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COURSE SYLLABUS 

 

POLITICAL SCIENCE 310: LAW OFFICE MANAGEMENT 

(3 semester hours) 

 

Mondays 7:20 – 10:00 PM         

This course is web-based w/ live lectures. 
 

Instructor: Rachel Flatt 

Office Location: SS - 313 

Office Hours: Mondays after class for 30 minutes (or by appointment) 

Phone: (903) 243-0689 

Email: Rachel.Flatt@tamuc.edu 

 
 

 

Required Texts 
 

Cynthia Traian Donnes, M.A., Practical Law Office Management, 4th Edition, Cengage Learning 

ISBN 978-1-305-57792-3 

 

Students must join the National Society for Legal Technology (NSLT) by going to the website 

located at www.legaltechsociety.org and selecting Student.  From the homepage, select the "Join 

Today!" button to go to the registration page.  The membership fee is $160 and may be paid using a 

credit card, debit card, or a PayPal account.  Once you are registered, select the "eLearning Portal" tab 

that will appear on the homepage when signed in to the NSLT site.  The eLearning Portal will ask you 

to register for access to the learning portal.  There is not a separate cost for registration on the 

eLearning Portal.  The second registration creates a user profile to track your progress through the 

certificate process.  Detailed instructions are attached at the end of this syllabus.  Your membership is 

valid for 1-year from the date of registration, and the membership fee includes the cost of earning 

your Legal Technology Certificate.   

Course Description 

 

This course focuses on skills paralegals will need in order to efficiently manage a law office.  

Students will also be introduced to law office management systems and procedures.  This is a 

beginning course introducing computer hardware and software basics that apply to the legal 

environment.  Students will learn Microsoft Office components including Teams, Word, Excel, 

OneNote, PowerPoint, and Outlook, and the Windows operating system as they are used in the 

day-to-day life of paralegals. Students will also explore legal specific software including 

TrialDirector, Clio, NetDocuments, Workshare, iManage, and Concordance. 

 

Course Objectives 

 

The objective of this course is to provide an overview of computer programs, skills, research tools and 

software programs that is essential to being a successful paralegal and to instruct how everyday 

programs have specific uses in a law office and for paralegals. 

 

 

 

http://www.legaltechsociety.org/
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Student Learning Outcomes for this course include: 

 

• Demonstrate aptitude performing basic tasks and creating commonly used legal documents in 

Microsoft Word, Excel, Adobe Acrobat, and Workshare. 

• Demonstrate ability to perform common tasks for opening up a new client matter in the 

billing/case management software program Clio. 

• Demonstrate ability to perform common tasks for electronic communication through the use of 

Microsoft Outlook, including the importance of email security and calendar management. 

• Explain the basics of e-discovery, including basic terminology, and how to perform common 

tasks using e-discovery software program Concordance. 

• Understand the basics of trial presentation software Microsoft PowerPoint, and TrialDirector, 

and how each can be used at trial.  

• Students will gain familiarity with existing forms of legal technology.  Students will be 

exposed to new technology emerging on the market and its role in changing the legal industry 

as a whole. 

• Students will acquire hands-on experience with over a dozen legal technology tools through 

the use of software simulations and training tutorials. 

• Students will gain insight into the legal technology market and the many software tools 

utilized by law firms of all sizes and practice areas.  

• Create and edit word processing documents that are unique to the legal environment, including 

the use of templates, macros, creation of table of contents and table of authorities. 

• Create and edit spreadsheets that are unique to the legal environment using multiple data types 

and Excel functions.  

• Draft and manage professional correspondence through email software programs.  

• Coordinate Calendar meetings and events with multiple attendees.  

• Demonstrate an understanding of electronic discovery software and procedures.  

• Learn and understand the proper method and procedures involved in document collaboration 

while ensuring all security and encryption protocols are followed. 

• Organize for timely completion of all assignments, exercises and projects reflective of the time 

constraints imposed on all attorneys and paralegals working in a legal environment. 

