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Practical Tips
Technology and
Law Office

Management

Presenter: J. Burton Hunter |
Buckhannon, WV
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Introduction
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Think instead of the biggest smorgasbord your have ever attended, mixed with a Methodist Basement
CoveredDish Dinner.

You are NOT expected to try everything.

But, you can pick out the smoked Salmon, Oysters on the half shell, meatloaf, prime rib, and pickled beats, if
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have. Hope it improves your practice and even your quality ofilife.

| have been blessed, or cursed, with voracious curiosity.

| want to succeed in my practice, to be as efficient as possible, to enjoy what | do, and to enjoy and
appreciate my life.

So, today | share what | have learned in a long life and career.
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hunterjb@Hunterlawfirm.net

| want to encourage collaboration, cooperation, collegiality, and the improvement of our profession,
especially our family law practices.

| have no desire to keep my tips or ideas secret. On the contrary. | have happy to give a window into my
thinking.

| am not worried about competing in the markelace. And NO, | have no plans to retire soon. | just want to

do it better and perhaps a bit easier.

But. we are goina to be movinag at a verv fast pace. so here goes!
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1. Preparing for the Future;
a. Your practice future,
b. Your transitional future;
Cc. Your personal future, as a parent, grandparent, or retiree
Hd | 0O0S&aa (2 KAIK ALISSR AYUSNYySG FyR
o® hNEIFIYATAYy3 (KS ClILOGa Ay @2dzNJ /| &8
CaseMap Suite of products.
4. Producing Documents. Pathagoras, HotDocs, Text Expander.
5. Tools
a. Time Management and Calendaring.
b. Expressing yourself in writing ©eeseoive,

c. Photography, video, editing. oo\ \ Z Gf:%\g%)
6. Task Management; /V\N\
i s

7. Your Social Media Footprint;

8. Life and professional enhancement
9. Gadgets and Apps.

10. My book.
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The Paperless Office

One giant step on the road to the paperless office.

Anyone who has ever attended one of my presentation knows to expect
to be told about the Fujitsu ScanSnap line of Scanners. Hard to believe |
first learned of the ten years ago from Barron Henley of Affinity
Consulting.

One of these small powerhouses, at a cost of $400/each, bundles with a
PDF Editor and OCR software is the critical first step.

It permits you to scan to a folder, to Dropbox, tergail, OneNote, or to

its own filing cabinet storage.

You can have five of them for a tiny fraction of the cost of a large
commercial scanner, although we renewed our lease obrand new
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have reasons for keeping thaease, andwill be happy to discuss pros

and cons during a break.
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PREPARING FOR YOUR FUTURE

Do you love technology, learning new stuff, taking classes, reading books, and obsessing over your social
media presence? It the answer is yes, carefully review the footnote below?. If not, skip it, and | will give
you some, simple, solid, practical, suggestions for protecting yourself from disaster.

Protecting Yourself And Your Practice

1. The focus of this article is narrower and more aimed at the small firm lawyer who cannot afford a
full time “IT guy” or “systems manager”. The WV State Bar has an innovative "lawyers’ assistance",
WVLAP, program. It is needed. Lawyering is tough. We must practice our profession, run our own
business, master the accounting and other software to run that business, and be our own
marketing guru. We are one stroke, heart attack, or cancer diagnosis away from financial ruin or
homelessness. "It ain’t a job for sissies. ".

2. Ten years ago, as my wife and my retirement investments were cut nearly in half by the stock
market crash, and our economy's future looked bleak, | decided to suck it up, master technology
and Internet marketing, and reset for a longer haul.

3. So, | started my blog, “Perspectives of a Small Town Lawyer”, http: www.hunterlawfirm.net/blog.
Since then, | have posted 380 articles and 1400 pages of content and authored a book of the same
name.

4. During those ten years, we phased out my $3000 per month Yellow Pages budget. That's ironic,
as | was the first lawyer to purchase an ad in the Buckhannon/Weston Yellow Pages. The people
of WV were reluctant to give up the Yellow Pages, so | am sure | moved too quickly, but this year
our YP budget is finally $0!

5. Eventhough | have a high stress threshold, it bothered me that | had over 30 years’ worth of client
files, 1000 bankers' boxes, stored in the second floor of our office. During my long career, | kept
seeing lawyers who abuse substance, became hoarders, or elderly, frail, hard of hearing, or
confused in thinking. | didn't want to become one of them.

6. Three times | have had to step in and help clean up a struggling lawyer’s office. Once the lawyer
fled the state, eventually to be disbarred. Another colleague encountered problems with The
Office of Disciplinary Counsel and needed some help from his friends, and one had a major health
issue.

7. | decided to take steps so, when the time comes, | will be ready to pull the door shut and move
on to the next stage of my life. Why leave that task to a grieving spouse or frazzled staff?

! For details, innovation, legal technology, software, hardware, and tutorials, | suggest a. Barron Henley and Paul
Unger of Affinity Consulting Group https://www.affinityconsulting.com/; b. Brett Burney for the iPad and Macs.
https://burneyconsultants.com/; c. Roy Lasris owner/inventor of Pathagoras document assembly software,
https://www.pathagoras.com/; d. Steve Dotto, a YouTube Canadian Boomer Nerd,
https://www.youtube.com/user/dottotech, Google Apps, Evernote, etc.; e. Carl Pullein on YouTube, an expert on
Evernote and Todoist, https://tinyurl.com/y2fpx67a; f. The website www.Lynda.com, with thousands of courses on
software, by monthly subscription; g. The website www.Udemy.com, also with thousands of courses, often
discounted to @ $12 each, and h. The Lawyerist website and podcast, https://lawyerist.com/; and Lexis/Nexis'
CaseMap case management software, https://tinyurl.com/yy9mkqa9. Here's the link to YouTube Casemap Tutorials,
https://www.youtube.com/results?search_query=casemap+tutorials.



