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An Introduction to 
Legal Case and Matter 
Management Software  

and Legal Files 

No matter the area of law, attorneys, paralegals, in-house counsel, 
advocates, support staff and more, all manage a wealth of 
information every day. From contracts and contacts, to research and 
requests for information, it’s enough to make anyone’s head spin.

In the past, professionals in the field found different ways to keep 
it all straight. A filing cabinet filled with paper files was once the 
organizational method of choice, but it could make tracking down 
information a nightmare and only one person could view a file at a 
time. Digital methods like password-protected folders, the Cloud and 
Excel spreadsheets were a step in the right direction, but they still 
had problems with accessibility and organization. Anyone who has 
dealt with the headache of looking for information in a massive Excel 
document or being unable to open an important digital file can’t help 
but feel that there has to be a better way.  
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Legal matter management from Legal Files Software provides 
that way.

As a comprehensive and user-friendly digital solution to manage 
what matters to you, Legal Files offers a wealth of features and 
functions that we designed to solve the most common problems with 
organization, efficiency and communication in a legal department or 
law office. With options that range from document management to 
reporting, you’ll find yourself saying, “I didn’t know Legal Files could 
do all of that!”

In this eBook, we’re going to explore everything that Legal Files can 
do and all the ways it can help streamline your daily tasks so that 
you can focus on what really matters. After all, you didn’t get into the 
legal profession to spend hours looking for documents or generating 
reports. You got into it to use the practice of law to make a difference 
in the world, and Legal Files gives you more time to focus on this goal.

You got into it to use the practice of 
law to make a difference in the world, 
and Legal Files gives you more time 

to focus on this goal.

https://www.legalfiles.com/
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A Look at Our History

Before we move forward to explore the features and functions of 
legal matter management software from Legal Files, we’re going 
to take a step back and look at how we grew into the respected 
company we are today.

We have been helping legal practitioners manage what matters to 
them for decades. In the mid-1980s, our team began serving the 
legal community after we saw a need for a fast and efficient way 
to give everyone in any organization access to the most up-to-date 
information on files—no matter where the employees were located. 

A dedicated group of people in Springfield, Illinois, with a shared 
belief in integrity and a strong commitment to quality and service, 
worked together to develop the software. They formally launched 
Legal Files Software, Inc. in 1990. Since then, we have grown to 
become an international developer and provider of legal case and 
matter management software. 



6

Our small business 
environment 
sparks creativity 
and encourages 
innovation. Legal 
matter management 
software is all 
we do, so we can 
devote 100% of 
our attention and 
resources to create 
comprehensive 
and customizable 
software that 
features tools to 
solve the pain-points 
in the daily practice 
of law. The size of 
our team also means 
that we can provide 
individualized 
attention to each 
client, as we help 
with software 
implementation, 
training and ongoing 
support. The 
combination of our pioneering software and renowned customer 
service has allowed Legal Files and our customers to flourish. Just 
take a look at Legal Files by the Numbers. 

https://www.legalfiles.com/
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Manage My Day and 
Manage My File 

Everything at a Glance

Regardless of the area of law, attorneys, paralegals and other team 
members have been tasked with an enormous job. They must keep 
a wealth of data and documents organized. In an average day, legal 
professionals receive and rely on countless documents, emails and 
pieces of information. From legal research and memos, to emails and 
calendar entries, it can seem like an insurmountable task to keep it all 
straight. This is where legal matter management software can help.

Many legal departments and law offices struggle to stay organized 
when using antiquated and ineffective organizational systems. Most 
of us realize that paper files and filing cabinets should be left in the 
past, and many of us have discovered that home-made systems 
consisting of the Cloud and password-protected files aren’t enough 
to get the job done. However, not everyone realizes how big of a 
difference legal matter management software can make in the daily 
functioning and long-term success of a legal department or law firm.
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Although most legal software programs can improve organization, 
some programs make it easier to manage what matters to you. Legal 
Files offers two critical features that can make all the difference in 
your busy day.

The first is Manage My Day. This feature shows all of 
your tasks/to-do items, notifications, calendar entries, 
messages, recent files and much more. It’s where 
notifications pop up, and it shows everything you need to 
know to stay on track and in the loop.

