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Champagne Technology on a Beer Budget

l. HOW TO FIND THE BEST DEALS ON LEGAL TECHNOLOGY:

A. Strategy For Getting the Best Deals:

1. Identify the Players. Many times you'll know the product category you
want (like a scanner), but not which model is considered the best.
Therefore, you first need to find out who the significant manufacturers
are. Google makes this fairly easy. For example, if you google “document
scanner”, you'll to see a list of brands (HP, Visioneer, Fujitsu, NeatDesk,
Canon & Xerox) and a few models, photos, and prices. Make a note of
the manufacturers you find.

2. Use Manufacturer Websites As A Starting Point. Since you typically
have an idea of what you're willing to spend, visit the manufacturer web
sites in order to determine which of the products is in your price range
and has the feature set you're looking for. Note that the prices you see
on a manufacturer's web site are usually the worst-case scenario. You
don’t necessarily want to buy something directly from the manufacturer,
but the manufacturer’s website usually helps to determine the general
price range and they always provide comprehensive information about
product functionality.

3. Read What The Critics Are Saying. After you've narrowed down your
search to a couple of models from different manufacturers, your next task
is to find reviews to help you determine which model is the best. There
are several magazine websites | recommend visiting for tech reviews. All
of the following are free except Consumer Reports: Law Technology
News (www.lawtechnews.com), Laptop Magazine (www.laptopmag.com),
PC World (pcworld.com), Consumer Reports (consumerreports.org -
$26/year but worth it), Popular Science (popsci.com), Popular Mechanics
(popularmechanics.com), and Wired (wired.com). A few other great web
sites for reviews include reviews.CNET.com, Engadget.com, PCMag.com,
Epinions.com and ConsumerSearch.com. Amazon.com also posts
valuable customer reviews for products they sell. Another great resource
is Become.com. Just enter the product you are considering, click the
Research button and you'll be presented with a list of reviews of that
product.

4. Use a Google Trick for Searching a Particular Site. Sometimes |
search for a product on a site using the site’s own search function and
come up blank even when | know they previously published something
about that product. This is when a Google trick comes in handy. Let's
say you're trying to find a review of the Fujitsu ScanSnap S1500
(scanner) on PCMag.com. Simply google “scansnap s1500
site:www.pcmag.com” (omit quotation marks), and your first hit is their
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	5. Use The Product Part Number To Find The Best Prices.  Once you’ve decided which product to buy, locate the manufacturer’s part number from either the manufacturer’s web site or any vendor that sells the product.  The part number will help you avoid confusion because many times there will be multiple versions of a product with slightly different part numbers.  For example, Fujitsu makes five versions of the ScanSnap S1500 scanner with different part numbers (due to different included software bundles and whether the scanner works with Windows or Mac).  There are many sites that offer price comparisons among vendors.  My favorite is Google.com/Products, but other good ones include Shopper.com, Shopzilla.com, Become.com, PriceGrabber.com, StreetPrices.com and Shopping.Yahoo.com.  If you plug your part number into any of these sites, they’ll return a list of vendors and pricing.
	6. Always Consider Shipping Costs.  If you go to a site like Google.com/Products, enter a part number, and click the search button, you’ll be presented with many options.  If you click the “Compare Prices” button below that, you’ll see an option to enter your zip code just above the price list.  Make sure you do this because the site will then calculate shipping and a total price on the item you are researching from each vendor.  Many vendors with low product prices will also have unreasonably high shipping costs so you need to take that into consideration when choosing a vendor.  After you’ve entered your zip code, make sure you click the link that will show you all online stores because initially it will only show you a few. 
	7. Pay Attention to Vendor Ratings.  There are a variety of services that allow consumers to review vendors; and most of the price comparison services display vendor ratings along with prices.  Some of the rating services include BizRate.com, Google Checkout Reviews, Epinions.com, and ResellerRatings.com.  In any event, you want to avoid vendors with less than 4 out of 5 stars or vendors with no ratings or only a few (indicating that they are very new).  In the case of the scanner example I’m using here, I’m perfectly willing to pay $17 more for the scanner and get it from CostCentral.com (8,418 ratings with an average of 4.5/5 stars) rather than get it from CircuitsnThings.com which is cheaper but has no ratings at all.
	8. Due Diligence with Unfamiliar Vendors:  If you’ve never heard of the vendor you are considering, do a little more research.  First, make sure their web site lists an address and phone number.  I avoid vendors who do not disclose basic contact information prominently.  Second, it’s worth checking to see if there are any negative reviews of the vendor on the web.  For example, if you are considering buying something from MicroCenter.com, you could google “reviews www.microcenter.com” (omit quotation marks).  You could also check www.ResellerRatings.com, BizRate (http://tinyurl.com/4yghkee) or www.ComplaintsBoard.com for further vendor reviews.
	9. It Is Essential That You Read Return Policies:  If a vendor doesn’t make their return policy readily available, I view that as a huge red flag.  It is very important that you read return policies and check for restocking fees.  For example, NewEgg.com is a well-respected vendor, but returns must be made within 30 days and they charge a 15% restocking fee on just about everything.  By contrast, Buy.com (also a reputable vendor) allows returns within 45 days and has no restocking fee.  Therefore, if my choice is between those two vendors and the Buy.com price is even close to NewEgg, I’m going with Buy.com every time.  In fact, there have been many times when I paid a little more for something at Buy.com because I know from personal experience that they are incredibly easy to work with on returns (the same is true for Amazon.com).
	10. Stock Indicators Are Important:  Always look for a stock indicator on the vendor’s website because you don’t want to order something they don’t have and possibly won’t have again for weeks.  If a web site doesn’t have a stock indicator for the product I’m considering, I simply won’t buy it from them even if it’s cheaper.  It’s not worth saving a few dollars only to wait 3 weeks for your product to show up.
	11. Note The Condition. If using Google.com/Products to search prices, make sure to note the “Condition” column.  This will tell you if the product you’re looking at is refurbished, used, or new.  I would recommend avoiding refurbished or used products; and the lowest price is frequently for a uses or refurbished product.
	12. Skip the Extended Warranty:  Unless you are buying a desktop or laptop computer, it’s not worth buying the extended warranties which are typically offered at checkout.  Of course, if you have a propensity for dropping or losing things, maybe you should consider one anyway.  Otherwise, extended warranties generally represent a big profit center for vendors because they’re hardly ever used and sometimes contain exclusions for things like accidental breakage.
	13. Create An Account Upon Checkout.  Depending upon the vendor you’ve chosen, you will likely be presented with the opportunity to “create an account”.  I recommend doing this because it makes it easier to track your orders and return an item if necessary.  If given an option, I prefer not to allow the vendor to store my credit card information although I do not see a problem with them storing my name and address since it makes it a lot faster to check out the next time I buy something.   
	14. Always Check For Discount Codes. During the checkout process, you may see a box asking you to enter a Coupon Code or Discount Code if you have one.  If you do not have one, go to RetailMeNot.com or CouponCabin.com and search for vendor coupons on those sites.  I easily saved over $100 last year by using discount codes I found on those sites. It never hurts to look.  
	15. Get A Separate Email Address For Buying Items Online:  Finally, if you do a lot of on-line shopping, I recommend signing up for a free web-based email address that you use solely for purposes of buying things (Gmail, Yahoo, Hotmail, etc.).  The email address you use for online purchases will tend to receive lots of special offers and other SPAM you don’t want showing up in your main inbox every day.

