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What to do with all that paper?

PAPER REDUCTION STRATEGIES
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Is Paperless Achievable?

 Probably not.
e BUT - you still need to do what you can!
e Read about it...http://tinyurl.com/343175h

RGO, ~
Escape the Paper Jungle

Reducing Your Firm's Hard-Copy Immersion
BY STEVEN J. BEST

When the staff of a law firm is asked about its biggest frustrations
related to job efficiency and productivity, managing volumes of
paper is often at the top. Paper files have become problematic in
today’s technologically driven law firms. People often spend hours
of unproductive time filing away and then, later, looking for paper
Paper files can be in only one place at a time; there is no sharing or
collaborating on a paper file; you cannot search a paper file, you can
only flip paper, one page at a time. Filing is also one of the most
dreaded tasks in a law firm - and it often gets put off. So, even if
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How Do You Store Your Stuff?

You have to be able to find what you
are looking for

e Electronically file by Client/Matter

— Not by User -
wrch Folders [T13]~ (K&} Folder Sync

- NOt Dy Lawyer aul\Desktop\Model Folder Structure - NO DMS\Unger Law LPA

— Not by Practice Area** " | =
| /_] Hegointing /J FFFFF
J Marketing
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Search Tools }

Google Desktop - http://desktop.google.com/
X1 -www.xl.com

Copernic — www.copernic.com

dtSearch — www.dtsearch.com

. copernic

5, Desktop Search X

stantly Search | s
ferabytes of Text. (\qf.f inity



{ Document Management? }

» Big differences?
— Forced user compliance
— Document Security
— Versioning
— Email management
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{ What about the old stuff? J

e Start today
« Look ahead

 Deal with old stuff later (maybe
never...)
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Stop Creating Paper

e StOp unnecessary printing
 Review on the screen
 No printing emaills. Ever.

@fini’ry



{ Start Today — and NO TURNING }
BACK

« Commit from the top down
 No options
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| don’t like my scanner...

THE RIGHT HARDWARE
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{ Fujitsu S1500

 One Button Scan to pdf
e 20ppm scanning
50 page doc feeder

e Comes with Adobe
Acrobat 9 Standard

e Nextwarehouse - $413.70
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{ Fujitsu S300

* Very small footprint
e Portable

' ' * 6 pages per minute
ﬂ  Duplex Scanning

e ScanTastic - $295

« NO Adobe Acrobat
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{ What about my Copier?

« OCR is the biggest issue
 Should be used for big jobs

« Come up with a specific page count
— smaller at your desk, larger at the
copier
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Do | NEED Adobe?

Not if you JUST want to print to pdf.

100+ free ways to do that (search
print to pdf in Google)

YES if you want to Edit, modify, create
forms, etc.

Acrobat Professional if you want to
Bates Stamp and Redact fi
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| spend most of my day in Outlook

OUTLOOK TIPS AND TRICKS

Qlfflnl’ry



Explore Add-Ons

e Xobni

e Search and find
anything, quickly
e Emaill statistics

Affinity

'8 Nora Bergman Riva &t

nora@naorarivabergman.com
Practice Advisor, Atticus, Inc. (in B

B o O K Eddg v

Tampa/5t. Petersburg, Florida Area |5
Practice Advisor
Atticus, Inc. e

m

Management Consulting
106 connections [ 15t

= Matzile

& View Profile Linked [f}]

Conversations (14) i

Areyouready for areal life practice? Jun 17
1likefriends that get $17K a day. Nice sit ..

E marning after letter Apr 26
But check out Marvin and David by textin...
E Sorry Ididn't call Decld (=

Thanks! Hopewecantouchbasesoona...
11 mare ==
Files Exchanged (3)
@ Becomeanatural marketer.doox Nov 04
A Dell-Quotepdf
A Dell-Quotepdf

Mora Bergman’s Network (18)
"W Cebbis Foster 7

Nowyou can search your
"4  personal Yahoo! Mailfrom

x Xobni.
Get Started - No Thanks

QO lw 7
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Explore Add-Ons

e SimplyFile — Techhit
— Moves messages to the right subfolder
with one click

— One click tasks and appointments
— SIMPLE to use

Sim DWFI l@ | INTELLIGENT EILING ASSISTANT FOR MICROSOFT OUTLOOK
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Explore Add-Ons

e Credenza

g
— From the makers of =
Amicus Attorney 7] sk

— Bring MATTERS, PHONE £ 2
CALLS and TIME ENTRIES —p=
Into Outlook =——

—www.credenzasoft.com o

— Low Monthly Cost
(\Gf.fini’ry



Explore Add-Ons

« Copy2Contact

 Copies an emaill signature block and
Intelligently creates a contact in
Outlook

®
&) cony2contact
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Explore Add-Ons

e Outlook
Send

Assistant

Message Developer Add-Ins

! Vo $ _}L % Move to Folder ~ —./ |5/ Add to Topic~ x LA _]--.]
= w - L I Mave Thread ta ~ | =37 P A
Reply Reply Forward | Metadata _ New Delete Mowveto Create Other
to All Examples &. Move Prevto ~ Folder~ Rule Actions~
Respond Move to L] Topics Actions
Donna Payne
4——— | Blank |
Subject: Sample Confidential Message Showing BCC Message with OSA

PLEASE NOTE: You were BCC'd
To: Sue Hughes \

On the Insert tab. the galleries include items that are designed te coordinate with the overall look of

Reply All

= ' document building blocks. When you create pictures, charts, or diagrams, the

You have chosen to Reply to All Recipients, possibly including a Distribution List
or an e-rnail you were BCC'd on. Would you like to proceed?