The second is Manage My File. Essentially the “home 
page” for each file, this screen contains all the pertinent 
information about a file, including users, status and file 
type. As you scroll down, you can view people who are 
related to the file and a comprehensive file summary. 
In addition, you can use the left navigation bar to go to 
different places in the file.

These might seem like little features, but they make a huge difference 
in the lives of legal professionals. Just ask the team at the Office of 
the City Attorney/Prosecutor for the City of Pasadena. “Legal Files has 
many additional and better functions that give us a very wide range 
of capabilities that we didn’t previously have. In particular, Legal Files 
gives us the added capability to group notices of calendar and to-do’s 
that we didn’t have before.”  

https://www.legalfiles.com/
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Document Management 
System 

Conquer the Mountain of Documents

The number of documents that a law office or legal department 
deals with on any given day is staggering. In addition to everyday 
emails, attorneys and paralegals face mountains of research, memos, 
briefs, contracts, letters, requests and much more. It’s absolutely 
astounding, and it’s one of the biggest reasons our clients invest in 
case and matter management software. 

Many have tried, but it’s impossible to manage, organize and 
protect work product and documents without the right system. 
Some legal departments and law offices have invested in software 
that specializes in just document management, but it isn’t quite 
getting the job done. Others may be storing digital files in the Cloud 
or password-protected files, while some are using antiquated 
organizational systems that involve paper files in cabinets and on 
desks. It’s amazing that people try so many different solutions, but 
still struggle to keep it all straight. Regardless of where your office 
falls on this spectrum, legal matter management software from Legal 
Files can help improve the efficiency and organization of your office.
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Countless Legal Files clients have found our software has made 
all the difference in how their office runs. For example, the Illinois 
Education Association’s (IEA) legal department was struggling with 
organization because its attorneys are divided among three separate 
offices. Administrative Assistant Ann Holmes said, “Prior to Legal 
Files, we had a system in place that could track case information, but 
it could not store documents, phone logs or email.” As a result, each 
employee stored the documents on their own computer and there 
was no consistency in file naming or tracking. “It was overwhelming 
for everybody. We needed a tool that could better track all of our 
matters, including documents, phone logs, voicemails and email,” 
she said.

After a department meeting, the IEA legal department decided 
on Legal Files. “We looked at three or four options, but nothing 
compared to Legal Files,” Ann said. Once it was implemented, the 
document management feature of Legal Files immediately started 
saving time for the team, so they could focus on their job rather than 
administrative tasks.

Two of the team’s favorite features are document routing and 
document generation. 

https://www.legalfiles.com/
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Document routing is part of our built-in document 
management system (DMS). It allows team members to 
electronically route documents to a single or multiple 
users at the same time with a note attached. Legal Files 
stores and catalogs documents in the file they reference, 
so it’s easy to search, retrieve and route them. This means 
that there’s no need to copy and mail, or scan and email 
every page of a document in order to send it.

Document generation or document assembly 
comes with Legal Files, and automates the generation 
of standard forms, letters, contracts and other matter-
related documents. This allows users to create document 
templates and merge each one with data from the matter 
or the file to automatically create a new document.

Whether or not you have a standalone DMS, you’ll find that the 
DMS within Legal Files can meet all your organizational needs 
for documents. Unlike other programs, Legal Files manages 
the document’s storage, rather than just maintaining a link to a 
document that is stored somewhere else such as on a network 
drive or the Cloud. This means that, even if someone deletes the 
document from one of these other locations, it will remain in Legal 
Files.

https://www.legalfiles.com/
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If you already have a 
DMS and you want to 
get new legal matter 
management software, 
you should keep in 
mind that Legal Files 
can likely integrate 
with your existing DMS. 
This is the perfect 
way to make sure that 
everything you need 
to do your job is in one 
convenient location.

Four questions to ask a legal 
matter management software 
vendor about their document 
management: 

1 Does it actually manage 
document storage – or does 
it just maintain a link to the 
document? 

2 Does it store all documents 
in a centralized location on a 
network drive? 

3 Does it allow users to profile 
the document by relating it 
to a case or a matter and 
organizing it according to the 
department’s policies? 

