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Focusing on how computers can make paralegals and legal professionals more productive on the job, this
updated Seventh Edition of the #1 book on the market offers comprehensive treatment of computer concepts,
including coverage of both basic software programs like Word, Excel, and PowerPoint, to more advanced
applications using Abacusl aw, CaseMap, Clio, DiscoverFY, HotDocs, Tabs3, TimeMap, and Trial Director.
Real-life examples, pertinent tutorias, ethical considerations, and up-to-date coverage of the most popular
software used in all types of legal organizations help students develop key knowledge and skills. Each topic
is presented in a clear and organized manner and includes examples of how the softwareis actually used on
the job. The detailed Hands-on Exercises include Basic, Intermediate, and Advaned assignmentsto allow for
avariety of skill levels. These extensive exercises alow students to apply their 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 paralegals comply to new rules and better handle complex records and files.
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Heidi says

this was tough to get through after atwo week vacation where i read nothing but detective novels and books
about vampires. but i appreciated a few things about microsoft office that i didn't know before.
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