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TextExpander (or Typinator, TypeIt4Me, aText)

;@jrs
Snippet

Jeffrey Schoenberger
Expanded Text

K

Word (and Outlook) AutoCorrect / Quick Parts

K
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The Punctuation Guide (website)

S

S

https://www.thepunctuationguide.com/
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Clear Formatting (in MS Office apps)

K

iPad Notetaking

Both Support Apple Pencil
Both offer a free tier
Both require subscriptions ($10-20/yr) 

for full features
Both record audio synced to notes
Both import PDFs for markup
Both export as PDF
Both search text and handwriting

Works on iOS and Mac
Supports dark mode

Works on iOS, Android, Mac, & 
Windows

S



5/6/26

5

Other Options

Noteful Apple Notes

S

Forever*Notes [uses Apple Notes] (website)

S

https://www.myforevernotes.com/docs/overview
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Anker MagGo Power Banks (10K or 6.6K)

K

Screenpresso ($30) [or CleanShot X (Mac; $29) or Snagit]

K
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Portable Full HD Second Monitor
ASUS ZenScreen MB166CK - ~$90

K

Duet Display [or Apple Sidecar] (website; $48/yr)

S

https://www.duetdisplay.com/duet-replace-your-portable-monitor-with-software
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IPEVO V4K PRO 120 4K USB Document Camera (website; $200)

K

Encrypt Your PC – BitLocker

K

https://us.ipevo.com/products/ipevo-v4k-pro-120-store
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Encrypt Your Mac - FileVault

S

• A secure password manager to protect 
sensitive accounts and client data. 

• Stores all your passwords in an encrypted vault, 
auto-fills logins, and can generate strong 
passwords.

• Ensures you only have to remember one master 
password – it handles the rest with high-grade 
encryption.

• It also offers secure notes (for things like alarm 
codes, bar IDs, or client Wi-Fi passwords) and 
sharing of credentials with team members 
without revealing the password.

• $30/yr (individual); $240/yr (business; 10 users)
• See also Apple Passwords, Bitwarden, Dashlane, 

and Roboform

1Password

S
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2fa.directory

S

S
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• Two-factor authentication (2FA) is 
essential to protect these from 
breach.
• Authy makes 2FA easy: it generates 

secure one-time codes for logins and 
can sync across multiple devices.
• Free (as in beer)
• See also, Apple Passwords, Google 

Authenticator, Microsoft 
Authenticator, and several password 
managers

Twilio Authy 2FA

S

Passkeys.directory

S
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Screen Magnifier (~$20 & up)

S

Hover over a link to see where it’s going…

K
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• Notion is an extremely flexible workspace app 
that can function as a note-taking tool, task 
manager, knowledge base, and more.

• Some firms and legal professionals use Notion to 
create internal knowledge wikis (e.g., pages for 
each client or matter with key info), to manage 
checklists for case workflows, or to organize 
research.

• “We created a Notion workspace for our firm’s 
internal protocols and precedent library. It’s been 
amazing – the search is instant, and junior 
associates can find answers without always having 
to ask. The fact that I can pull this up on my phone 
when a question arises is even better.”

• Free for personal use; Team plans available (from 
$8 user/month)

• See also, Google Keep and MS OneNote

Notion

S

Encrypt Your Cloud

Alternative to Boxcryptor, the former recommendation that was purchased by Dropbox

S

https://cryptomator.org/boxcryptor-alternative/
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Encrypted Cloud – Tresorit
You hold the key.

S

S
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Calendly
More than just calendar links.

K

iMazing
Browse and Export iOS Messages, Photos, Voicemails to your PC ($89/yr & up)

S
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• Combine and redact screenshots
• Capture a long conversation and 

merge multiple screen captures into 
a single, continuous image
• Redaction tools to blur or black out 

private info like phone numbers or 
names
• Free Tier; $3 to remove ads

Stitch It! – Screenshot Editor for Long 
Images

S

Scan to PDF from Your Phone (within an app)

S
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Scanner Pro for iOS (website)

S

Simple Scan (website)

S

https://readdle.com/scannerpro
https://agiletortoise.com/simple-scan/
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Ricoh ScanSnap iX2500 (~$400)

Ricoh ScanSnap iX2500
● 45/90 ppm
● 4.3” Touch Screen
● Scan business cards 
● Scan to Word files
● Auto-rotates
● Auto-senses paper size
● Auto-senses color or B&W
● Scans front & back simultaneously

K

On new computers or MS Office installations, the QAT may 
be hidden. To reveal, you need to right click on the Ribbon 
and click on “Unhide” Quick Access Toolbar. 

K
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S

Create PowerPoint Slides from Dozens of Pictures

1. Insert > Photo Album
2. Select ALL desired Pics

3. Re-order, Adjust, Create all at Once

Never Insert One at a Time Again!

K
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VELCRO Cable Wraps

K

Outlook Delay-Send Feature

K
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Word: Paste the Formatting, NOT the Text

K

Windows 10/11 Magnifier

+

Esc

S
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Starter Voice Transcription

• Use iPhone Voice Recorder or 
Windows Sound Recorder — quick 
and free.
• Transcribe with 

assembly.ai/playground or 
iPhone's built-in transcription.
• Keep both audio and text.
• Habit matters more than gadget.

