


Get rid of redundant messages in a thread

2

Outlook Tip



Microsoft ToDo



• Blue light is said to have a harmful effect 
on your circadian rhythm, making it 
harder to fall asleep and stay asleep

• Windows 10:  settings > system > display 
> night light

• Mac OSX: system preferences > display 
> night shift

Sleep Better with Blue Light Filter



Download at http://dictate.ms/

Microsoft Dictate



• Protected Trust –

www.protectedtrust.com

• RMail - www.rmail.com

• ZixCorp -

www.zixencryption.com

• SendItCertified.com

6

Email Encryption Recommendations



Need A Virtual Assistant? (or a job done?)

B



www.HowLongToReadThis.com

BONUS 
TIP



FindTime by Microsoft



Please watch How Great Leaders Inspire 

Action by Simon Sinek

Ted Talks – www.ted.com



Ask and Answer Questions – it’s addictive 

and educational

www.QUORA.com



See http://tinyurl.com/y77ecquf

Office 2016 Not The Same for Mac



Notetaking on Steroids

Handwriting, Typeing, Recording

Markup PDFs, $7.99

Notability for iPad Pro



x
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www.onelook.com

https://www.onelook.com/


Research is pretty clear on this: (you can’t)

– We can focus on 1 or 2 things at a time

– “Super taskers” are rare (2% of population)

– If you think you can multi-task, see 

http://tinyurl.com/ph3e5w2 x or

http://tinyurl.com/od8yctq x

15

Can You Multi-Task?

https://www.youtube.com/watch?v=4r5-jrzNjI4
http://psych.newcastle.edu.au/~ae273/Gatekeeper_XOR/


“Research demonstrates that when someone 

multi-tasks, work actually takes longer and the 

quality is inferior. A 2005 study by Hewlett-

Packard found that workers who were 

continually distracted by e-mail and phone 

calls showed an effective drop in IQ equal to 

twice that of those using marijuana.”

- The Myth of Multi-Tasking by Rich Largman

16

Penalties of Multitasking



Eliminate the temptation: 

Turn Off Email Notifications
(File menu > Options > Mail)

What To Do About Multitasking



Right-click an email > rules > create rule

Create Rules for Exceptions



Turn Off Notifications – iPhone

Settings > Notifications >

Select Application >

Turn Off “Allow Notifications”



Turn Off Notifications – Android

Settings > Applications >

Application Manager 

Select Desired App



Is your practice wearing you out?



There’s a Nap for That



If You Can’t Afford a Pod



Awesome Microsoft Office 

Add-Ins

B



• See www.sperrysoftware.com – they 

have 33 Outlook add-ins

• Zoom Email Windows - $10

• Reply To All Monitor - $15

Fantastic Outlook Add Ins

B



Free version or Premium version

Grammarly for Word & Outlook
B



WordRake

B



Only $99 – see http://tinyurl.com/y7qkc7at

PerfectIt – American Legal Style

B



Copy2Contact.com

B



www.Sookasa.com

Encrypt Your File Sharing Service

B



Best. Mouse. Ever.

B



Explore metadata of photographs sent 

from Smartphones

Koredoko

P



http://tinyurl.com/jyculq6

Dragon Anywhere

B



Export Messages, Photos, Voicemails to 

your PC

iExplorer

P



www.dryver.com

B



• Hide My Ass

• Private Internet Access

• IPVanish

• PureVPN

• Cloak (Mac only)

• CyberGhost

• VyprVPN

• NordVPN

• Hotspot Shield Elite

VPN Services



Too Many Passwords To 

Keep Track Of?

39
B



• Part of your estate plan

• Too many passwords and logons to 

keep track of

• Strong passwords

• Use different passwords for different 

services

• Holds credit cards

• Holds any kind of personal info

Why?

B



• Dashlane

• LastPass 

• Sticky Password

• LogMeOnce

• TrueKey

• RoboForm

• Keeper Desktop

You Need A Password Manager!

B



ASUS MB MB168B+ 15.6-Inch Screen - $180

Portable Full HD Second Monitor

P



• iPad: Duet App ($16) – Win or Mac

• Android: AirDisplay ($5) or iDisplay ($5) –

Win or Mac

43

Use Tablet as Second Monitor

P



Remember These?

B



HP Sprocket Portable Photo Printer

$130 – 2” x 3” sticky-back photos

Now There’s This!

