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Summary



THE PROCESS



Who do you want to be?



What’s your 

game plan?



TIME 

OUT!



REACTIVE
INQUISITIVE



Instant 

Replay



If it’s repetitive and annoying,

you’re doing it wrong.

-Barron Henley

ABA Techshow 2017



Finding the Gaps

ACT

Filter 
and 

Prioritiz
e

List 
Action 
Items

Observe 
and 

Intervie
w



4 Areas of 

Management

People Task

Project Info.



What keeps you up at night?



4 Areas of 

Management

People Task

Project Info.



PEOPLE, 

INFORMATION AND 

TASKS





Managing Information and Tasks

• Reactive Mode

• Getting it ALL out of 
your head

• Can’t work from 
anywhere if you’re 
dependent on paper

• Incoming!

• Faxes/Letters

• Filings

• Calls

• Emails

• What actions need to be 
taken?



Throw it

or

Keep it?



Info
or

Task?

Info

Keep it? File it!

Trash it?
REALLY
trash it!

Task

Mine?

Do it

Delay it

Not Mine? Send as Task



Why Tasks?

•Contains specific details

•Signals importance

•Sets deadline

•Trackable



CAVEAT TECHNO
Drowning in Options



NO MISSED DEADLINES
Bases covered. Tasks managed.



Outlook Tasks



Task Details



Gmail Tasks



Next Level: Kanban

TO DO DOING DONE



Next Level: Kanban

TO DO DOING DONE

• Waiting on Atty/Staff

• Waiting on Others

• Prospects



Microsoft Planner



Microsoft Planner Task Details



Planner: Assigned to View



Planner: Chart View



Other Workflow Tools

•Trello

•Asana

•LeanKit

•Lawcus

•Taskworld



INFORMATION 

MANAGEMENT
Out of your head. Sorted. Searchable.



Managing Information

Share

Organize

Capture



OneNote Structure



Other Great Features



SCHEDULING
Automation + Simplification



3

Appointment Scheduling
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FindTime
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Other Calendaring Tools

• Schedule Once

• Calendly

• Apptoto

• Reminders only

• Clio integration



PROJECT MANAGEMENT
Map it out. Communicate it.



Project Charter



Project Scope Diagram



Lists, lists, lists



Communication Plan

• Layout critical emails at the outset of the project

• Time to focus

• Details don’t get missed

• Content is clear and concise

• Save emails to:

• Drafts folder in Outlook/Gmail

• OneNote/Evernote



Action, action, we want 

action! A-C-T-I-O-N!



Q&A
What questions do you have?



@TXMischief / @LLDevNet /

Michelle@LegalLearningNetwork.com


