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Productivity




The simple secret to
productivity

Managing time Block out Time - important

times for all ongoing task

Being disciplined




Time Management-Productivit



https://www.youtube.com/watch?v=LxRh3Bx5-EU

10 Productivity Tips

2. Schedule
appointments
with you

(0)
1. Record 3. Spend 50% of

time on most |[md 4. Plan spare time

Everything productive things

6. Take 5 min 8. Stop answering
ammd  before and after Emmd 7. Do No Disturb! every email (right
each activity away)

5. First 30 minutes

to plan your day

9. Block out social 10. You can’t get
media everything done!



How do you work the most
efficiently and effectively

@

Working

smarter . ..

X What are the tools you need?




Automate

You are profitable to the
extent you are efficient
and keep overhead down

Use the right tool for the
job

And you must spend
money to make money

Establish a systematic
workflow




1. Comply with court requirements

GO 2. Improved Responsiveness to clients

Paperless

3. Better allocation of resources

4. Reduces overhead costs



Computer/Laptop

Scanner/copier

Case management

Document Management

E-Fax

ABA Going Paperless-A Practical Guide

The paperless system. . .



https://www.americanbar.org/news/abanews/publications/youraba/2019/march-2019/how-to-go-paperless-in-2019--a-month-by-month-plan/

Client Intake-

Client portals- Communication- Returning Calls, Copies
to client, etc.- Client Portals

Streamline
Processes

Fee Agreements- (doc automation)

Work Flow- Case Management

Filing System- Netdocuments, Worldox



https://www.lexicata.com/
http://www.theformtool.com/

2.

Automation for Automate

Your Law Firm
When do you
need tech?




How to Choose Technology for your Law
Office

|b 1. Attractive- you must like it

-Steve Jobs

iifj__ 2. Intuitive- small learning curve

-Word vs. Word Perfect

9 3. Features you need- Can it do what you

need -Functionality for your firm
$ 4. Cost effective- It is in your budget _Bottom Line
G 5. Secure- Read Terms of Service _Safe for client data?



Ethical Obligation to Understand the Tech you
implement in your law office...

‘)







Scanner




Fujitsu Scansnap

51100 IX500




And if you REALLY want to go Virtual....




Log in | Forgot your password?

FIXED FEE ONLINE LEGAL SERVICES

MDFAMILYLAW YER.COM

POWERED BY GRANAT LEGAL SERVICES, P.C.

HOME LEGAL SERVICES OUR ADVANTAGE FAQ MD DIVORCE LAW GUIDE ABOUT OUR FIRM SUPPORT BLOG

How It Works

@ Choose the document you need, and begin the online
’ questionnaire.
w

Save your answers. You can retum any time to
edit/finish.

@ When you're ready to go forward, pay by credit card
and submit your questionnaire.

We'll prepare your documents; amend as necessary;
and notify you when ready.

e Legal advice and instructions will also be provided.

Get Started >

Maryland Divorce

MDFamilyLawyer.com, is Maryland's first divorce law firm helping clients represent themselves in
. uncontested divorce and other family law matters.
Marital Settlement Agreement - 5199

In 1998, | wrote the first book on how to do your own Maryland diverce, and | have helped
) , , ) thousands of Maryland residents save on legal fees by enabling them to represent themselves in
Maryland D]'\"Dl’CE‘}"ﬂth Children - with a "no-fault" or "uncontested" divorce.
Maryland Separation Agreement - 5349

One of my passions as a Maryland divorce lawyer is figuring out how to help people divorce
peacefully and get on with their lives, without spending thousands of dollars on legal fees. If you

Marvland Divorce without Children - with o s e g sl s T el R RS e b L S TR g ] i T L G S T e o R e R s, T S R e e T T R A D e



Home Explore Pricing FAQ Blog Contact Admin Login

Seamless
For the demanding client in all of us.

