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Paralegal Studies Program COURSE NUMBER:	LEGL-1102-001-79282
COURSE TITLE:	Law Office Technology
INSTRUCTOR:	John Vidmar	CONTACT:	jvidmar@cscc.edu 614-287-2590(Office)
CREDITS:	3

CLASS HOURS PER WEEK:	3 (1.5 Lecture – 1.5 Lab)

DESCRIPTION OF COURSE: This course is an introduction to office management procedures unique to law offices, including computerized time keeping and billing programs. Emphasis will be placed on the development of accurate record-keeping and organizational skills. The course will provide hands-on experiences by utilizing various legal software packages for students to apply to typical legal office situations.

COURSE STUDENT LEARNING OUTCOMES
· Learn about and utilize commonly used software.
· Have a working understanding of software available to legal practitioners.
· Understand the ethical concerns posed by the use of computers, computerized documents and legal software.
PROGRAM OUTCOMES
Upon completion of the Paralegal Program, the student will be able to:
· Employ substantive and procedural knowledge to analyze legal problems.
· Recognize and adhere to legal ethical standards.
· Proficiently apply legal technologies.
· Effectively communicate in oral and written forms, and interpersonally.
· Consistently demonstrate professional behaviors valued in the legal field.
COURSE MATERIALS
Regular access to a computer with an internet connection is required. This requirement cannot be met solely through use of a personal smart phone.
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TEXTBOOK(S), MANUALS, REFERENCES, AND OTHER READINGS

· There is no hard-copy textbook for this course. Students must join the National Society for Legal Technology (NSLT) by going to the website located at www.legaltechsociety.org . From the homepage, select the "Join Today!" button to go to the registration page. You may also reference the separate handout posted with this syllabus that will contain more detailed instructions.
· Any additional course materials and readings will be provided via Blackboard.

GENERAL INSTRUCTIONAL METHODS

A majority of the instructional methods used will consist of lecture, question and answer, discussion, simulations, special projects, online training, and presentations, but other methods may also be utilized.
STANDARDS AND METHODS FOR EVALUATION

Written projects and Exams: Written projects will be evaluated on writing quality, critical thinking, attention to detail, organization, compliance with instructions, comprehension of issues, and citation format. Information and instruction regarding all projects will be given in class or through posts on Blackboard. For that reason, regular class attendance is an important part of your ability to complete the projects successfully. Please do not expect me to repeat the class for you through e-mails and phone calls after the class. Exams will be given to test your knowledge and understanding of the materials and will comprehensive.

FINAL GRADE COMPOSITION
Participation	130 total points
Lab Exercises	100 total points
Software Module Summaries	120 total points
12 Software Module Completion	120 total points
Midterm	75 total points
Bill #1	20 total points
Bill #2	40 total points
Franklin County Pleading		60 total points NSLT Access/Research Access/Portfolio Topic			35 total points Written Presentation	100 total points
Visual/Oral Presentation	100 total points
Comprehensive Final Exam	100 total points
Total	1,000 total points

GRADING SCALE

Your grade is determined by the percentage of the points you have earned to date divided by the total number of available points to date. The grading scale is as follows:

· 90%-100%=A
· 80%-89%=B
· 70%-79%=C
· 60%-69%=D
· Below 60%=E

SPECIAL COURSE REQUIREMENTS
None

ATTENDANCE POLICY AND PARTICIPATION: Attendance will be taken at a random point during each class session. Attendance is a key component for this class and will directly or indirectly impact your final grade. Attendance is required to earn the allotted participation and weekly progress check-in points, both of which can only be earned by being present for class. Participation points are typically earned with active, professional, and thoughtful participation, unless otherwise permitted in writing by the instructor, and in some cases may be awarded based on an in-class assignment or quiz. Students who become disruptive to the class in any class session may not earn any participation points for that class session, even if participation points are awarded based on an in-class quiz or assignment. Students may miss four class sessions (days on which there is no class meeting because of a holiday, campus closure or other cancellation count towards these four) without it affecting the participation portion of their grade, however, failure to attend a class, or portion thereof, on a date which an in-class quiz or assignment is due, or in which an Lab Exercise or other assignment is discussed may impact that assignment. Certain assignments may require you to be present in class to earn part or all of the allotted points and thus, the failure to attend (or leaving early) these classes will not enable you to earn part or all of those points.

