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TextExpander (or Typinator, Typelt4dMe, aText)

DOWNLOAD |

SURPORT | FEATURES | BLSG I\‘.r».-w

SIGN UP FOR A WEBINAR

ﬂ» textexpander’ recsG |

Gather, perfect, share your knowledge.
wRecall your best wordst Instariﬂy. repeatedly.

M
TRY IT FOR FREE

See how TextExpander benefits your team and Enterprise « LEARN MORE

o Lawyerist

Snippet
;@jrs

Expanded Text
Jeffrey Schoenberger

Word (and Outlook) AutoCorrect / Quick Parts

AutoCorrect: English (United States) ? X
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

[ show AutoCorrect Options buttons

[ Carrect Two INitial CApitals
[ capitalize first letter of sentences

[ capitalize first letter of table cells
[ capitalize names of days
Correct accidental usage of cAPS LOCK key

[
11

=4 A

Replace text as you type

Text | Quick |WordArt Drop ]
Cap- []Object ~

E? Signature Line ~
Eé Date & Time

Replace: With: @ Plaintext () Formatted text BOX - Parts' -
I | |
Text
i * |
= *
) -
) -
3 - v

[ Automatically use suggestions from the spelling checker

(I

Q Lawyerist
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The Punctuation Guide (website)

The mmctuation Guide

Terminal points Pausing points Hyphens and dashes
Period , Comma - Hyphen
? Question mark y Semicolon - Endash
! Exclamation point : Colon — Em dash
Quotations Other punctuation Other matters
“” Quotation marks () Parentheses Style
. « «Ellipses ’ Apostrophe British versus American style
[ ] Brackets / Slash Titles of works
< >Angle brackets Word processors
{} Braces

Q Lawyerist

A BTN TR

Q Lawyerist

Semicolon

The semicolon is sometimes described as stronger than a comma but weaker than a period.
In certain uses, this is a reasonably accurate definition. Yet there is more to the semicolon
than that.

Between independent clauses when a coordinating conjunction

is omitted

Most ly, the icolon is used b two independent clauses (i.e., clauses that
could stand alone as sep whena dinating conjunction (for, and, nor, but,
or, yet, so) is omitted.

The upperclassmen are permitted off-campus lunch; the underclassmen must remain on
campus.

The example above could be recast with the conjunction but, in which case a comma, rather
than a semicolon, would be required.
The upperclassmen are permitted off-campus lunch, but the underclassmen must remain on

camnus

5/6/26


https://www.thepunctuationguide.com/

Clear Formatting (in MS Office apps)

1. Select the text that you want to return to its default formatting.

2. InWord
On the Home tab, in the Font group, click Clear All Formatting.

[t Design  Layout  References  Mailings

Calibri (Body) ~/11 ~ A" A" Aa~ =
B I U-akx,x A-¥. K~

Font

In PowerPoint
On the Home tab, in the Font group, click Clear All Formatting.

Transitions Animations Slide Show Revi

it~ - - .
|~ Calibri (Body) ~/24 ~ A" A =
% LS

B I U Saai-pr- A~ |
jon

Font
In Outlook
On the Message tab, in the Basic Text group, click Clear All Formatting.

ert Options FormatText Review Help

Calibri (Bc~|11 ~ A A =~ El
€ ¢
{

Q Lawyerist 5 100 [k A

Basic Text

iPad Notetaking

=/ Goodnotes

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

for full features
Works on iOS, Android, Mac, & Both record audio synced to notes
Windows Both import PDFs for markup

Both export as PDF
Both search text and handwriting

Q Lawyerist

Notability

Works on iOS and Mac
Supports dark mode
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Other Options

e Lawyerist

Noteful Apple Notes

Forever*Notes [uses Apple Notes] (website)

A Get started

12 Components
The Moy Asterik
tome

onp

® Collections

* Best Practices
Migracing Logacy Nsem

& Examples

4 Customization

Q Lawyerist

Forever % Notes Documentatin  forum  1AQ  Rosdmap

Overview

Overview

Forever * Notes

From Chao?