- I - Learn More e

https://yourfirmapp.com



https://yourfirmapp.com/

JETO UPDATE

SAAS vs. Software




Case Management

A Centralized

system to manage

and organize
cases

ABA Buying Guide



https://buyersguide.americanbar.org/sites/Practice+Management

Case Management

SERVER BASED SAAS
@ LexisNexis :
®
Time Matters @ CI 10
e | (5) SMOKEBALL
AMICUS o 54 Mycase

L @ PRACTICEPANTHER



http://www.mycase.com/

Case Management



http://www.goclio.com/
https://dcbar.org/for-lawyers/membership/membership-benefits/practice-resources
http://www.practicepanther.com/

Google docs

' JJ Microsoft®

-10.0Office 365
Word

Processing

WordPerfect @




Document Management

;;) orlcdox netdocuments

MOoto



http://www.worlddox.com/

Document Automation

HOTdocs

automated document generation Adobe Document Cloud

@ SMOKEBALL gThehEgmml PRO

$89 Jifetime license




Calendar System

[z Outlook

@ Clio®

Google Calendar

£ymycase @ rocket matter




AMiCUS'ATTc}RNET

billétime

Time and
TIMESOLV

Billing

BillQuick



http://www.bill4time.com/legal-billing-software/
http://www.amicusattorney.com/products/accounting
http://www.billquick.com/
https://www.timesolv.com/

Office Accounting

InTuIT

QuickBooks




Collaboration




COLLABORATION

www.slack.com

www.trello.com



http://www.slack.com/
http://www.trello.com/

ENCRYPTION

{‘{::2 boxcryptor f spideroak Q Sookasa

www.Sookasa.com

www.boxcryptor.com

www.spideroak.com



http://www.sookasa.com/
http://www.boxcryptor.com/
http://www.spideroak.com/

Note on Extra Security Measures




LastPassEXErm

Password Management

< StickyPassword




A TRON MOUNTAIN'

Data Back-

up

CARBONITEO




Compare our plans

BASIC COMPUTER BACKUP ADVANCED ENDPOINT BASIC SERVER BACKUP
PROTECTION
FROM FROM FROM
$24 / MONTH $34 / MONTH $50 / MONTH
billed annually hilled annually billed annually

Automatic cloud backup v v v
Ransomware recovery v v v
Protects endpoints PCs and Mac PCs and Mac
Protects servers v

Award-winning support, 7 days/week v v v




Lo
Fax Easy faxing anywhere "

Electronic Fax



https://itunes.apple.com/us/app/genius-fax-fax-pdf-documents/id566504821?mt=8
http://www.efax.com/

Adobe Document Cloud /

" eSign services

ectronic
Signatures

Ml

www.echosign.adobe.com

www.docusign.com

www.rightsignature.com

www.hellosigh.com



http://www.docusign.com/
http://www.rightsignature.com/
http://www.hellosign.com/

Free and low cost research. ..

® http://scholar.google.com

® | ocal sources

® Fastcase is here and free as a DC Bar Member Benefit

®
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Smarter legal research.



http://scholar.google.com/

Outsource it!

WWW.ruby.com

www.backofficebetties.com

www.legaltypist.com

WWW.upwork.com

Lawclerk.legal



http://www.ruby.com/
http://www.backofficebetties.com/
http://www.legaltypist.com/
http://www.upwork.com/

(™ Clio Grow

Engage your Speak with a Clio expert
clientsin afew

simple clicks

Hundreds of 5-5tar Reviews

% %k ke ok

The #1 Legal CRM and Client Intake Platform

£ Capterra (3|crown

Introducing Clio Grow



Microsoft Office- Different Versions?

OFFICE 2016 OFFICE 365

1. Disk we use to get (1 download) 1. Use on multiple devices

2. One computer at home 2. Low monthly cost

3. Security Updates 3. Get updates- new features and apps
o New excel functions

4. No new tools

o PowerPoint
° Drawing tools
4. Extra OneDrive Storage- 1T



Why | love OFFICE 365!

=Collaboration o Cost efficient

=Secure o Latest Updates

= Mobility °|ntuitive

=Great Apps o Everything in one place!



Explore  Plans & pricing Forenterprise  ForIT  Customer stories - Chat now

Office 365 Business  Office 365 Business Essentials  Office 365 Business Premium  Office 365 ProPlus ~ Office 365 Enterprise E1 ~ Office 365 Enterprise E3  Office 365 Enterprise E4

m

Includes full Office desktop! Includes full Office desktop!

