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Using Document Using Document 
Management Software to Management Software to 
Manage Your Firm’s Most Manage Your Firm’s Most 

Valuable AssetValuable Asset

Your Work ProductYour Work Product

Document ManagersDocument Managers

nn WolrdoxWolrdox
nn Docs OpenDocs Open
nn PC DocsPC Docs
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Also built into some Case Also built into some Case 
Management SoftwareManagement Software

nn TimeMattersTimeMatters
nn AmicusAmicus
nn Others?Others?

How It WorksHow It Works

nn Software operates Software operates 
in background.in background.
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Any time document is saved, in any Any time document is saved, in any 
program, database input table program, database input table 

appears.appears.

Documents are saved and Documents are saved and 
retrieved in their native format.retrieved in their native format.

Wordperfect

Word

Paperport
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User is forced to standardization in User is forced to standardization in 
naming.naming.

Client Name

Matter

Type of Doc

Documents are Stored on Documents are Stored on 
Centralized ServerCentralized Server

Server/Indexer

Desktop 
Workstation

Laptop
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Documents Can be Checked OutDocuments Can be Checked Out

Documents can be searched by Documents can be searched by 
database entry or by content.database entry or by content.
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PricePrice

nn $350 $350 –– 500 per workstation500 per workstation
nn Annual Support $75 per workstationAnnual Support $75 per workstation

ValueValue

nn What’s it worth to be able to locate What’s it worth to be able to locate 
files created by anyone in your firm files created by anyone in your firm 
at a moment’s notice at a moment’s notice –– even when even when 
your assistant is out?  your assistant is out?  

nn What’s it worth to be able to search What’s it worth to be able to search 
your own work product by key word? your own work product by key word? 

nn What’s it worth to be able to What’s it worth to be able to 
instantly locate forms by content?instantly locate forms by content?