4 Does it programmatically 
manage all document saves 
and accesses, regardless of 
the format?

https://www.legalfiles.com/
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Email, Contact and 
Calendar Integration 

Keep in Touch and Stay on Track

Most legal professionals today agree that email is a critical 
component of the practice of law. Not only do we communicate with 
clients, coworkers and outside counsel using email, but programs 
like Microsoft Outlook are often home to our calendars. It would be 
impossible to work without these critical tools, so you want to make 
sure that the legal matter or case management system you choose 
integrates with the platform you use for email, calendaring and 
contact management.

To determine which legal matter management program is a good 
fit for your legal department or law office, you need to first think 
about which platform you use to manage your email and calendar. 
Although Microsoft Outlook is the most common, you may use 
other popular programs like Gmail, IBM Notes or GroupWise. Before 
you consider any legal matter management software, you need to 
find out whether it offers integration with the program you use in 
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your office. This information 
can help you narrow down the 
list of legal software providers, 
which can seem like a huge task 
when you’re first exploring the 
options.

We believe that you should 
never have to switch to a new 
email program just because 
you got a new legal matter 
management software. That’s 
why Legal Files Software offers 
seamless integration with all 
four of the most common 
email programs, including 
Outlook, Gmail, IBM Notes 
and GroupWise. We also work 
closely with other programs and 
strategic partners to provide 
exceptional and seamless 
integration. 

You can easily start using Legal 
Files in your office without 
having to switch to another 
email provider. This means you won’t have to move all your emails, 
contacts and calendar information, and risk losing this vital data. You 
also won’t have to learn a new email program. You have enough on 
your plate, so we want to make the process easier for you.

Here are just a few of our 
strategic partners: 

 o Apple

 o Calendar Rules

 o CompuLaw

 o Google

 o GroupWise

 o IBM Notes

 o iManage

 o Microsoft

 o OpenText

 o Rackspace

 o World Software Corp

See our website for a list of 
all our partners.

https://www.legalfiles.com/
https://www.legalfiles.com/
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In addition to finding a legal matter management solution that will 
integrate with your desired email and calendaring program, you 
also want to select one that provides true two-way integration. As 
you do research, you’ll find that the amount of integration varies 
greatly from vendor to vendor, and few of them offer true two-way 
integration. What does this mean? Without two-way integration, you 
won’t be able to continue using Outlook or Gmail as your primary 
calendar and email program. Instead, you’ll have to use the one in 
the new software. Legal Files avoids this and other related problems 
by offering comprehensive integration.

The litigation department at Thrivent loves that Legal Files can 
integrate with Microsoft Outlook. Users can open, read, forward 
and reply to any Outlook email directly from Legal Files. The 
integration doesn’t end there. If a specific email is matter-related, 
a user can easily and permanently attach it to a matter that’s 
managed and stored in Legal Files, allowing it to become part of the 
matter’s history. Because Legal Files automatically creates a copy 
of the email and its attachment and stores them in the software’s 
database, users can delete the message from their inbox without 
deleting it from Legal Files. This was game-changing for the legal 
department. In fact, according to Alayne P. Russom, a director in 
the organization’s general counsel’s office, “My favorite feature is 
the integration with Office. Every day and everything we do involves 
Excel, Word or Outlook, and they all integrate so nicely with Legal 
Files. We don’t even use paper files here at all anymore. We just use 
Legal Files. Everything goes into Legal Files.

https://www.legalfiles.com/
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Software Customization 

Customization without the Cost

When most legal professionals think about software that’s 
customizable, they think of expensive options that were tailor-
made for their department or office. Many people assume that a 
commercial-off-the-shelf (COTS) solution can’t provide the flexibility 
and customization they need. However, there’s no need to spend big 
bucks to create a legal software program that could take months or 
even years to develop, if it even gets off the ground at all.

