Affordable, Secure,
and Easy Real World
Technology Solutions

for Lawyers
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The Case for Case Management

All-in-one matter
management

— Opening, linking, closing
maftters

Sync with Contacts and
Calendars

— Dates and deadlines
reminders

Supervise others
Dashboards and reporting
Conflicts of interest
Automated time and billing
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Consider Client Portals

« Clients now expect
— Access to their documents 24x/
— Access to WIP before the bill arrives
— Notification of all key milestones
— Live feeds of all significant case acfivity
— Threaded discussions

e Secure client communications

« All matter files and communications in one place
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Helping Hands

« Remote / Virtual Assistants
— Legal Specific
— General / Persondadl

« Remote / Virtual Answering
Service

 Bookkeeper

« Technology & Practice
Management Help
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# Perfectlt

Proofreading Software for Professionals

-
5 Options

)

Tests | Revisions Mode | Reviewing | Ignare Fields|

=l Hyphenation | dashes|

17| Spelling consistency
-|7|Abbreviaﬂons

(1 /VFormatting

-|7|Capita|ization

V| Bullets / lists

-|7|Tab|es, boxes and figures

| Writing style

-|7|Documentﬁna|izing [ table of acronyms

Description
Tick the tests that you would like torun. Deselect All
Help l l Cancel l l Save & Exit l

= Perfectlt Pro - Intelligent Editing

File Tests Reports Customize Help

|Abbreviatinn5 in Two Farms

This bar shows the
name of the current
test

Error description (3 of 5)

These abbreviations appear in
different forms.

Choose preferred abbreviation
(@ S.A [found 5 times]
(") SA [found 3 times]

3 locations: click to check
(=] _Likouala SA belongs either to ROC, .

@ ._'holds no interest in Likouala SA .
@ .to Likouala SA is really a lod

Style Tip
If the abbreviation is also a word, check carefully
before changing.

The error
descriptions shows
how many errors
have been found

The location list
shows all places
where that error may
appear

Law Tech

PARTNERS

training@lawtechpartners.com | 407.409.8828



W O R D R K E.

EDIT FOR CLARITY AND BREVITY IN MICROSOFT WORD

"The defects in this motion are purely legal in nature, but in

some cases an understanding of the legal issues becomes

"The defects in-this-metion-are purely legal in

sometimes

nature, but in-seme-eases-an understanding -of the legal issues

clearer when supplemented by judicially noticeable fac

becomes clearer when supplemented by judicially noticeable
facts."

—INRE OL SPLL by the Ol RIG "DEEFWATER HORZON"
Fadruaey 28 2011 - Noton 18 Desmas

* Helps you quickly remove unnecessary words and phrases to quickly and easily
make your writing clear and concise

* Created by lawyer, NY Times bestselling author, and ABA writing expert, Gary
Kinder.

e Starts at $129-199/year — Word for Mac and Windows and Outlook for Windows
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Text Expansion

« Keyboard shortcuts for a word, phrase, or sentence

« Save time, reduce typing, avoid a repetitive-siress
INjury

« Reduce errors

o WYIf = Thawk you veny muct for your time, we look forward to

hearing from you.
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TextExpander.com

TextExpander
! File Edit

Help

+ = 1] = 2 | Q& Filter

Mew Snippet New Group  Delete Preferences Help Fitter

b Allan ”
¥ emails
Allan's calendar .amcal A 12+« - = = = B I U [J
admin email zadltp
AL on Gmail alltp
AL on M3

Adriana Linares

decline speaking znospeak alinares@lawtechpartners.com
407-409-8828

Content: Formatted Text, Pictures

M ©~ BH~ =v I~ Filkns~ >~ %

docusign email note
LTPG

meet w me

3
pardon delay
Rayasunn@gmail_.com i
titp [ titp ]
train m Label: | Mysig
team@lawtechpartners_com
" . ~ Abbreviation: mysig lgnore Case (aB, Ab, ab same) :
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Get Fast and Accurate Help

Calculating a Date

Look no further than your
nearest smart device for the
fastest way to calculate a
date, figure a statute of
imitations or get a countdown.

Hey Google! Siril Alexa! What is
45 days before February 19,
2022¢ How many days unfil
Mardi Grase
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Managing Email on the Go

alinares@lawtechpartners.com
Outlook: A-list Clients and Colleagues

training@lawtechpartners.com
Spike: Business related, leads,
committees, important groups and
orgs

lawtechpartners@gmail.com
Spark: Newsletters, social media
updates notices requests

rayasunn@gmail.com
Inbox by Gmail: Friends, family, travel
plans, bills, shopping
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987-65-4321

* Protect your email like'it’s your Social Security
Number

* Use multiple email addresses with specific
purposes |
— Work email — strictly business

— Professional interest email — newsletters, groups,
organizations, social media for business

— Personal — personal emails, hobbies, websites;
clubs and orgs
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* Maqjor time saver for filling out forms &

assword Managers

The best protection against
hackers Is fo have different
passwords for each welbsite.

DON'T use any of the 25 most
common passwords, because
these are the ones that hackers
nave scripts to check for first.

_earn to use a password manager
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SplashData’s
Worst Passwords
of 2021
123456
123456789
picturel
password
123456789
12345678
12345

111111
1234567
senha
qwerty
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Consider PassPHRASES

« Passwords are easier to cracked than
passphrases

« A passphrase is harder to crack

* Maqjor operating systems and
applications support passphrases

» A passphrase satisfies complex
password setting rules

« Passphrases are easy to remember

Oh! When the Saints come marching in 2022!
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Privacy Screens

* Prevent “shoulder surfing”
* [nvestin a privacy screen for

Privacy Screens: A simple and affordable way to help

your |Op1-0p (e\/en for your pro:i::erili:?tinformation
phone or lPOd) http://bit.ly/2SwMkgu

« Available for cellphones,
tablets, laptops and even
desktop monitors
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Look for Tools and Tech That...

* |nCcreases security

e Facllitates
communications

 Reduces repetitive tasks
« Enhance mobility

* Has personalization
options
 ARE EASY TO USE
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Thank you!

Adriana Linares
LawTech Partners
training@lawtechpartners.com

407.409.8828
www.lawtechpartners.com

Adriana Linares is a legal technology consultant with her company, LawTech
Partners. Using her practical and personal approach she helps legal
professionals use technology to maximize skills and investments through
training and consulting. She served as Chair of ABA TECHSHOW 2017;
works as a technology consultant to the Florida Bar Board of Governors
Technology Committee and serves as the Technology and Practice
Management Advisor of the San Diego County Bar Association. Listen as
she disarms successful lawyers and industry experts with her wit and
humor and gets them to divulge their pearls of wisdom on monthly
episodes of the New Solo podcast. To learn about hiring Adriana to help
you with your law practice, visit lawtechpartners.com.
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