Office 365
Business Premium o

Office 365 Office 365

Select a plan

Business Essentials Business

Run your business more easily Learn more (3) Learn more (3) Learn mare (3)
with Office 365. Get everything
you need to get work done

anyt[me' anywhere_ $SOO user/month $825 user/month $125O user/month

annual commitment annual commitment annual commitment

Looking for Enterprise plans? 1 year $5.00 user/month b 1 year $8.25 user/month v 1 year $12.50 user/month v

See more plans & pricing (3)
See options for home

Full, installed Office applications

Word, Excel, PowerPoint, Outlook, @ @
Publisher, and OneNote on up to 5 PCs

or Macs ®

Office for tablets on up to 5 Windows @ @ il




Office 365

Good afternoon

Q= a E x PE

hail OneDrive Word Exccel PowerPoint

CA) o L] st

Flow Calendar People MNewsfeed Planner
E > o
Forms Streamn Store

Show less A

Tasks

s

SharePoint

Delve

Yideo

3
A ¥ ? Rochelle Washin...

¥ Install Office 2016

Other installs

s b

Yammer Dynamics 365
il [
== O
Sway PowerApps




Not just Microsoft

. -
Doodle _ <= _ |7hats
Zzo0Mm Zd p?er

= slack EVERNOTE n
SurveyMonkey




- slack

Team Collaboration



Teams

Search

ravorites

PMAS Response Team

w

28" Add team

General (PMAS Response Team) | Microsoft Teams

PMAS Response Team > General -

Conversations Files Wiki —+

Welcome to the team!

Here are some things to get going...

Add more people l l Create more channels
205 Rochelle Washington changed team description.
205 Rochelle Washington changed team name from Practice 360 to PMAS.

September 25

@ Rochelle Washington Monday 9:52 AM
o

Rar

Yesterday

+
% Rochelle Washington has added Lajuan Evans and Duane Tolson to the team.

Start a new conversation, use @ to mention someone

A ¢ © @ B c

l Open the FAQ




Messoges & Apps

Searchable messages (5

Apps/fservices (5

Slack For Teams

Slack for Teams is a single workspace for your small-
to medium-sized company or team.

Free Standard
sO S6.67

Per active user, per month

billed anmually

%8 billed monthly

CREATE A WORKSPACE BUY STANDARD

Plus
$12.50

Par active user, per month

billed annually

515 billed monthiby

BUY PLUS

For small teams wanting to try For teams and businesses ready
out Slack for am unlimited pericd to make Slack the hub for their
of time. projects and communications.
Learm more Learn more

10K of your team’s most recent .
Unilimited
messages

10 third-party or custom integrations Unilimited

For businesses that need S50,
Complionce Exports, and
guaranteed uptime on a single
Slack team.

Learm more

Unlimited

Unlimited




Pricing

Asana is the easiest way for teams to track work and get results. Our Premium and
Enterprise plans give you more power, control, and customization.

Premium

Free Enterprise
*9.99

Cur basic version of Asana for e All the power of Premium, plus
teams that are just getting per member per month more control and support.
billed annually
started.
. Contact us
Powerful enough to run your entire
Sign up

business. Small team discount may apply.

Calculate your price

Free Features

Everything in Free, plus: Everything in Premium, plus:




Video Conferencing

ZO0OMm

"m

W Sy Ty |
‘\"L — -




+

Basic

Personal Meeting

Free

5IGM UP, IT'S FREE

Haost up to 100 participants
Unlimited 1 to 1 mestings

40 mins limit on group
meetings

Unlimited number of meetings

Online suppaort

Wideo Conferencing Features
Web Conferencing Features
Group Collaboration Features

Security

Pro

Great for Small Teams

$ 1 4. gg.frnu:u."hc-st

All Basic features +

Includes 100 partidpants
Meed more participants?

Unlimited meeting duration for
all meeting sizes

User management

Admin feature controls
Reporting

Custom Personal Meeting ID
Assign scheduler

1GE of MP4 or M4A cloud
recording

REST API

Skype for Business (Lync)
interoperability

+ Optional Add-on Plans

Zoom for Education

Business
Small & Med Businesses

$ 1 9. gga’mm’h{:st

*Minimum of 10 hosts

By Mow

All Pro features +

Includes 100 participants
Meed more participants?

Dedicated phone support
Admin dashboard
Yanity URL

Option for on-premise
deployment

Managed domains
Single sign-on
Company branding
Custom emails

LTl integration

I Zoom for Telehealth 1| Zoomi

Enterprise

Large Enterprise-Re

$ 1 9. gga’mm’ha

“Minimum of 100 h

ontact Sale

All Business featun

Includes 200 partici
Meed more particp

Unlimited Cloud Stc

Dedicated Custome
Manager

Executive Business

Bundle discounts or
and Zoom Rooms



gn"
SurveyMonkey

Forms and
Surveys




Surveymonkey

rveyMonkey HowltWorks  Products ~  Examples ~  Resowross ~  Plans&

SEE ENTERPRISE PLANS

Plans & Pricing

Choose your plan toeday. Get started now with the survey platform that adapts to your needs—even if they change over time.

