Document Imaging Solutions for Small Law Offices e

Family Law Group ————

recovering costs of document imaging from clients;

J Sharing large digital documents over the internet with opposing counsel
and experts;

. Archiving of closed files over a simple low-cost network;

. Document retention rules and compliance; and

. Mid-level networking, on-site storage, on-site back-up, off-site back-up of

digital documents and files.

This is not an e-Discovery seminar; it is a document imaging/paperless office
mechanics seminar.
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What is Electronic Document Imaging

information is readily available to you, office
staff and off-site third party experts.



Server



Adobe Acrobat 9.0 Pro

Adobe Acrobat 9.0 Pro is designed to view, create,
manipulate and manage files in Adobe's Portable
Document Format (PDF).

Adobe Reader (formerly Acrobat Reader) is freeware and is
available as a no-charge download from Adobe's web site.
Reader only allows the viewing and printing of PDF files,
and will not perform the necessary functions of Acrobat
9.0.

Acrobat 9.0 Pro, inter alia, will also Bate-stamp and provide
your office with the ability to create interactive PDF
documents and forms as well as convert word documents
and web-pages directly to PDF format.

S449.00 per license.



High Speed Scanner

Scanners are generally rated at pages per minute
(PPM) and impressions per minute (IPM). IPM
generally refers to document scanners that scan both
sides of the page. Thus, a scanner that scans at 100
PPM can provide 200 IPM.

Other considerations: duty cycle and feeder capacity.

Twain compliant with optical character recognition
(OCR)

Our office uses the Canon DR 4010C which is rated at
42 PPM and 84 IPM with a duty cycle of 5000 pages

per day and a feeder capacity of 100 sheets. Cost:
$2,500.00



Twain Compliant Scanners with OCR
Capability

e TWAIN is an industry wide standard that allows a
computer to communicate with a graphic device, such
as a scanner or digital camera. Nearly all scanners,
digital cameras, and web cams are TWAIN compliant.

e Optical character recognition (OCR) refers to the
software used to convert letters and numbers that are
non-editable into a format that can be edited. For
example, a served discovery request is something that
can't be edited on a computer. Using OCR software,
you could convert a hard copy of a discovery request
into a Microsoft Word or Word Perfect document.



Router

A router is used to pass data between devices.

The router will be connected to your modem
which is your access to the internet.

Most offices will already have a modem in place
to pass information between the internet and the
office’s computers.

The modem can also pass information from
computer to computer and between computers
and a Network Attached Storage (NAS) device.



Network Attached Storage
Device (NAS) or Server D

A Network Attached Storage Device (NAS) is
simply a hard drive connected to the network.

The NAS device is plugged into the router.

All computers connected to the router will be
able to access the NAS device.

The NAS device will appear on each computer
as an additional hard drive; i.e. “L:” in addition
to the “C:” drive in the local computer.



Simple Office Network
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Benefits of Electronic Document

third party experts.



e Once converted to electronic format
documents can be stored, indexed, linked,
bates-stamped and password protected.

e Electronically formatted documents are
available for instant retrieval eliminating the
need to spend valuable time digging through
files and boxes attempting to locate
documents.

e Electronically formatted documents can easily
be made available to off-site attorneys and
staff or to third parties.
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Remote Access to and Transfer of
Electronic Documents via FTP Site
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Electronic Storage &
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Offsite Document Storage and
Management Service

Eliminate/reduce Paper.

Store documents.

Search and retrieve documents.

Set permissions and share documents.

Branded FTP (File Transfer Protocol) site: price
varies but approximate cost with ten users is
S60.00 per month.

Advanced document management service: costs
vary but start at approximately $2500.00 per
year.
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v We Use ShareFile.com
3'“” — Vswn @ B O = @ M- g
Norton ~ i | . S ot

o § Wil e ST e i Clients can be given your ShareFile
i, address to log on:

https://familytrustsandestates.sharefile.com

Email; OR
Fassword: lassss
ber me

s Your website can be set up with a
bt scURE similar log in applet for access to the
FTP site.




