legal profession.  

Law firms are starting to adapt web-based services to save money and operate more 

efficiently.  In exploring options for software to help manage client matters, lawyers 

need to ensure they have a working knowledge of cloud technology and the various 

concerns surrounding online practice management systems. 

The shift of companies to web-based software and various services is on a sharp rise.  

Whether the change is being driven by wanting to stay on the cutting edge of technology, 

to save money using web-based services, wanting to better manage data in a Mac shop 

but Windows world, or to deal more effectively with the increased amount of digital 

information in the law practice, many Georgia law firms are getting onto the cloud for 

some or all of their practice management. 

 

What is the “cloud” or “cloud computing?” 

Cloud computing is where some component of your technology is either accessed or resides on 

an external server or servers; or the computing process happens, wholly or in part, online and is 

accessed over the Internet.  The idea that information does not natively reside on your “home” 

system means the information is in or is accessed from the “cloud.” 

Some forms of cloud computing service set ups include: 

SaaS – “Software as a Service” is typically by paid subscription or per usage models.  

This model is one where software is stored, managed and even upgraded on the remote 

server (over the Internet) side, and the subscribing users log into the system over the 
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Internet.  The data in this model resides on the remote server side as well.  Many of the 

web-based practice management software services are offered via this model. 

IaaS – “Infrastructure as a Service” refers to providing IT resources, such as power 

capacity and storage, over a network (generally, the Internet), usually with a subscription 

or utility pricing model.  While this model is not typical of the web-based practice 

management software systems, some services will offer some forms of this model, i.e. 

data storage for document upload, etc., as an extension of the more typical SaaS delivery 

model. 

 

• PaaS – “Platform-as-a-Service” allows for development and running of an application 

in the cloud.  PaaS is more like a combination of SaaS and IaaS.  PaaS will have no tools 

locally installed on your PCs, and the application will be delivered to you via a web 

browser. PaaS can sometimes be a bit confusing with certain development tools only 

working within certain clouds. An example would be Google Apps, as the Google 

development tools only work with Google web hosting. There are limited versions of this 

model in the web-based practice management software arena.  

 

What are the advantages and disadvantages or concerns with web-based 

technology for lawyers? 

 

Advantages  

Remote and convenient data access and mobility 

Because a lawyer can access information wherever an Internet connection exists, the use 

of web-based practice management software makes for greater practice mobility.  Being 

able to access and use practice information while not in the physical office location 
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makes practice easier and more efficient.  Lawyers do not have to wait until they return 

to their office to access otherwise only physically accessible client matter information. 

Likewise, while in the office the need to simply sign onto a computer (and this could be 

pretty much any computer in the office), go to the Internet, and access the practice 

management information for client matters is very beneficial.  The low barrier to access 

of client information makes web-based practice management software an attractive tool 

for busy law firms. 

Cost-savings 

Most web-based practice management software systems are priced on a monthly 

subscription rate per user.  Users are sometimes rated differently by role, too, i.e. lawyer 

vs. paralegal.  The lower monthly subscription rates can translate into a lower total cost 

of ownership as the web-based practice management software will not typically require 

backend hardware, support, and upgrade costs of the traditional software models.   

 When comparing the total cost of ownership for the web-based practice management 

software systems to traditional systems, it is important to note the likely time frame for 

which upgrades will be suggested or perhaps required.  In the traditional use of practice 

management software, users are able to remain on an existing version for around 2 to 3 

years.  If a 2-year period is used for comparison for two of the more popular products, 

the costs might generally look like this: 

 

1 attorney user - $1,176 for web-based practice management software for 2 years 
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1 attorney user - $1,650 for boxed software, annual maintenance plan for 2 years 

and technical support for two years   

Note:  This pricing does not include Internet access related fees (required for 

web-based systems) or additional hardware and support costs customarily 

required with boxed systems.  Affordability may be affected as one model 

requires monthly payment and the other set, up-front payments over the 2 year 

period. 

Beyond the general cost analysis is the need to understand the differences that exist in 

the products.  Currently, there is not a fully equal web-based system for any of the 

traditional systems and vice versa.  So, as an example, with one product time and billing 

(most likely the web-based one) will be included and the other will only allow time 

tracking, but no billing.   

Expanded reach of the practice  

Online systems allow for general client matter intake to full-practice management 

service as outlined below.  Lawyers can extend the functionality of their practice by 

allowing intake and case management to happen via the Internet.  This expansion of the 

practice can mean access to a larger audience of potential clients and even provide for 

improved interaction with current clients.  Being the back-bone of the virtual law 

practice, the traditional law office can use web-based practice management to expand 

their practice by offering more than just a static website for potential and existing 

clients. 
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Focus on backup, disaster recovery and business continuity 

Because online systems are not housed within the law firm typically, it becomes even 

more important for the law firm to consider all options and scenarios when it comes to 

backing up data, recovering data in the event of a disaster, and even being able to get 

back to work following a disaster.  This shift of focus is very good in the sense that law 

firms are forced to think through and develop policies and procedures to help protect 

highly sensitive and protected client and business information. 

 

Disadvantages/Concerns  

Security 

Lawyers using cloud-based technology can not overlook the risks of access and security.  

Concerns range from the simple inability to access systems when the Internet is down to 

much larger concerns when infrastructure services are down in multiple zones or there 

are data breaches at vendor sites.  Recent cases of breakdowns in the cloud and cloud 

services have occurred, and lawyers should not ignore their need to set up procedures 

beforehand to address these concerns as it relates to securing their data on web-based 

practice management software. 

There are many vendor-generated resources regarding security concerns with web-

based practice management software, and most note that the encryption used to process 

and work with data and the local security schemes are more secure than that of the 

traditional law firm.  However, this information does not abdicate the lawyer’s duty to 
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protect their client’s confidential information, and should be addressed proactively.  

Requiring bank-grade level of security on the server side and looking for the little lock 

icon at the bottom of your browser showing encrypted exchange of data should be 

standard for any web-based practice management software you use.   See the basic 

checklist below for appropriate steps to take for dealing with concerns about security 

and other concerns for web-based practice management software. 

Ethics of Cloud Computing 

While there had been many concerns voiced over the use of cloud based systems for 

lawyers, it is important to note that most jurisdictions have not voiced any concerns 

beyond those of ensuring lawyers have a working knowledge of cloud computing and 

services before engaging such for protecting client confidential information.  North 

Carolina is currently the sole jurisdiction with a written, proposed opinion on the 

subject, and most others have commented generally through their Ethics or General 

Counsel’s Offices that the use of cloud services would be the equivalent of using any 

other third-party service vendor for working with protected client information, and as 

such requires reasonable care on the part of the attorney using such services.  

Additionally, the American Bar Association’s Ethics Commission is examining this issue 

closely, and there is a vendor-led Legal Cloud Computing Association that is weighing in 

on the conversation, too. 

 

Notably, the North Carolina proposed opinion was revised to require that lawyers in that 

jurisdiction work only with vendors who keep their data servers in the United States 
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geographically or have laws that would make the vendor subject to the privacy and 

related laws of North Carolina or the United States.  See 

http://www.ncbar.gov/ethics/propeth.asp for the text of the proposed opinion. 

Personal Fears and Control 

A final area of concern is the general state of personal fear and immediate need for 

control by some lawyers over their client’s confidential information.  The security 

argument aside, some lawyers will simply not dismiss the possibility of losing control or 

access to their data, and this alone will keep them from selecting web-based practice 

management software for their practice.   

 

What’s Included In Practice Management Software And What’s Different 

In Web-Based Practice Management Software? 

 

As a general rule, case or practice management software packages usually have several 

main features in common.  From a technical standpoint, practice management software 

typically is a relational database. The interrelated tables of data allow users to enter data 

in one place. The same data then is found in every other place it could be needed, 

without the user having to enter the data again. This makes practice management 

software a true timesaver in a busy law firm environment.  The online versions are the 

same in this regard.  However, their modes of delivery have been layered into the cloud 

in many different ways and their feature sets do not equate to those of the traditional 

systems.  
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Customizing various parts of the traditional software is usually easy to do. With the 

ability to “open” the database, users can move the data from the practice management 

software programs to time entry applications for billing and accounting. Time entry 

functionality is found in most traditional case management programs, but most don’t 

handle billing or accounting functions. Instead, the case data is entered as time entries 

that are sent or “posted” to the time billing and accounting applications.  This is not the 

case with web-based practice management software.  The customization is normally 

managed on the server side by the vendor, and billing and accounting functionality is 

normally a standard - and even developing - part of most of these programs. 

As with the development of additional functionality via server-side customization, most 

of the web-based practice management software programs make data available through 

popular tablet and smart phone devices.   Billing and accounting, document 

management and other areas of the online systems are maturing and expanding to make 

them more like the traditional systems.  However, because of the full range of 

functionality reached by most boxed systems, it could be argued that the web-based 

practice management software programs are cleaner and less cluttered/bloated. 

Here is a listing of the key features of traditional practice management software 

programs and an examination of their evolution and/or differences within web-based 

systems. 