Attendance Policy 

 

Attendance is required and roll will be taken at every class.  It vital to attend each class as we only 

meet once per week. 

 

Attendance/participation contributes 10% of the total final grade.  The follow table illustrates how 

missed classes will affect this portion of your overall grade 
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Classes missed % deduction from attendance/participation  

1   0% 

2   2% 

3   5% 

4 or more  10% and possible failure of class 

 

Grading Policy 

 

This class will be taught using the Socratic Method as well as lecture. You may be called on at any 

time and are expected to be fully prepared to discuss the assigned reading material.  This is a 

cumulative grade over the course of the semester. 

 

You are also responsible for completing the assignments listed in this syllabus. The assignments 

may be found within the chapters of the textbook and in handouts I will provide to you.  If the 

assignment is a group assignment, you will be responsible for choosing your group members. A 

group may consist of 2 to 3 people.  Your assignments will be reviewed, graded and returned to 

you.  This is a cumulative grade over the course of the semester. 

 

All assignments must have a cover page indicating the following: your name, class, name of the 

assignment, and date the assignment is due. All assignments must be stapled. A deduction of 10 

points will be assessed to all assignments turned in without stapling or without a cover page. 

 

Case briefs, take-home exams, homework assignments, and any other written work are due at the 

beginning of the class period indicated in this syllabus. All written work will be graded not only on 

content, but also on writing style, including punctuation and grammar.  You are expected to submit 

case briefs, homework, and take-home exams on time.  Exceptions will be granted only under the 

most EXTREME, verifiable circumstances. 
 

The examinations will primarily consist of multiple choice, true/false, definition, and short answer 

questions.  If an exam is take-home, any collaboration with other students with regards to the 

substance of the exam will result in a failing grade. 

Your grade will be calculated according to the following formula:  

50% NSLT Module Completion 

5% PowerPoint Project 

5% Mail Merge Project 

10% NSLT Legal Technology Certificate 

10% Midterm Exam 

20% Final Exam 
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Grade Distribution is as follows: 

A = 90-99 

B = 80-89 

C = 70-79 

D = 65-69 

F = 64 and below 

(No extra credit work will be allowed) 

 

Student Conduct and Etiquette 
 
All students enrolled at the University shall follow the tenets of common decency and acceptable 

behavior conducive to a positive learning environment. (See Student’s Guide Handbook, Policies 

and Procedures, Conduct)  You are expected to exhibit respect for the instructor and fellow students 

at all times.  All electronic devices (except laptops) must be turned off during class.   Laptop use is 

limited to reading notes made for class and taking notes during class.  In the event you choose to use 

a laptop, sound features must be disabled. Surfing the internet and playing games on your laptop 

during class time are strictly prohibited.  Failure to adhere to these policies may result in removal 

from class. 

 
Students with Disabilities 
 
The Americans with Disabilities Act (ADA) is a federal anti-discrimination statute that provides 

comprehensive civil rights protection for persons with disabilities. Among other things, this 

legislation requires that all students with disabilities be guaranteed a learning environment that 

provides for reasonable accommodation of their disabilities.  If you have a disability requiring 

accommodation, please contact: 

 
Office of Student Disability Resources and Services Texas A&M 

University – Commerce 

Gee Library Room 132 

Phone:  (903)886-5150 or (903)886-5835 

Fax:  (903)468-8148 

StudentDisabilityServices@tamuc.edu 

 
Non-discrimination notice 

 
A&M-Commerce will comply in the classroom, and in online courses, with all federal and state 

laws prohibiting discrimination and related retaliation on the basis of race, color, religion, sex, 

national origin, disability, age, genetic information or veteran status. Further, an environment free 

discrimination on the basis of sexual orientation, gender identity, or gender expression will be 

maintained. 