BEST VALUE
ADVANTAGE PREMIER
With SurveyMonkey, you can:
Send professional surveys in minutes $34 { month $99  month
Get powerful tools to analyze your Always fre Billed maonthly Billed $408 annually Billed £1, nnuzlly

data BAVE with annual

Share insights with your team

SI1GN UP
Enjoy a scalable survey platfiorm

Humber of surveys & UNLIMITED UNLIMITED
Questions per survey @ _ UNLIMITED
Humber of responses 6 UHNLIMITED
247 customer support via email & _ Expedited

HEW! Team accounts & tools & 1 user total with 1 user total with PRTESTER Gl eI RO BB STl 2 users total with all teamn
commenting only nenting only tools tools

HEW! Quizz

e
Create as
Ccustomized surveys @ W
Logo, colors, survey URL
Data exports & o

CSV, FOF, PPT, ¥LS

Advanced data exports ©




Most popular

Beginner Up & Running Pro

For anyone just getting started with Already have clients? This is the plan For savvy marketers with growing

email marketing. for you. mailing lists.

Starting at Starting at Starting at

$9.99/m0 $14.99/mo $29.99/m0

$9_99/mo when you renew® $14_99/mo when you renew® $29.99/mo when you renew®

Up to 500 subscribers Up to 2,500 subscribers Up to 5,000 subscribers

Add more anytime Add more anytime Add more anytime

Send up to 5,000 emails/month Send up to 25,000 emails/month Send up to 50,000 emails/month

Single signup form & Unlimited signup forms & Unlimited signup forms

Basic image storage @ Unlimited image storage @ Unlimited image storage @

Professional templates Professional templates Professional templates

Mobile-friendly designs Mobile-friendly designs Mobile-friendly designs

Unsubscribe handling @ Unsubscribe handling & Unsubscribe handling @

Works with Facebook, Etsy & More Works with Facebook, Etsy & More Works with Facebook, Etsy & More
Automated email campaigns @ Automated email campaigns @

Conw il

Converis blog posis fo smail -

Email Marketing- GoDaddy



Workflow Automation

Microsoft

zapier - f ]




tured Approval

save Office 365
*mail attachments
o OneDrive for
lusiness

by Microsoft
ced 104264 times

save Outlook.com
*mail attachments
o your OneDrive

by Waleed Ahmed
ced 35391 times

Button Collect data

:
i
Q

Mobile

Email Events and calendar Notifications Productivity

Send myself a Get a push

reminder in 10 notification when

minutes you receive an
email from your
boss

By Microsoft By Microsoft

Used 73405 times Used 69696 times

Get a push
notification with
updates from the
Flow blog

PowerApps button

By Microsoft
Used 18028 times

By Microsoft
Used 30444 times




Plans for Any Kind of Workflow

Sign up now, upgrade anytime. New accounts get a 14-day trial of our paid plan

For Work

Free Forever For Teams

Ctartin

: $20.frrnrth R
50 rmons 52500

Automate your business. Turn on

°
: i workflows that make any job easier ; )
Automate personal tasks. Be less busy ' Automate together. Give your entire
s 7 . = -+

|.I"'?|

'.'ll

Bla
AUV

and get more done. ® Make Zaps with 3+ stens team Zapier's most powerful features,
@ Make two-step Zaps @ Get priority support & Unlimited Zaps
@ Get help from our support team @ Access all of our 750+ apps & Al our premium features
@ Connect the tools you use most @ Filter data for precise automation @ Everyone's Zaps on one bill
@ One month free for paying annually

5IGN LUP FOR FREE LEARN MORE

START YOUR 14-DAY TRIAL




4

Planner

Project Management




17hats Plans and Pricing

/ Online contracts, quotes, and questionnaires v And tons more!

UNLIMITED

'39..

' Unlimited Active Projects
v/ Ne 17hats Transaction Fee
+/ Processing Fee: 2.9% + 30C
+/ ACH (eChecks) payments
+/ Customer Support

' Sync Bank Account

v/ Template Marketplace

v Create Multiple Accounts

CHOOSE MY PLAN

BEST DEAL! SAVE $169

UNLIMITED ANNUAL

'25,..