S

• Capture notes, ideas, or case memos 
on-the-go

• CarPlay for hands-free voice memos
• Dictate thoughts or reminders without 

taking their hands off the wheel
• Transcribed to text on-device and 

synced via iCloud
• $3
• iOS only

Auto Memo Recorder

S

assembly.ai/playground
assembly.ai/playground
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• Secure encrypted messaging for confidential 
communications.

• Signal is an open-source messaging app 
renowned for its strong end-to-end encryption.

• Communicate with clients, co-counsel, or staff 
about sensitive matters with a high degree of 
privacy – the messages (and voice/video calls) 
are encrypted such that only the sender and 
receiver can read them, and not even Signal’s 
servers can access the content.

• Many attorneys use Signal when discussing case 
strategy or sharing documents

• Free (as in beer)
• See also, your law practice management system

Signal

S

Word Tip – Open Read Only Copy

• Open > Find & 
Select Document

• Hit the Arrow on 
Open button > 
Open Read-Only or 
Open as Copy

K
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Word Tip – Better Way of “Spiking” Text

• Copy the Non-
Adjacent Text by 
Holding CTRL & 
using Mouse

• Copy (CTRL+C)

• In Destination 
Document, hit 
Paste (CTRL + V)

S

Format Painter

When you have 
formatting 

mismatches in 
a document, 

Format Painter 
is the quickest 

and easiest way 
to fix 

formatting.

You can copy 
format from on 

location and 
paste the 

formatting onto 
another 

location. 

And you 
can learn 
how in 2 
minutes. • https://youtu.be/7FTBidIuzg8 

K

https://youtu.be/7FTBidIuzg8
https://youtu.be/7FTBidIuzg8
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Acrobat Tip – Doc Preferences

S

File Explorer – Quick Access

K
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Emojis in all Windows Apps

S

Keyboard Shortcut: Switch Tabs in Your Browser

Control + Tab
Control + 
Shift + Tab

S
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S

TinEye

S
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Remove.bg
Remove the background of an image.

S

S
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• Designed for calculating date 
differences and future/past dates, 
including business days – a task 
lawyers frequently need for court 
deadlines, contract periods, and 
statutes. 
• It even integrates with your Calendar 

to show events on calculated dates.
• $4
• iOS only

Time Jump – Date Calculator

S

“Simple Checklist: Repeat It” App (iOS) (app link)

“Do Things, Again and 
Again”

By Michael Galloy
@simplechecklistapp

S

https://apps.apple.com/us/app/simple-checklist-repeat-it/id973818951


5/6/26

30

Get Mesh Network WiFi (e.g., Eero)

• Too much mesh network may 
not be a good thing

• Avoid outside walls (with 
exceptions)

• Turn off your cable Wi-Fi

• Set appropriate filters

S

• Libby offers a huge catalog of free 
reading material which can be both 
educational and a way to 
decompress.
• Free (with a participating library’s 

card)

Libby (by OverDrive) – Library E-Reader

S
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• It’s a powerful bookmark manager – but 
it’s cross-platform and cloud-based.

• A lawyer can save legal research links, 
court webpage bookmarks, online 
articles, and reference PDFs into 
Raindrop, organize them with multiple 
nested folders and tags, and even share 
a collection with colleagues for 
collaboration

• Free Tier; then $28/year
• If you’re all-Apple, look at Anybox

Raindrop.io

S/K

S
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Fin Timer

S

• Flighty is like having a personal flight 
concierge. It delivers extremely fast and 
detailed flight updates – often notifying 
you of delays, gate changes, or 
cancellations before the airline apps do

• WSJ Review: “[A] product that makes 
flying less miserable—and it has never 
been so valuable.”

• Free Tier; $5/month for premium 
features (also a $4/week option for 
infrequent travelers)

• iOS only

Flighty – Live Flight Tracker

S

https://www.wsj.com/tech/personal-tech/flighty-app-flight-cancellations-delays-900a8aad


5/6/26

33

• Digital business cards provide 
flexible, modern ways to share 
contact information.
• Options include QR codes, contact-

sharing apps, and built-in phone 
features.
• Digital cards are easier to update and 

harder to lose.
• e.g., Dot Cards

Digital Business Cards

S

• Modern browsers include keyboard 
shortcuts that allow users to reopen 
recently closed tabs.
• Knowing how to quickly restore lost 

work prevents frustration and wasted 
time.
• This simple tip can save minutes 

throughout the day.
• CTRL + SHIFT + T (Win)
• CMD + SHIFT + T (Mac)

Recovering Accidentally Closed 
Browser Tabs

S
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S

Lawyerist Resources for Solo & Small Firms
(https://hubs.ly/Q02YYMD_0)

Chapter 9, “Healthy Systems,” 
Discusses

the Role of Tech and PM

https://hubs.ly/Q02YYMD_0
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Jeff@lawyerist.com

(the key is to just get started)

mailto:eff@lawyerist.com