 

Statement regarding on campus firearms 

 
Texas Senate Bill-11 (Government Code 411.2031, et al.) authorizes the carrying of a concealed 

handgun in Texas A&M University-Commerce buildings only by persons who have been issued and 

are in possession of a Texas License to Carry a Handgun.  Qualified law enforcement officers or 

those who are otherwise authorized to carry a concealed handgun in the State of Texas are also 

permitted to do so.  Pursuant to Penal Code (PC) 46.035 and A&M-0Commerce Rule 34.06.02R1, 

mailto:StudentDisabilityServices@tamuc.edu
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license holders may not carry a concealed handgun in restricted locations.  For a list of locations, 

please refer to 

http://www.tamuc.edu/aboutUs/policiesProceduresStandardsStatments/rulesProcedures/34SafetyOf 

EmployeesAndStudents/34.06.02.R1.pdf) and/ or consult your event organizer). Pursuant to PC 

46.035, the open carrying of handguns is prohibited on all A&M-Commerce campuses. Report 

violations to the University Police Department at 903-886-5868 or 9-1-1. 

 

Statement regarding Counseling 

 

The Counseling Center at A&M-Commerce, located in the Halladay Building, Room 203, offers 

counseling services, educational programming, and connection to community resources for 

students. Students have 24/7 access to the Counseling Center’s crisis assessment services by 

calling 903-886-5145. For more information regarding Counseling Center events and 

confidential services, please visit www.tamuc.edu/counsel. 

 

“What is Plagiarism 

 
Many people think of plagiarism as copying another's work, or borrowing someone else's original 

ideas. But terms like "copying" and "borrowing" can disguise the seriousness of the offense: 

 
According to the Merriam-Webster Online Dictionary, to "plagiarize" means 

 
1. to steal and pass off (the ideas or words of another) as one's own 

2. to use (another's production) without crediting the source 

3. to commit literary theft 

4. to present as new and original an idea or product derived from an existing source. 

 
In other words, plagiarism is an act of fraud. It involves both stealing someone else's work and lying 

about it afterward. 

 
But can words and ideas really be stolen? 

 
According to U.S. law, the answer is yes. The expression of original ideas is considered intellectual 

property, and is protected by copyright laws, just like original inventions. Almost all forms of 

expression fall under copyright protection as long as they are recorded in some way (such as a book or 

a computer file). 

 
All of the following are considered plagiarism: 

 
• turning in someone else's work as your own 

• copying words or ideas from someone else without giving credit 

• failing to put a quotation in quotation marks 

• giving incorrect information about the source of a quotation 

• changing words but copying the sentence structure of a source without giving credit 

• copying so many words or ideas from a source that it makes up the majority of your work, whether 

you give credit or not (see our section on "fair use" rules) 

 
 
 
 
 

http://www.tamuc.edu/aboutUs/policiesProceduresStandardsStatments/rulesProcedures/34SafetyOf
http://www.tamuc.edu/counsel
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Most cases of plagiarism can be avoided, however, by citing sources. Simply acknowledging that 

certain material has been borrowed, and providing your audience with the information necessary to 

find that source, is usually enough to prevent plagiarism.  If you have retained the essential idea of an 

original source, and have not cited it, then no matter how drastically you may have altered its context 

or presentation, you have still plagiarized.” (www.plagiarism.org) 
 

If you plagiarize, you will receive an F for the assignment in question and the matter will be 

referred to the Office of the Dean of the College of Arts and Sciences. 
 

Technology Requirements LMS 

 

All course sections offered by Texas A&M University-Commerce have a corresponding course shell 

in the myLeo Online Learning Management System (LMS).  Below are technical requirements  

 

LMS Requirements: 

https://community.brightspace.com/s/article/Brightspace-Platform-Requirements 

 

LMS Browser Support: 

https://documentation.brightspace.com/EN/brightspace/requirements/all/browser_support.htm 

 

YouSeeU Virtual Classroom Requirements: 

https://support.youseeu.com/hc/en-us/articles/115007031107-Basic-System-Requirements 

 

Access and Navigation 

 

You will need your campus-wide ID (CWID) and password to log into the course. If you do not know 

your CWID or have forgotten your password, contact the Center for IT Excellence (CITE) at 

903.468.6000 or helpdesk@tamuc.edu. 