	B. Contact the Manufacturer for Recommended Consultants: Most legal-tech manufacturers rely heavily (if not exclusively) upon a network of outside consulting firms for product installation, customization and training.  You can always check the manufacturer web-site for a list of consultants.  Not only will you typically get expert help, but many of them re-sell the products at a discount.  For example, we have agreements with a few of the manufacturers through which we can offer 10% discounts to seminar attendees.  Those discounts are shown on the attached budget (Exhibit A) and explained in these materials where appropriate.  There are no strings attached to any of the discounts; and frankly, we're indifferent as to where you buy anything discussed in this seminar.  We're just trying to find you the best prices possible.
	C. Legal-Specific Email Lists or List Servs: These are emailed discussion lists on just about every topic under the sun.  Most state bar associations have them available.  Regardless of whether your state bar offers them, consider the grand-daddy of legal email lists - the American Bar Association's Solosez.  It's for lawyers who are practicing alone or in a small firm setting and it has 1,047 subscribers.  Best of all, you don't have to be an ABA member in order to join and it's free.  Go to http://tinyurl.com/2b886 to join.  If you're considering buying something, post it there.  You're bound to get lots of commentary on whether the product is good or not and what kind of pricing others have found.
	D. Law Technology News: See www.lawtechnews.com - free to subscribers.  Great place to get reviews and feedback.
	E. Technolawyer: See www.technolawyer.com - great email service discussing nothing but legal technology news.
	F. Get a Price Online, Then Call and Ask for a Discount: If you're going to buy from a direct vendor, go to their web site, configure the system you want and get a price.  Now call them and ask if the sales rep you talk to will beat the price you got on their web site.  If they refuse, then ask them why anyone would buy something from them if the price is the same as the web site!  Ask for free shipping, ask them to throw in some software or upgrade the software you want (i.e., Microsoft Office basic to Microsoft Office small business edition).  If you don't ask, you don't get.  Most sales reps have some leeway in pricing and since their compensation is typically based upon sales, they'll have an incentive to get you a price that will inspire you to buy from them rather than the web page.  
	G. Look For OEM Software:  OEM stands for Original Equipment Manufacturer and typically denotes software that must accompany hardware.  For example, if you buy a Dell computer and get Microsoft Office included with the computer, it is an OEM version of MS Office.  OEM software means that the manufacturer of the hardware must provide the technical support.  In the foregoing example, since Microsoft has divested itself of the expensive technical support obligation, they sell the software to Dell for a huge discount which Dell passes along to you.  OEM software is a great way to save money when you get software included with a new computer, but you can also get OEM software without a new computer.  Typically, some kind of hardware must accompany the software to meet the license requirement (like a cheap mouse or flash drive), but it doesn’t necessarily have to be a computer.  You’re not going to get technical support or a manual, but you probably wouldn’t have called tech support anyway and the reality is that most people never read manuals.  You should read the license agreement first, but here are some examples:
	1. Adobe Acrobat X Pro:  Retail price $434; OEM price $99
	2. WordPerfect Office X5:  Retail price $202; OEM price $17

	H. Do Not Limit Your Search for Computer or Tech Help To Your Local Area:  Installation, integration and training can be a significant portion of your overall budget.  Keep in mind that there is no reason to limit your search for computer/tech help to your local geographic market.  Thanks to things like managed services and tech support software which allows a vendor to take over any computer in your office and fix things without being on-site.  The installation and training typically occurs at your office (IT folks with a national practice have no problem visiting your office), but after-care can easily be done remotely.  Here’s how this can save you money:
	1. Find An Expert:  Your local IT person might be able to read manuals and partially figure out how to install a case management or legal accounting program.  However, unless it’s something they regularly do, it’s extraordinarily likely that they’ll make a mess of it and the program won’t be set up correctly.  If you look outside your geographic market, you would have unquestionably been able to find an expert in that particular program which would have taken far less time to handle the installation and would have done it right.  Having to clean up a mess created by someone who tried to handle an installation they didn’t understand is always far more expensive than having it done right in the first place by someone who may cost a little more.
	2. Less Expensive:  The market rate for IT help in major metropolitan areas is always higher.  Therefore, you can often save yourself money by working with an IT company located in a smaller market because their rates are going to be commensurate with that smaller market.  For example, we have many clients in L.A., Pasadena and San Diego and it’s not just because we’re good at what we do.  It’s also because even including travel expenses, we’re often less expensive than IT companies located in those areas.
	3. Higher Quality Help:  Let me illustrate this with an example.  A lawyer from a small town had a file server and was trying to get his new Android smart phone to synchronize wirelessly with Outlook.  His local IT folks couldn’t get it to work and he was so frustrated that he was about to take the phone back and give up.  He called us as a last-ditch effort to get it working and because we have lots of experience getting all types of smartphones to sync with Outlook, we were able to determine that it wasn’t working because his local IT people had failed to install a major service pack on his Windows server than had been released 5 years prior.  After his local folks got the service pack installed, the sync began working.  So the benefits were that he only paid for an answer, his local people were able to execute the solution and he now knows to keep on top of his IT folks so they are installing necessary updates on his server and computers.


	II. PAYING FOR IT:
	A. Financing Legal Technology: Many law firms (particularly small firms and solo practitioners) like to pay cash for everything.  This aversion to debt or financing encourages law firms to replace their hardware and software through attrition because it's less expensive (up front) to do it that way compared to buying all new everything in one shot.  However, this approach means that the firm is subject to unexpected technology expenditure spikes whenever a piece of hardware or software needs to be replaced.  For example, a firm may have no expenditures on technology in January; then have to drop $3,000 in February because someone's computer crashed and they needed a new printer; then nothing in March; then $500 in April; then $1,700 in May; nothing in June; etc.  It's impossible to budget for these kinds of expenditures because you don't know what they're going to be and they can wreck your cash flow for the month if they're large enough.  If you buy all new equipment as described above in a single purchase and get a three year, next business day, on-site warranty on all of the hardware, you're extremely unlikely to have any unexpected tech expenditures during that time.  Therefore, we recommend a three year lease or loan to finance all of your technology needs.  At the end of the loan/lease, you unload the existing equipment, buy new hardware and start over again.  The result of this system is that you'll always have a technology payment; but on the upside, it's a low, even monthly payment you can budget for.  This is a much better alternative to the large, random, unexpected budget-killing technology expenditures you're likely to incur otherwise.
	B. Technology Leasing for Lawyers - A Primer:
	1. Deduct Payments as an Operating Expense: Your CPA will have to confirm this, but if you utilize an "operating lease" rather than a "capital lease" (with a fair market value end-of-lease purchase option rather than a $1 end-of-lease purchase option), you can deduct every lease payment as an operating expense.  This would enable you to effectively deduct the entire cost of the computers over 3 years rather than 5 (which is what you have to do if you depreciate them).  
	2. Disposal: Computer leasing companies like the one Dell has in-house will literally take back the computers at the end of the 3 year term.  This may remove the sometimes significant headache of disposing of the old computers.  
	3. Leasing Pros and Cons: An outstanding article on this subject from Law Office Computing is attached as Exhibit E which lays out all of the pros and cons.  A few good points from the aforementioned article:

