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Productivity



Managing time 

The simple secret to 
productivity

Block out Time - important 
times for all ongoing task 

Being disciplined



Time Management-Productivity Tips

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


10 Productivity Tips

1. Record 
Everything

2. Schedule 
appointments 

with you

3. Spend 50% of 
time on most 

productive things
4. Plan spare time

5. First 30 minutes 
to plan your day

6. Take 5 min 
before and after 

each activity
7. Do No Disturb!

8. Stop answering 
every email (right 

away)

9. Block out social 
media

10. You can’t get 
everything done!



Working 
smarter . . .

How do you work the most 
efficiently and effectively

What are the tools you need?



Automate

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

And you must spend 
money to make money

Use the right tool for the 
job

Establish  a systematic 
workflow



Go 
Paperless

1. Comply with court requirements

2. Improved Responsiveness to clients

3. Better allocation of resources

4. Reduces overhead costs



The paperless system. . .

Computer/Laptop

Scanner/copier

Case management

Document Management

E-Fax

ABA Going Paperless-A Practical Guide

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


Streamline 
Processes

Client Intake- Lexicata

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

Fee Agreements- The Form Tool (doc automation)

Work Flow- Case Management

Filing System- Netdocuments, Worldox

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


Automation for 
Your Law Firm
When do you 
need tech?

1. 
Eliminate

2. 
Automate

3. 
Delegate



How to Choose Technology for your Law 
Office

1. Attractive- you must like it

2. Intuitive- small learning curve

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

4. Cost effective- It is in your budget

5. Secure- Read Terms of Service

-Steve Jobs

-Word vs. Word Perfect

-Functionality for your firm

-Bottom Line

-Safe for client data?



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



A FEW 
GREAT 
TOOLS



Scanner



Fujitsu Scansnap
S1100 IX500



And if you REALLY want to go Virtual….





https://yourfirmapp.com

https://yourfirmapp.com/


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

http://www.mycase.com/


Case Management

www.goclio.com

www.mycase.com

www.practicepanther.com

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


Word 
Processing



Document Management

http://www.worlddox.com/


Document Automation



Calendar System



Time and 
Billing

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


Office Accounting



Collaboration



COLLABORATION
www.slack.com
www.trello.com

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


ENCRYPTION

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 



Password Management



Data Back-
up





Electronic Fax

Genius Fax and Scan

http://Faxzero.com
www.efax.com

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


Electronic 
Signatures

www.echosign.adobe.com

www.docusign.com

www.rightsignature.com

www.hellosign.com

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


Free and low cost research . . .
• http://scholar.google.com

• Local sources 

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

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/


Contact Relationship Management



Microsoft Office- Different Versions?
OFFICE 2016

1. Disk we use to get (1 download)

2. One computer at home

3. Security Updates

4. No new tools

OFFICE 365

1. Use on multiple devices

2. Low monthly cost

3. Get updates- new features and apps
◦ New excel functions
◦ PowerPoint
◦ Drawing tools
4. Extra OneDrive Storage- 1 T



Why I love OFFICE 365!

Collaboration
Secure
Mobility
Great Apps

◦Cost efficient
◦Latest Updates
◦ Intuitive
◦Everything in one place!





Office 365



Not just Microsoft



Team Collaboration









Video Conferencing



Zoom



Forms and 
Surveys



Surveymonkey



Email Marketing- GoDaddy



Workflow Automation



Flow



Zapier



Project Management



17hats







HItoxFT0K



File Sharing and Storage



e-Notetaking



OneNote



To Do List



todoist



Wunderlist



Appointment Scheduling

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



Doodle



Calendly



A few more







Use Template Phrases



Use 
More 
Monitors



ALWAYS 
READ TERMS 
Of SERVICE



A Few More great tools . . .



80

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.



Credit Cards



Marketing



SOCIAL MEDIA





Guide to 
Marketing on 
YouTube

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


www.Bit.ly.com



https://goo.gl/



…OR UNSHORTEN IT!



Unshorten.it



It’s all about intention

How our thoughts become our destiny?
• Thoughts become our words;
• Words become our actions;
• Actions become our habits;
• Habits become our character;
• Character becomes our destiny.



/

With that said…..

We wish you the 
best

Take care of 
yourself and 
remember….

In the business of 
law, capital is 

human.



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.



Networking Events

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

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


The End….

Homework:

Consider (and plan for) the technology 
you will need to start your firm.
• Block out time to try two to three competing 

products
• Choose what is most intuitive to you
• Make sure it is secure
• Craft your technology budget. What do you need 

now and what can wait! Your wallet will tell you.
• Do a cost benefit analysis. What will benefit you 

the most if you invest now?
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