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Going Paperless: How to Do It 
and What You Will Gain

ÁDeeDee Kato ɀVP of Corporate Marketing, Foxit Software

ÁStanley Chow ɀSr. Product Marketing Manager, Foxit Software
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What does your Law office look like?
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Building the Business Case to Improve Operational 
Efficiencies
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Labor Costs
Å

Å

Å

Å
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http://community.aiim.org/blogs/rui-oliveira/2010/05/25/10-fast-facts-about-document-management


ҫBullet 1
okokok

Text 1
okokok

ҫBullet 2
okokok

Text 2
okokok

ҫBULLET 3

TEXT 3

BULLET 4

Headline
Subtitle

6

Storage and Printing Costs

Å

Å

Å
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Reviews and 
Approvals Å

Å

Å
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Risks
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Soft Costs

Å

Å

Å

ROI Calculator Spreadsheet Available Upon Request
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Paperless Law Firm -
How To Do It

1. Ingest - Getting data into the system

ѐ Standardizing file formats, maketest searchable, compressing

files, convert emails to PDF, PDF/A

2. Keep files organized with a DMS

3. Preparing documents for counsel or courts

ѐ Batesnumbering, portfolios

ѐ Protect and remove sensitive data

ѐ Create forms to gather client info

4. Eliminate paper-based signatures

5. Document security and collaboration

ѐ Shared reviews

ѐ Preventunauthorized changes/users

ѐ Tracking
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1. Ingest - Getting data into 
the system
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ÅBloated file sizes

ÅUnsearchable text and images

ÅDifferent file types

ÅLong term access

ÅDifficult to email

ÅIncreasing file storage, especially when you 

are doing color scanning

ÅManual processes 

File type considerations



ҫBullet 1
okokok

Text 1
okokok

ҫBullet 2
okokok

Text 2
okokok

ҫBULLET 3

TEXT 3

BULLET 4

Headline
Subtitle

ωContent Management 

ωData Capture

ωWorkflow

ωTransaction Processing

ωArchive

Business 
Application 

Layer

ωShared Image Services

ωConsolidated Operation

ωHigh Volume Batch Processing

Enterprise 
Capture

ωRegional Services

ωShared Operations

ωAccounts Payables

ωHuman Resources

Departmental 
Capture

ωBranch Operations

ωAd Hoc Imaging

ωPoint of Service

Work Group 
Capture

Solutions to turn scanned legal documents into 
text searchable files
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Fax/Scanners
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Multi -Function 
Printers
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Server -based 
Capture/OCR Software

Advanced compression 
capabilities
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How Does Large Scale Automation Work?

Text
Searchable

Smart
Form

Fast CombineLight

eSign Protect Redact

Extract Embed Convert

Archive Integrate Custom

SDK

Arrange

1
2

Å Convert and Compress 
Documents

- Reduce Size by 50% or 
More

- Transfer/Open 50% Faster

Å Conversion Strips Out Viruses 
and Ensures Files Can Be 
Opened 100 Years From Now

Å Normalize Born Digital and 
Image Files to Searchable PDF

Å Shrink Mass Files for Emails
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Individual Document Scan and OCR 
with Desktop Software

ÅAcrobat, 

PhantomPDFand 

Foxit Reader 

ÅAction Wizard can 

process batches of 

documents
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1. 2. Keep files organized 
with a DMS
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DMS Integration

Challenge:  Scattered electronic matter files

Solution:  

Å Open, Check-In, Check-Out from 

PhantomPDF

Å Convert files to PDF in batch from iManage

Å Add bates numbering to files from 

SharePoint, ShareFile, iManage 9, ndOffice , 

OneDrive -Personal, Google Drive, Box, 

Dropbox, eDOCSDM, and DMSforLegal .
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Customers Using Foxit DMS Integrations
Å

Å Baker and McKenzie

Å RSM International

Å Meredith McConnell

Å Brown Rudnick

Å Norton Rose Fullbright

Å Scroggins Grear

Å Aldridge Pite

Å 3M

Å

Å McLennan Ross

Å Frith Anderson Peake

Å Lavan

Other DMS Integrations
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1. 3. Preparing documents 
for counsel or courts
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Å Create Accessible PDF Documents