LATE ASSIGNMENT POLICY: All out of class assignments are due by 11:59 PM Eastern Time on the due date for the assignment, unless otherwise noted. No exceptions, except as permitted below. Work must be submitted to the appropriate forum.
Please ensure that you have attached your assignment to any emails or Blackboard submissions and that the assignment was successfully sent or uploaded. In the event your attachment is not attached or uploaded, it will have the same effect as not submitting your assignment. Five percentage (5.00) points from the total points earned for each day an assignment is overdue, including the date it is submitted, will be deducted from the overall points earned on the assignment.

If you need to submit work late, you must put a request in written form no later than 24 hours the day immediately preceding the assignment due date. Your request must contain a valid and

reasonable explanation of why you are requesting to turn an assignment in late. This must be done for any and each assignment for which you request a late turn in time. I will respond in writing prior to the due date whether or not the late work will be accepted. If accepted, the response will include a new due date. I reserve the right to deviate from this policy on a case by case basis, but will only do so in cases of extreme circumstances. If granted, I will deduct points for each day an assignment is overdue including the date it is submitted. In all cases, no assignment submitted late will be graded, unless a written request to submit the assignment late is provided before the assignment is submitted.

This late policy does NOT apply to the Midterm, Course Portfolio Presentation, in-class assignments or quizzes or any demonstrations, or the Final Examination. The Final Examination may not be taken late, unless approved alternative arrangements are made in advance.

COLLEGE SYLLABUS STATEMENTS
Columbus State Community College’s required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “Syllabus Statements”.

WEATHER RELATED DEPARTMENT SPECIFIC POLICY
In the event of severe weather or other emergencies that could force the college to close or to cancel classes, such information will be broadcast on radio stations and television stations. Students who reside in areas that fall under a Level III emergency should not attempt to drive to the college even if the college remains open.

UNITS OF INSTRUCTION

	WEEK 1

	Day of Class 1:
	August 29, 2023
	Day of Class 2:
	August 31, 2023

	Unit of Instruction:
	Course Overview and Overview of Computers in the Law Office

	Learning Objectives/Goals:
	Learn the basics of the course, why computers and software are important in the law office and introduction to technology used in the class.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Software Module #1 – Windows 10.
3) Submit proof showing access to NSLT on or before September 3, 2023.



	WEEK 2

	Day of Class 1:
	September 5, 2023
	Day of Class 2:
	September 7, 2023

	Unit of Instruction:
	Course Overview and Overview of Computers in the Law Office



	Learning Objectives/Goals:
	Learn the basics of the course, why computers and software are important in the law office and introduction to technology
used in the class.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Lab Exercise #1.
3) Complete Software Module #2 – Clio.
4) Submit Lab Exercise #1 on or before September 10, 2023.




	WEEK 3

	Day of Class 1:
	September 12, 2023
	Day of Class 2:
	September 14, 2023

	Unit of Instruction:
	Legal Timekeeping and Billing Software

	Learning Objectives/Goals:
	Learn ways to track time, the importance of tracking time in the legal field, the basics of billing software and how and why billing software if useful.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Lab Exercise #2.
3) Complete Software Module #3 – Free Choice (Do not complete a module otherwise assigned to complete this requirement – Microsoft Outlook recommended).
4) Submit Lab Exercise #2 on or before September 17, 2023.
5) Submit proof of Westlaw and Lexis access on or before September 17, 2023.



	WEEK 4

	Day of Class 1:
	September 19, 2023
	Day of Class 2:
	September 21, 2023

	Unit of Instruction:
	Internet, Legal Research and E-Mail

	Learning Objectives/Goals:
	Learn when and when not to use the Internet for Legal Research, introduction to court dockets, Westlaw and Lexis introduction, discussion of other resources for legal research,
and the use of email in a law office and legal environment.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Lab Exercise #3
3) Submit Lab Exercise #3 on or before September 24, 2023
4) Submit Software Module Completion and Summaries to Blackboard on or before September 24, 2023 – See
Blackboard for Assignment Details



	WEEK 5

	Day of Class 1:
	September 26, 2023
	Day of Class 2:
	September 28, 2023

	Unit of Instruction:
	Word Processing and Document Assembly

	Learning Objectives/Goals:
	Learn Microsoft Word basics and introduction to other word processing software. Learn the importance of meta data, malpractice concerns, and features of Microsoft Word and how
they can be utilized in the legal field.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Lab Exercise #4.
3) Complete Software Module #4 – Microsoft Word 2019.
4) Submit Lab Exercise #4 on or before October 1, 2023.