Files. All of the information for case files can be arranged and kept in the case or 

practice manager. This feature makes the genre of legal-specific case 

management what it is. No other calendaring and task managing combination 

program includes this vital part for attorneys. Not even the popular systems such 
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as Microsoft Outlook can brag they have cases or files as a feature. Without a file-

centric system, firms are forced to build their systems around contact and event 

records that don’t always give enough flexibility in terms of accessing data in 

logical places. With practice management software, everything about a client’s 

matter can be found on that client’s case or matter file.  

Web-based practice management software systems have Files functionality from 

which most of the program data flows.  The File or Matter is normally created 

first, and then all other information is generally related or attached to that 

particular File or Matter record.  The breadth of the systems typically correlate to 

how much information is attached or can be related to the File or Matter record.  

For instance, with systems that are more mature, there may be not only the basic 

key record types described here, but also time and billing information by the 

particular File or Matter.  This would give a broader reach for one program over 

another in the web-based arena in this case. 

Calendaring/Appointments. Both group and individual calendars are a 

standard feature in case managers. A lot of flexibility is given to users who need 

to reset appointments, schedule a chain of events together or create recurring 

appointments. Some case management vendors have teamed up with companies 

offering built-in calendaring rules for various jurisdictions to further speed up the 

calendaring and docketing process. 

Integrated calendaring in web-based practice management software is also 

standard.  The integration is typically such that any information entered onto a 

calendar screen will also appear as an attached or related item on a specific File 

or Matter record in the system.  Some strides are being made to incorporate 

advanced docketing and tickling as found in the traditional software versions.  

However, web-based practice management software has not yet reached beyond 

the group calendaring functionality in most programs.   

While it is easy enough to add and see multiple calendar entries for everyone in 

the firm or just your individual appointments, there are typically no means for 
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generating pre-set calendar items by a particular Matter or File type, i.e. 

automatic entry of calendar dates based on Discovery due dates and 

appointments.  This limitation could arguably make calendaring slightly more 

difficult in the web-based practice management software than traditional practice 

management software.  Also, there does not seem to be many, if any, rules-based 

calendaring links in web-based practice management software like those 

available in traditional systems. 

 

To-Do Lists. Practice management vendors have included proactive, interactive 

task or To-Do lists that make keeping deadlines easy. Most practice managers 

also make it easier to delegate and track the status of tasks. Various alarms and 

reminders can be set for these items. Automatic forwarding of To-Do lists allows 

you to take care of neglected items electronically. 

Again, as with the calendaring limitations of web-based practice management 

software, there are some short limitations in task management functionality as 

well.  Again, there is not generally the ability to have automated task entry or 

integrated advanced docketing by rules in most of the web-based practice 

management software systems. 

Contacts. Taking over from the contact management or personal information 

managers that were introduced first in the sales and marketing industries, 

contacts in traditional practice managers allow users to include all contact 

information for people and companies the firm encounters. The contacts feature 

outperforms the more general contact management systems because it integrates 

with other information found in the system. Being able to add related contacts to 

files and calendars as appropriate is one of the greatest things about practice 

management software. 

This functionality carries over very well into online practice managers.  The only 

visible limitation is where some programs do not allow Contacts to be a part of 
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multiple categories or groups as in the traditional programs.  For instance, a 

particular Contact in the traditional system may be both a Witness as well as an 

Expert for one or more cases with the firm.  This dichotomy is not easily 

accomplished, if at all, in the online systems.  Yet, it is easy enough to sort and 

locate easily Contacts by various roles and or relationships in the web-based 

practice managers. 

Phone Call Management. Users can track incoming and outgoing telephone 

calls. Even though the user might not know whether the ringing phone will result 

in tracking the conversation or not, the ability to easily manage phone messages 

is a standard part of every traditional practice management system. 

Web-based practice management software programs do not generally have a 

specific phone call management feature set.  Instead users are able to create time 

entries recording the phone conversation details whether they are to be billed or 

not.  This limitation extends to not being able to then search in a very easy way 

without some forethought all of the communications that take place regarding a 

specific File or Matter.  For instance, the user would have to set up specific time 

or task codes to correspond to Telephone Call or Conference and then sort by that 

code to see easily the conversations that have occurred for a particular File or 

Matter.  Where there are multiple individuals working on a specific File or 

Matter, this could become confusing, and the traditional software seems to work 

better with this functionality than most of the online systems.   

E-mail Integration. Most, if not all, traditional practice management software 

systems have the ability to include client and other e-mails on the file. Many 

programs synchronize with Outlook and other popular e-mail programs, allowing 

incoming e-mails to be attached to client files. Other programs allow users to 

treat incoming e-mails just like other documents to be included on client files. 

For web-based practice management software systems, this is not a general part 

of the feature set and users will typically have to save emails into a digital format 

(most often .pdf format) and then upload the document to the system.  This 
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additional step does not work as well as the generally smooth integration of email 

into the traditional systems.     

Notes. Mainly as a part of their “Files” feature, practice managers don’t overlook 

the need for extensive space to keep and track general case information such as 

memos. Firms sometimes use the notes for case planning and communications 

tracking. 

Again, as with the general communications-based tracking needs of practice 

management, the online programs normally expect users to use the time entry 

functionality to keep track of Notes activity on Files. 

Research. Legal research can be conducted and integrated with the case files in 

traditional practice management systems. This is yet another vital part of the law 

practice front end. When the “boxed” programs started to evolve toward more 

full-bodied practice management products, this was one of the first areas to be 

added beyond the basic features already covered here. 

However, web-based practice management software does not typically include 

this feature readily.  As with other areas of these programs, document-based 

items – here the research would be memorialized via a document – are generally 

uploaded into the program for access on a particular File or Matter. 

 

Notable web-based practice management software differences exist across the various 

products.  Here is a chart of the leading programs, and some of the more interesting 

products and areas for comparison purposes. 

Vendor Subscription Details 
Contract 
Y or N? Additional 

Clio 
www.goclio.com 

Attorneys - $49/month/user 
Support Staff - 

$25/month/user 
Free 30-day Trial Sign Up 

N 
Product updates, new features, unlimited document 

storage and access to technical support and training is 
included at no additional cost. 

13

http://www.goclio.com/


Credenza 
www.credenzasoft.com 

Individual License - 
$9.95/month 

Team/Workgroup - 
$19.95/month/user 

Free 15-day Trial Sign Up 

N 

 
 

Supports Outlook 2003, Outlook 2007 and Outlook 2010 
(32-Bit) on Windows XP, Windows Vista, and Windows 

7 

LexisNexis Firm Manager 
www.myfirmmanager.com 

Individual License - 
$44.95/month 

Free 30-day Trial Sign Up 
N 

No start-up charges, no special hardware requirements, 
and no long-term commitment; Unlimited data storage 

and mobile application for smartphones and other 
mobile devices 

Livia 
www.livialegal.com 

Individual lawyers and firms - 
LIVIA pricing is a monthly 
subscription fee based 
services with additional 
charges for extended services 
as and when requested. 
Contact sales at 
www.sales@livialegal.com.  
 

N For Sole Practitioner/Small Firm detailed info visit 
http://www.livialegal.com/who/small_law_firms.html.  

 
 
 

MyCase 
Social Practice 
Management 

www.mycaseinc.com  

Attorneys - $39/month/user 
Support Staff - 

$29/month/user 
                Free 30-day Trial 
Sign Up 
 

N 
Unlimited data storage and client accounts; 24/7 help 

access resources; free phone and online training 
programs 

 
 

RealPractice 
www.realpractice.com  

Free Account Sign Up 
 
 
 
 
 

N 

 

Efficiently create and track all of your contacts, matters, 
and tasks, as well as manage billing and easily create 
invoices. You can also create and track marketing 
campaigns, conduct research, and even build your own 
website with one of our user-friendly templates. 

 

Rocketmatter 
www.rocketmatter.com 

1st User - $59.99/month 
Users 2-6  - 
$49.99/month/user 

Users 7-20 - 
$39.99/month/user  
20+Users - 
$19.99/month/user 

30-day money back 
guarantee 

N 

Access your data securely using an iPhone, Palm Pre, 
Android, Windows Mobile device, or a modern 

Blackberry 
 

 

Credenza – This product is not web-based practice management software in the 

standard sense.  It is a quasi-cloud based system that is really a Microsoft Outlook Add-

In solution.  This program is a good starting point for understanding the various parts of 

practice management functionality, and unlike the typical web-based practice 

management software, it allows for most of the key functions of the traditional practice 

management software. 
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Clio/RocketMatter – This Canadian-based company has all of its servers located in the 

United States, and is arguably the c0-leading vendor for web-based practice 

management in the current U.S. market along with RocketMatter.   

Livia – This product goes beyond the typical web-based practice management software 

program by providing the optional use of a live virtual assistant, your Livian, that 

interacts with you via the online system. 

MyCase – Called a “Social Practice Management System,” this product focuses on client 

communication and is one that allows for functions like “Conversations” to highlight its 

ability to integrate improved client contact and overall firm management. 

RealPractice – The interesting angle for RealPactice is that it can be expanded beyond 

practice management to focus on business development with optional website templates 

and marketing campaign tracking functionality for law firms. 

 

 

Implementation Tips 

If you choose to implement a web-based practice management software system, please 

follow this checklist. 

