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Succeed in your course and in your career as aparalegal with USING COMPUTERS IN THE LAW OFFICE.
Focusing on how computers can make you more productive on the job, this bestselling text offers comprehensive
treatment of computer concepts, including coverage of both basic software programs like Word, Excel, and
PowerPoint, to more advanced applications using AbacusLaw, CaseMap, Clio, DiscoverFY, HotDaocs, Tabs3,
TimeMap, and TriaDirector. Real-life examples, pertinent tutorials,ethical considerations, and up-to-date coverage of
the most popular software used in all types of legal organizations help you develop key knowledge and skills. Each
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topic is presented in aclear and organized manner and includes examples of how the software is actually used on the
job. The detailed Hands-on Exercises include Basic, Intermediate, and Advaned assignments to allow for avariety of
skill levels. These extensive exercises allow you to apply your knowledge and practice using computers to complete
realistic legal work.This edition reflects the ever-changing rules and decisions affecting the legal process (gathering
evidence, managing files, filing with courts, working on electronic copyright issues, presenting exhibits, billing, etc.)
and covers the most up-to-date technology available to help you comply to new rules and better handle complex
records and files.

"The strengths are the availability of the software, and the lengthy trial periods; the step by-step hands-on exercises,
and the readability of the substantive material.""Top 3 genera strengths: 1) The text iswritten in away that the reader
isnot bored or getslost; 2) the step by step instructions in the workbook are easy to follow; and 3) the textbook covers
awide area of the legal field." About the AuthorMatthew S. Cornick, J.D., is a graduate of the State University of New
Y ork at Buffalo and the Emory University School of Law. He has been teaching civil litigation, legal research, family
law, and introduction to law and ethicsto paralegal studentsfor over 20 years. Mr. Cornick frequently speaks to
paralegal associations and law firms on the topic of technology in the law office. He has served on the Approval
Commission to the American Bar Association's Standing Committee on Paralegals and is the author of A
PRACTICAL GUIDE TO FAMILY LAW, USING COMPUTERS IN THE LAW OFFICE, and advanced and basic
editions of that text.