Legal Files is a true commercial-off-the-shelf software that is easy 
to customize. It supports an unlimited number of cases, matters, 
documents and users. Because it is adaptable enough to handle any 
type of case or matter, Legal Files supports offices that deal with a 
wide range of legal and administrative functions.
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Our team realizes that every law office 
and legal department is different. 
Each one has its own procedures and 
terminology. That’s why Legal Files allows 
you to easily customize the language 
and fields that appear in the software to 
meet the needs of your office. With Legal 
Files, you never have to try to fit the way 
you practice law into the confines of a 
software program. Instead, our program 
adapts to meet your needs, just as great 
legal matter management software 
should.

We also offer a wealth of different 
features in our software. You can 
implement and use the ones that are 
relevant to you and hide the ones 
that aren’t. Because we believe that 
customization should be easy for our 
clients, we have designed our software to 
be customizable by your own, non-technical users, which means that 
the IT department doesn’t have to get involved every time you want 
to make a change.

Flexibility is also important for growing legal departments and law 
offices. The legal field is always changing, so the needs and scope of 
your practice may also evolve. You want a program like Legal Files 
that is flexible enough to handle increased workloads and different 
case types in the future. Otherwise, you’ll have to build or purchase a 
new system to accommodate the changing needs of your office.

Many legal 
departments and 
law offices think 
they need a custom-
built legal matter 
management 
solution, but what 
they really need is a 
commercial-off-the-
shelf (COTS) solution 
that features 
the flexibility of 
a custom-built 
software program.

https://www.legalfiles.com/
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The New Hampshire Board of Tax and Land Appeals is a dedicated 
Legal Files customer. According to Judge and Board Chair Michele 
LeBrun, “My favorite thing about Legal Files is the product strategy. 
There is sufficient flexibility to customize the product to meet our 
needs.” 

This flexibility allows the program to grow and change as the users’ 
requirements evolve. Best of all, any person with the proper security 
and training, regardless of their technical background, can perform 
Legal Files customization. This allows the user to easily create custom 
windows, menus, document templates and so much more. “The best 
thing about customization is that we do it ourselves. The flexibility of 
the program makes it appropriate for anyone with case scheduling 
and quasi-judicial functions,” LeBrun explains.

“My favorite thing about Legal Files 
is the product strategy. There is 

sufficient flexibility to customize the 
product to meet our needs.” 

M i c h e l e  L e B r u n

https://www.legalfiles.com/
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Calendaring and  
Workflow Management 

Stay Organized and Efficient

With so much going on, legal professionals couldn’t survive without 
their calendar and to-do list. It would take a brain like a super 
computer to keep it all straight without some kind of outside 
system. Because humans aren’t computers, we’ve developed 
methods for calendaring and workflow management over the 
years. In the early days of law, attorneys and paralegals used desk 
calendars and written to-do lists. Later, most of us moved to using 
tools like Outlook and Excel to serve these critical functions. Now, 
we have a better option in legal case and matter management 
software like Legal Files.
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Calendaring
When it comes to calendaring, Legal Files has two unique and simple 
options to create calendar and tickler/deadline items. You can create 
a calendar item within a file or case calendar. You also have the option 
to create an event within a user’s calendar and then reference the 
appropriate file or case, if necessary. The beauty of this functionality 
is that it eliminates unwanted steps and can display calendar items in 
multiple places with a single entry. For added ease, users with proper 
security can create and view other users’ calendar items.

As mentioned above, Legal Files also integrates with popular email-
based calendaring programs like Microsoft Outlook and Gmail. This 
means you can keep your email-based calendar in sync with your 
Legal Files calendar. Entries added to your email-based calendar 
will be automatically added to your Legal Files calendar and vice 
versa. This also applies to any changes to the date and/or time of an 
appointment.

Legal Files customers have found the calendaring feature to be a 
game-changer. It has turned disorganization and confusion into a 
streamlined process. Gone are the days of forgetting appointments 
and unwanted scheduling surprises. It’s as easy as 1-2-3 to schedule 
hearings, appointments and other events – and the software sends out 
helpful reminders. Legal Files calendaring makes it a breeze to access 
the information you need, when you need it and follow through on 
exactly what needs to be done.

https://www.legalfiles.com/
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Workflow Management
Equally as important as calendaring is case tracking and workflow 
management. It probably feels like you have an endless stream of 
work. Luckily, Legal Files is here to help. Our software can create an 
unlimited number of user-defined workflow wizards to help ensure 
business processes are followed and deadlines are met. These 
workflow wizards can include calendar items, to-do’s and email 
notifications. Activities within the workflow wizard are then assigned 
to the type of user who will receive the calendar, task or email.  