Basic Cloud Checklist for Lawyers 

1. Check local network setup (or have your IT company provide this for you) for 

setup and security settings 

2. Configure your network Internet access to ensure the most efficient and secure 

levels of access 

3. Understand rules and practices of your  ISP (Internet Service Provider) especially 

regarding security and data storage and management 

4. Understand the rules and general practices of your cloud vendors’ ISPs 

5. Review and regularly monitor your SLA (Service-Level Agreements) with cloud 

vendors 

6. Keep an updated list of cloud services and vendors’ main contact information 

with alternate means of contact where available 
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7. Create internal office policies and procedures for accessing and using cloud 

systems in your office 

8. Incorporate your cloud usage into the overall firm disaster recovery plan and 

business continuation models 

9. Perform regular (daily preferred) backups and run regular test restores of all data 

10. Request a sample retrieval from the cloud vendor (ask for your data back in the 

way you’d get it in the event you discontinued the service or there were other 

occasions where you need your data back) 

 

Also, make sure that you carefully research the differences between the various products 

or reach out to the State Bar’s Law Practice Management Program and Ethics Counsel 

for assistance.  

 

Additional Resources   

 

Helpful Sites and Contacts 

ABA Commission on Ethics 20/20 - 

www.americanbar.org/groups/professional_responsibility/aba_commission_on_ethics

_20_20.html 

ABA Law Practice Management Section  eLawyering  Task Force - 

http://apps.americanbar.org/dch/committee.cfm?com=EP024500 

Legal Cloud Computing Association - www.legalcloudcomputingassociation.org/ 

State Bar’s Ethics Counsel and Hotline – http://www.gabar.org/ethics/  

State Bar’s Law Practice Management Program - 

http://www.gabar.org/programs/law_practice_management/ 
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Books and Articles 

Information Security and Privacy: A Practical Guide for Global Executives, 

Lawyers and Technologists 

Kickin’ Around in the Cloud: Lawyers and Cloud Computing 101 – Natalie Kelly, 

State Bar of Georgia’s Law Practice Management Program  (available from Law 

Practice Management Program) 

Lawyer's Guide to Marketing on the Internet, 3rd Edition 

Marketing Legal Services On the Internet 

Navigating Recent Developments in Online Security and E-Privacy 

 Putting Your Practice In The Cloud: A Preflight Checklist – Jack Newton, Clio 

(available from Law Practice Management Program)   

Social Media for Lawyers: The Next Frontier 

Virtual Law Practice:  How to Deliver Legal Services Online   
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Software:  Case Management and Billing Programs 
(Provided by the State Bar of Georgia’s Law Practice Management Program) 

 
Caveats for purchasing law office software: 
 
 Law office software is getting better every day, but there are still some products that are 

“behind the curve” compared to what is available for the general business market.   Make 
sure you ask about available features, platform compatibility, network compatibility, 
support, and upgrade costs. 

 
 Don’t assume that the most expensive product is the best.  The price may dictated by the 

size of the market and the size of the company making the product.  Look at features, 
compatibility, support, and product history, and go with what looks best. 

 
 Don’t buy something because the firm next door uses it, unless the firm next door is exactly 

the same size, does exactly the same kind of legal work, has exactly the same case load and 
staff size, and has the same proficiency with computers that you have -- not to mention the 
same budget. 

 
 Take a good, hard look at the final effect on your productivity the program will have, and 

not just at the purchase price.  If a $2,000 package keeps you from having to hire a $25,000 
assistant, it’s most likely a great deal.  This is especially true for specialty practice assistance 
software such as real estate closing, bankruptcy management, and collections management 
packages. 

 
Prices given below are approximate for single-user licenses; multiple licensing costs will usually 
be much different than just multiplying the single cost by how many licenses you need.  You 
should visit the respective websites or contact the companies directly for current pricing.   
 
(Don’t forget the Law Practice Management Program offers discounts for software programs on 
which their staff is certified.  You can contact the program for more information.) 
 
Time and Billing Software 
 
AbacusLaw Gold ($1497 & up) 800-726-3339   www.abacuslaw.com 
Amicus Accounting ($399 & up) 800-472-2289 www.amicusattorney.com  
TABS3 ($295 & up) 402-419-2210  www.tabs3.com 
Timeslips ($499.99 & up) 800-285-0999  www.sagetimeslips.com  
 
 
Accounting/Integrated Accounting Software 
 
AbacusLaw Gold ($1497 & up)  800-726-3339    www.abacuslaw.com 

http://www.abacuslaw.com/
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Amicus Accounting ($399 & up) 800-472-2289          www.amicusattorney.com 
EasySoft TimeBill & Trust ($696 & up) 800-472-2289   www.easysoft-usa.com  
Lexis Nexis PCLaw ($950 & up) 800-227-4908           www.pclaw.com 
TABS3 General Ledger - add-on to TABS3 billing software ($175) 402-419-2210   
www.tabs3.com 
  
Calendaring/Case Management/PIMs 
 
AbacusLaw Classic ($997 & up) 800-726-3339    www.abacuslaw.com 
Amicus Attorney ($499 & up) 800-472-2289   www.amicusattorney.com 
Outlook (part of Microsoft Office) www.office.microsoft.com 
PracticeMaster ($150 & up) 402-419-2210    www.practicemaster.com 
Time Matters ($950 & up) 800-328-2898 www.timematters.com 
 
Web-based (Cloud) Systems 
 
Practice Management 
Clio ($49/mo/attorney and $25/mo/support staff) 888-858-2546  www.goclio.com  
Credenza/Credenza Pro (basic version – FREE; Pro version $24.95 /user/mo) e-mail contact 
sales@credenzafsoft.com        www.credenzasoft.com  
Lexis Nexis Firm Manager ($44.95/user/mo & up) www.myfirmmanager.com  
MyCase ($39/mo/attorney and $29/mo/paralegal and support staff) 800-571-8062 
www.mycaseinc.com  
Rocket Matter ($59.99/mo/user & up) 888-432-1529  www.rocketmatter.com  
 
Billing 
Bill4Time ($19.99/mo & up) 877-284-6182   www.bill4time.com 
FreshBooks ($19.95/mo & up) 866-303-6061   www.freshbooks.com  
Time59 ($49.95/year) 312-957-4711 www.time59.com  
TimeSolv Legal ($14.95/user/mo & up) 877-438-3572   www.timesolv.com  
 
Most bang for the buck: 
 
The following is a highly opinionated listing of the best legal software bargains for the sole 
practitioner.  All of the following programs sell for $950 or under.  
 
Amicus Attorney -- The individual user version is priced at $499. Parent company, Gavel and 
Gown, also provides Credenza which works with Microsoft Outlook for $9.95 per month and up. 
 
Outlook -- Not an ideal case management program due to serious limitations on ability to relate 
material to individual cases and to manage group calendars, but hey, if you’ve got a version of 
Office that it comes with, it’s free. 
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PracticeMaster and Tabs3 -- Sister programs that were some of the first to be integrated under 
one vendor.  
 
PCLaw -- $950 for fully integrated law office accounting (billing, trust accounting, general 
ledger).  
 
Time Matters -- At $950 for the single user version, a great deal of power for the money in this 
calendar/case management/PIM package. 
 
**** 
 
This listing is by no means exhaustive.  If you have questions or need additional assistance with 
selecting appropriate software for your firm, be sure to reach out to the Law Practice 
Management Program at 404-527-8772. 
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available for lawyers’ software toolbox well 
over a decade. The software has matured 

over the years and a whole new set of 
cutting edge practice management 
applications are available. Practice 

management software helps lawyers and 
law firms share and organize information, 

reduce paper, avoid risk and even add 
direct, secure client communication. With 

features like time capture, invoicing, 
conflict checks, rules-based calendaring, 

document management and assembly, and 
much more, law firms find that the right 

practice management tool allows for better 
client service. Come find out available 

options, how to be an educated consumer, 
and how to get the most return on your 

investment. 
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Introduction 
Practice management software provides attorneys with a convenient method of effectively 
managing client and case information, including contacts, calendaring, documents, and other 
specifics by facilitating automation in law practices. It can be used to share information with 
other attorneys in the firm and will help prevent having to enter duplicate data in conjunction 
with billing programs and data processors. Many programs link with smartphones so that 
calendars and schedules are always handy. Some case management packages are Web-based, 
with more on the way, allowing anytime access to all features.  

Practice management programs vary in their compatibility by firm size and features. Firm size 
ranges from solo practitioners to small, medium, and large law firms. Some programs may not 
be suitable for larger firms, but may contain features that effectively service a solo or small firm. 
When selecting a case management program, determine your needs first. Pick a program that 
enhances your practice seamlessly and effortlessly, which is not necessarily a program with 
every available function to implement. If you need assistance in assessing the needs of your 
firm, consider a consultant. Consultants can be found by referral, on e-mail lists, in the yellow 
pages, or on-line.  

