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Tech Re-Boot(camp) for the Practicing Attorney:

Everything Some
Things You Need to Know

Who are we?e

| )

Mitch Mark
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What is this bootcamp
This program is

A baseline review of the systems you need for an efficient firm
review of tools you already own that can make your firm run better

quick intro into Al tools that you can use today.

a recommendation for any one program.

Al masterclass to “change your world”
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Al is everywhere! Like....

But it is really like...
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Do you need this incredible new tool?

Mark: “I still
Love HER!”

Samantha..er..
Scarlett..er
Samantha




Primary F f Generati
2023 Gartner Alinitiatives

Gartner.
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So...just the same as last year

Lower Your Expectations

Mark
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What We're Looking For--
Continuous Improvement.

1 1% Improvement

Aggregate Marginal
Gains

Mark
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The Bootcamp Roadmap
Tips fo implement today for more efficient and effective legal services
Automation
Standard Tech Stack (Mark v. Mitch) + Managed automation
Artificial intelligence
and Task and deadiine and case Tasks
Mark
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Tech Stack Starts with Practice
Management

Customer and Contact database - a central, firm-wide contact and client database to support marketing
and conflict checks

Internal and client communication platform — notes; portals

Matter management —details unique to each matter available to entire team

Calendaring and Task Management-rules-based calendaring, and deadline management and case Tasks
Time Tracking - Recording of billable (and non-billable) hours and link to automatic time entries
Accounting and Billing - Invoicing clients for time and expenses and trust reporting

Document storing and sharing - keeping documents “internal” so single system

Document Assembly — The automated creation and population of specific court forms and fillings
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Key Features of a Practice
Management System

Uniform repository of firm information enables future buy/sell and collaboration
Off the shelf system enables others to assist through co-counsel collaboration tools
Collaboration with clients; opposing counsel; outside counsel

Supports firm scale and reduces on-boarding time of new staff and attorneys
Established process improvements and firm efficiency
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Mitch's Tech Stack

The tools | use right now

B Microsoft 365 @ Clio

bBookings »
n V/ vonace ﬂ
newve | AW PAY ® InfoTrack
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The tools | use right now &

/ Mark’s Tech Stack @ Beseem
o &
‘ - .o @ Clio 4

box

o
<,* Drophox

Toras e Legay

@ TRIALPAD Googe  LAWPAY

@ Calenaly
m GoodReader ChatGPT 4
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Al Tech Stack

\

|=' Microsoft | Copilot
etext ‘

o

er
0O Jasp

S

9 Spellbook
- & Bard Al . > Airtable -
Mark]
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Intake Information
Research Statutes
eFiling
Client Payments
lient communicatiof

Client Billing
Computers
Client Questions
Statutes Copies
Al Legal Research Legal Research
Depo:

Opposing Counsel Deadlines
Discovery Getting evidence

Judges

Billing Software

Fake vadence”‘ Research Caselaw

Automation Bookkeeping

Artificial Intelligence
Document J Paying Bills

Assembly 1Pads

iPhones New Clients

Vendors

Chat GPT LWAYS On Call

TIPOT e TCEDETE ™ What it's like to be an Attorney Now?
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Mashups = workflows/ chg song...

Key Tips and tricks within the software you have

The Bootcamp

Tips to implement today for more efficient and effective legal services

AutoText- Reduce errors and efficiently respond to communications; build document automations

and Task

21

and deadiine and case Tasks

Automation
Managed automation
Artificial intelligence




12/2/23

The Bootcamp

Tips to implement today for more efficient and effective legal services

Tasks

Automation
4  Managed automation
Artificial intelligence

22

Text Automation and "Managed Automation"(miu)

Mitch: Mark:

1. MS Quick Parts Lo 2 0
2. iOS Snippets

2. Scripts (formatting)
3. Snippets in Cloud
3. Styles (formatting)

Practice Management

System (Clio)

Mitch Mark
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What is AutoText

« Standardized Text that is repeated in communications and
documents

* Reduces errors, time to communicate, and creates uniform
information for the client

* Examples:
* Microsoft — Quick Parts
* Universal - TextExpander
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QuickParts AutoText in Outlook

*Driving instructions to office

*Retainer transmittal language

*“No thank you” emails to vendors
*Referral emails to clients

*Next steps in transactions/litigations/ etc.
*Billing questions responses.

25

IepEO X B O

Outlook QuickParts

FIRM

ds Dr.