	C. Software As A Service ("SaaS"): The biggest benefit of the SaaS model is that you avoid significant up-front costs.  You will typically end up paying more by the 2nd year, but when cash is tight, these are extremely attractive options.  For a full discussion of “cloud computing” and SaaS, see paragraph IV. on page 13 below.  

	III. COMPUTER CONSIDERATIONS:
	A. Why Lawyers Should Buy Notebook PCs Instead of Desktop PCs:  The bottom line is that notebooks are more expensive and less powerful.  However, neither the price nor the performance gap is very big; and there are lots of other reasons to go with the notebook option.
	1. Prices Are Very Close Between Notebooks and Desktops: Notebooks are more expensive than desktops, but the gap is nowhere near what it was just 5 years ago.  The price difference fluctuates, but a notebook PC will typically cost $150 to $350 more than a comparably equipped desktop.
	2. Work Anywhere: If having a notebook lets you work just one time per year under circumstances you would have been otherwise unable to work, then you've easily justified the extra $350 you paid for the notebook.  In fact, if the difference were $1,000, I'd argue that it's still easily worth it.
	3. Docking Stations Make a Notebook Feel Like a Desktop: Docking stations are also known as “port replicators.”  They allow you to connect your notebook to many external devices at once.  For example, when I dock my notebook, I am instantly connected to two external monitors, an external (full size) keyboard and mouse, my scanner, my external hard drive (for backup), my network, the internet, printers, and my external speakers.  At the end of the day, I simply undock (push one button on the port replicator) and I’m disconnected from all of that.  They make it fast and easy to connect or disconnect.  They also allow me to use full-size peripherals (monitors, keyboards & mice) when I’m at the office.
	4. Take Your Files With You: If you use scanners to create complete digital files, you can take those digital files with you on a notebook where ever you go.  Very importantly, it doesn’t matter whether you have an internet connection.  If you have complete digital files, then they can easily be loaded onto a laptop and taken with you.  This is the ultimate in practice mobility.
	5. Access Your Office From Anywhere: Thanks to widespread Wi-Fi hotspots, aircards and tethering, you can get internet access from almost anywhere.  If you have remote access options to your office, then a notebook is the key element to creating an office where ever you happen to be.
	1. Not Realistic:  In short, no.  iPads are fantastic toys and consumption devices (great for reading, browsing the Internet, checking email, etc.), but they are not designed for creating content (documents, etc.) and that’s what lawyers do.  You can’t load Microsoft Office on one.  You can’t load just about any legal-specific application on an iPad.  An iPad 64 GB is $864 and a keyboard is $50.  So add shipping and/or tax and you’re pretty close to $1,000.  You can buy a much more powerful and useful netbook or budget notebook for that amount.  That doesn’t mean that an iPad isn’t a good accessory for your practice.  It’s just not the engine of it.
	2. Replace iPad Functionality for Less:  If you want a small, light portable computer and you're on a budget, then you should consider a "netbook" computer such as the Aspire One 722 (part number AO722-BZ848) which for $378 is an incredibly good deal.  Compared to an iPad, it is half the money, has a real keyboard, a bigger screen, longer battery life, plays Flash, has WiFi, a web cam, and a 500 GB hard drive (the largest storage you can get on an iPad is 64 GB).  For business usefulness, there's no comparison.  If you really want an e-reader as well, the Kindle Touch is only $99.  So you could buy the netbook and the Kindle for a grand total of $477 compared to the iPad 64 for $705 (and trust me, you'll spend more than that because you'll have to buy a cover, and you'll probably also buy an external keyboard, an extra charger and a stylus as well.  

	C. Save Money by Avoiding Apple:
	1. Notebook Computer Configuration: The configuration detailed on Exhibit A (page 35 ) is what we'd recommend for a law office Windows notebook computer.  As you can see, the price is $1,636.00.  NOTE:  You should pay less than the price indicated because I simply pulled it off Dell's web site.  See paragraph III.G.1. on page 12 below for information on getting a discount from Dell.  For a Mac recommendation, see Exhibit B (page 36).  As you can see, the price is $2,748.00.  It is a similar configuration to the Windows computer recommendation except:
	a. The Windows computer has a larger screen.
	b. The Windows computer comes with Acrobat X Standard (the Mac does not).
	c. The Windows computer has a better video adapter with more memory.
	d. The Windows computer has an on-site warranty (Mac is mail-in or carry-in).
	e. The Mac computer has a slightly faster CPU (i7 2.2 GHz compared to i5 2.6 GHz).

	2. Desktop Computer Configuration:  The configuration detailed on Exhibit C (page 37 ) is what we'd recommend for a law office Windows desktop computer.  As you can see, the price is $1,433.00.  NOTE:  You should not pay anywhere close to the price indicated because I simply pulled it off Dell's web site.  See paragraph III.G.1. on page 12 below for information on getting a discount from Dell.  The configuration detailed on Exhibit D (page 38) is what we'd recommend for a law office Apple desktop computer.  As you can see, the price is $2,068.00.  The Apple is more expensive but contains some overkill items that couldn't be deleted from their base configuration (like Bluetooth and a webcam).  It also has a very large 1 TB hard drive that would be completely unnecessary in a networked environment.  The processors in both computers are Intel i5s, but the one in the iMac is a little faster.  The iMac also has a larger screen (27" compared to 23").
	3. Limited Support:  
	a. Network Support:  Let's say you want to set up a small network with an Apple Server and 4 connected Apple computers along with a network printer and scanner.  If you're not sure how to do that yourself, good luck finding someone who can help.  Apple has never aimed at business users and there are frankly very few network design firms that do anything with Apple.  On the other hand, if you wanted a Windows network, there are probably hundreds of options for help with that depending upon the size of the market you're in.  In the Columbus, OH phone book (for example), there are well over 200 computer consulting firms that can set up Windows networks and computers.
	b. Computer Support:  Apple doesn't offer on-site warranties with its laptops.  Therefore, you'll have to ship it to them for service or find an Apple Store or other authorized service center and take it there.  Desktops to offer on-site support, but it's a last resort.