Features and Functions of Practice Management Software Include:  
 

• Matter Management  

Information on all of your cases and matters is accessible through a centralized database; 
Manages to-do lists; Fast & flexible searching; Conflicts interest checking; Checks statute of 
limitations  

• Time Tracking  

Records billable time on an hourly, contingent, transactional, or user defined fee individually or 
firm-wide; Links to time, billing, and accounting programs 

• Document Assembly  

Drafts documents; Links to word processing programs 

• Contact Management  

Tracks, logs, and stores details about phone calls. e-mails, and other correspondence; Callback 
reminders  

• Calendaring & Docketing  

Allows staff to view tasks, deadlines, appointments, and meetings by day, week, month, or year; 
Calculates calendar dates; Schedules appointments and meetings 
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• Time & Billing  

Tracks billable time; Generates client invoices; Links to time tracking and accounting programs; 
Creates reports for individual billing attorneys 

 

Checklist for Purchasing Software 

1. Conduct a self-assessment  

• What is your work style and ethic?  

• What are your primary practice areas?  

• Consider your current use and ownership of technology.  

• What are your future plans for your practice and technology?  

• The amount of time spent in the office and on the road  

• How many support staff do you have?  

• What is your experience/comfort level with technology?  

• What are your absolute necessities?  

• Determine your budget 

2. Research  

• Find out about vendors and software - the different options/solutions for your particular 
issue  

• Read law office technology books and periodicals  

• Join technology-oriented discussion lists 

• Read discussion list archives 

• Ask your colleagues 

3. Try it  

• Download or request a demonstration/trial version of the software.  

• Try the software on your desktop or network computers.  

• Ask for on-line demonstrations of the software.  
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• If you have staff, have the staff try the software. 

4. Evaluate it  

• Compare your list of absolute necessities with the features the software offers  

• Did the software meet your expectations?  

• Did you feel comfortable with the "look" and "feel" of the software?  

• Will the software help you get your work done faster?  

• Is the price of the software within your budget?  

• Is the software designed for the type of work you do?  

• What does the staff think of the software?  

• Does the software fit into your future goals? 

5. Buy it  

• Determine how many licenses you will need.  

• Determine what is included in the price of the software.  

• Determine whether you need a maintenance and support contract.  

• Determine amount of training you and your staff will need. 

6. Implement it  

• Communicate to the staff when and by whom the software will be implemented  

• Arrange for training for yourself and your staff  

• Commit to using the new software  

• Be positive and patient with yourself and your staff while in the transition period 

7. Training  

• Include training for yourself and your staff.  

• Arrange for a company representative or a local consultant to come to your office.  

• Set a training schedule and stick with it.  

• Get training on new versions of the software when you upgrade, if necessary.  



 

Created on July 17, 2012. The CBA, nor the author, recommends or endorses any products. Lawyers 
should perform due diligence before purchasing any product mentioned in these materials.                        4 

 

 

Resources 
 

Jared Correia, Practice Management Advisor for the Massachusetts Law Office Management 
Assistance Program, wrote Law Practice Management Software a Holistic Remedy for the 
website Attorney at Work.  This short insightful post is a really good place to start your research 
into practice management applications.  It contains links to reviews of many applications and 
other valuable resources to help you understand the potential of practice management 
applications. 

http://www.attorneyatwork.com/law-practice-management-software-a-holistic-
remedy/  

Susan L. Traylor, Practice Management Advisor from the State Bar of Arizona has written 
another excellent and very thorough resource to help you understand the power of practice 
management software applications.  Identifying the Best Practice Management Software  also 
contains an excellent listing of applications, sorted by primary purpose, which includes 
descriptions and pricing.  This article is a must read for anyone just starting their exploration of 
practice management software. 

http://www.azattorneymag-digital.com/azattorneymag/201110/?pg=27#pg27 

 

http://www.masslomap.org/
http://www.masslomap.org/
http://www.attorneyatwork.com/law-practice-management-software-a-holistic-remedy/
http://www.attorneyatwork.com/
http://www.attorneyatwork.com/law-practice-management-software-a-holistic-remedy/
http://www.attorneyatwork.com/law-practice-management-software-a-holistic-remedy/
http://www.azbar.org/
http://www.azattorneymag-digital.com/azattorneymag/201110/?pg=27#pg27
http://www.azattorneymag-digital.com/azattorneymag/201110/?pg=27#pg27
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Until recently, Litigation Support software was really for the larger firms or for those small firms with 
high profile litigation cases.  That is no longer the case.  Information will be presented on why to 
consider Litigation Support software, which products may be useful for solo and small firm practitioners, 
and some alternatives to the software products.  

Introduction 
To grossly over simplify the litigation process you could say that information pertaining to a case must 
be captured, organized, sorted, arranged and displayed.  Because over 90% of data is generated 
electronically lawyers must use tools that not only help sort and manipulate that data, but also search 
and display it.  There are many, many technology tools for litigators to use in their arsenal to make a 
case out of the information and present it logically.  The categories and products listed below are by no 
means exhaustive, but do provide an overview from the all-in-one type products to the build-it-yourself 
method.  

Litigation Support  
Most litigation support software provides a searchable database to host documents and analytical 
information related to a litigation matter.  They generally provide a way to import, view, search, sort, 
filter, tag, code, redact, export and produce the documents.  For solo and small firms who are dealing 
with a larger data set than they have previously - due to the proliferation of documents and information 
generated by the use of technology - their ways of dealing with discovery data may no longer work.  
There are tools that do myriad things, often with complex and confusing pricing base on multiple factors 
including complexity of the data input, number of custodians, volume of data, and others.  Some 
vendors will readily admit that their products are not designed for smaller (less than a terabyte) file 
loads, or are not meant to be run as a single license product.  Below are some of the products that may 
be useful for cases that have a more discreet amount of data, with few end users.  

Verdical 

A single user license to Verdical, including a year’s worth of support and maintenance is $1043 
with SQL Express bundled as part of the download. Verdical describes itself as “cradle to the 
grave” for case management, and while it does not provide trial presentation functionality it 
does take load files and organize the documents, as well as transcripts and multimedia, and 
allows you to organize, annotate, stamp, redact and search the documents.   

Concordance  

Concordance, a LexisNexis product, has been around for many years.  A “mobile” (web) user 
pays $1815 for the first year, or you can buy multiple years access at a discount, but it is a 
subscription model. For a 2 concurrent user network version the cost is $2,495 with a multi-year 
tiered pricing plan as well. Concordance features a robust search capability, as well as the 
“standard” features of any litigation support software.  

 

http://www.verdical.com/software/
http://law.lexisnexis.com/concordance
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ImageDepot 

A relative newcomer, ImageDepot’s website description is intriguing: “ Powerful yet easy-to-use 
electronic document review software and first pass online document review tools offered on-
demand in the SaaS delivery model.”  Software as a Service provides access to software tools 
without having to download, install, maintain or resolve traditional software. The fee model is 
pay a per page (or per gigabyte) for data processing and load fee and then a monthly hosting 
fee.    

Lexbe  

Lexbe.com, another newcomer, is also a software as a service model.  Lexbe provided shared 
online storage of documents, with heavy duty search capability, case analysis, deposition and 
transcript repository and analysis tools, production tools to tag documents as privileged, Bates 
numbering and more. Lexbe pricing starts with a base plan for 2 users, with 1GB storage for $99 
per month with $15 for each additional GB storage.  

Summation iBlaze  

 CT Summation’s iBlaze provide transcription management, searching, plus the ability to track, 
store and organize all case materials, annotate, Bates stamp, OCR, image viewer, redaction and 
segregate documents for production and share materials safely with experts, co-counsel and 
opposing counsel. It is one in a family of products for litigators.  Pricing for a single license is 
$2495 with $499 for maintenance and unlimited support for a year.  

 

Ebriefs (and More) with Adobe Acrobat Professional 
Adobe Acrobat X Professional retails at $449 or the upgrade from version 6 (standard or pro) is $199. 
This program can do many, many things that will assist a litigator with preparing for trial, organizing 
documents, and even displaying documents at trial. Adobe has an assigned legal product specialist, Rick 
Borstein, who has a great blog, as well as free “how to” videos that can really help make solid use of this 
tool. For instance, Rick recently blogged about a set of two line dynamic exhibit stamps he created.  
Below are some of the functions and features that the Acrobat 9.0 Professional tool does to create 
ebriefs, as well as processing documents through redaction, Bates numbering, scanning and optical 
character recognition.  

Combining Files and PDF Portfolios  

There are many advantages to saving multiple files to a single PDF document or a PDF portfolio. One 
example is the creation of ebriefs or any other deliverable that would benefit from conversion to a 
single file, rather than multiple files. Rather than sending multiple emails with multiple attachments, 
printing out the documents and binding them, or burning individual documents to a CD or DVD, 
attorneys can now save all the files to a single PDF or in a PDF portfolio. These resulting files provide all 

http://www.imagedepot.com/
http://www.abanet.org/tech/ltrc/fyidocs/saas.html
http://www.lexbe.com/
http://www.summation.com/Solutions/iBlaze/default.aspx
http://blogs.adobe.com/acrolaw/
http://acrolaw.host.adobe.com/
http://blogs.adobe.com/acrolaw/2009/09/try_these_two-line_dynamic_exhib.html
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the features and functions of a PDF document – platform independent, searchable, links, bookmarks, 
comments, etc.   

