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CHOOSING THE BEST PRINTER / SCANNER / FAX 
FOR YOUR LAW FIRM & HOME OFFICE

THE PROBLEM

CONSIDERATIONS

THE SOLUTION

(too many choices, too little time)

Technology is indispensable for the practice of law with the current emphasis on virtual 

law firms, remote work, and home offices. Choosing printers, scanners and fax machines 

has always been challenging, and the transition to wireless, mobile devices and cloud 

storage makes these technology choices even more daunting.

Therefore, what should legal professionals look for when choosing a new printer, 

scanner and fax?

THE PRINTER
1. Confirm the new printer has Wi-Fi (wireless) connectivity, and ensure the printer is 

connected to the “Guest Network” (if available) so clients, visitors, colleagues, and 

vendors can share the printer without compromising the security of your network.

2. Laser toner is much less expensive, more efficient, and longer lasting than color 

toner. And most legal documents are black & white and do not require color. 

3. Ensure that the printer is compatible with both Windows and Mac OS and can 

accommodate letter and legal sized paper.

Focus on 5 main considerations for each device, and choose accordingly, depending on 

the primary use for the equipment (law office, remote work or home office).
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4. The important specs include pages per minute (PPM)(printer speed), dots per 

inch (dpi) resolution (print clarity), tray capacity (amount of blank paper), and 

recommended monthly print volume (total printouts). More is better for all the 

above specs (e.g., 25 PPM is faster than 20 PPM, and 1200 dpi is clearer than 600 

dpi), but the best printer will match capabilities with the primary purpose (law firm, 

remote work, or home office).

5. Important (but optional) features include duplex (2 sided) printing, the availability 

of high yield toner (print thousands of pages), and compatibility with Apple and 

Samsung mobile devices (e.g., print directly from your iPhone or Android)

THE SCANNER
1. Ensure the new scanner offers Wi-Fi (wireless) and USB connectivity; Wi-Fi allows 

users to connect to the device seamlessly, while USB may offer faster data transfer 

speeds - useful for large documents and/or hi resolution scans. 

2. The important specs include pages per minute (PPM)(scanning speed), dots per 

inch (dpi) resolution (scan clarity), color bit depth (color refinement, measured in 

bits, e.g., 64-bit or 24-bit), and feeder capacity (number of pages to be scanned). 

Similar to printer specs, more is better, but the best scanner will match capabilities 

with the primary purpose (law firm, remote work, or home office). Note: ensure the 

device allows for color and black & white scans.

3. Important (but optional) features include duplex (2 sided) scanning, the option to 

send scans automatically to Cloud storage, emails or mobile devices, and minimum 

and maximum scan sizes (as applicable). Confirm that the scanner is compatible 

with both Windows and Mac OS and can accommodate letter and legal sized paper.

4. Some scanners are portable (super small) and can be powered by a USB connection 

to a laptop; these devices are perfect for off-site signings and conference rooms, 

and many offer Wi-Fi as well.

5. For large scanning projects, e.g., client document and file archiving, choose a 

scanner that is fast and one that offers duplex (2 sided) scanning, which will save 

time, money and storage space. 
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THE FAX
1. Ensure the new fax machine is black & white laser (not inkjet). Traditional faxes (over 

phone lines) are not color compatible, and in any event, color documents would 

most likely be printed on a color printer, as needed.

2. The important specs include pages per minute (PPM)(fax speed), memory (MB) (for 

storing incoming & outgoing faxes), dots per inch (dpi) resolution (fax & print clarity), 

feeder capacity (maximum number of pages in an outgoing fax), and tray capacity 

(number of blank pages). Similar to printer specs, more is better, but the best fax 

machine will match capabilities with the primary purpose (law firm, remote work, or 

home office). 

3. Ensure that the fax can accommodate letter and legal sized paper.

4. A solid fax machine can store a few hundred fax numbers on speed dial.

5. Fax machines also pull double duty as copy machines, so also note the number of 

copies per minute (again, more is better).

PRO TIPS

 √ A Multifunction Device (MFD) combines a printer, scanner, copier and fax into one 

unit. MFDs can be black & white or color laser, or black & white or color inkjet. All of 

the specs listed above are still applicable but be aware that there are some speed 

and capacity compromises in the name of efficiency and a compact form factor. 

Nevertheless, MFDs are perfect for small offices, home offices and executive suites - 

these devices are true multi taskers.  

 √ Color toner and color inkjet refills are expensive, although your firm can purchase 

cheaper (less quality) toner from a third-party vendor. The current business model 

for printers, faxes, and MFDs relies on affordable technology that requires expensive 

supplies (toner or ink), so budget accordingly for this ongoing expense.

 √ Printers, scanners, faxes and MFDs can be shared with your family, office, guests or 

colleagues so long as Wi-Fi is available.

 √ Choose equipment with available space and location in mind, i.e., is the device for 

a desk, a copy room, an entire department, a home, a conference room, an empty 

office, etc., and pick your new devices accordingly.
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SPREAD THE WORD!

JOIN THE DISCUSSION

 √ Share these practical tips with colleagues, staff, family and friends.  

 √ Show you care and share the knowledge.

 √ Click here to add recipients to HTM’s Tech Tuesdays. 

Have question, hit a roadblock or figured something out that you want to share? Join 

the discussion forum here! 

SEE YOU NEXT WEEK!

VOTE
All HTM Members are encouraged to vote for the topic to be 

explored on the next HTM’s Tech Tuesdays.

Click here to view the trending list of topics, suggest your own 

topic, and place your vote!

Robert J. Leitner, JD, MBA, MS CEO, 
How To Manage A Small Law Firm
Law Firm Management & Marketing Advisor
RobertL@HowToManage.com
www.HowToManage.com

ROB

MORE SUPPORT
• Have questions about any of the material presented above?

• Any questions about law firm technology in general?

• Craving to see archived copies of the entire Tech Tuesday series?

• Want to vote on next week’s topic?

• Care to share these lessons with your staff, colleagues, and buddies from law 

school?

Click HERE to access the Tech Tuesday Home Page and make all your tech dreams come true. 

https://howtomanageasmalllawfirm.com/tech-tuesdays/#share
https://howtomanageasmalllawfirm.com/tech-tuesdays/#discussion
https://howtomanageasmalllawfirm.com/tech-tuesdays/#vote
mailto:RobertL%40HowToManage.com?subject=
http://www.HowToManage.com
https://howtomanageasmalllawfirm.com/tech-tuesdays/