	4. Most Legal Specific Programs Will Not Run on the Apple Operating System:  For example, the top 5 legal case management applications or top 5 time/billing and accounting programs will not run on the Mac OS.  The best document assembly or trial presentation programs also do not work on a Mac.  Finally, I've never seen a practice area-specific program that would work in the Mac OS.  For example, leading Bankruptcy programs like Best Case and leading estate planning drafting systems like WealthDocx only work in Windows.  Yes, you could run Windows on a Mac and use those programs.  However, you have to BUY Windows first and install it on your Mac.  Furthermore, many programs require a Windows server in order to run so you wouldn't be able to use an Apple server.

	D. Get The Software You Need Included With the New PC: It is always less expensive to have the software you want included with the new PC compared to what it would cost to buy it separately. For example, it costs an extra $229 to include MS Office Home & Business 2010 and Adobe Acrobat X included with a new Dell business computer (like a Latitude notebook).  If you buy Microsoft Office Home & Business edition after-market (equivalent version), it’s $225 and Adobe Acrobat will cost you another $275.  So buying Office Basic with Acrobat included with a new computer will save you $271 over buying them after the fact.  
	E. Don't Be Afraid of a PC with an AMD CPU: AMD processors aren't currently as fast as Intel's fastest offerings, but they're close and they cost less, sometimes a lot less.  More and more manufacturers are offering AMD processors and you'll have no problems with compatibility.
	F. Never Buy the Fastest CPU: You're always going to pay a premium to get the fastest CPU available at any given time and they just aren't necessary in a law firm environment.  Therefore, look for a standard business computer one or two steps down from the fastest CPU to get the best bang-for-the-buck.  For example, in the list of processors options below (from a new Dell notebook), I'd pick the i5-2520M and avoid the $180 penalty for getting the fastest one. 
	G. How To Save Money:
	1. Get Discounts with Dell: Most state bar associations offer computer discounts and the American Bar Association (see http://tinyurl.com/n42zlt) does as well.  However, in our experience, you can't get a bigger discount than with our contact at Dell.  His name is Eddie Wilson and his contact information is Edward_Wilson@Dell.com or (800) 456-3355 x 5132286.  Just pull a quote off their web site (using whatever discount program you want or none at all) and make a PDF out of it.  Email the PDF to Eddie, tell him you're a client of Affinity Consulting and ask him to give you his best discount.  
	2. Desktop PCs are Cheaper Than Notebooks: In spite of my recommendation that you get a notebook, notebooks don’t fit into everyone’s budget.  Desktops have always been less expensive than comparable notebooks and I expect that to continue into the foreseeable future.  Therefore, it may make financial sense to get a desktop, particularly if you already have a computer at home that you can use for office work.
	3. Consider a Netbook: See paragraph III.B.2. above for a recommended netbook.  If you’re just doing email, browsing, word processing and other non-intensive functions, then a netbook might be just the thing you need and most cost $400 or less.  Manufacturers who have excellent lines of netbooks:
	4. Warehouse Clubs:  For example, both Sam’s Club and Costco sell computers.  You’re not going to get a huge selection and the warranties aren’t going to be great initially (you can usually pay more to upgrade the warranties), but in my experience, they have excellent prices on the systems they offer and they’re usually well-known brands (Dell, HP, Acer, Asus, etc.).
	5. Consider “Refurbished” Systems from the Dell Outlet: Check out http://tinyurl.com/39nqr and you'll be at Dell's "Outlet."  Refurbished systems can be purchased at significant discounts, but you can still get the 3 year, on-site warranty.  If you find one you like, be prepared to buy it immediately because they turn over their refurbished inventory constantly. 
	6. Cut Back On Things You Can Easily Upgrade Later: For example, it is easy to add RAM later.  If you are buying a desktop PC, it’s easy to add an additional hard drive for more storage space (either internal or external) later.  Notebooks only have room for one hard drive internally so your only real alternative is to add an external hard drive unless you want to transfer your entire operating system from one computer to another.  If you are going to use an external monitor (either desktop or notebook), you could continue using the one you had with your last computer until you’ve got enough money to buy a larger one for your new computer.  Monitor technology doesn’t change that much from year to year although you can buy much larger monitors for the same money.  You can also save a few bucks by sticking with the cheapo basic wired keyboards and mice that come with new desktops.  Later, you can drop $80 for a much nicer wireless keyboard/mouse combo.


	IV. CLOUD COMPUTING:
	A. Cloud Computing Defined:  Cloud computing is an umbrella term that covers several concepts.  Within the scope of legal technology, it most often refers to Software-As-A-Service (“SaaS”).  There are a ridiculous number of definitions of SaaS, but I think this one sums it up succinctly without using 15 more acronyms requiring definitions:
	B. Variations On a Theme:  Of course, there are slight variations on the SaaS idea.  With pure SaaS, you don’t own anything except your data.  However, services like Hosted Exchange are a little different.  In that case, you do own the application necessary to view the data (Outlook), it’s installed on your computer, you own the data, and you can access/view the data offline regardless of whether you continue to subscribe to the service.  Finally, you can rent a Windows server which you access via the Internet and use it to run programs you actually own.  For example, programs like Citrix XenApp provide a delivery mechanism so that regular shrink-wrapped software you own can be delivered to you through the Internet.   
	C. Why Cloud Computing Is Important If You’re On A Tight Budget:  In a nutshell, it’s always cheaper up front.  Because of that and several other reasons, many lawyers are moving to the cloud.  However, it is extremely important to go in with your eyes wide open because although there are certainly advantages to this approach, there are also definite drawbacks.  Below, I’ve outlined the main advantages and disadvantages.  Many of the advantages are self-evident, but many of the disadvantages are not.  So make sure you read through the discussion below before taking the plunge.
	D. Advantages of Cloud Computing:
	1. Up Front Price Advantage:  Let’s say you want to start using a case management application for your practice.  If you were to buy one such as Time Matters, you would have to pay for the software outright along with the annual maintenance contract which is mandatory ($905 for the first license and $525 for each license thereafter).  You may have to buy a file server or otherwise upgrade your hardware in order to run the program.  For an example cost, a new server plus installation and set up could easily run $5,000 - $8,000.  Therefore, buying software may turn out to be quite expensive.  In the alternative, you would begin subscribing to something like www.rocketmatter.com in which case you would pay $59.99 for the first user per month and $49.99 per user for the next 5 users per month.  You wouldn’t have to buy a server and you probably wouldn’t have to upgrade any of your existing equipment assuming you already have high speed Internet access.  
	2. No Hardware Required:  If you already have a computer and high speed Internet access, then you probably don’t need anything else from a hardware perspective.
	3. Works in Apple or Windows:  Since these applications are browser based, they will usually work with both Apple and Windows computers.
	4. Updates Included:  Most cloud application include all updates which are installed for you.
	5. Technical Support Included:  With most cloud applications, you get “free” technical support included with your monthly subscription fee.  Of course, purchased software also provides technical support but it is often an extra fee on top of the original software purchase price.
	6. Access From Anywhere:  As long as you’re using a computer with internet access, you can probably use your cloud applications.  You wouldn’t need a VPN, gotomypc or any other type of additional remote access application to accomplish this.
	7. Share Applications Among Users Spread Out Geographically:  For lawyers with multiple offices or who wish to work from multiple locations, cloud applications provide a lot of flexibility.  Of course, there are other ways to gain access to programs besides subscribing to cloud applications, but this feature is obviously built in to cloud apps without buying anything else.
	8. Data Backup Provided:  Since your data is stored on the host company’s servers, they almost always provide backup services along with that so that there is little (if any) risk that you would lose your data or access to your application due to a physical hardware failure.