Creating a PDF from Multiple Files   

To create a single PDF file, Acrobat 7.0 and above has the “combine files” option. Simply choose multiple 
files, place in the order that you prefer and convert. You may choose to combine files of many file types, 
from .TIFF to .PDF to .DOC to .XLS, then sort, delete, and add documents. Users can choose to add only 
certain pages of certain documents, from within the combine files menu. Finally, with a single click 
Acrobat will convert them all and place them in the order specified. Users can then insert links and 
bookmarks, add headers and footers, and other options to create an extremely user-friendly document 
that is easy to share.    

Creating PDF Portfolios  

The process to create a PDF portfolio is primarily the same as creating a single PDF from multiple files. 
The benefits of the PDF portfolio lies in the fact that the portfolio, which is appears as a single file with 
the extension “.PDF”, is actually an envelope or container that can hold PDFs and other types of 
documents. The portfolio offers several views, including a spreadsheet-like view which may be sorted 
and customized, or a Flash based view that highlights individual documents. Users can choose to create 
full-text indexes of portfolios, for optimal searching. The PDF portfolio can also be easily disassembled, 
removing and adding documents very easily. Another benefit of the portfolio format is that individual 
documents within the portfolio retain their security status. If a document within the portfolio has a 
security setting, such as password protection or copying disabled, that security setting is maintained 
within the portfolio. The portfolio also allows for automatic generation of a cover sheet as well as 
inserting a firm logo and other information, either using the first document in the portfolio or creating 
one within Adobe.  

Redaction  

When documents must be produced but contain information that cannot or should not be made public 
or seen by the opposing party, that information must be redacted. Personal identifiers in “protected 
health information,” account and Social Security numbers, financial information and the like all must be 
protected from disclosure in various circumstances. Horror stories abound and embarrassing examples 
of unsuccessful efforts to redact sensitive information in electronic files can readily be found through 
Internet searches. We can assume that you do not wish to add to those stories and examples. With 
paper documents, sensitive information was redacted with overlay tapes or more commonly using a 
felt-tip marker. When the documents to be produced are PDF files, sensitive information can be 
removed using the Redaction Tool in Acrobat 9.  The Redaction function in Acrobat 9 permits the 
marking and removal of both text and any portion of image-only PDF files. When working with image-
on-text files, words, phrases or any string of characters can be searched for and automatically marked 
for redaction. The redaction process, generally speaking, involves two steps: 1) information within a 
document is “marked” for redaction; and, 2) the redaction is applied. In Acrobat 9, the redaction process 
can be initiated in several ways. One method involves selecting the Advanced menu and choosing 
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Redaction. The preferred method would be to display the Redaction Toolbar. This can be done by 
selecting the Advanced menu, then Redaction, and highlighting Show Redaction Tool Bar. The Redaction 
Toolbar can also be displayed from the View menu by selecting Toolbars and Redaction.    

To manually mark areas of a PDF file for redaction, click on the Mark for Redaction tool on the Redaction 
Toolbar or from the Advanced menu, after selecting Redaction. Notice that the Redaction tool is 
“smart.” It appears as a cross-hair when over an image-only area, and looks something like a book (an 
icon meant to represent text) when over a text area. With the Redaction Tool active, move through the 
PDF file selecting text or areas of the image to mark them for redaction. To select text, place the 
redaction tool at the beginning of the text to be marked, left-click and hold down the left mouse button 
while dragging the tool across the text to be marked. For finer control when selecting text you may want 
to click just in front of the text to be selected then use the up-down and left-right arrow keys to exactly 
position the cursor. Once in the desired location, with the Mark for Redaction Tool active, you can select 
text by holding down the Shift key and moving the cursor via the up-down and left-right arrow keys. You 
can hold down the Shift and Control keys together to select whole words (or any character strings that 
are separated by one or more spaces).   If the area to be marked is image-only, place the Redaction Tool 
cross-hair up and to the left of the area to be selected, then hold down the left mouse button and drag 
down and to the right. Alternatively, you can place the cross-hair down and to the right of the area to be 
marked, hold down the left mouse button and drag up and to the left.  When working with image-on-
text PDF files, words, numbers and phrases can be searched for, found and marked for redaction. Search 
and mark for redaction will NOT work on image-only PDF files. Keep in mind that image-on-text files 
created by OCR may (will) contain some recognition errors, which means that searches may hit false 
results or more likely, miss intended targets. To search and mark for redaction click on the Search and 
Redact button on the Redaction toolbar. Click Okay to dispose of the warning and a Search box appears. 
You can search within the current PDF file or all PDF files within a specified folder. By default, the search 
window displays the MyDocuments folder. The drop-down menu allows you to select local or network 
drives or, at the bottom of the list you can select Browse for Location. Selecting Browse for Location 
produces a Browse for Folder window from which you can navigate to and select an appropriate folder 
containing the PDF files to be searched and marked for redaction. After selecting whether to search the 
currently open file or PDF files contained in a specific folder, type the word or phrase that you want to 
search for then click the Search and Redact button. When the search finishes the results will be 
displayed in the search window. At this point, Acrobat has found the search term in the current file or all 
of the PDF files in the specified folder but nothing has been marked for redaction. To mark all of the 
found word or phrase results, click the Check All button (or, you can manually check each box in the 
search results list). After you have checked some or all of the search results the Marked Checked Results 
for Redaction button becomes active; click that button to mark for redaction the selected results. All 
checked instances of the search results will be marked for redaction. Up to this point you have only 
marked items for redaction; redaction has not been applied.  Before applying redaction you may want to 
visit the Redaction Tool Properties. Acrobat allows you to select the redacted area fill color and add a 
text overlay. If you check the Use Overlay Text box then you have the option to specify text properties 
(font, size, color, alignment, etc.). There are also code sets that can be applied that specify sections of 
the federal Freedom of Information Act or the Federal Privacy Act. After all areas within a document 
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have been marked for redaction the document can be saved and closed. This is not a required step but 
may be appropriate if say one person marks the file for redaction while another approves and applies 
the redaction. For example, a paralegal may review  and mark files for redaction, save them, then pass 
the files along to an attorney in the office who will approve and apply the redactions. If you save the PDF 
file before applying redaction a text box will appear warning that the document contains redaction 
marks that have not yet been applied. To apply the redactions click on the Apply Redactions button on 
the Redaction Toolbar or from the Advanced menu select Redaction then Apply Redactions. At this point 
a very important, but far from foolproof, message appears. The warning message suggests that you will 
be prompted at the next save to use a new file name but the prompt does not warn you that failure to 
do so will result in the total and final loss of all redacted information. After redaction marks have been 
applied and the file saved THE REDACTED INFORMATION CANNOT BE RETRIEVED! If you quickly hit 
Ctrl+S and click Yes to permit over-writing the existing file, whether you intended to or not you will have 
irrevocably removed all redacted information. USE WITH CAUTION. A good practice would be to create 
copies of files to be redacted and save them with a new name or in a different folder before beginning 
the redaction process. When you are sure that you are ready to apply redaction click OK in the warning 
and the specified redaction will be applied to all marked areas or search terms, and information 
removed from, in the file or files. When redaction has been applied a text box appears telling you that 
redactions have been successfully applied and asking whether you want to examine the document for 
additional information; clicking Yes examines the document, clicking No proceeds with application of the 
redaction. Remember, after redaction has been applied and the file saved THE REDACTED 
INFORMATION CANNOT BE RETRIEVED!   

Bates Numbering  

Acrobat 9 does “Bates numbering.” But, what is Bates numbering and why would a lawyer need it? Let’s 
start with the “Bates” part. Bates is a registered trade mark of General Binding Corporation. Like 
Kleenex™ or Xerox™. Bates numbering refers generically to applying sequential numbers or alpha-
numerical markings to documents so that each page may be uniquely identified. The “Bates” in Bates 
numbering, refers to the handheld stamping machines that are (or were) used to apply sequential 
numbers or alphanumerical markings that were made by the Bates Numbering Machine Company. Bates 
numbering or stamping is used in the legal and business fields to sequentially number images or 
documents as they are processed, for example, marking documents during the discovery stage of 
preparations for trial or identifying business receipts. Manual Bates stamping used a self inking stamp 
that incremented a sequential number each time it was pressed down on a document. The usual process 
used in legal firms is as follows: 1) Get a bunch of documents from the client, a witness, or the other 
side; 2) Make a clean copy of the documents 3) Bates stamp the documents; 4) Make copies of the Bates 
stamped documents as needed (e.g., for production to other parties to the litigation). As you might 
expect, the use of mechanical stamping machines to mark documents has gone the way of the buggy-
whip. An intermediate replacement for the mechanical stamp was the use of a macro, in a word 
processing application (e.g., WordPerfect or Microsoft Word), to create sequentially numbered labels 
(typically using small, clear, return-address labels because they come 90 per sheet). The labels were 
then painstakingly applied, one page at a time, to the collected documents. With the advent of scanners, 
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litigation documents today are typically scanned to an image file format, most frequently PDF. Once 
paper pages have been  converted to digital pages, the application of Bates numbers can be 
accomplished more efficiently and without errors.   The Bates numbering in Acrobat 9 is a function of 
Header and Footers but is found on the Advanced Menu, by selecting Document Processing, then Bates 
Numbering. Once Add has been selected a dialog box allow selection of one or more files, including all 
open files. If multiple files are selected they should be arranged in the desired order before moving on 
so that the Bates numbers are applied in desired order. After the file or files have been selected click 
Next and an Add Header Footer dialog box appears. Here you select the location: left, center or right; 
and, header or footer. At this point, before inserting the Bates Number code into the desired location 
box, make your choice for the font, size and color for the Bates numbers. Using a color other than black 
makes the numbers stand out when reviewed on screen or if the documents are printed in color (if 
printed with a black-and-white printer, the color will translate to black). Click in the desired location box 
(Left Header, Center Header, Right Header; Left Footer, Center Footer, Right Footer) then click on the 
Insert Bates Number… button. When you click on the Insert Bates Number…button, a small dialog box 
opens, offering Bates Numbering Options. Here, select the number of digits, the starting number, and 
specify any prefix and, or, suffix. When the options have been selected press OK. The information (code) 
for the selected Bates numbering options appears in the location field on the Add Header Footer dialog 
box with a preview of the first page. Clicking OK produces a message box informing you that Bates 
numbering has been successfully applied to the selected PDF files.   