+ Unlimited Active Projects
+ No 17hats Transaction Fee
' Processing Fee: 2.0% + 30¢C
/' ACH (eChecks) payments
+/ Customer Support

< Sync Bank Account

+ Template Marketplace

' Create Multiple Accounts

LITE

'25...

' 15 Active Projects

' No 17hats Transaction Fee
' Processing Fee: 2,9% + 30C
v ACH (eChecks) payments
+ Customer Support

' Sync Bank Account

+/ Template Marketplace

CHOOSE MY PLAN

Each plan includes: v Online invoicing and payment processing v Powerful workflow autorr

[
4

17hats




IThats © oo

Wo rk‘ﬂ OWS + P 3 W OVERVIEW |  ACTIVE TEMPLATES
ITEMS PAST DUE RECENTLY ACTIVE WORKFLOWS See all
. Rochelle Washington > Practice 360 > Practic...
[ May 1=t brochure deadline s &
"W 28 ] Rochelle Washington > Practice 360 > Practice 360
Iy -!=:Z'|-.::- |
il ' PROJECTS RECENT WORKFLOW ACTIVITY
DUE IN THE NEXT 15 DAYS i May 1st- brochure deadline a few seconds ago
E Rochelle Washington > Practice 360
seP | Send email: Seminar Team Assignments send email request to Semina... 5 months ago
Rochelle Washington > Practice 360 > Practice 360 @ v Rochelle Washington > Practice 360
| Status meeting AT e
Rochelle Washington = Practice 360

DOCUMENTS

WORKFLOW

BOOKKEEFPING




Why Asana? Solutions

es ASANA

Product Launch -~

Timeline

List Board Calendar

q Consolidate product spec feedback
|

Resources

Pricing

H a Marketing plan

[0 Ui workdiow A7B test

H Sales training

)'I n Usability testing

/
a PR plan

F i

/ i Bug fixes and polish

Contact Sales Loglin Try for free

8208 =

n QA testing

€d code optimization

_g Launch schedule

\’( a App Store promos

l Launch prep




I HltoxFTOl

Office 365 Planner & ¥ ? Rochelle Washingt... KX

Mew Plan

PMAS Response Team B Board B Charts @ @ e Members s Group by Bucket

&

Planner Hub

Status Members Tasks
My Tasks +
0 1 2
To do Fa
Favorites Unassigned
1 Send kick-off meeting invitation

Rochelle Washington

Duane Tolson )
Lajuan Evans

hd More plans Lajuan Evans I
2

¥

Swccessful Small Firm C... Tasks left

Completed N

Basic Training and Bey...

® not started 1
G ¥
LAR Group @ In prograss 0
® Late 0
Lunch and Learn
® Completed 0

PMAS Response Team

Practice 360 2017

Get the Planner app

(i) We couldn't get documents from OneDrive, Please try again later.



&

File Sharing and Storage OneDrive

2 SharefFile

CITRIX

3

Dropbox




e-Notetaking




Onefote: one place for all of your notes - COneMote

Ll My Notebook - Quick Motes T T My Team +

. Watch the
> H . l‘ 2 minute video

Share with anyone
on PC, phone, or tablet

S5ync to OneDrive

1. Take notes anywhere on the page
Wirite vour name here z

2. Get organized
You start with "My Notebook" - everything lives in here

Add sections for activities like:

Trips Recipes Shopping To-Do m é—___—‘\\




To Do List

[E] Wunderlist

A todoist




TODOIST FREE TODOIST PREMIUM TODOIST BUSINESS

PLAMS & FEATURES _ .
Baaic For Individuala For Teams

Select currency:

usp = %0 $28.99 $28.99

Access on 10+ platforms
Recurring due dates

SSL secured connection
Sub-tasks & sub-projects

todoist

Active projects 80 200 200

[43]
[}
[45]
[4)}
=]

People per project

Tazk Labels & Reminders
Location-based notifications
Add tasks via email

Task comments & file uploads
Automatic backups
Productivity tracking and charts

iCal synchronization




Wunderlist

Features Free @ Pro
Add files 5MB N
@ ] i Unlimited
Add anything from photos to spreadsheets per file
Assign To-dos 25 assigns .
-)O & o & ) Unlimited
[ e} Delegate responsibilities like a boss per shared list
Subtasks 25 N
|\/| ] ) Unlimited
Break down large goals into actionable to-dos per to-do
Backgrounds 20 30
—J Personalize yvour Wunderlist just the way you like Backgrounds Backgrounds