	E. Disadvantages of Cloud Computing:  
	1. Nearly All Cloud Applications Are Inferior To Their Shrink Wrapped Counterparts:  We have tested dozens of cloud applications and have found only a few that are as functionally complete as server or PC based software.  For example, Google Docs is virtually useless for drafting legal documents.  You can’t even do something as basic outline automatic paragraph numbering.  Even the Microsoft Word Web App is pathetically inadequate compared to the desktop version of MS Word.  So for something as fundamental as word processing, there are no cloud options which are even close to the functionality built into MS Word 2010.
	2. Give Up Integration:  If I have a case management system like Amicus Attorney, it can integrate (share data) with Microsoft Word, my accounting program (PCLaw, Tabs, Timeslips, QuickBooks, etc.), and my document management program (Worldox).  It can synchronize with Microsoft Outlook.  All of these things are possible because Amicus Attorney and all of the other programs I mentioned are installed on my computer and server.  In other words, they’re not in the cloud.  So let’s say I decided to try an cloud based case management program instead of Amicus Attorney (there are many to choose from).  Since the case management program isn’t installed on my server, it can’t integrate with Word, my accounting program or my document management program; and it certainly can’t synchronize with Outlook.  It also cannot sync its calendar, contacts or tasks with any smart phone.  So now I am forced to enter everything at least twice and maintain two separate databases of client data.  Obviously, this destroys the efficiency I had when everything was installed locally.
	3. Usually More Expensive:  These technology rental programs were not designed by the vendors to take less money from you.  To the contrary, they are generally designed to take more money from you over a longer period of time.  Here’s a great quote on the subject:
	4. Difficult To Disentangle:  Let’s say you’re using an on-line document management service and you’re unhappy with it or are just tired of paying the monthly fee and want to bring your documents back in-house.  How do you get all of your documents back, how long will it take and how much will it cost?  You would obviously have very little leverage.
	5. You May Not Be Able To Use The Data You Get Back:  Your SaaS vendor may store your date in a proprietary structure or database.  Therefore, if you stop using the vendor and get your data back, you may not be able to do anything with it since you no longer have access to the vendor’s software.  Further, you may or may not be able to import the data into another system.  Even if the vendor gives you back a non-proprietary database like SQL, do you have any idea what to do with it?  If not, you’ll have to find someone to help and it’s not likely to be inexpensive.
	6. Loss of Internet Connection Means No Access:  If all of your documents, accounting or practice management data is only accessible via an Internet connection, then what happens if the connection goes down?
	7. Vendor May Increase Prices:  Many SaaS vendors reserve the right to adjust prices periodically.  If they do, for the reasons outlined above, you may feel you have no choice but to pay whatever they’re asking.  Here’s an actual example:
	8. No Offline Access:  Let’s say you have an on-line case management program and you’re going to be traveling via airline and won’t have Internet access during that time.  With most cloud applications, there is no way to “download” your information so that you can access it when you don’t have access to the Internet.
	9. Vendor Service Disruptions:  The following quote from an article by Jon Brodkin published September 10, 2011 on ARS Technica explains this risk best:
	10. Upgrades Are Forced On You:  Having been in the legal tech industry for a lot of years, I can promise you that there are lot of upgrades people don’t want.  Whether it’s case management, accounting or even a word processor, sometimes the “upgrades” introduce big changes you’re not comfortable with.  Furthermore, there have been plenty of examples when an upgrade breaks a feature that worked perfectly before.  With cloud applications, the upgrades are performed without your knowledge or consent and you may not be happy with the result.
	11. Vendor Bankruptcy:  Particularly in this economy, online vendors can end up in bankruptcy.  What happens if a Bankruptcy Trustee now has possession of all of your important information?
	12. What If You Have Internet But Still Cannot Get Access?  This is most easily illustrated by a recent blog post I read from C. C. Chapman (see http://tinyurl.com/zastat):
	13. Bandwidth Caps:  Many Internet Service Providers (ISPs) are imposing maximum GB download limitations on their customers per month.  As you’ll read here (http://tinyurl.com/3ny9uk4), these limitations may act to cut your access off to your cloud applications and/or force you to pay far more per month than you expected.

	F. Cloud Applications for Lawyers:  This is just a sampling of what is available.
	1. Case Management Options:
	a. AdvologixPM:  www.advologix.com
	b. Clio:  www.goclio.com
	c. Credenza:  www.credenzasoft.com
	d. Houdini Esq:  http://houdiniesq.com/esq.html
	e. Rocket Matter:  www.rocketmatter.com
	f. Total Attorneys:  www.totalattorneys.com

	2. Accounting Options:
	a. QuickBooks Online:  http://quickbooksonline.intuit.com
	b. Bill4Time:  www.bill4time.com
	c. Legal Billing: www.chaossoftware.com
	d. Toggl:  www.toggl.com
	e. FreshBooks:  www.freshbooks.com
	f. TimeSolv Legal:  http://www.timesolv.com/timesolv_legal.html
	g. Case Management additional features:  Most of the foregoing case management programs also have accounting modules so they could be considered accounting options as well.

	3. Word Processor Suites:  
	a. Google Docs:  www.docs.google.com
	b. Zoho Writer:  www.writer.zoho.com
	c. Microsoft Office Live:  These are stripped down versions of the Microsoft Office suite available for free online.  This service will soon be re-christened Microsoft Office 365.  365 will include calendaring, email, office apps, instant messaging and online meetings.  See www.officelive.com.
	d. ThinkFree Office Suite:  www.thinkfree.com
	e. HyperOffice: www.hyperoffice.com

	4. NetDocuments.com Document Management:  See www.netdocuments.com.  
	5. Backup Services:
	a. Mozy Pro: http://mozy.com/pro - $3.95 + $0.50/GB per month.  Therefore, to backup 40 GB of data would only cost $23.95 per month.
	b. Mozy Home: htty://mozy.com/home - $4.95 per month - unlimited storage.
	c. Carbonite: www.carbonite.com - $54.95/year - unlimited storage.
	d. SOS Online Backup: www.sosonlinebackup.com - pricing determined by how much data you intend to backup.  40 GB is $72/month or $720/year ($60/month if paid in advance).  Highly rated service.