If you have been using Bates numbers before moving to digital files, you know the reasoning and 
importance that underlies this practice. If you are new to Bates numbering understanding why this 
represents a best practice will lead to considerations of how you number documents. Whether 
documents are produced or obtained through disclosure, discovery or subpoena, it becomes important 
to have a record of precisely who produced what to whom. When the documents bear unique 
sequential numbers or alpha-numerical markings questions about whether they were or were not 
produced can be avoided. For example, when 1,000 pages are Bates numbered and produced there can 
be no dispute about whether a particular page or set of pages was included. When an opposing party 
produces or discloses documents that are not Bates numbered, consider marking them and then serving 
a request that the party admit that the Bates numbered copies are all of the documents that they 
produced or disclosed. As you know or might imagine, litigation documents can come from a wide 
variety of sources. Given the potential for a wide variety of sources, you should take time to consider 
the importance of the alpha-portion of the Bates number.  

Documents produced by a party can be alpha-labeled with letters that identify the party. Likewise, those 
from non-party witnesses and experts can be alpha-marked to correspond the source. When you start 
using Acrobat to apply Bates numbers to digital documents the hassles and errors associated with 
mechanical stamps and labels are avoided. No pages are skipped, no number used twice. You will have 
better control over the documents associated with any litigated matter. Better document control means 
better information management, and managing information is what litigation is all about.  
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Case Notebooks 
Trial preparation involves compiling information, organizing it and getting back to it. There a number of 
tools available to help pull together information culled from the web, documents, images, video and 
audio files and more and allow you to arrange it – and search it – with ease.  

Microsoft OneNote  
Microsoft Office OneNote ($99) is a piece of software that allows you to capture any digitized 
information and organize it into notebooks. Originally designed with Tablet PCs in mind, 
Microsoft OneNote offers many benefits to desktop and laptop users alike. While OneNote will 
run as a standalone application, it was designed to complement Office and integrate seamlessly 
with its components.  Microsoft OneNote works powerfully with Microsoft PowerPoint, allowing 
you to import PowerPoint slides into OneNote to make relevant notes. With group permission, 
you can also record the presentation and OneNote will automatically put markers within your 
notes that determines where to start the audio (or video) when you click a marker.  Bruce Olsen, 
a trial attorney and legal technologist, recently wrote about how he uses OneNote in “The Trial 
Lawyer’s Electronic Notebook” which provides specific how-to’s and screenshots.  
Evernote  
EverNote is very similar to MS OneNote. It is free, until you reach 40MB in a given month. Then 
you go to $5 per month/$45 a year to get 500MB per month uploads. It has the advantage of 
having a web component that syncs to a desktop application, allowing you to capture content 
anywhere you are via a web browser.  It also works well with mobile devices, and has a Mac 
version. All that said, it lacks the tight integration with the MS Office suite and it does have a 
500MB per month upload cap.   

Case Analysis 
West Case Notebook 
Similar to the venerable CaseMap, West Case notebook allows attorneys to organize 
documents, pleadings, legal research from Westlaw, and information about people or 
organizations related to the case. It allows you to get realtime feeds of depositions or court 
transcripts, annotate documents, search, analyze, and group documents and information. It 
integrates with West Case Timeline.   
 
LexisNexis CaseMap 
CaseMap allows litigators to manage the facts and players of a case. It has tight integration with 
other litigation support tools from LexisNexis like Concordance, Courtlink and Applied Discovery. 
CaseMap allows for emailed intake forms to save data entry,  automatic Bates stamping,  and 
automatic upload of email with field parsing, amongst many other features.  It integrates with 
TimeMap to automatically generate timelines.  
 

Timelines 
LexisNexis TimeMap 

http://office.microsoft.com/en-us/onenote/default.aspx
http://blogs.msdn.com/michael_oldenburg/archive/2009/10/07/9903818.aspx
http://blogs.msdn.com/michael_oldenburg/archive/2009/10/07/9903818.aspx
http://www.evernote.com/
http://west.thomson.com/products/services/case-notebook/default.aspx
http://law.lexisnexis.com/casemap
http://law.lexisnexis.com/TimeMap
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This product stands alone or integrates with LexisNexis CaseMap. It allows you to create a 
timeline visual that can include pictures and links to important documents.  It also allows easy 
importing from CourtLink®, Microsoft® Excel® and dozens of other programs, as well as send-to-
PowerPoint options that allow you to quickly develop slide shows with separate slides for each 
fact in the timeline.  
 
 
 
West Case Timeline  
This West product stands alone or integrates with West Case Notebook and other products.  
Generates timelines and lets you connect notes, files, and sources to specific events. It 
integrates with PowerPoint to easily display timelines, or has its own display feature and has 
flexible print views.  

 SmartDraw  
SmartDraw ($197) is a timeline tool that makes creating complex timelines a snap.  The legal 
edition has now been integrated into the standard edition, with hundreds of legal specific 
templates. For instance, you can create a visual crime scene or accident reconstruction timeline 
using templates generated and submitted by other users. The tool is simple to use and effective 
for what it does. See a review from Nerino Petro’s Product Watch column in Law Practice 
Magazine. 
inData TimelineXpress 
Part of the inData product line, which includes Trial Director, this timeline generation software 
costs $149 for a single license and allows you go to generate a timeline that links events to 
documents and exhibits, as well as photos, audio and video.  The timelines can be shared, 
exported or printed easily. 

Mindmaps 
Those who need to brainstorm on lawsuits are turning to online “mindmap” tools that provide a visual 
representation of the ideas generated in a brainstorming session. Some of the more popular, free 
mindmap tools are Mindmeister, Mindomo and Bubbl.us.  More robust fee-based versions include the 
industry leader Mindjet’s MindManager ($349) and the above mentioned SmartDraw.  

Search tools 
Desktop search tools are an invaluable contribution to your technology arsenal. The software comes in 
free and fee-based flavors, and can search the harddrive of a single PC, Outlook email, external drives 
and/or network shared folders depending on which product you obtain. Well known search tools, such 
as the Google desktop search, may have privacy concerns and law firm installations could imperil 
confidential information if the software is setup to search all folders with no access rights built in. For 
litigators look for search products that search a wide variety of file types, provide a viewer so that the 
document doesn’t need to be opened in its native format, and look for bells and whistles like contextual 
search functions.  In ediscovery the Sedona Conference is creating standards for search due to some 

http://west.thomson.com/products/services/case-timeline/default.aspx
http://www.smartdraw.com/
http://www.abanet.org/lpm/magazine/articles/v35/is6/pg21.shtml
http://www.indatacorp.com/Products/Trial/timeLineXpress.aspx
http://www.mindmeister.com/
http://www.mindomo.com/
http://bubbl.us/
http://www.mindjet.com/
http://www.thesedonaconference.org/
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criticism regarding lawyer’s ability to search.  For a matrix of different available search tools the Goebel 
Group has put together a comparison chart. 

Copernic Desktop Search Pro 
At $50 for a single license, Copernic indexes over 150 types of files.  Advanced search options 
and Boolean search are available, as well as corrective suggestions (did you mean…?).  You can 
save searches, and export search results.  
X1 Pro Client  
 X1 Professional Client ($50) enables you to search more than 400 file types and  preview it in its 
native format. It provides advanced phrase, Boolean, range, and proximity searching.  It lets you 
customize what you index – files, email, network folders, external media – and when it gets 
indexed.  

Capturing Web/Social Media Content 
Iterasi 
 You may have heard of the “Wayback Machine” aka The Internet Archive, which records pages 
of certain webpages and archives them. The problem with this site is that it is inconsistent as to 
which sites it archives, and for how long. For lawyers who want to take control of monitoring 
and storing webpage content, enter Iterasi. This tool bills itself as a corporate compliance, 
litigation protection, compliance, and brand heritage tool. It is not free, but for lawyers and 
companies who need this type of service, it can be invaluable.  It is a web archiving tool that will 
“scrape” the screens of even complex websites, as well as capturing RSS feeds, topics discussed 
in social networks, and any website the user happens to visit. The company provides several 
discrete products, one web archiving tool, a social media monitoring application, and a “notary” 
tool to archive individual pages on the fly. 
 