Quickparts AutoText in Word

*Attorney Signature Blocks
*Verifications for affidavits

*New Address Blocks

*Coded fields for Document Automation

27
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Word Examples

"Managed Automation” (MIU):
MAC Snippets (auto expand keystroks to words, phrases)

. i Systom Proferences Qi ° < Keyboard Q seypoard °

Keyboard | Toxt | Shortcuts  Input Sources  Dictation

win Correct speling automaticaly
THIS EMAL MESSAGE | Capitaize words automatically
Add period with double-space
Attomey's Fees
 Touch Bar typing suggestions

Appoarance L ¥ping suga
Attorey

i Speling:
Monthy Statement ata ‘Automaticby Langusge @)
Clent
Co-Attorey

ourt Use smart quotes and dashes
Court Appesrance for Double Quotes | “abe”
Draft )
el forSingle Quotes  ‘abc' @
Katherine
Monthy Statement ata
NO CHARGE
OurFamiyWizard
Dear Atyour.

Set Up Bluetooth Keyboard... 2
Mark
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Bonus PT: Dictation (Baked into iOS/ Mac and iPad via Fen x 2)

. < Keyboard Q keybonrs °

Keyboard  Toxt  Shortcuts  Input Sources _Dictation

Use Dictaton wherever you can type text. To start dctating,
e the shortcut or select Start ictaion from the Ect mend.

Dictation: © On Off
Language: English (United Sates) e

Shortcut:  Press Fn (Function) Key Twice @

About Dictaton & Privacy.

Set Up Blustooth Keyboard... 2

Mark

30
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Bonus PT: Dictation (Some limited functionality within Windows

but... See Dragon (Dictation) Professional
Use voice typing to talk instead of type on your PC

Windows 10 users: Tap
“Windows + H” on Keyboard or o Windows Speech
% Recognition

Computer software ¢

microphone on virtual keyboard -

(stolen from Apple of course)
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Mitch
31
Al Practice Tip: Voice to Text
Otter.Al
.
Otter.ai
Mark
32
Otter.ai Records, uploads, gives you

rudimentary transcription;
Then, take that doc or
copy/paste into GPT and
ask for Meeting Notes; or
ASK OTTER TO FOR —
ID Speakers
SUMMARY; copy/paste
any portion of those
summary notes

Mark

IEEER0DES =06 B8 T ZHTEE 50 ©00 EE ¥

33
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Voice Transcription (zoom hearings,

ﬂ depos; + Issue Coding

Use Case Functionality

*. Depositions *, Issue Coding

* Hearings *, Initial Issue ID

* Arbitrations *, Hearings (Dir/Cross)
« -

*, Billing!!! w/ . Auto Cross Creation

* Segregation of A/F when
seeking from Judge (ie
Discovery/ etc)

#Hashtags

Mark

12/2/23
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Voice Transcription (zoom hearings,
depos; + Issue Coding

Recipe: Talk 2 Me Linguini

Dish: Transcript Used for Later Cross
/ Serving up Case on a platter;

Ingredients:

1. Pre Created Issue Codes;

2. Recording of Depo or Hearing
(w/Perm)

3. SpeakWrite — App for upload for
approx. 3 hour turnaround
transcription; (request also in ascii /
.txt format)

4. TranscriptPad -

Mark
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TextExpander: Text 2 Text etc.

https://textexpander.com/

Keyboard shortcuts and snippets will fill in recurring text - $3.33/month

textexpander

Al PT: Repetetive Summary Functions Mark

36
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https://textexpander.com/

wocokTaTT  10:33AM s Snippet/ABBV
textexpander < Edit Snippet dit Expands to
) r FULL TEXT

o
ciient

AGHEE" o Posta Hessigo I ha sl
PAdntE 1

consult [ ek

inquiry t
Dear

ol

(

(T wabate s CONFIDENTIALand

sigall

sigmuse

ABBV:  \~ i O

@ios

https://smilesoftware.com/textexpander

Cancel

Mark
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Textexpander Samples - Mitch

¢ /addr — office address
« /ver - verifiations
* /mark —signature

*.@Z —firm email address

*.@g - personal email address

e.rrap — Time entry - “read and review documents from
[client] regarding revisions to asset purchase
agreement.”

38

Mark

39

13


mailto:.@Z
mailto:.@g

AT Practice tip:

drop into chat
gpt and -

summarize for | &=
client!!! i

aaaaa om

Mark
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Al Practice tip: copy CUSTOM CLAUSE IN
MEDIATION AND drop into chat gpt and
summarize for MSA!!!