	WEEK 6

	Day of Class 1:
	October 3, 2023
	Day of Class 2:
	October 5, 2023

	Unit of Instruction:
	Spreadsheet Software

	Learning Objectives/Goals:
	Learn Microsoft Excel basics and introduction to other spreadsheet processing software. Learn the importance of formulas, utilizing basic functions of a spreadsheet, when to use spreadsheets, malpractice concerns, and features of
Microsoft Excel and how they can be utilized in the legal field.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Lab Exercise #5.
3) Complete Software Module #5 – Microsoft Excel 2019.
4) Submit Lab Exercise #5 on or before October 8, 2023.
5) Submit Bill #1 to Blackboard on or before October 8, 2023 . – See Blackboard for assignment details.




	WEEK 7

	Day of Class 1:
	October 10, 2023
	Day of Class 2:
	October 12, 2023

	Unit of Instruction:
	Word Processing and Document Assembly – Part 2

	Learning Objectives/Goals:
	Continuation of Microsoft Word basics, malpractice concerns, setting up templates and mail merges and other features of
Microsoft Word and how they can be utilized in the legal field.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Lab Exercise #6.
3) Submit Lab Exercise #6 on or before October 15, 2023.



	
	4) Complete Midterm. Available October 12, 2023 at 11:59PM until October 15, 2023. Midterm will be provided through Blackboard and may NOT be submitted late. Please monitor Blackboard and class discussions for more details.
5) Submit Presentation Topic on or before beginning of class on October 12, 2023 (see Blackboard for details).



	WEEK 8

	Day of Class 1:
	October 17, 2023
	Day of Class 2:
	October 19, 2023

	Unit of Instruction:
	Databases, Case Management and Docket Control Software

	Learning Objectives/Goals:
	Learn Microsoft Access basics and the importance of databases, how they can be utilized in a legal environment, the importance of case management, case management software and introduction to docket control software and associated pitfalls of not using or improperly using such software.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Lab Exercise #7.
3) Complete Software Module #6 – NetDocuments & ndOffice.
4) Complete Software Module #7 – Worldox GX4.
5) Submit Lab Exercise #7 on or before October 22, 2023.
6) Submit Software Module Completion and Summaries to Blackboard on or before October 22, 2023 – See Blackboard for Assignment Details.




	WEEK 9

	Day of Class 1:
	October 24, 2023
	Day of Class 2:
	October 26, 2023

	Unit of Instruction:
	Databases, Case Management and Docket Control Software

	Learning Objectives/Goals:
	Continued discussion and application of Microsoft Access basics and the importance of databases, how they can be utilized in a legal environment, the importance of case management, case management software and introduction to docket control software and associated pitfalls of not using or improperly using such software. Learn methods to document
and calendar legal events.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled online class session(s).
2) Complete Lab Exercise #8.
3) Submit Lab Exercise #8 on or before October 29, 2023.



	WEEK 10

	Day of Class 1:
	October 24, 2023
	Day of Class 2:
	November 2, 2023

	Unit of Instruction:
	Word Processing, Cloud Technology and Social Media

	Learning Objectives/Goals:
	Learn about role of the cloud (data security, etc.) and social media from an ethical and evidentiary perspective.

Learn Microsoft Word basics and introduction to other word processing software. Learn the importance of meta data, malpractice concerns, and features of Microsoft Word and how
they can be utilized in the legal field.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Lab Exercise #9.
3) Submit Lab Exercise #9 on or before November 5, 2023.
4) Complete Software Module #8 – Free Choice (Do not complete a module otherwise assigned to complete this requirement – Microsoft PowerPoint recommended)
5) Submit Franklin County Pleading Assignment on or before November 5, 2023. – Assignment Available Week 7.