B



Delay Send /Email Yourself 

Reminders

P



• If you have a Gmail account, you can 

set future appointments on the calendar 

with an email reminder (FREE)

• See also

– https://www.followupthen.com/

– http://www.memotome.com/

– http://emailfuture.com/

Email Yourself Reminders

B



Chrometa.com

B



Jabra SPEAK510 USB/BT Speakerphone for 

Skype, Lync and other VoIP calls - $85

Best USB/Bluetooth Speakerphone

P



iTimeKeep 
(app that links with dozens of accounting & case mgt programs)

Better Time Tracking

B



iTimeKeep Integrations

B



Best Desktop Scanners

P



Fujitsu ScanSnap iX500 - $419

– 25/50 ppm

– Includes Adobe Acrobat

– Scan business cards 

– Scan to Word files

– Auto-rotates

– Auto-senses paper size

– Auto-senses color or B&W

– Scan to phone or tablet (wirelessly)

– Scans front & back simultaneously

Best Desktop Scanners

P



Epson ES-400 - $349

– 30/70 ppm

– TWAIN Compliant

– Scan business cards 

– Scan to Word files

– Auto-rotates

– Auto-senses paper size

– Auto-senses color or B&W

– Scans front & back simultaneously

– 50 page feeder

Best Desktop Scanners

P



$879

– 60/120 ppm

– 80 sheet feeder

– TWAIN compliant

– Scans duplex

– Auto-deletes blank

pages

– Color or B&W

Fujitsu Fi-7160



Gadgets You Need

B



• $24 on amazon

Bluetooth Talking Glove

B



https://www.mybaghitch.com/

My Hitch - $18

B



Life is too short to use dull knives
Chef's Choice 15 Trizor XV EdgeSelect Electric Knife 

Sharpener - $140

Best Knife Sharpener

B



www.beardowear.com

B



Technology You Can “Use” - $13

B



$100 on amazon

Click & Grow Smart Garden 3



www.wannaspend.com x

http://www.wannaspend.com/


Snagit for Screen Shots & Instructions ($49)

Camtasia for Screen Recording ($299)

Document Internal Processes!

P



A font of your handwriting

www.vletter.com

B



https://sincerely.com/ink - $1.99

Create & Mail Postcard Service



AutoText

Copy Frequently Used Text 

New Email > Insert > Quick Parts > 

AutoText > Save Selection to AutoText 

Gallery

P



“Autotext” entries on an 

iPhone/iPad ($4.99)

Text Expander

P



Quick Steps

P



Alt + Tab

Command + Tab

Switch Between Programs

B



Ctrl + roll mouse scrollwheel up 
or down

Mac Pro or iMac: Ctrl + scroll 
up/down with mouse

MacBook:  Ctrl + swipe up/down 
on trackpad

Zoom In and Out

B



• Windows + E = Windows/file explorer

• Windows + L = lock PC

• Windows + D = Display desktop

• Windows + Pause = system properties

• Windows + R = run dialog box

• Windows = start menu

Key Shortcuts

B



Epic Privacy Browser (free)



3M Computer Privacy Screens

77

Security & Accessories



• Space bar:  move down page at a time

• Shift + space bar:  move up page at a time

• F11:  full screen view

• Ctrl + = :  zoom in

• Ctrl + - : zoom out

• Ctrl + T:  open a new tab

• Ctrl + W:  close the current tab

• Ctrl + L:  select everything in the browser bar

• Ctrl + Enter:  adds http:\\ and .com after whatever 

you type

Chrome  Tips

B



Simon Sinek – How Great Leaders Inspire Action

Watch This and Rethink Your Practice

B



$12.93 @ www.lnt.com

80

Anti-Theft Sandwich Bags

P



If you hit snooze, it donates your $ to an 

organization you detest (Wi-Fi enabled)
81

SnuzNLuz from ThinkGeek.com

B



www.PrintFriendly.com

P



Track price history of any product on 

amazon.com & notify when price drops x

www.camelcamelcamel.com

https://camelcamelcamel.com/


No More WiFi Dead Spots



Ring WiFi Doorbell - $249



Smart Light Switches



Smart Locks



Honeywell Smart Thermostat



Some Vegetables Taste Better Burnt



PDF Outlook Integration



MightyText for Android



Want to know what font someone is using?  

Upload an image and find out!

http://www.myfonts.com/WhatTheFont/

BONUS 
TIP



Get a custom font for your firm

97

www.dafont.com



Windows Mac

Duplicate File Cleaner



Never Leave Home Without Them

BONUS 
TIP



http://us.trayselector.com/



Hidden Safe Ideas



Lock on track changes in Word

This prevents the person

you send the document to

from turning it off and 

making changes

102

Word Tip



partsdr.com



104

ABA Legal Technology Resource Center



$17 – amazon.com

No more surprise visitors

Computer Rearview Mirror



$1,299 @ amazon.com

Treadmill Desk



Desk Cycle

• $159 - Amazon



Taking things too far?



Time for a Power Nap!

VIVA OFFICE Recliner Office Chair - $399



Netgear Arlo Pro Security System with 

Siren – 1 Rechargeable Wire-Free HD 

Camera with Audio, Indoor/Outdoor, 

Night Vision (VMS4130) - $220 (you can 

add up to 6 cameras)

Security System with Camera



Vimtag VT-361 - $60

– Super HD WiFi 

– Pan/Tilt 

– Two-Way Audio 

– Night Vision

Easy and Powerful Security Camera



www.bluesmart.com - $549

Smart Luggage!



• $40 to buy

• Annual service

$25 thereafter

• iOS and Android

app

TrakDot – Geo-Locate Your Luggage



• www.x1.com 

• Research & Capture Social Media

X1 Social eDiscovery



www.downforeveryoneorjustme.com

Down For Everyone or Just Me?