FTP Screen Clips
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FTP Screen Clips
Opened Folder
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FTP Screen Clips
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Archiving of Closed Files

Most small law firms will accumulate thousands
of boxes of documents.

The documents from completed cases are usually
stored off-site at a significant cost.

An office equipped with a high speed scanner and
NAS device is capable of scanning these boxes
into digital format.

The office may return the hard copy of the file to
the client while retaining only the digital copy.



Archiving of Closed Files, cont.

e The PDF documents stored on the NAS device
may simply be accessed if the file is required
in the future eliminating the time and cost of
retrieving a file from storage.

A small law office can reverse the flow of
documents being sent to offsite storage by
scanning those files and eventually eliminate
the cost of the offsite storage.



Document Retention Rules

e The California Professional Conduct Rules and State Bar

Act do not specify how long an attorney should keep a
client's files.

e Acivil action against an attorney for a wrongful act or
omission (other than for actual fraud) arising in the
performance of professional services must be
commenced within:

- Four years from the date of the wrongful act or
omission; or

- One year after discovery of the facts constituting

the wrongful act or omission, whichever occurs
first. [Ca Civ Pro § 340.6(a)]



Document Retention Rules, cont.

BUT...

Unless the aggrieved client's knowledge of attorney
malpractice is accompanied by "actual injury,” the
statute of limitations for commencing the malpractice
action is tolled until such injury occurs. [Ca Civ Pro §
340.6(a) (1)]

The tolling of malpractice actions requires an attorney
to retain copies of their files indefinitely.

Note- A beneficiary's actionable injury based on
negligence in drawing of a will does not arise until the

testator's death. Adams v. Paul (1995) 11 Cal.4th 583



Additions to the Basic Office Network

e QOur office began with a single high speed
scanner, basic router, and NAS device.

 With these few items we were able to
significantly reduce the amount of paper in our
office, reverse the flow of files going to offsite
storage, and improve the transmittal of
information from our office to clients, experts
and opposing counsel.

e \We have worked with Shamrock Office Solutions
to take the next steps.



Additions to the Basic Office Network,

e VVOIP
e Remote Access



Mid-Level Networking

A server can be installed to replace the NAS device and
enable your network to perform additional tasks.

The electronic documents created through scanning
can be saved directed to the server and be accessed
seamlessly by all network users.

A Microsoft Exchange Server will automatically sync
your e-mail, contacts and calendar to all of your
devices.

The information on your computer will be
automatically updated when you calendar an item or
send or delete an e-mail on your smart phone.



be added in the future including backing-up of
documents, VOIP and remote access.



On-Site Back-Up

The NAS device or server can back-up the
personal computers automatically at set intervals.

A second NAS device connected to your network
can be set up to automatically back up your
primary NAS device at set intervals.

The server can be set to back up documents to a
NAS device or second server.

On-site back-up may not be effective in the event
of equipment failure, theft or destruction.



Off-Site Back-Up

e Off-site back-up allows for the electronic documents
stored on your computer, NAS device(s) and/or Server
to be automatically backed-up to a safe and secure off-
Site server.

 There are many on-line servers providing remote off-
site back-up for as little as $10 per month.

 Both on-site and off-site back-up is recommended.
The on-site back-up enables quick document recovery
while the off-site back-up provides security in the
event of equipment failure, theft or destruction of the
on-site equipment.



VOIP

pnone service to Pe provideda via tne internet.

e VOIP offers additional features unavailable
through standard phone systems.

 VOIP may also cost less than traditional phone
systems.



Remote Access

connection.

VPN allows you to work remotely without the need to
bring the documents or case file with you.

* |Inthe event you do not have the document you need
with you, you can instantly access it from court, home
or while traveling.



Partnering with a Technology Expert

 We have partnered with Shamrock Office
Solutions to assist us in improving our office
technology.

A technology expert will be able to determine
what equipment you require and what
equipment you may not know that you already
have in place.

 For example, many offices have large copy
machines which often also have high speed
scanning capability if simply connected to the
router installed in most offices.
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