Upgrade to Pro today for $4.29 per month

Run yvour next project with Wunderlist and see how well it works for yvou

Upgrade to Wunderlist Pro




Doodle

l-'-.T. I:-'-jl'?.-ﬂ':jlll;l FC'O\ Sign in

Appointment Scheduling

Navigate to http://www.office.com. ~
Outlook

Sign in da @ New v 8 Add calendar v ® Interesting calendars 284 Schedules

Calendar event

=23, 201 ™

Open your calendar s K Poll for a time to meet

Email message

Click new 1 2 Birthday event

Click Poll for a time to meet

Find Time*
(this will be rereleased and
renamed October 2017



Plans

Easy scheduling

Connect your calendar

Send automatic reminders
See who is missing

Request additional information
Ads-free

Custom design

Custom subdomain

Free

for individuals

Private
for professionals

1

Presmiurm Lser incducdead

$39

per year

C € € < 9

1

Business

for teams

e

Presmium L inc uded

$69

per year

C € € € € < K«



Basic Premium Pro

$0 $8 $12

ed Maonthi . Billed Annually totalhy free per user S momth per user S month
Features

Celendar integrations with Google Calendar, Office
205, Outlook and iCloud

Schedule unlimited events W W vy

Ewvant types 1 ewent type Unlimited event types Unlimited ewent types

Personslized Celendhy link {(=.g.

v W W’

calendhy_comdjanadoe)

Remowvable Calendly branding v v
Pooled aweilability options for teams (round robin,

collective scheduling, multiple team members on W '
one page)

Group evernts [for tours, webinars, classes, st} \/ \f
Automeated event notificetions: w W "’
Customizable email notifications and reminders W’ '
Add links to event confimmation peges \/ \f

Metrics and reporting \/ 'V""
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Hir?;r -\ A few more




ile Message Insert Options
:"«aj| nColors' EIZI EI:{-
= Foni:" S —
BITHES Page Becc From
- @IE‘FFECE' Color
Themes Show Fields
To...
CC...
end
Bec...
Subject
sincerely,

tochelle D. Washington

senior Staff Attorney

ractice Management Advisory Service
Jistrict of Columbia Bar

1101 K Street, NW, Suite 200
NWashington, DC 20005

W2-T3IT-4700 x3217
washington@dcbar.or

witter: @ atthywashington

& Practice 360° N

Farmat Text Review WaordRake 2 Tell me what you want to do
o0 : . [ (OO= o
— =] [ Request a Delivery Receipt Y iz y %
Permission Use Voting | Request a Read Receipt Save Sent | Delay Direct
= Buttons - Itern To ~ Delivery Replies To
Permission Tracking e Maore Options ]
Properties s
Settings Security
B Importance | Mormal o Change security settings for this message.
B Sensitivity MNormal e security Settings...
|:| Do not Autolfrchive this item
Voting and Tracking options
S

=l DUsevoting buttons

- |:| Request a delivery receipt for this message
|:| Request a read receipt for this message

Delivery options

G} |:|Have replies sent to
—

Do not deliver before Q2752017

|:| Expires after Mone

Save copy of sent message
Contacts...

00 PMa
12:00 AN

Select Mames...

Categories Maone

Click here to see and subscribe to our Practice 360° Newsletter!




Settings Security
Importance | Mormal > Change security settings for this message.

Sensitivity Mormal - Security Settings...

|:| Do not Autoirchive this item
Voting and Tracking options

:—1 [ Use voting buttons e

= []request a delivery receipt for this message
|:| Request a read receipt for this message

Delivery options

@_. [ ]Have replies sent to Select Mames...
=

Do not deliver before |9/27/2017 “ | | 5:00 PM "

|:| Expires after Mone 1200 AM

Save copy of sent message
Contacts...

