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VALUABLE TOOLS
Have you ever wondered why some lawyers seem

to be so much more skillful at using their computer
than you? No one could reasonably dispute that
computers have become one of the most important
tools in today�s law office, and proper use of this tool
can make your job easier and faster.  Case management
software, time and billing software, accounting
software, and practice-specific software for the law
office are important tools in running any law office,
but other software not specifically designed for
lawyers can be just as valuable. A few of these
products are discussed below.

ANTI-VIRUS SOFTWARE

While anti-virus software may not make your law
office more efficient, it can certainly save your
computer and data if a virus is introduced. New
viruses are created and distributed daily, and anti-
virus software is your first line of protection.
Today�s anti-virus software now has several
components, including periodic scanning and
frequent updating over the Internet.  Make sure your
computer is protected, especially if you use e-mail �
the latest method of distribution.

The two leading anti-virus software programs are
McAfee Virus Scan and Norton AntiVirus.  Prices
vary, but both programs include a free year of
updates (which can be renewed annually).  At any
price, this is a necessary program for all computer
users.

ADOBE ACROBAT READER

This program is a valuable tool that allows you
to view or print a document on your computer no
matter what platform or program it was created in.
This eliminates formatting problems that may turn a

document into an unrecognizable jigsaw puzzle.
Adobe Acrobat Reader files use a PDF (portable
document format) that can be used by Mac and
Windows users alike. Virtually all downloadable
documents on the Internet, including all the forms
from the PLF�s web site, are Adobe Acrobat Reader
files.

The best part about Adobe Acrobat Reader is
that it is a free program that can be downloaded from
the Adobe web site at www.adobe.com by just
clicking on the �Get Adobe Reader� link at the
bottom of the page.  This free software will allow
you to read any PDF files; however, you must
purchase the Adobe Acrobat software to create
these files.  If you distribute documents frequently,
you may wish to purchase this software and learn
how to use it.  Both Corel WordPerfect and Word
allow you to save documents in the PDF format.

QUICK VIEW PLUS

If you have ever received a file from someone
that you cannot open because your computer cannot
recognize the file format, you need Quick View Plus.
This program allows you to locate, view, copy, and
print virtually any document, even if you do not
have the originating application. The most important
feature of Quick View Plus is that it allows you to
view e-mail attachments without actually opening the
file or executing macros which may spread viruses.

The program is available for a 30-day free trial at
www.jasc.com and can be purchased for $59.  For
Corel WordPerfect users, a version of Quick View
Plus is included with versions 6.1 through 8, but it is
not loaded during a typical installation.  Load your
installation disks or CD and choose custom install to
see if you already have this product and just need to
install it.
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COMPRESSED FILES

File compression is used for storing and
distributing large documents. Usually the documents
�archived� in a zip file are compressed to save
space, but the zip process also makes it easy to
group files and quickly copy them.  Netzip, WinZip
and PKZip are just a few of the file compression
utility programs available for free online.  For a small
registration fee, you can purchase additional
features and receive updates. One such feature
allows you to create self-extracting zip files, which
can be unzipped (or uncompressed) by anyone
whether or not they have the same compression
software.

UNINSTALLERS

Each time you install a new application, files
land in the Windows system folder, shortcuts end up
in the Start menu, and program settings drop anchor
in the Windows System Registry. And when you are
online, web sites send even more files to your hard
drive for storage.  All this extra junk takes up
valuable space. More importantly, a bloated hard
drive runs more slowly and is more likely to crash
than a lean one.

So how do you get rid of this junk completely
when you want to remove a program from your
computer?  The Windows Add/Remove Programs
utility is of little help, and often leaves unnecessary
files on your hard drive. Your best bet is a software
uninstaller.  Uninstallers not only remove programs
from your hard drive, but also clean out old baggage,
such as temporary and cached files. Today�s
uninstallers even help you move applications from
one machine to another and back up important data.
Some popular programs to choose from are
CleanSweep from Norton, Uninstaller from McAfee,
or WinDelete from IMSI Corp.
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