 

Note: Personal computer and internet connection problems do not excuse the requirement to complete 

all course work in a timely and satisfactory manner. Each student needs to have a backup method to 

deal with these inevitable problems. These methods might include the availability of a backup PC at 

home or work, the temporary use of a computer at a friend's home, the local library, office service 

companies, Starbucks, a TAMUC campus open computer lab, etc. 

 

Communication and Support 

If you have any questions or are having difficulties with the course material, please contact your 

Instructor. 

Technical Support 

If you are having technical difficulty with any part of Brightspace, please 

contact Brightspace Technical Support at 1-877-325-7778. Other support options can be found 

here: 

 

https://community.brightspace.com/support/s/contactsupport   

 

http://www.plagiarism.org/
https://community.brightspace.com/s/article/Brightspace-Platform-Requirements
https://documentation.brightspace.com/EN/brightspace/requirements/all/browser_support.htm
https://support.youseeu.com/hc/en-us/articles/115007031107-Basic-System-Requirements
mailto:helpdesk@tamuc.edu
https://community.brightspace.com/support/s/contactsupport
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As Instructor, I reserve the right to amend, modify, or alter this syllabus as the situation may 

require. 

Tentative Course Readings, Assignments and Testing Dates 
 

** The Chapters listed for each week are to be read before class that day, the Assignments, 

however, are assigned at the end of that class where they are found on the syllabus and are due 

at the beginning of class the following week** 
 

Aug 29  Chapter 1 – The Legal Team, Law Practices, and Law Firm Governance 

 Course, student, and instructor introductions. Review syllabus.  

Register for NSLT website and learning portal.  

Complete Microsoft Teams NSLT Learning Path. 

Sep 5  NO CLASS LABOR DAY 

  Complete Outlook 2019 NLST Learning Path. 

Sep 12  Chapter 2 – Legal Administration and Technology 

 Word 2019 (50% Completion) NSLT Learning Path. 

Sep 19 Chapter 3 – Ethics and Malpractice 

  Complete Word 2019 (100% Completion) NSLT Learning Path. 

 

Sep 26  Complete Litera Workshare NSLT Learning Path. 

Complete and Submit Business Letter. 

 

Oct 3 Chapter 4 – Client Relations and Communication Skills 

 Complete Excel 2019 NSLT Learning Path. 

 

Oct 10 Chapter 5 – Legal Fees Timekeeping, and Billing 

Complete iManage NSLT Learning Path. 

 

Oct 17 Chapter 6 – Client Trust Funds and Law Office Accounting 

Complete Adobe Acrobat Pro DC NSLT Learning Path. 

Complete and Submit Contact List Database. 

 

Oct 24 Chapter 6 – Client Trust Funds and Law Office Accounting – Continued 

 Complete OneNote for Office 365 NSLT Learning Path. 

 

Oct 31 Midterm Exam 

 

Nov 7 Chapter 7 – Calendaring, Docket Control, and Case Management 

Complete Clio NSLT Learning Path 

Complete and Submit Mail Merge Project. 

 

Nov 14  Chapter 8 – Legal Marketing 

  Complete NetDocuments & ndOffice NSLT Learning Path. 
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Nov 21  NO CLASS THANKSGIVING 

  Complete PowerPoint NSLT Learning Path. 

 

Nov 28  Chapter 9 – File and Law Library Management 

 Complete CloudNine Concordance NSLT Learning Path. 

Complete eDiscovery Vocabulary Quiz. 

Complete and Submit PowerPoint Project. 

 

Dec 5  Complete TrialDirector NSLT Learning Path. 

  Complete, request, and submit NSLT Legal Technology Certificate 

 

Dec 12 Final Exam 