Categories W Mone

Clase




.’n - = Untitled - Message (HTML)

Message Insert Options Format Text i WordRake 2 Tell me what you want to do
L C a w | m— — sal o . - = —
s Arial M. W R R =R |"'6I Yo mj . _2 P Follow Up .’ E}{ -
Copy ] ! High Importance ]
Paste « _ B I U a¥. A-Bl== &= 3= Address Check Attach Attach Signature Office Show Mew
- Format Painter - 7 Book Mames Filer ltem~ - Low Importance | add-ins templates Meeting Poll
Clipboard [P Basic Text [P MNames Include Tags L Add-ins | Template Phrases FindTime ES
To.. Template Phrases M
1=7
Cc.
Send
Bec.., p
Subject Please contact us again
Please accept our apologies for any inconvenience that has been caused by this. Contact me for further assistance
Sincerely, Sorry
Rochelle D. Washington Sorry for continued difficulties
Senior Staff Attorney
Practice Management Advisory Service .
District of Columbia Bar Apologies for the delay
1101 K Street, NW, Suite 200
Washington, DC 20005 Please accept our apologiss
- 202-T37-4700 x3217
.| mwashingtonf@dcbar.or : : :
: . p Apologies for inconvenience
| twitter:@attywashington polog

| will follow up with a solution

% Practice 360° N eWS I etter I will follow up with results

Wichinn all the hact
Click here to see and subscribe to our Practice 360° Newsletter! O

Please accept our apologies for any inconvenience
that has been caused by this.

&

@® New |v AbleBits ---




Use
More
~ Monitors

ERET
s KLKT




ALWAYS
READ TERMS
Of SERVICE




A Few More great tools . ..




SAY
YES

When clients propose payment
plans, respond with
preauthorization agreements.
Simply use your credit card
processing account to draft from
the client's bank account on the
date of payments.

WE ACCEPT

DEBIT & CREDIT




Credit Cards

[LAWPAY

CREDIT CARD PROCESSING




Marketing

€ 10

@ WordPress.com

‘ sproutsocial
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Guide to
o Marketing on

YouTube YO L) Tu b e



https://www.forbes.com/sites/jaysondemers/2015/09/24/the-definitive-guide-to-marketing-your-business-on-youtube/#4ee8423458ea

Bitly Brand Tools are the must-have
for marketers to fuel branding,
engagement, and understanding in the
connected world.

Learn More

Trying to shorten a link? Click here,

The Bitly Real-Time Media Map @

See who is consuming what media
where in the United States, in real-time!

www.Bit.ly.com




All goo.gl URLs and click analytics are public and can be accessed by anyone

Shorten, share and track your shortened

5 URLs.
. goo.gl allows you to frack, in real-ime, the clicks and

. referrers on any shortened URL - a perfect tool to help

ou understand what appeals to your audience and o

‘ . help you oplimize your social, email, and ofher chick
through campaigns. Create your account to get started

Ve =

WAy

~ Yo

https://goo.gl/




..OR UNSHORTEN IT!




Not got a short URL to try? Here's one: hitp: Wit iy/GVBOLS

, . [ X
Email & Web Security

ol

Real-Time Protection with Lowest False Positives. Free Evaluation!

Copyright © 2014 Unshorten Iti. Al Rights Reserved I Like I
Unshorten. It is developed and maintained by Cameron Gray (Software Development & Server Adminisiration) and Connor Stuart (Interface Design)

Terms of Service or Privacy Policy?

Unshorten.it




It’s all about intention

How our thoughts become our destiny?

e Thoughts become our words;

e \Words become our actions;

e Actions become our habits;

e Habits become our character;

e Character becomes our destiny.



Take care of
We wish you the yourself and

In the business of

law, capital is
human.

best remember....

With that said.....
D



Practice Manageme nt Advism}-' Service ‘

Lunch and Learn o =

November 19, 2020- Windows 10 and Digital Forensics
Presented by Michael Maschke and Brandon Barnes of Sensei Enterprise,

Inc.

With Windows 10 becoming the most popular operating system for
desktop and laptop computers, it’s important to understand the potential
wealth of information a forensic analysis will provide. Windows 10 and
Digital Forensics will offer insight on popular artifacts that may help with

your case.



Network Friday, December 11, Virtual Networking at
12:30 pm. RSVP to steven@stevenkriegerlaw.com

Network Friday., November 20, Virtual Networking,
RSVP to rsjillions@gmail.com

Networking Events



mailto:steven@stevenkriegerlaw.com
mailto:rsjillions@gmail.com

The End....

Homework:

Consider (and plan for) the technology
you will need to start your firm.

e Block out time to try two to three competing
products

e Choose what is most intuitive to you
e Make sure it is secure

e Craft your technology budget. What do you need
now and what can wait! Your wallet will tell you.

e Do a cost benefit analysis. What will benefit you
the most if you invest now?
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