Å Edit Content and Layout

Å Drag & Drop Pages Between Files

Å Export to Office and Other File Formats

Å Convert Paper to Digital

Å Easy to Use Form Design Tools

PDF Editing
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Integration with Microsoft
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Redaction
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Remove Hidden Content
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Court Rule ComplianceÁ Public Access to Court 
Electronic Records 
(PACER)

Á States with PDF/A 
legislation:

California
Massachusetts
New York
Nevada

Á The National Archive and 
Records Administration 
(NARA)

Á Administrative Office of 
the U.S Courts

ÁNational Library of 
Congress

ÁFederal JudiciaryɅs Case 
Management/Electronic 
Case Files (CM/ECF) 

ÁCreate USPTO-compliant 
PDFs
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1. 4. Eliminate paper -based 
signatures
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1) Signature Image Stamp 

2) PDF Sign

3) Digital Signatures

Create your own or obtain a 

digital ID from a trusted 3rd

party provider (Certificate 

Authority (CA)) for 

authentication

4) eSignatures
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1) Signature Image Stamp 

2) PDF Sign

3) Digital Signatures

Create your own or obtain a 

digital ID from a trusted 3rd party 

provider (Certificate Authority 

(CA)) for authentication

4) eSignatures
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1) Signature Image Stamp 

2) PDF Sign

3) Digital Signatures

Create your own or obtain 

a digital ID from a trusted 

3rd party provider 

(Certificate Authority (CA)) 

for authentication

4) eSignatures with

- Reading, Printing, Annotating, and Signing PDF 
CouldnɅt Be Easier

- Over 560 Million Users
- Easy to Use Office-Style Ribbon Toolbar
- Small Footprint
- Lightning Fast
- Secure Against Vulnerabilities
- Customization and Mass Deployment Options
- Enterprise Integration
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1. Demo

Å Stanley Chow ςAT Law Associate 
Å Tim Andrews ςManaging Partner
Å Sally Johnson ςClient

Scenario #1:  Create and Sign Retainer Agreement
Scenario #2:  Create and Sign Client Intake Form

Legal Demo Final.mp4
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Prepare ɀCreate, Collaborate, Redline, Redact

Form Field

Tag Fields

Push Buttons

Hospital

Consent Form

Submi
t

Check Boxes

Drop-Down List

Smart Signature

Radio Buttons

{signer1_fullname 

Password Protect
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Customized PDF Online Form

1) Foxit WebPDFSDK for Web provides PDF viewing 

and data capture through web browsers

2) No additional software required

3) Reuse fillable PDF forms to capture data and 

submit into your backend system(WIP)

e.g. http://www.andrewsthompsonlaw.com
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1. 5. Document security and 
collaboration
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1) Password Protection and Certificate 

Protection

2) Microsoft Active Directory/Azure Rights 

Management Services integration DRM

ï provides protection to PDF documents in 

SharePoint, Exchange, and or desktop 

solutions

3) Connected PDF

4) Windows Information Protection (WIP)

5) FIPS mode
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1) Password Protection and Certificate 

Protection

2) Microsoft Active Directory/Azure 

Rights Management Services DRM 

3) ConnectedPDF- Security token (DRM) 

embedded in document:
Å Track document

Å Grant and revoke access

Å Share documents securely without compiicatedtrust 

mechanism

4) Windows Information Protection 

(WIP)

5) FIPS mode
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Real-Time Collaboration and Co -Authoring PDFs

ÅEasy setup for internal and 

external users

ÅShare content quickly and 

easily, regardless of where the 

document lives (on-premise 

DMS/EMS, cloud storage, files 

on mobile devices, etc.)
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1. How Foxit Can Help
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ILTA PDF Shoot-Out
Part 1 ɀTakeaways
https://www.iltanet.org/blogs/seth -

silapasvang/2019/04/08/pdf -shootout -takeaways?ssopc=1

Part 2 ɀDeep Dive
https://www.iltanet.org/viewdocument/foxit -

pdf -highlights?ssopc=1
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Cleary Gottlieb Steen & Hamilton LLP

Å

Å

Å

Å

Å

Å

http://www.vault.com/company-rankings/law/vault-law-100/
http://www.vault.com/company-rankings/law/best-law-firms-in-each-practice-area?sRankID=17
http://www.vault.com/company-rankings/law/best-law-firms-in-each-practice-area?sRankID=21