+ the formatting of selected text in the document text by choosing a look for the
ither controls on the Home tab. Most controls offer a choice of using the look frg

look of your document, choose new Theme elements on the Page Layout tab. T
oth the Themes gallery and the Quick Styles gallery provide reset commands so

QK Cancel |
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AutoComplete and BCC

Use both with caution

Clean up AutoComplete...

z
James LeDuc jleduc@affinityconsulting, com
Cc...
Jason McCart jmeccart@affinityconsulting. com

Jaime Sanchez

Subject: Jarnigan, Tim (LNG-HBE) timothy.jarnigan@lexisnexis. com
jan@deklelaw.com
Jack M. Ross jross@shrlawfirm. com
Jackie Wood
Jan Mauldin

Foster | Pal
Hr Cnnen

Arrow down -éhh_d“delete old entries
Stop using BCC - NO Control.
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Outlook Signature Tip

e Right click in the signature area and
change your sighature

Debbie Foster | President, ITL
Affinity Consulting Group/InTouch Legal

Largao, FL 33]| &' || Affinity Full
Ph: (727) 544

Email: debb Affinity Short

Website: v Athletic Boosters

Please consid DF Full king this e-mail
DF Short

Users ne o e to check out Affinity University! We have launched a
T5 Chair Signature B - . . N

classes ges bgal community. Visit www.affinityuniversity.com

Volleyball Coach

ECHSHDW'
= (D) | =)

CONFERENCE AND EXPO = MARCH 25-27, 2010

Got questions? Get answers!

(Affini’ry



Open In New Window

 Have your Calendar AND your Emaill
open at the same time...

L& search Folders
= £ yyy2008-2 Mail
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Reducing Emaill

Give permission internally - To not
send an emaill that says “thanks”

Contemplate “Reply to ALL”
Use CC only when necessary

Email is not the right solution for every
correspondence

@fini’ry



ATTICUS

Guiding Your Pra

INTERNET TIPS
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Use Links Toolbar

e Put your most frequently visited sites
on a toolbar for easy access

| Ab ® Bank | BillPay A AA [ InfoDirect B3 Facebook | | itl | Mews &% NHC [J] Post | | Ringd8Me | Shop | Travel | TSSP /™ TS

* In IE, save to Favorites in the “Links”
group, then show the Links toolbar

e In Firefox, save to Bookmarks Toolbar
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Get Roboform

e Or some other Password
Manager

e Save all your passwords in
one place with one
MASTER password

e Works on a mobile device
or flash drive

(\Gf.fini’ry

29 Easylink

29 Easylink - Margaret
29 Ebates

43 Ebay

29 Ebay - debbiefost
28 Ecademy

g’r‘g Ecost

29 Edline

;’r‘g Efax

;{r‘g Elevenwireless
28 Elevenwireless - 1
;{r‘g Emory Wood

29 Entercomputers
;’r‘g Escobarlaw

;{r‘g Esecuritytogo
29 Etgroup

;’r‘g Etgroup - affinity
;{r‘g Eventsbot

28 Evenue

;{r‘g Evernote

29 Evite

;’r‘g Expedia

;{r‘g Experts-exchange

O BN B 0 40 &0 A 40 40

e
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Minimize the Toolbars

 Get Google, then your Links, then your
PW manager, and that is about it!
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Who has time for that??

YOUR ONLINE PRESENCE
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Your Online Profile }

Everyone Has One

You really don’t have a choice - times
have changed

The KEY Is to manage it

You really can be “So much cooler

online”
@fini’ry




Websites

You have to have one. Period.

Three Kinds

— Brochure Style
— Middle of the Road
— Full Featured

Start Small
DON’T spend tens of thousands of

dollars
folmiy




3 Words about SEO

NO
MAGIC
PILL

http://www.solaswebdesign.net/seoq
uideoutline.shtml|

Learn about it!
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Social Networking

CLAIM and MANAGE your online
profile

It IS not about you, it iIs about THEM
But WHY? Investigation — in all areas
Who is Tweeting?
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WA qu SOCIAL MEDIA SURVEY !

ReveALS  100% O MARKETERS |

‘ARg PLANNING TO USE SocIAL- MEDIA
@fini’ry
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General Social Networking Sites

© & ¢
57
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{ Non-Legal Specific Sites }

e Linked-In - let anyone In

« Facebook - you have to decide...
— Don’t forget a fan page for your firm
— Watch out for testimonial rules...
— Carefully review security/privacy settings

o Twitter
faCEbOOk Cwitter

Linked [T}) (Rttiniy




Martindale-Hubbell“Connected geta
The premier global network for lawyers Legal O?}Rur&p

Chats
ESQ LEXTWEET #svee

Legal Specific Networking Sites

JDSUPRA lawovrs®

BETA
| Give Content. Get Noticed. |

4
Fwny ~ AYVO



Thank youl!

QUESTIONS?

Debbie Foster
Affinity Consulting Group
727-544-5400
dfoster@alffinityconsulting.com
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