	WEEK 11

	Day of Class 1:
	November 7, 2023
	Day of Class 2:
	November 9, 2023

	Unit of Instruction:
	Litigation Support Software

	Learning Objectives/Goals:
	Discussion about litigation support software, its uses and
benefits of using this software.

	Assessment Method(s):
	Lab Exercises, Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Lab Exercise #10.
3) Complete Software Module #9 – TimeMap 6.
4) Submit Lab Exercise #10 on or before November 13, 2022.



	WEEK 12

	Day of Class 1:
	November 14, 2023
	Day of Class 2:
	November 16, 2023

	Unit of Instruction:
	Electronic Discovery (E Discovery)

	Learning Objectives/Goals:
	Discussion about discovery in general, electronic discovery, electronic discovery software, its uses and benefits of using
this software.

	Assessment Method(s):
	Software Modules and Exam



	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Software Module #10 – CloudNine Concordance.





	WEEK 13

	Day of Class 1:
	November 21, 2023
	Day of Class 2:
	November 23, 2023

	Unit of Instruction:
	Electronic Courthouse

	Learning Objectives/Goals:
	Discussion and demonstration of state and local e-filing, importance of local rules, online court dockets, PACER and ECF.
Learn the importance of the e-filing and pitfalls of incorrectly adhering to e-filing requirements.

	Assessment Method(s):
	Software Modules and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Complete Software Module #11 – Nuance Power PDF Advance 2.
3) Complete Software Module #12 – Adobe Acrobat Pro DC.



	WEEK 14

	Day of Class 1:
	November 28, 2023
	Day of Class 2:
	November 30, 2023

	Unit of Instruction:
	Presentations

	Learning Objectives/Goals:
	Discussion and demonstration of Microsoft PowerPoint and
other presentation software, how and when to utilize the software and the importance of making quality presentations.

	Assessment Method(s):
	Presentation and Exam

	Assignment(s):
	1) Attend scheduled class session(s).
2) Submit Written Presentation to Blackboard on or before end of class on November 30, 2023. Assignment Details to be provided in Week 2.



	WEEK 15

	Day of Class 1:
	December 5, 2023
	Day of Class 2:
	December 7, 2023

	Unit of Instruction:
	Internet Research

	Learning Objectives/Goals:
	Continued Discussion of Internet Research and plusses and minuses to Internet research. Introduction to federal, state and
local sites that can be utilized for research.

	Assessment Method(s):
	Exam

	Assignment(s):
	1) Attend scheduled class session(s).



	
	2)  Present Presentations in class, as assigned.




	Finals Week

	Finals Date
	December 11, 2023 - December 13, 2023
	

	Unit of Instruction:
	Comprehensive Final Exam

	Assignment(s):
	1) Complete Final Exam (See “Exam Details” below for more information - Available December 11, 2023 and due December 13, 2023 at 11: 59 PM ET. Subject to
change if mandated by College’s Final Exam Schedule.




	Exam Details

	This course has a Final Exam. The exam is comprehensive and covers all topics covered in the class lectures, Lab Exercises or NSLT modules. There will be no software demonstrations needed and will cover concepts and basic understanding of the items covered in this class.
The exam will consist of matching, True-False and Short answer. Each question on the exam may not be given equal weight, which means some questions will be worth more points than others, but the value of each question may not be disclosed. You will have 80 minutes from the time you start the exam to complete it. You may not pause the exam or otherwise restart the exam, so you should plan to have ample time free of distraction to complete the exam once you begin it. Each exam must also be completed by the due date and time, so please be sure to start each exam at least 80 minutes before it is due. Late submissions will not be graded. Each exam will be open book and open internet, but you may not utilize any real time communication (no phone calls, text or other messaging or other similar communications). Those students who keep current with the reading and actively participate in the course tend to score better on the exam than those who do not. While it is possible to do research to answer the questions, if you rely solely on this method rather than keeping current on the reading and taking good notes while reviewing class material, you will
likely have trouble finishing the exam in the allotted time and/or may not score well on the exam.
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