NextPoint’s Preservation Cloud 
Similar to Iterasi, Preservation Cloud crawls and archives specific web properties – blogs, social 
media sites, webpages. You can tag, export, and search the data collected. Like Iterasi, this is a 
“cloud” tool, so the data is stored on external servers, which does introduce some risk in using 
the service, while making it easy to sign up and get going as there is no installation or 
configuration. 

 

 

 

 

 

 

http://lawprofessors.typepad.com/tech_law_prof/e-discovery/
http://www.goebelgroup.com/desktopmatrix.htm
http://www.copernic.com/en/products/desktop-search/professional/index.html
http://www.x1.com/products/xds.html
http://www.iterasi.com/
http://www.nextpoint.com/preservation.html
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Technology at Trial 

For trial lawyers, the effective use of technology can mean the difference between a win or a loss 

in the courtroom.  In order to “make” their cases, lawyers turn to technology to effectively 

demonstrate ideas and evidence, and to make the dissemination of information easier.  This 

review of the latest trial technology tools ranges from  basic to cutting-edge and  includes 

specific information on Fastcase for free legal research in Georgia. 

Before going through the specific trial tools and Fastcase, here is a basic list of tips for using 

technology in trials. 

General Tips for Using Technology in Trial 

 

1. Check courtroom and technology setup early; and keep an updated list of courtrooms 

and their technology status, when used frequently by the firm. 

2. Use common sense and calculated steps to determine whether or not to use technology, 

and whether or not to go low-tech or high-tech in certain courtrooms. 

3. Just because the test run ran in your environment, does not mean it will work every time 

in real time at the courthouse.  You must prepare for as many eventualities as you can 

imagine. 

4. Do live tests run several times before making your presentation, if at all possible. 

5. Enlist help as you need from advanced litigation support personnel and consulting 

companies.  Be sure to check references and keep control of any projects placed with 

them. 

6. Invoke security features and functionality on any devices used for trial to make sure data 

is protected. As an aside, make sure that everyone on the litigation team can access any 

secured device or information as needed.   



7.  Be sure to have complete data backup solutions in place for each and every device, and 

do test restores from the backup mechanisms by making an extra copy of something, 

deleting what would be the main/original file, and then restore the copy from the 

backup. 

8. Remember technology is a tool used to help others gain a better understanding of 

information being presented.  If you use too many tools, or the wrong tools, you will 

likely have not done a good job in getting others to “see”, and cause more damage to your 

case than help. 

9. Be prepared no matter what.  You should be able to present your case with or without the 

use of technology.  When you have accomplished this, you are truly prepared. 

 

Cellphones/Smart Phones 

As the natural descendant to the phone, the much-advanced smart phone has taken on a very 

prominent role in the modern courtroom.  Adding contacts, calendaring and other functionality, 

the smart phone can work as a mini-repository of information that might be needed for the 

more administrative functions in court.  Also, because of their potential to be distractive and 

disruptive (when not set to quiet vibrate or silent modes), these units are sometimes not allowed 

in many judges’ courtrooms.  Be judicious (no pun intended) when taking your cell or smart 

phone to court. 

Smartp hone Selection/Functionality/Tips 

When searching for a smart phone device, be sure to look for service plans and phone 

functionality to meet your everyday work needs.  Factors generally include platforms consistent 

with your work computers and networks; ability to integrate with network applications, mainly 

those that transfer contact, calendar and other work data information; data and call plans that 



encompass the range and areas where the device will be used; and also monthly cost.    The 

website, www.phonedog.com,  provides a great overview of plans, phone functionality and the 

latest deals on wireless service plans and devices.  You should also check with your current 

carrier for upgrades and other smart phone devices and options. 

In the courtroom, where phones are allowed, make use of the new mobile functionality of web 

(cloud-based) practice managers and instant access to legal research.  Not to mention the ability 

(if allowed) to text, tweet, blog or otherwise communicate from the courtroom. Check out the 

award-winning iPhone app for Fastcase for free research and see other trial apps below. 

Tablet Computers  

The iPad and its competitors, (Xoom, Galaxy, etc.) are the newest mobile units that have found 

their way into the courtroom.  While not as heavy as a laptop computer, the tablet units are very 

portable and require less “fiddling” for set up and the like.  Their lightweight and portability is 

due to the limited number of access points on the physical body of the units.  There are very few, 

if any, USB connecting ports; and often there has to be a connector cord or cable for 

transmitting the unit’s display from the tablet onto another screen (projector/monitor) in the 

courtroom.  Be sure to test any tablet presentation set up carefully, as some horror stories have 

already surfaced concerning the use of tablets for presentations.  On the other hand, the sheer 

portability and ease of use of tablets has made them one of the more popular technology devices 

for trial work. 

Apps  

Whether loaded on a smart or tablet computer, apps have become extensions to the basic 

devices and provide access to several useful tools while practicing in the courtroom.  Recently 

some apps have been tried and tested in the courtroom in a very basic form. In fact, some 

comprehensive apps have been built specifically for the purpose of going to trial.   

http://www.phonedog.com/


Examples of apps that are designed specifically for trial practice on the iPad are the $89.99, 

TrialPad, $9.99, Evidence, and $9.99, Exhibit A.  They allow users to present PDF 

evidence and zoom in and out of key parts of PDFs, set libraries or folders of key documents and 

more as shown in this screenshot from TrialPad.   

 

 

 

 

 

 



Because these apps are not as heavy duty in their output as a trial consultant or program 

designed specifically for trial presentations might be, the jury is still out on their true 

applicability during trial. Typically, many litigators will shy away from unproven systems so as 

not to risk the outcome of their trials.  Caution with their use is truly needed. However, their 

popularity continues to grow among trial technologists.  

In addition to trial practice apps, some are available to help with Jury selection, and have been 

found more practical in trial use than the aforementioned trial practice apps.  Apps for iPad jury 

selection include:

Jury Duty



 

and iJuror. 

 



 

Likewise, apps that help serve as basic reference tools during trial are finding more practical 

usage.  Courtroom Objections, $2.99, iPhone/iPad; EvidPredicates, $2.99, 

iPhone/iPad; Black’s Law Dictionary, $49.95, iPhone/iPad; Bouvier’s Law 

Dictionary, $19.99, Blackberry; Fastcase, free, iPhone/iPad; DroidLaw, free (add-

ons available for cost), Android. The Federal Rules, $1.49, Android. 

Some interesting apps that might be found useful for litigators include: 

• BugPhone (Dictaphone,call recorder and bugging device – one party consent in 

Georgia?),$3.99, Windows. 

• i-Clickr (makes phone a PowerPoint remote clicker), $9.99,  and Presenter Virtual 

Remote, $2.99, Windows. 

• Presentation Timer, $1.99, Windows.  Blackberry Presenter (PowerPoint from the 

phone), free, Blackberry. Keynote Remote (Keynote from iPhone), .99, iPhone/iPad.  

• WebEx for iPad, free, iPad. 

• BizTrackIt (time tracker), $39.99 (free trial); nTime, $2.99; MyTimesheet, $9.99; 

TimeandExpense, $99.99 (free trial), TimeTracker, $8.99, TimeMe, $4.99, Blackberry. 

iTimesheet, $5.99, iPhone/iPad. 

• BlackTrack (automated phone use and e-mail activity log), free, Blackberry. 

• TransZilla Translator, free; Translate (Google Translate), free, Android. 

• Famous Quotes, free; Forgiveness Quotes, free, Android. 

• BlueStar EDD Toolkit, free, Android. 

Of course, this list is not exhaustive, and litigators can often find utility in apps that were not 

necessarily intended for non-business application.  You can research many more apps for smart 

phones at Apple – AppStore; Google – Android Market; RIM – BlackBerry App World; 



Microsoft – Windows Marketplace for Mobile; and Palm – Palm App Catalog.   Be sure to look at 

reviews and read comments about usage from other users to help guide you to useful apps. 

Transcribers 

Most court recording is done by the court transcriptionist, and the lawyer would not normally be 

saddled with the burden of doing the transcription of a trial.  However, for more mundane and 

quick needs for transcription on a personal level, lawyers can now turn to either a digital 

dictation device or an app or function of their smart phone.  Again, the larger transcription jobs 

are typically already a part of the trial process.  

When selecting any digital dictation equipment, it is wise to stick with the name brand units, 

and if shopping for an app, select those that have been proven, (look at any available comments 

on their shopping page) or that are tied to or a part of a larger offering, i.e. Dragon Naturally 

Speaking app for smart phones and the iPad. 

Laptops  

Laptops are very common in the courtroom.  Laptops are used to retrieve stored information, to 

power and run the less complex presentations, and in some cases to serve as the main 

technology tool in the courtroom.  Even the judges are sometimes using them during trials.   

Laptops are used to store and run litigation support software as well as platform applications for 

presentations.  Additionally, they can house practice management information like contact 

records, calendars and tasks lists, and serve as the unit that interfaces with the court's network.  

When selecting a laptop for use in trial, it may serve you well to have a back up unit or one that 

is used solely for trial.  The advantage of being able to house all of a case’s information on one 

unit lessens the interference of other information and programs on the system.  Most modern 

day, name brand units pack enough power to be sufficient for these purposes. 