Once a workflow wizard is created, it is associated with an event in 
the system called a wizard trigger. Such a trigger can be the opening 
of a case, closing a case, updating the 
status of a case or creating a document. 
When a trigger event occurs, Legal Files 
automatically launches the appropriate 
workflow wizard, assigning the calendar 
items and to-dos to the appropriate 
people, and sending email notifications.

With these advanced and user-friendly 
tools, you can keep from being buried in a 
sea of data by easily sharing information 
and managing deadlines. This means 
that it’s a snap to delegate tasks, review 
progress and schedule meetings. Managers 

Two specific tools 
that help legal 
professionals 
keep on top of 
assignments and 
deadlines are Legal 
Files Workflow 
Wizard and Wizard 
Triggers. These 
powerful tools 
are distinct, but 
interconnected.

https://www.legalfiles.com/
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can even view the status of both cases/matters and users, which is 
something that not all legal matter management programs offer.

The legal department for the Seminole Tribe of Florida has found 
that the workflow management tools in Legal Files are “an incredible 
benefit. The ability to track the status of a file is wonderful. Someone 
from one of the government departments will call in and need to 
know the status of a matter, and it’s easy. I can tell them who is 
working on it, what the status is—anything. The improvement in our 
response time to our clients has been amazing.”

Workflow Wizard

The Workflow Wizard automatically assigns tasks and due dates to 
users based on their role in a file. This tool uses a task wizard template 
to standardize each step in a process into a task with an assigned role. 
The Workflow Wizard then assigns the tasks to the appropriate user in 
the file in one, simple step. Once the list of to-dos is populated using the 
Workflow Wizard, it is linked. With linking, if a change is made to a to-do, 
the user is notified, so all subsequent steps can be modified if necessary.

Wizard Triggers

Wizard Triggers define conditions that trigger the sending of an email 
to both Legal Files users and other recipients. This lets them know that 
a specific condition has been met, including opening or closing a file, 
updating a file status or assigning a file. It can also trigger another 
action to occur. In addition to sending an email to the recipients, 
Wizard Triggers may be configured to launch the Workflow Wizard.

https://www.legalfiles.com/
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Reporting 

Make Sense of All the Data

It’s an important task, but no one enjoys doing it. We’re talking about 
generating reports. It doesn’t matter what area of law you work in, 
we all need to run reports. If you work for the legal department of 
a government agency, you may find that you’re subject to stringent 
reporting requirements. If you work in a law office or a legal 
department of a corporation, you’ll likely need to generate reports to 
get more information about company trends and staffing needs.

Legal professionals may be working with different types of 
information, but the need for reporting tools is the same. After 
all, a legal database is a collection of information, but you need an 
effective way to view and interpret it. Otherwise, you just have a 
collection of data that has no meaning on its own. You need legal 
matter management software with a robust reporting feature to help 
you make sense of this information by generating reports on daily 
and big picture issues.



24

Although legal software is a valuable way to help manage the daily 
workflow, it can provide so much more value when it incorporates 
reporting. With reports, you and your team can gain critical insight 
into trends in case and matter types, workflow bottlenecks and 
staffing needs. With this information, your team members can work 
together to make changes that will improve your effectiveness and 
productivity. The day-to-day functions of legal matter management 
software help your office with daily tasks, while reporting assists with 
long-term success and organization.

Both daily management and big picture reporting are mission-critical, 
so your team will need a tool to manage them both. The reporting 
function of Legal Files provides just that by offering reporting tools 
that allow legal departments and law offices to make plans and 
improve workflow. Additionally, this function can help organizations 
that are subject to reporting requirements stay in compliance with 
these important regulations.

Before implementing Legal Files, legal professionals spent hours, 
and sometimes days, each month generating reports. In fact, some 
legal departments and law offices will confess that they had one or 
more people spend several days each month generating reports. Not 
only was this tedious work for the employees who were responsible 
for the reports, it was also a waste of time. Once legal professionals 
realize how easily Legal Files can automate this task, they’re amazed 
by how much time they save.

