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The Digital Of fice Matter

Clients want their |l aw firms to use technology t
governance of their information to meet todayos
matter in a way that provides productivity and i
A fully digital official matter file, controlled
these client and attorney objectives. But paper
Il n2@l1l5 eoGrv®&y firms, almost all of the firms sai
matter file, but 84 percent say they stild]l rely
While this reliance on paper records to maintain
unsustainable habit. Firms need to establish a d
matter file contents are there, accessible and p
those disconnected, inefficient and risky paper
A fully digital official matter file, contro

to meet these client and attorney

MAKI NG THE SWI TCH TO PAPERLESS

A Dec e mbleerg a&2l0tlescrht iNeelwes procl ai med Agoing paper |l es
But going paperless seems farfetched for the 84

a clientdés matter file. And in a | egal i ndustry
file, a practical approach is required to achiev
The key components of this practical approach ar

1.Set a goal and bbuaisledd ,a fpullany fdoirgiaa aDMSmatt er f il

of ficial recebrads.e dT hinsulits yemmrR®Ir oj ect i mpacting
steadfast advocacy and support from the firmbs
2.1l mpl ement a for mal records retentodbpgi aad debkic
| mportantly, because the majority of all filed
stored version, the firm must control printout
3.Establish a best practice platform to scan and
paper files in currently active matters. Tight
flexible workflows to get this job done. Build

Di gi talco@ftfiincueedl or
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Platinum 2
susness  @firiaty FistLegel e
Partners ng i e s Deesion e

IT Solutions That Simply Work IKONICA MINOLTA

Di gi talco@ftfiincueeed from page 3

4 . Devise workflows for that attorneys who prefer

convenience, while ensuring all such paper doc!
One firm that has successfully made the transitd.i
18&ttorney firm based in Minneapolis. The firmds
mul ti year project to address records policy, sto
establish a fully digital matter file.

AWe found that while the attorneys do care about
the filedthetkegrmay itself, whether digital or pa
AThis was great news, because we had deter mined
mi grati on. Paper dilutes integrity through dupl.
not to mentkeapisdip.ppy file

Today the firm operates with an electronic Redwe

Another firm engaged in the establ i-ehameechtAmderas d

McPharlin & Conners LLP. Lynette Harris, the fir
comprehensive project -tocmmeobl thAs etriaedt adune
Apapesso |l aw firm, and the digital file is the f
convenience copies, but those files are identif]i
with the firmbébs destruction guidelines.

AOverall ,-lgesnhpapapeen a huge benefit to our fir
A fully digital matter file managed by the DMS p
efficiency, security and governahegesnmagsbarg ho
digital of ficial matter file Iis a business manda
|l egal practice.

ABOUT THE AUTHOR

Steveibrohge Presi dentl eoafd ibDnogc Sporlaivdi, d ear
Paper 2Di gi t al solutions for the | egal
i maging ventures, holds nine patents
Northern Arizona University.

Reprinted withegat mMMasmagameneém Vol ume 35, | ssue
the Association owww.elgead alAmdam ang esm a mtt .oa rsg n
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. 2017 Annual
~WALA CONFERENCE & EXPO

Association of Legal
Administrators

April 2-5 M Colorado Convention Center, Denver, Colorado

YOURPOTENTIAL

2017 Annual Conference & Expo
Denver, Colorado
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We're charting dynamic educational
programming that will give you a clear
path to the peak of the industry.

alanet.org/conf17 #ALACONF17
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Admini strator Spotlight
Erin Petruk-WFBM,Wal lsly

MAI N RESPONSEBATLI|I HAEMt he Office Manageattor mety i &

am the keeper of timesheets, approver of wvacatio
hire, fire, review, dis®@isplainme,t ha&nodoerrrseowmared. fli | re
unempl oyment <c¢l aims and ensure all paperwork is
buil ding management and the poiwnt foff cohtvaaontg f o

whet her they arelpeedonadl marnwarhkh the employee h
Staff Appreciation Week, the firm holiday party,
hats, but it makes the job interesting! No two d

NUMBER OF YEERBALAADMI NI STARAIOBGR 3 mont hs!

LEGAL EXPERI EMORE ANPR CURRaENMel )as above, al most 3 m
was the Payroll and Benefits Administrator for o

WHAT DO YOU Ul RBOBRHS BEI NG A LEGAL ATDhME Nrl éScTrRuAi TtO R.
empl oyees. I Il ove reading resumes and cover | ett
people in the world and it-::dafngn ntgo pfuizred eanot her

WHAT DO YOU LSTKEABLCHAT BEI NG A LEGAL ?ABMIaNmManklyge€o
more privy to al/|l of the bad news happening in t
family, etc. Bad news is difficult to hear, and
come to with their news.

WHAT IS THE BARDBSTON YOU HAVE HAD ThG OEAaLn sWItT H?
empl oyee to a manager has had its challenges sin
of . I am still wor kicrhga nagn nlgedramisng all of the ev

WHAT IS THE 9TRPORNGBEINNI EST THI NG YOU HAVE HAD TO
ADMI NI STRARlecRent |l y, a secretary called me over t
me t hat no one has ever sat at t hat desWi zbud oh

mug, then some salt and pepper shakers, then a p
of toilet paper started amassing (6 of them, to
I had to get the building management involved an
to uncover this mystery. l't'"s nice to get out of

pl ay detective!

Admini stratoontSipouéd gin

hrt [t 21+9{ w ClLtft Hnawmc c



Admini stratoontSpoukedehtr om page

GREATEST CHALBEWNGEAAMI NI SMRRTOR everyone happy a
Staffing issues, new hires and terminations, and
all about compromise and finding a happy medi um.

HOW DI D YOU GET | NTO THWhearEGALwd&d ELLiDr?ed by my fi
the Payroll and Benefits Administrator, I wasn't
HR, so | had the background, but | didn'"t get a
Of fice Manager.

DETAI LS ABOURAMYQWR &m engaged to a wonderful ma n
him in May 2017. Most of my family is out here
seeing everyone soon for the holidays.

PERSON YOU MOBH AMDMMIIWHYWave al ways admired my gr a
many har ds hdisphse ilno shterhelri fber ot her when she was a -

years, she has had to deal with a |dandfs hda amev e
has | et anything get her down. She is a |l over of
around.

FAVORI TE PASUTE®I ME OF THEMYOHFlanec® and | travel

t wo years we've been together, we've traveled al
pride myself on finding obscure places, and we n
explored East Jesus, Slab City, and Salvation Mo

pl aces.

HOBBI HS:!l ove goi ng Muomfcoorndc earotds Slole sssaww t i me a cou
trying new recipes with -anyeff) anam®d (wd ot 1y tad wayts
we get . I also | ove to throw a good party and a
surprbset&@ay celebration, ea@ong with my weddi ngc

hrt [t 21+9{ w ClLtft Hnawmc T



















