A special note when using Mac machines versus PCs is that the connecting cable for VGA 

presentation over a projection unit, which is most common, can sometimes give mixed results, 

so make sure you test your system before presenting. 

Cameras/Projectors/Monitors 

Because much of the goal in trial is to get the judge and jury to “see” your point, the technology 

for making visual presentations during trial is critical.  Much of this technology, again due to the 

importance of the ability to have information “seen,” is found built into advanced courtrooms.   

Below is a view of the “world’s most technologically advanced trial and appellate courtroom” at William 

and Mary Law School by the Center for Legal and Court Technology. 

 

It is important to note the easy accessibility to cameras, projectors, and monitors, in this 

courtroom. 

While local courtrooms will not likely have the amount of technology presented here, lawyers 

should lean toward building (depending upon case needs/budget) this layout for the court where 

technology is available.  In other words, lawyers should make projection screens available for 



viewing, i.e. setting up a monitor where allowed, and having as many projections surfaces as 

possible strategically located during trial.   

On the personal level, a good digital camera or the images created via digital cameras can be 

displayed during trial to help with a case.  Again, all of this technology will be admitted at the 

discretion of the judge, but even having a way to “show” what you are talking about can mean 

the acceptance or rejection of your use of technology during trial.  A good digital camera is 

generally good to have for pre-trial purposes.  Check out units from major brand manufacturers.  

During trial, a document presentation camera, like the very popular ELMO units make accessing 

images easy as virtually the image of anything may be captured and projected onto screens.  

These projection systems are sometimes built into the courtroom’s advanced technology setup.  

Without the constant need for these systems, it is more likely to not have this readily available in 

the litigator’s toolbox.  Instead, the systems are usually available via the litigation support team 

or built into the courtroom as mentioned earlier.  Visit www.elmousa.com for the latest digital 

visual presenter units from this top-tier provider.  Also, check buyer’s guides and reviews at 

general tech information sites like www.zdnet.com, www.cdw.com, and www.cnet.com.  

Litigation Support Software 

Whether it’s Casemap or some other case management package, many firms begin with products 

to help them organized documents and information needed for trial.  Casemap is just one 

litigation support product that allows users to organize facts, people and events to help “tell” the 

client’s story during trial.  Likewise, there are standalone products for timeline creation, mind 

mapping for events, and even modeling for case scene and situation re-creation in the pre-trial 

phase of cases.    

Beyond the basic fact managers, timeline builders are more comprehensive products that aid in 

actual trial presentation and delivery.  These products can be utilized by firm members or be 

http://www.elmousa.com/
http://www.zdnet.com/
http://www.cdw.com/
http://www.cnet.com/


initiated from the services of a trial presentation company or consultant.  A detailed comparison 

chart for these programs is available via the American Bar Association’s Legal Technology 

Resource Center at:  

http://www.americanbar.org/groups/departments_offices/legal_technology_resources/resour

ces/law_office_technology/litsupport.html. 

 

Additional Trial Technology  

Some of the other technologies that may be used in trial include digital pens, scanners and 

whiteboards.  Also audio recorder and color video printers may be found in more technologically 

advanced courtrooms.  These tools are aids for presenting and recording trial events, and as 

with the other technology tools mentioned here should be used with care. 

 

Fastcase:  Online Legal Research for the Georgia Lawyer 

As a member benefit to its members, the State Bar of Georgia has provided free online legal 

research for the past several years.  Fastcase is the legal research service currently in use by 

Georgia Bar members, and has been in place since January 1, 2011.   

Accessing Fastcase  

Georgia Bar members access Fastcase via the State Bar’s website, www.gabar.org, under the 

Members  Login area.  Upon logging into the members’ only area (by clicking on the Member 

Login button or by selecting the Fastcase navigation panel button on the left of the home page 

and choosing the Member Login button there), the member has an option to Access 

Fastcase.   Choosing Access Fastcase takes the member to the Fastcase research opening page, 

http://www.americanbar.org/groups/departments_offices/legal_technology_resources/resources/law_office_technology/litsupport.html
http://www.americanbar.org/groups/departments_offices/legal_technology_resources/resources/law_office_technology/litsupport.html
http://www.gabar.org/


Quick Caselaw Search,  which displays a box for entering search terms and running a basic 

search.   

The  full User’s Guide for Fastcase can be downloaded from www.fastcase.com in the 

Documentation and Downloads area.  Below is a listing of additional items to keep in mind 

while navigating the Georgia-based database. 

The Georgia Database 

To determine the contents of the Fastcase database, a user can select the Scope of Coverage 

option at the bottom of the Fastcase home page.  However, it is not easy to see the full set of 

Georgia items based on the way items are grouped together.  

 

From the Fastcase drop-down menu, users can access each aspect of the program.  Note:  Due to 

additional subscription costs and customization-related changes, the State Bar of Georgia‘s 

database will not have the same drop-down menu for Newspapers, Legal Forms, Federal 

Filings or Public Records as displayed in the company-provided User Guide set here.  

Because they are Transactional Search Options, these items are available only via their main 

sources. 

 The current database for Georgia includes the following in addition to the information included 

in the main Fastcase legal research database: 

 Decisions of the Georgia Supreme Court from  1 Ga. 1 (1846) 
 Decisions of the Court of Appeals for the State of Georgia from  1907 
 Georgia Code 
 Rules and Regulations of the State of Georgia 
 Georgia Session Laws back to 1995 
 Constitution for the State of Georgia 
 Georgia Attorney General Opinions back to 1994 
 Georgia Alternative Dispute Resolution Rules 
 Georgia Code of Judicial Conduct 
 Rules for the Supreme Court of Georgia 

http://www.fastcase.com/


 Rules for the Georgia Court of Appeals 
 Unified Appeal 
 Uniform Rules for the Probate Courts of Georgia 
 Uniform Rules for the Juvenile Courts of Georgia 
 Uniform Rules for the Magistrate Courts of Georgia 
 Uniform Rules for the Superior courts of Georgia 
 Georgia Uniform State Court Rules 
 Georgia Uniform Transfer Rules 
 Georgia Governor’s Executive Orders going back to 2003 
 Georgia Rules of Professional Conduct 
 Georgia Rules of Professional Conduct Procedural Rules  - Chapters 2-4 (Rules 4-103 to 

4-11; Rules 4-201 – 4-403) 
 Rules for the United State Court of Appeals for the 11th Circuit 
 Rules for the United States District Court for the Northern District of Georgia 
 Rules for the United States District Court for the Middle District of Georgia 
 Rules for the United States District Court for the Southern District of Georgia 
 Georgia State University Law Review 
 Mercer Law Review 
 Georgia Bar Journal 
 Georgia Session Laws Archives  

 

The following items are planned to be included in the Georgia Database as well: 

 Other Law Reviews  
Emory Bankruptcy Developments Journal 
Emory International Law Review 
Emory Law Journal 
Georgia Journal of International & Comparative Law 
Georgia Law Review 
John Marshall Law Journal 
Journal of Intellectual Property Law 

 Review Panel Decisions  
 
 

 

 

http://www.law.emory.edu/student-life/law-journals/emory-bankruptcy-developments-journal.html
http://www.law.emory.edu/student-life/law-journals/emory-international-law-review.html
http://www.law.emory.edu/student-life/law-journals/emory-law-journal.html


Extras and Usage Tips 

 

Navigation   

After a search has been performed and results are displayed, the user can 
manipulate the Results for purposes of sorting: 

 

 

Likewise after a user selects a particular Result to view (Document), the 
Document drop-down view is invoked to help navigate and use the Document. 

 

 

Utilizing the Personalized Settings in Fastcase  



After a user logs in, their login takes them to their personalized page for research.  
A key feature of Fastcase is the ability to save information based on the user.  This 
user-based functionality is the basis for the features for customizing one’s home 
research page (settings for how Results will be viewed and what settings will be 
used to work on Documents) and storing items for the Print Queue and the 
Library.   

 

Legal Research App 

Users of iPhones and iPads can download the Fastcase App for performing legal 
research on the go.  This downloaded app gives users of both the iPhone and iPad 
access to Fastcase’s full research library.  Even though this app is available from 
the commercial Fastcase website, developments are underway so that there will 
be synchronous application with members’ State Bar Fastcase accounts. 

 

 

Google Scholar 

When searching, the program does not perform spell checking.  So, a user must 
know the correct spelling for search terms in order to get good results.  To aid 
with this sometimes problematic situation, a user may utilize Google Scholar or 



some other program to locate the citation or case name first.   Google Scholar is 
suggested also because of the ability to set e-mail alerts for cases so that if they 
are cited subsequently or are updated in any way, the user will be notified. 

 

Google Alerts 

Setting alerts for case names and other terms can be accomplished with the 
Google Alerts, too.  This Google extra can be used to keep a closer eye on changes 
to caselaw and other research items outside of the functionality of searching in 
Fastcase. 

 

Help at the State Bar  

You can get personalized assistance with your Fastcase concerns via the State Bar 
of Georgia.  If you experience any difficulty logging in, please e-mail 
membership@gabar.org. If you have other questions regarding the new Fastcase 
service, please contact Sheila Baldwin, member benefits coordinator for the State 
Bar, at 404-526-8608, 877-CASE509 or sheilab@gabar.org.  
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