On top of the efficiency of automation, Legal Files was designed 
for the non-technical user, which means that users can pull the 
exact information they need without involving someone from the IT 
department. 

https://www.legalfiles.com/
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However, if you and your team still 
need help with report generation, our 
experienced team members will be happy 
to walk you through the process. With 
Legal Files, you’re not just buying software. 
You’re buying our support and services. 
We are always here to provide guidance 
and assistance. It doesn’t matter if you 
bought Legal Files last week or a decade 
ago.

The reporting features of Legal Files 
completely changed life for the employees 
at the Office of Legal Services for the West 
Virginia Department of Environmental 
Protection (DEP). The team can now 
quickly generate monthly reports for each 
division and section of the agency. “Legal 
Files gives us the ability to easily see the 
types of cases DEP is handling, the number 
of cases, as well as determine the related 
costs. If we need to know the number of 
active cases in a particular area, or how 
many items we can bill, Legal Files can help 
us do that too.”

Data makes all 
the difference. 
A database 
without reporting 
is simply a 
collection of 
information 
without any 
meaning on its 
own. Reporting is 
what allows legal 
professionals to 
spot trends and 
find connections.

https://www.legalfiles.com/
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Mobile Access

For an Increasingly Digital World

The world is changing and we aren’t tied to our offices anymore. 
More of the workforce is working remotely, either part-time or all 
the time. Some of us want to be able to check in at the office when 
we’re at home taking care of a sick child, while others want to be 
able to connect if an emergency pops up during a vacation. 

In the past, legal professionals were out of luck. If they didn’t 
want to miss out on work, they simply had to make do with phone 
calls and bringing files home. As the world became more digital, it 
solved some of these problems by providing email and browser-
based systems. However, attorneys and paralegals still often felt 
out of the loop when they had to work out of the office. Legal Files 
provides a solution to this dilemma by offering a mobile version of 
our software. No longer do you feel like you’re missing important 
pieces when you can’t work in the office. You feel like you’re right 
there, no matter where you are in the world.



27

The James Law Group saw its productivity skyrocket, thanks to 
mobile access to Legal Files. Office Administrator Lynne James 
said, “You access your files remotely as if you were actually 
sitting right in front of them!” The entire team loves being able 
to securely access their case files and related data anytime/
anywhere.

 

No longer do you feel like you’re 
missing important pieces when you 
can’t work in the office. You feel like 
you’re right there, no matter where 

you are in the world.

https://www.legalfiles.com/
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A Wealth of Additional 
Features and Functions

All legal professionals have different needs in their daily work. 
Some may require a tool to keep track of investigations, while 
others may find it is critical to have software for contract 
management. For this reason, Legal Files is flexible and comes 
with a variety of features. You can implement the ones that will 
make your job easier and hide the ones that aren’t relevant. Some 
of the software’s specialized functionalities include investigation 
tracking; contract management; and tools for time entry, eBilling 
and monitoring legal spend.
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Tracking Investigations
Don’t let our name fool you. Legal Files offers a robust tool for 
tracking investigations. Many legal professionals work with subject 
matter experts on cases involving property damage, commodities 
and medical malpractice. Although these experts are rarely attorneys, 
the information they provide has a bearing on important legal 
issues. That’s why it’s important to have a powerful tool to track the 
information gleaned from investigations.

Because Legal Files is so flexible and moldable, our legal matter 
management software can help with tracking investigations by 
organizing evidence, exhibits, interviews and much more. For example, 
the Warren Group is a forensic engineering firm that investigates 
accidents to determine what went wrong. Law firms and businesses 
will hire Warren Group to help them as they prepare cases. These legal 
professionals need experts from firms like Warren Group, and these 
experts need Legal Files to be organized and efficient.

The CME Group (Chicago Mercantile 
Exchange) also uses Legal Files to track 
information from investigations that could 
have legal implications. Instead of trying 
to organize all the information from an 
investigation into a web of spreadsheets, 
emails, documents and notes, subject 
matter experts can keep track of 
everything in one, convenient location.