SAVE INTO TEXT EXPANDER FOR
FUTURE USE W/ COUPLE KEYSTROKES

Mark
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Time Entry
Workflow
w/Snippets
(expanding
abbvs)

Mark

42

14
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The Bootcamp

!s to implement today for more efficient and effective legal services

and Task and deadiine and case Tasks.

Automation
Managed automation
Artificial intelligence
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! Calendaring

Still DELEVANT
Still LELEVANT ||

Still LELEVANT
Still LELEVANT

Mark
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MS Bookings

365 for Business-Bookings

® Clients schedule time when you
are available

= Empowers communication

® Sends you and client email and
text reminders

u Sets up teams meeting
automatically

¥ Included in  MS365 Business
subscription

45
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YOUR SCIENTISTS WERE SO PREOCCUPIED

WITH WHETHER OR NOT THEY COULD...

. o

S THEY DIDN'T STOP TO THINK IF THEY SHOULD.

12/2/23
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Motion.ai- AI Component of Calendering

= SEE

1
i
H i

Mitch
47
Calendaring / Scheduling: Calendly
w/ Mark: MASHUP / WORKFLOW
= Calendly
= Polls
« ch
= Zoom Law%ﬁr”
®
n TeXtEXpander Full Day MEDIATION
48
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https://calendly.com/miunger

,} Use Case: mark i unger

Mark
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: Meeting Poll: All Attorneys Vote on When

3 Meeting poil < > Dec2022 v

Mark

50

The Bootcamp

15 to implement today for more efficient and effective legal services

and Task and deadiine and case Tasks

tips - population of fillings.

Automation
Managed automation
Artificial intelligence

Mitch

51

17


https://calendly.com/miunger
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Document Formatting Tips and Cleanup

The United States District Court for the Eastern District of Texas sanctioned the plaintiff's
attorney for poor writing and violations of ethical obligations. The court noted that counsel’s brief
was badly tted and ined ing errors. Id. at *2. The court
admonished the plaintiff’'s attorney, stating:

“By submitting a poorly written brief, the attorney fails the
Court as well as the client.”

Kuzmin v. Thermaflo, Inc., Nos. 2:07-cv-00554-TJW, 2:08-cv-0031-TJW-CE, 2009 WL 1421173 (E.D. Tex. May
20, 2009).

52

Real Time Auto Correct w/ Grammar correction

@ grammarly

53

Word Toolbar in Action

« Key tools in Word avoid errors are just a button away

« Do not need advanced coding, just someone fo set it up

and then the atforney to execute it

54
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Microsoft Word

raw Design Layout References Malings Review View Developer Help Grammarly Perfectits

Aa As B B [N DesignMoge
DEH
= N

HPI BPR& NDB O e R = & A~ 2-
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Word Tools For productivity

Quick Action Toolbar - best tips

« Insert date
« Highlight bracket text

« Document inspector - remove hidden data on final run

« Send email with pdf

« Send email with word document

« Convert table to text

* Macros

56

Microsoft Word

&<

A=k

AN BI0a] B0

19



Macros

Repeatable code that can apply to any word document
* Blue book/green book rules

« Document formatting

* Document automation

« Document cleanup (address updates, firm standards)

« Highlight brackets of open text
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Toolbars & Macros in Ac’rion

"
Date update
‘ o
/ [eferdorti

[t —
Form Delivery M

a
Rerlpameand o conract 1 Smart v. Straight Quotes.
Form State & Italics N

Dear Daabontia

N— NG i e GE R Eia
- e v
Citation Format Error B T e Citation Format Error
prestrntobsrrtentcy
B o sl b ettt
Live Link e e Y o vt oo roid. o e Double Space after "
v :
[ ——————————
e sty a0 B 1 o AT ——— 0ld Courthouse
oy
Form Contact info \ Address!
-
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o Heading | Numi | Swws Title

bated
ImannerofdefieryRl
[oefendantla

[Defendant's cddressid

El

q

Re: [reme and datecof-contoct 1

a

e

Plecs: b i hat. (. f- ow fem} represents [Clen] (Glent) regardng the
ctanding amouet you owe. under- th: terms of the: 2021 INSTAGRAN TNFLUENCER