	G. Google Apps:  If you are on a severely limited budget, Google Apps Premier Edition costs only $50/year and provides:
	1. Gmail for business:  Gmail for business offers 25 GB of storage per user, powerful spam filtering, BlackBerry and Outlook interoperability, and a 99.9% uptime SLA.
	2. Google Calendar:  A web-based calendar application that enables employees to work together efficiently and helps minimize costs and IT hassles.
	3. Google Docs:  Web-based documents, spreadsheets, and presentations that let users edit the same file at the same time so you always have the latest version.
	4. Google Groups:  Google Groups can be used as mailing lists and to share calendars, docs, sites, and videos easily with co-workers.
	5. Google Sites:  Google Sites is an easy way to create secure web pages for intranets and team projects. No coding or HTML required.
	6. Google Video:  Google securely hosts and streams your videos, so employees don't need to share videos over email, or burden IT with a complex on-site video solution.


	V. SAVING MONEY ON BACK UP SYSTEMS:
	A. Don't Cut Corners Here:  This is not an area where you want to be cheap, but there are ways to protect yourself and not spend a lot of money.  
	B. Backup Device/System Options: We do NOT recommend that you rely solely on an Internet back up option.  Instead, we recommend that your primary back up is on-site (either external hard drive(s) or network attached storage (se below)) and that you use an Internet option as a secondary backup.  Here are a few suggestions:
	1. External Hard Drives: There are external hard drives designed specifically as backup devices and this is our recommendation.  They hold much more data than the REV drive described above (500 to 1,000 GB compared to 120 GB) and they are very inexpensive.  The annoyance is that you have to unplug one of them and take it home with you every day (they need to be rotated so you always have one full backup offsite).  Other than that, they're very fast and reliable.  If you purchased five of the drives listed below, your total cost would be $411.50 for a cost of $0.165/GB of backup storage.  Compared to the $0.95/GB cost of the external hard drive cartridges, you can see why more and more lawyers opt for plain external hard drives.  Here are some options and there are many more.  What you want is at least 1 TB and a 7,200 rpm drive.
	a. Fantom G-Force3 2TB USB 3.0 External Desktop Hard Drive with 32MB Cache - $120
	b. Seagate FreeAgent GoFlex Desk STAC2000103 2 TB External Hard Drive - $129
	c. Seagate FreeAgent GoFlex Desk STAC2000103 2 TB External Hard Drive - $115

	2. Network Attached Storage (“NAS”): Without getting too technical, NAS is storage (usually an external hard drive) attached directly to your network rather than to an individual PC or server.  The benefit is that all computers connected to the network can access the NAS regardless of which computers are on or off.  Furthermore, higher-end NAS devices employ RAID (Redundant Array of Independent Disks).  RAID is an configuration in which multiple hard drives are arranged so that data is stored across all of them simultaneously.  Even though multiple drives are involved, your computer sees the RAID as a single drive letter on the network.  RAID gives you better performance (surprisingly), capacity and reliability than a single large drive.  There are a number of different “levels” of RAID, including RAID 1 (straight mirroring when two drives both containing the same data) and RAID 5 (Rotating Parity Array - all data is distributed across all drives and there are at least 3).  For a good explanation of RAID and what the levels mean, see http://tinyurl.com/mmqrf.  The main drawback of a NAS device is that you cannot really take it off-site.  However, it can contain multiple backups of your data and if RAID is employed in the device, it’s extremely unlikely that you’ll have a simultaneous crash of all of the drives contained inside the NAS.  Examples include:
	a. Iomega 1TB Home Media Network Hard Drive - part #34337 - This device provides easy-to-use, yet powerful, network storage and the three step setup is a breeze, even if you've never used a network drive before. Save all your digital files to one central location and share them between computers on your network. Easily share one printer over the network. Plus, secure your files and backup automatically with award winning EMC Retrospect software (PC/Mac) and for extra protection backup online with MozyHome Online Backup service with 2GB free.  $125 from www.buy.com.
	b. Buffalo LinkStation Network Storage Server - part # LS-WX2.0TL/R1 - Buffalo's LinkStation Duo is a high performance, dependable and affordable shared network storage solution with easily accessible drives. It is easy to install and allows you to store and share your music, photos, and videos with multiple computers and over the Internet. With RAID support and Gigabit Ethernet capability, the LinkStation Duo offers fast and reliable performance while ensuring integrity of your data. Access and share your files from anywhere using Web Access. The user-friendly LinkStation Duo makes file sharing simple.  $199 from www.buy.com.
	c. Buffalo LinkStation Quad 4TB 7200RPM USB 2.0 RAID Network Attached Storage - part #LS-Q4.0TL/R5 - This NAS contains four 1 TB drives and offers large, secure and remotely accessible storage for your home or SOHO network-- all with the peace of mind of RAID technology. The LinkStation Quad supports RAID0, RAID1, RAID5 and RAID10. By default the Quad ships in RAID5, continually providing redundancy and protecting your data from potential drive failure. RAID5 also provides the best balance between security and available storage space.  In addition to its RAID drive security, the LinkStation Quad has a snap-off front plate, which gives easy access to the quick-swap hard drives, which allow for a drive replacement without the need for shutting down the unit.  With its built-in Web Access feature, you can access your files anytime via web browser from anywhere.  Best of all, you can also upload files while away from the office! A built-in DLNA multimedia server allows you to stream multimedia content directly to any DLNA player on your network and the BitTorrent client lets you access and download multimedia files without the need of a PC running during the download. A DirectCopy function enables the Quad to automatically save multimedia files from USB attached storage devices to its internal hard drives. $479 from www.buy.com

	3. Internet Backup Options: This is becoming more and more common as a secondary backup method.  Some use it as a primary backup but we recommend against this because internet connections frequently go down.

	C. Backup Software:  Some backup devices come with backup software (Iomega REV and Seagate Replica, for example).  In the event your backup device doesn't have backup software or your dissatisfied with what you have, the following are some programs to consider: 
	1. Windows XP, Vista & 7: Yes, you get a backup program with Windows.  Windows XP Professional's and Windows Vista's Backup and Restore program has some excellent features, including full, incremental (only files that have changed), and scheduled (unattended) backups.  Note, Backup and Restore only comes with Vista Ultimate and Vista Business.
	2. Handy Backup: If you don't want to use Windows' built-in backup software, then this is our recommended program because of its ease of use and great features.  Plus, it's only $40.  You can buy it at the manufacturer's web site:  http://www.handybackup.net (not .com).  
	3. Second Copy 7: Outstanding, simple-to-use option available at www.centered.com for $29.95.  PC Magazine says, "This long-established, deservedly popular backup system emphasizes simplicity."  Has a 30 day free trial.  
	4. Genie Backup Manager Pro 8.0: Available at http://www.genie-soft.com for $69.95.  A little more complicated to setup but has won numerous awards including PC Magazine Editor's Choice in 2008.  Has a 30 day free trial.  Due to its full functionality and ability to backup even files that are in use, this is my recommendation. 
	5. BounceBack Ultimate:  Incredibly easy to use and powerful real-time backup solution which will work with internal or external hard drives.  $61 at www.buy.com.  I have started using this program myself and I'm very impressed with it.