116

Tired of Listening To Other 

People’s Tablets & Phones?



Paper Karma



See all of the results: http://tinyurl.com/ydb7ptz8

2017 Fastest Mobile Networks



www.myaquanotes.com - $7

Aqua Notes



www.invisibleboyfriend.com

www.invisiblegirlfriend.com

When You Need a Boy/Girl Friend



• $23 for 2 pack

• USB rechargeable lithium ion batteries

Clever Chef Handy Sealer

BONUS 
TIP



Hammacher Schlemmer - $80

OstrichPillow



What To Do With Old Smartphones



Cups for Your Next Party



How To Get Your Face on Time Magazine



www.pronouncenames.com



$8 from amazon.com - Is it licorice or skunk 

spray? Strawberry jam or dirty socks? 

Jelly Bean Roulette



www.Rasterbator.net



Favorite Backup

129



x

www.happyhourvirus.com

BB

BONUS 
TIP

http://www.happyhourvirus.com/


Love These Things

131



www.custommagneticspicerack.com

Have Too Many Herbs & Spices?

132



Track Your Sent Email



www.thepunctuationguide.com



Best Free PDF Creator

135



136

Pruner You’ll Pass Down to Heirs



• $20

137

Joseph Joseph Large Chop2 Pot 

Plus Folding Chopping Board



Jabra SPEAK510 USB/BT Speakerphone for 

Skype, Lync and other VoIP calls - $85

Best USB/Bluetooth Speakerphone



Dban (free), Cybercide ($30), Killdisk ($80)

Properly Wipe Drives



www.hotelwifitest.com

BONUS 
TIP



141



www.RoadTrippers.com

BONUS 
TIP



One really good idea every day!

143

www.AttorneyAtWork.com



144

www.Despair.com
BONUS 

TIP



Enter ingredients you have and it’ll 

provide recipes you can make

www.SuperCook.com



PhraseExpander.com
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www.unplugthetv.com

BONUS 
TIP



148

www.lawyertechreview.com



• http://blogs.adobe.com/acrolaw 

• http://www.planetpdf.com 
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Legal Adobe Acrobat Resources

.
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www.somethingstore.com

BONUS 
TIP



151

www.lawyerist.com



152

www.DialAHuman.com

BONUS 
TIP



153

www.GetHuman.com

BONUS 
TIP



154

www.LucyPhone.com

BONUS 
TIP



155

www.emergencycompliment.com

BONUS 
TIP



156

Rules Based Docketing



• http://rain.simplynoise.com/ x

• http://www.simplynoise.com/

– White, pink & brown noise

– Sleep timer

157

When You Need To Tune Out

BONUS 
TIP

http://rain.simplynoise.com/


www.coffitivity.com – Coffee shop noise

158

BONUS 
TIP



If you don’t lock PDFs, they’re easy to edit

159

Protect Your PDFs



This prevents the person

you send the document to

from turning it off and 

making changes

160

Lock On Track Changes in Word
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www.bestparking.com

BONUS 
TIP



Rude, crude and socially unacceptable e-cards

162

www.someecards.com

BONUS 
TIP



Plantronics CS530     Plantronics W740 Savi

Best Wireless Headsets



www.hadonejob.com

DF

BONUS 
TIP



http://tinyurl.com/lvehk3x

165

ABA Law Practice Division



166

www.signupgenius.com
BONUS 

TIP



• Get documents 

executed 

electronically

• $468/year 

includes 5 users

167

RightSignature.com



www.mypermissions.com

DF



www.accountkiller.com

169

Wipe Out Online Accounts



www.lawyersinlove.com

BK

H



www.agoodmovietowatch.com



$75 from amazon.com

172

Lightphoria 10,000LUX



Powerline 200-Watt 

Coffee Cup 

Inverter with USB 

Charging Port and 

Two Outlets 

$35

173

Power Cup



Fix your fonts!  File  Options  Mail

174

Outlook Tips



Show 2 time zones on you calendar

175

Outlook Tips



Auto-close the message window after you 

reply

176

Outlook Tips



See non-contiguous dates side-by-side

177

Outlook Tips



Create a billed category for your calendar

178

Outlook Tips



$249 on www.amazon.com
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Micro Samsonite Scooter



• Wine Yoke - $7

• BeerNeck - $10

180

Hands-Free Equipment



Logitech K750 Solar Keyboard

Unifying Receiver Included
181

Never Replace The Batteries Again



182

www.TheDroidLawyer.com



http://tinyurl.com/bleasx7
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Hosted Exchange Almost Free



This is in Word 

2010, 2013 & 2016

Recover Unsaved Documents



• PDF too big to email?

• Shrink it!

Shrinking PDF File Sizes



186

www.donothingfor2minutes.com



www.fiverr.com

Services for $5

187



www.lifehacker.com



189



Allows you to replicate formatting 

anywhere in your document

– Click into good formatting

– Click Format Painter

– Select the text you want to fix

190

Word’s Format Painter Function



Want to know what your clients really

think?  Try asking them.

191

Poll Your Clients



$26 from amazon.com

Ice Cream Pint Lock