CONTRACT:(he “Agreement )9

Instagram, they

in-exchange: for- “exposure" See-Srith v. Jores, 201 SW2d 349, 355388 (Tex. App.
Houston: 14th Dist ] 2006, n pet ) see Texas Property Code $1000501, O December 1
e Blzzards to my clentin

thisland
Client} was ey end-wiling to post o positie revieof-the Bizzord o the time-of the-
request, providedyouremployee complted the oppropriate-"wpide down" delvry of the

forderein
‘defudt of-Texas ko ant appropriatesoialnar: iy client's Tnstogeam account showing

1
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How to use ChatGPT with word

“clean up the OCR Errors in the following paragraph”

In the event of a termination of this Contract prior fo any release of the Inifial Deposit or any
Additional Deposit in accordance wicth't he other term s or t hir:l Con fra ct, t he, Initia | De pos
it,Includingallinterest thereon, oranyap p licabre Add it i ona | D eposit, as t he case
may be, shallb e re | e as ed by Titte Comp any fo t he p arty en titled Ih e re~o p urs uan tlo
the terms of | h i's Confract. The ta x Idle n fir i caflon numbe r's o f the parties shal | be fu
mishe<! fo Title Company upon re g uest f e ither :Party makes a written dema nd upon Tifle C
onipanyforpay me nt-ofany o f the Deposit o th e rthan fn.stict aooo r dance w it n t
he t a,rms of 1 1,is Contract, t h en Title Company s h all give w ritten nofice lo t he- other
parly of It,e p r oposed ~ymel1Ln n10 Co mp any does n o rece i ve sueh of her partts wrl
Uell o bje ction fo Lhe pmposed pay men 1 with in five (5) Busin ess Days affe r the g ivin g of
such nofice.. Title Company Is h e r eby a u thorized t o m ake suc h payment.

DMPUTER o
TECHNOLOGY
o

12/2/23

ChatGPT

Post-ChatGPT:

In the event of a termination of this Contract prior to any release of the Initial Deposit or any
Additional Deposit in accordance with the other terms of this Contract, the Initial Deposit,
including all interest thereon, or any applicable Additional Deposit, as the case may be. shall
be released by Title Company to the party entitlied thereto pursuant to the terms of this
Contract. The tax identification numbers of the parties shall be furnished to Tite Company
upon request. If either party makes a written demand upon Title Company for payment of any
of the Deposits other than in strict accordance with the terms of this Contract, then Title
Company shall give written notice to the other party of the proposed payment. If Title
Company does not receive such other party's written objection to the proposed payment
within five (5) Business Days after the giving of such notice, Title Company is hereby authorized
to make such payment.

COMPUTER ao
TECHNOLOGY
SECTiON

63

The Bootcamp

Tips to implement today for more efficient and effective legal services

and Task and deadiine and case Tasks

Automation
Managed automation
Artificial intelligence

21
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Chat GPT Use
Case Adv PT:
Image to Text

(Holiday
Visitation

Mark

64

Mark
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ChatGPT

ChatGPT use case/workflow: Statutes

ChatGPT use case/workflow: Caselaw

66
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Top Tech Tips for the Bootcamp

Tips to implement today for more efficient and effective legal services

Calendaring and Task Management-rules-based calendaring, and deadline management and cc

AutoText

Document Formatting and tips - The automated creation and population of specific court forms and
fillings

Acquisition Tools — Acquiring information from your clients

Billing/Fee Collection — using snippets and links

Obtaining Evidence (texts)- Tools to c

ct client tex

vidence for the litigators

67

PipeFile

Collect client documents for
transaction and litigation matters

O Avoid email back and forth

Q Validate/confirm documents or
send back to client to revise

O Set templates of required
documents for matter type

O Load files from computer and
phone

68

(FREE MBERS)
STA EXAS
2023
DRIVER’S INSTRUCTIONS

OVER 62 SEARCHABLE STATE/FEDERAL CODES
TO OTHER CODE SECTIONS
CODE ANYWHERE
TO ANY WIRELESS PRINTER
LINK TO GOOGLE SCHOLAR FOR CASELAW

23
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CLICK ON CODE TO
DOWNLOAD

)
PULLS

ALL CITED :
SECTIONS g e et

i Sec.
1 through 152.203. The order issued in this state remainsin ffect until an order

L/
SLINKS TO
OTHER
SECTIONS

3 child custody proceeding has been
made by 3 court of a sate havi

rtion o the temporary order.

£ INT
ANY
RELES

S
PRINTER
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B

SCHOLAR
FOR

,, CASELAW
[ Q
5 \ - /

RESEARCH
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