	D. Recommendations Regarding Backup Hardware and Software:
	1. External Hard Drives: We recommend at least five (5) external drives, preferably seven (7).  If you get 7, then label them Monday, Tuesday, Wednesday, Thursday, Friday, Friday & Friday.  Rotate the Friday drives every 3rd Friday.  Keep last night’s backup off-site.  For purposes of this budget, I've listed 3 drives which should be a good start.
	2. Backup Software: If you're dissatisfied with the software that comes with your external drive, consider BounceBack Ultimate mentioned above.  Note, however, that this is not for backing up servers.  If you have a server and a computer consultant that knows what they’re doing, then follow their recommendation (whatever it is).  High end backup software like Symantec Backup Exec (see http://tinyurl.com/ojbjj8) is certainly worth it.
	3. Online Backup for Secondary Protection: Get Mozy Pro or Carbonite as a secondary backup.  You can never have too many copies of your stuff.  Do not rely on on-line backups as your ONLY backup.  Even with a fast internet connection, we've had clients waste 3 days trying to get all of their data back from one of these services.  Restoring from external hard drives would have taken an hour or so.


	VI. PRINT, SCAN & FAX:  
	B. Printer Recommendations:
	1. InkJets Are Expensive:  For example, the HP OfficeJet 6000 printer offers a high-yield (less expensive per page) cartridge which holds 49 ml of black ink and costs $32.  Therefore, you're paying 65.3 cents per milliliter (excluding taxes).  Since there are 3,785.41 milliliters in a gallon, that black ink costs $2,471.87 per gallon.  If you're trying to save money, then spending $2,500 for a gallon of printer ink probably isn't a good use of your money.  In case you're wondering, the color ink is $10,094 per gallon.  No, I'm not kidding.
	2. On a Tight Budget, Consider a Multi-Function Machine: If you're on a tight budget, then it's hard to beat a multifunction or "all-in-one" machine.  These machines will typically copy, print, scan and fax.  The main drawback is that they tend to break down if you put a high volume through them.  Whatever you do, avoid HP multifunctions based upon our experiences and those of our clients.  Here are some recommendations:
	3. Printing Considerations:
	4. Recommended Personal Printer: Regardless of the cost, many lawyers want their own printers for convenience.  If you’re in that camp, then it’s hard to beat the OKI B431DN LED Monochrome Printer with 1200 x 1200dpi print.  It prints 40 pages per minute, has a 350 sheet paper tray, prints front and back, and has a network adapter built in and only costs $217 from www.buy.com (part #91659903).
	5. Recommended Network Printer: You’ve got some choices here depending upon what speed you want and how much you’re willing to pay.  Staying within the Hewlett Packard line, consider:
	a. Oki B431DN:  See paragraph VI.B.4. above.  Monthly duty cycle 80,000 pages.
	b. HP P3015x:  Base printer plus two-sided printing capabilities, networking, and 32 MB more memory.  Monthly duty cycle of 100,000 pages.  Prints 40 ppm - $959 from www.newegg.com (part #CE529A).
	c. HP P4015x:  Network adapter, extra paper tray and two sided printing.  Monthly duty cycle of 225,000 pages - prints 52 ppm - $1,273 from www.ctistore.com (part #CB511A).
	d. HP P4515x:  Network adapter, extra paper tray and two sided printing.  Monthly duty cycle of 225,000 pages - prints 62 ppm - $1,997 from www.buy.com (part #CB516A).


	C. Scanner Recommendations: 
	1. Recommended Flatbed Scanners:
	a. Xerox DocuMate 515:  Scans 15 ppm, has a 50 sheet ADF and will scan color, b&w, and gray scale.  $185 from www.buy.com - Mnfg. Part #XDM5155D-WU.
	b. Visioneer Patriot 680: Scans 40 ppm single sided, 80 ppm double sided (duplex).  Scans color, black & white, grayscale; has a 100 sheet ADF; includes Kofax VRS, OmniPage Pro and Pixel Translations QuickScan.  Mnfg. Part #P6801D-WU - $1,221 from www.ctistore.com.
	c. Fujitsu fi-6230 Scanner: Scans b&w one-sided (simplex) at 40 pages per minute or double-sided (duplex) at 80 pages per minute.  Also capable of color scanning; and handles letter or legal sized paper.  This scanner connects to your computer via USB 2.0.  This scanner is small and quiet, handles color, black & white and grayscale.  Best of all, it has a 100 sheet automatic document feeder (ADF).  Comes with Kofax® VRS® Professional, Adobe® Acrobat® 8 Standard, and ScandAll Pro.  Part number PA03540-B555, $1,286 from www.newegg.com.
	d. Fujitsu fi-6240 Scanner: Scans b&w one-sided (simplex) at 60 pages per minute or double-sided (duplex) at 120 pages per minute.  Also capable of color scanning; and handles letter or legal sized paper.  This scanner connects to your computer via USB 2.0.  This scanner is small and quiet, handles color, black & white and grayscale.  Best of all, it has a 100 sheet automatic document feeder (ADF).  Comes with Kofax® VRS® Professional, Adobe® Acrobat® 8 Standard, and ScandAll Pro.  Part number PA03540-B505, $1,909 from www.newegg.com.

	2. Recommended Sheet-Fed Scanners:
	a. Fujitsu ScanSnap S1500 Sheet-Fed Scanner: Sheet-fed, scans 20 ppm simplex, 40 ppm duplex, no TWAIN driver, but comes with Adobe Acrobat 9 Standard and works fine with it.  Mnfg. part number is PA03586-B005, $411 from www.costcentral.com.  This is one of the best scanners I've ever used.
	b. Fujitsu fi-6130 Sheet-Fed Scanner: Up to 40 ppm/80 ppm duplex black and white or grayscale.  50-page Automatic Document Feeder (ADF) with enhanced hard and embossed card scanning (Example: credit or healthcare cards); comes with Kofax® VRS® Professional, Adobe® Acrobat® 8 Standard, and ScandAll Pro.  Mnfg. part #PA03540-B055, $879 from www.newegg.com.
	c. Fujitsu fi-6140 Sheet-Fed Scanner: Up to 60 ppm/120 ppm duplex black and white or grayscale.  Best in class 300 dpi color scanning at 40 ppm/80 ipm; 50-page Automatic Document Feeder (ADF) with enhanced hard and embossed card scanning (Example: credit or healthcare cards); comes with Kofax® VRS® Professional, Adobe® Acrobat® 8 Standard, and ScandAll Pro.  Mnfg. part #PA03540-B005, $1,495 from www.newegg.com.
	d. Fujitsu fi-6670 Sheet-Fed Scanner: Up to 90 ppm/180 ipm in color or monochrome, landscape.  Ultrasonic double-feed detection with advanced control. Loaded with "intelligent" functions for more efficient scanning. Advanced image processing in hardware with color graphics adapter (CGA).  Valuable bundled software tools and applications including Kofax® VRS 4.2 Professional.  Service options to fit specific requirements and budget including Next Business Day, 4-hour or 24/7 contracts available.  Mnfg. part #PA03576-B505, $4,149 from www.provantage.com.