Both legal 
and non-legal 
professionals 
can benefit from 
the investigation 
tracking tool in 
Legal Files.

https://www.legalfiles.com/
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Contract Management
Although several legal matter 
management software 
programs offer document 
management, many of these 
programs are not equipped to 
handle contract management. 
Contracts are unique types of 
documents that need to be 
stored and tracked in different 
ways. For example, attorneys 
and paralegals need a way to 
keep track of contract terms 
and expiration dates.

Not every law office or legal 
department will need contract 
management, but it is critical 
for the ones that do. That’s 
why Legal Files offers  contract 
management functionality. 
Beyond standard storage 
and retrieval functions, our 
software offers the ability to 
provide metrics, track certain 
contract milestones and send 
notifications.

Contract management differs 
from document management.

 o Document management 
is designed to manage 
information in structured 
documents like Word 
documents and PDF files. 
The goal is to archive, 
track and manage 
documents as legal 
professionals write, revise 
and update them.

 o Contract management 
focuses on organizing 
both structured and 
unstructured electronic 
data that relate to 
contracts. The goal is to 
stay on top of contract 
deadlines and have easy 
access to key facts.

https://www.legalfiles.com/
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For example, the Office of General Counsel for the University of Notre 
Dame uses Legal Files for both its legal matter management and 
contract management. Associate General Counsel Timothy Flanagan 
says, “Using Legal Files as our contract management solution is 
probably the most inventive way that we are using the system. 
For the first time, we’re able to quickly and easily identify who our 
authorized signatories are. It’s been a real step forward.”

Legal Files offers the ability to 
provide metrics, track certain 
contract milestones and send 

notifications.

https://www.legalfiles.com/
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Time Entry, eBilling and  
Legal Spend Management

A huge part of working as an attorney involves tracking time and 
costs. Most law schools don’t offer classes in these areas, but it 
quickly becomes apparent how vital time and expense tracking are 
upon entering the practice of law. It’s common for legal professionals 
to assume that they need a special accounting program to handle 
time entry, eBilling and legal spend management. However, Legal 
Files is often all you need to keep on top of it.

Hagen Berman finds that the Time Keeper function in Legal Files is 
invaluable when working on class action lawsuits. “With personal 
injury work, we use every aspect and component of Legal Files—
calendars, tasks, mail logs, notes, telephone logs, expense/cost 
tracking and document assembly. And with our class action work, 
we use many of those same tools, plus we use the Time Keeper a lot 
more.”

In addition to contract management, the Office of General Counsel 
for the University of Notre Dame also uses our software to track 
outside counsel expenses. When asked about buying specific 
accounting software, Associate General Counsel Timothy Flanagan 
said, “I don’t feel we need to pile on another cherry. Why buy 
something if we don’t have to?”

https://www.legalfiles.com/
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Concluding Remarks

Why You Need Legal Files Software

You deal with a wealth of data, documents and dates every day 
in your work as a legal professional. It can feel overwhelming at 
times, but Legal Files Software offers a wide range of legal matter 
management solutions to streamline your workflow, organize your 
office and increase your efficiency and effectiveness for the people 
you serve.

From a robust document management system to powerful tools for 
workflow management and calendaring, you can develop a user-
friendly and game-changing organizational system in your law office 
or legal department. On top of the basic functions, you and your 
team can implement additional features to meet your unique needs, 
including contract management and investigations. Although certain 
legal matter management programs offer some of these features, 
Legal Files offers all of them in one customizable and easy-to-use 
package.
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Your goal as a legal professional is to make a difference in the world 
and change the lives of those you serve. Our job as a legal matter 
management provider is to give you the tools to help you more 
effectively manage what matters to you. We aren’t here to change 
the practice of law. We’re just here to give you solutions to help you 
spend less time managing information and more time making a 
difference for those you serve.

Legal Files offers all features in 
one customizable and easy-to-use 

package. 

https://www.legalfiles.com/
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About  
Legal Files Software 

Legal Files Software, Inc. develops and markets Legal Files case 
and matter management software to corporate legal departments, 
government agencies, colleges and universities, leading law firms, 
legal aid clinics and insurance companies

For more information, visit the company’s website at

LegalFiles.com

https://www.legalfiles.com/

