www.technolawyer.com

Techno Lawyer-

COMMUNITY

TechnoLawyer NewsWire™

Hot new products for lawyers and law office administrators.

Document Management Inside Microsoft Office

By Eliza Sarasohn
November 17, 2010

il Gates was raised by Snapdone creates a S Sapfie (= ]

a lawyer, but he clearly  customizable folder ORER

didn’t have lawyers in structure to best suit e Bkt

mind when his company  your firm. In addition o " L e s
created Microsoft Office. Nonethe- to flndlﬂg documents izi:t w::tt;(‘zzzz') j || All active folders 2.t e/,
less, this iconic software suite has by browsing, you L e . ”.Q:Ei:;i::?;zm o s I’j;?iii;
become a fixture in most law firms ~ can use Snapdone’s £ Doc Type Discovery | | sssmmssmre, o gy
(86% of TeChnOLaWyer subscrib- Boolean search en- > b subfolders oo |®| Employee Manual.pdf Clients Widgets (2.. 1/19/2010 ..

] | etter to Bill Livingstan re ...
] Itr to Fred Smith re Settle...

Clients AAA Adver...
Smith, Fred...

AAA Adver...

1/19/2010 ...
1/15/2010 ...
1/11/2010 ...
1/11/2010 ...
1/19/2010 ...

Filename contains

gine. You can narrow
searches by author,
client, matter, docu-

ers use it) — especially Outlook and
Word. As a result, an ecosystem of
legal software products has arisen

Clients.

0

] pldg motion to compel pr... Clients
] pldg order to dismiss ('ba...

B Vendorsxis

Clients. AAA Adver.

Clients. Widgets (2...

around Microsoft Office, including
document assembly and document
management systems. One com-
pany not too far from Microsoft’s
campus has built these features into
Microsoft Office rather than go the
integrated product route.

Snapdone Version 6 ... in One
Sentence

Snapdone Version 6 adds document
assembly and document manage-
ment capabilities to Microsoft Office.

The Killer Feature

Microsoft Office excels (no pun in-
tended) at document creation. But
document automation and man-
agement? Not so much. Snapdone
essentially snaps a document as-
sembly and document management
system onto Microsoft Office. The
company reports that even newbies
can get up and running in minutes.

The new version offers significantly
enhanced document management
features. When you use the Snap-
save button on Microsoft Office’s
Ribbon, you trigger Snapdone’s
document management system.
You can then apply identifying infor-
mation about the document such as
client/matter and type. Snapdone
automatically names documents
with a ten-digit ID code and stamps
the document with this number.

ment type, and more.

Right-click to copy, delete, or rename.

[1] Press Alt or Ctri for keyboard shortcuts

“Snapdone  Version
6 boosts the Micro-
soft Office comfort-zone into a true
document management system that
also integrates a time-tested docu-
ment creation tool-kit for small and
midsized law firms,” Snapdone Pres-
ident Scott Campbell told us. “We
transformed the wish lists of long-
time users into an affordable reality.”

Other Notable Features
Snapdone’s new document man-
agement system functionality works
with Outlook, enabling you to save
client-related  email  messages
alongside your documents.

Snapdone integrates Outlook con-
tacts with Word for document as-
sembly purposes, eliminating hav-
ing to type or even copy and paste
names and addresses into letters,
fax cover sheets, memos, plead-
ings, envelopes, labels, etc. The
Caption Bank enables everyone in
your firm to use pre-formatted tem-
plates and boilerplate language for
these documents. For example,
with Snapdone everyone at your
firm can have their own personal-
ized letterhead.

Snapdone mirrors certain functions
in Microsoft Word with an empha-

sis on making them simpler to use.
For example, Snapnumbers and
SnapTOC provide legal-friendly
paragraph numbering and table
of contents creation respectively.
Snapdone also offers a streamlined
mail merge function.

What Else Should You Know?
Snapdone includes centralized ad-
ministrative tools for setting it up,
managing users, and adding and
updating templates. Snapdone
works with Microsoft Office 97 and
later, including Office 2010. Snap-
done costs $800 for the first com-
puter. Each additional computer li-
cense costs $200. The license fee
includes installation, customization,
basic forms, and one month of free
telephone support.
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