	D. Faxing Recommendations:
	1. Faxing With Your MultiFunction: This is the old-fashioned way of doing it and it's expensive.
	2. Internet Faxing Options: This is what we'd recommend for your faxing needs.  If you get the scanner we recommend, there is no reason to buy an old-fashioned fax machine.  Options for this include:  
	a. Myfax: www.myfax.com - pricing shown below.  Toll free number and faxes are emailed as PDFs attached to email.  
	b. EFax: www.efax.com - This is a more expensive option.  Pricing shown below:
	c. RingCentral:  www.ringcentral.com.  With RingCentral, you get a toll free or local number; you can receive faxes on your PC, via email or with a mobile app; and you can send faxes via email or your PC from any application.  Prices start at $7.99/month for 500 pages and go up from there.
	d. GreenFax: www.greenfax.com - Includes a local dedicated fax number for receiving faxes in the city or area of your choice. Pricing is $12.95 per month (billed quarterly). One time setup-charge: $10.00. Plan includes 250 inbound pages received per month. Pages received in excess of 250 per month are billed at 3 cents per page.
	e. RingCentral:  www.ringcentral.com - $7.99/month for 500 pages.
	f. Onebox: www.onebox.com - See their website for pricing information.
	g. faxZERO: $1.99 per fax

	3. Fax Software for your PC:  If you have a fax modem in your computer and a phone line you can plug in, then you can fax directly from your PC with special software that works with your fax modem.  However, I wouldn’t recommend using this.  The Internet faxing options mentioned previously provide more flexibility.

	E. PDF Manipulation Software Recommendations:  If you don't want to spend big bucks on Adobe Acrobat, here are some legitimate and less expensive competitors.  Furthermore, you might be able to get Adobe Acrobat bundled with MS Office on a new computer or included with a new scanner.
	1. Nitro PDF Professional:  Most of the features present in Acrobat Standard for only $99.  Has a 14 day free trial and you can buy it at http://www.nitropdf.com/index.asp.
	2. Foxit Phantom PDF Suite:  Very strong feature match with Acrobat Standard for $129.  Also includes a 30 day free trial.  For more information, see http://www.foxitsoftware.com/pdf/phantom/index.php.


	VII. WORD PROCESSING:
	A. Note Regarding Purchasing: It is ALWAYS cheaper to have your office suite included with a new PC than it is to buy it after the fact.  If you can't get your office suite included with the new PC you're considering, then buy your new PC somewhere that offers it.
	B. Inexpensive Options:
	1. OpenOffice.org (see www.openoffice.org) - FREE!! - Includes the following:   WRITER is OpenOffice.org’s word processor: use it for anything from writing a quick letter to producing an entire book with embedded illustrations, cross-references, tables of contents, indexes, bibliographies... Auto-complete, auto-format, and real-time spelling check make light work of the hardest task. Writer is powerful enough to tackle desktop publishing tasks such as creating multi-column newsletters, brochures – the only limit is your imagination.  Use CALC to bring your numbers under control. This powerful spreadsheet has all the tools you need to calculate, analyze, summarize, and present your data in numerical reports or sizzling graphics. A fully-integrated help system makes entering complex formulas a breeze. Sophisticated decision-making tools are just a few mouse clicks away. Pull in external data using the Data Pilot, and sort it, filter it, and produce subtotals and statistical analyses. Use previews to select from thirteen categories of 2-D and 3-D charts including line, area, column, pie, XY, stock and net with dozens of variants.  IMPRESS is the fastest, most powerful way to create effective multimedia presentations. Your presentations will truly stand out with special effects, animation and high-impact drawing tools.  DRAW will produce everything from simple diagrams to dynamic 3D illustrations and special effects.  New to Version 2, BASE enables you to manipulate database data seamlessly within OpenOffice.org. Create and modify tables, forms, queries, and reports, either using your own database or Base’s own built-in HSQL database engine.
	2. Oracle Office (http://tinyurl.com/2bhahsb) - $49.95 for Standard or $90 for Enterprise - Runs on all operating systems.  Oracle Office is the open-standard office productivity family with an unrivaled price. Based on the Open Document Format (ODF), it delivers personal productivity and enterprise-integrated document tools on Windows, Mac, and Linux. Oracle Office also offers Web 2.0 collaboration in the browser and on mobile devices with the upcoming Oracle Cloud Office.
	3. Google Docs (http://docs.google.com) - free online word processor, spreadsheet & presentations.
	4. Zoho Writer (http://writer.zoho.com) - free online word processor which I personally feel is even better than Google Docs.
	5. Microsoft Office 365:  Microsoft is now offering office in the cloud.  If you go with what they call their Business Plan E3, you pay $24/month for a "complete and full-featured set of Office productivity applications".  In essence, you're renting MS Office for $24/month.  This isn't a bad deal for the first year, but by about the 13th month, your monthly rental will have exceeded the cost of buying Microsoft Office Home and Business 2010 outright.
	6. WordPerfect Office X5 OEM:  This is one version back from the current version and it can be purchased (CD only) for $17 from www.buycheapsoftware.com or www.dirtcheapsoftware.com or many other vendors.


	VIII. REMOTE ACCESS:  There are many, many options for accessing the office computer systems or network remotely and this is extremely important for lawyers on the go.  We'll focus on the particularly cost effective methods here.  We haven't included this in our budget because remote access isn't mission critical.  However, it is wonderful to be able to access your office computer from home or anywhere else.  The best deal in this area is LogMeIn.com which is free.  If you need to be able to access a computer at your office when you're on the road, this is the best free option out there.  Gives you the ability to easily control the mouse and keyboard of any remote PC. You can open remote files, check your email, run programs, run system diagnostics, access from any browser, access from wireless Pocket PC and it's all easy to use.
	IX. WEB MEETINGS/CONFERENCING:  It makes little sense to waste time and money traveling around the city or country for meetings when you can often accomplish the same thing from your office via web meetings.  These meetings usually do not involve web cameras so the others in the meeting can't see your face.  However, they can hear your voice and see whatever you want to show them on your computer.  This is often all you need for a successful meeting.  Fortunately, you have a really good, free option in www.Join.Me.
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