ey

Forever & Notes 15 2 smple. Ightweight Gigtal note-taking and knowledge management
method for Apple Notes. I€s robust, versatile, and scalable to row with you. Best of . Forever
© Notes is completely free and designed 1o Lst—wel, forever

o you're by complex Obsidkan or Roam and tried
paper-based mechods Nie the Bullet Journal, bt ended up forpetting & at home afl the time
Forever & Notes i e the love child of a8 of thee. It combines fast capturing of journal entries
weh tast access to connected knowledge. its modutar design allows you to Build your own
System s you §0. Managing journal entries and keeping track of anything you ke, people,
veine. R o Neuy anla

rasriisas 19 s - Al adeh 2 2 ot Al i e o s A —
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https://www.myforevernotes.com/docs/overview

Anker MagGo Power Banks (10K or 6.6K)

ANKER | The World's NO. T Mobile Charging Brand a 2 v e
Products  Shopby  NewReleases  Deals  Anker Prime mnuw' Caplore Support -
.
E Anker MagGo Power Bank (10K)

iy

$89.99
[ T *

N RRG,

®o

Discover Mace MagDe Exseatials

? 2 BN EN D

= ]

Q Lawyerist

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

Image and Video screen capture

Time saver for explaining something to your colleagues and clients

“A sereenshot is worth a thousand
words!”

Screenpresso captures your desktop {screenshots
and HD videos) for your training documents,
collaborative design work, IT bug reports, and
more...

Screenpresso is a NEW Light-weight screen grab
tool with built-in image editor, user guide generator
and sharing options,

1, Get Screenpresso for FREE

All Windows versions.

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

800g | 8.5mm
e ——

Q Lawyerist «

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

Extend Your Mac or PC
to Any Of Your Devices

d, Mac, PC, or Android into'as
your Mac or PC.

TRUSTED BY THOUSANDS OF COMPANIES AROUND THE WORLD

Dlengp amazon T &

Q Lawyerist .
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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)
TN EEp— - o

Overview TechSpecs DoMore Support Gallery

VAKBROJ20USB Document Camera

A

\WWide'Perspective,

e Lawyerist «

Encrypt Your PC - BitLocker

% BitLocker Drive Encryption - (=] X

« v 4 “& - All Control Panel Items > BitLocker Drive Encryption v O SearchCon.. P

Control Panel Home

BitLocker Drive Encryption

Help protect your files and folders from unauthorized access by protecting your
drives with BitLocker.

Operating system drive

Local Disk (C:) BitLocker off

e Windows 10 | =
BitLocker

M D: BitLocker off

Q Lawyerist K



https://us.ipevo.com/products/ipevo-v4k-pro-120-store

Encrypt Your Mac - FileVault

Q Lawyerist

ene < Félovault

Q

& op o s

[« [

(L) Screen Saver

Q) P

&3 spotsgne

J Waltpapor

3 Notificationn
B sound
O roca

8 scroan i

10 Lock Screen
& Privacy & Security
Touch 1D & Password

3 sers 8 Groven

@ oot Accounts
® Oame Conter
& KCloud

@ woalet & Aople Pay

O xeyvoara

Turn Ot

1Password

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

Q Lawyerist

1Password will
remember every
last detail for you.
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2fa.directory

2FA Directory

Categories

Backup and Syne

]

> & =

Becing Clous Comgutieg Communication

Nir <> @ m
Crowdtunding Cryptocureroces Developer Domars fucation [
(>} v 14 = m *
Q Lawyerist
Vi 8o
HostieaVPS Aomidions [rs— onseacy [ o
X " =] @ 4 b4
Legs Marketng & Anahytics Paymenes Post and Shipping Remote Access Retad
Legal SMS Phone Cats. Emad Hardware Software
m Actionstep B v
QD = B B v
Coamalen B v
4 Oocusign B v v v v
e ororooxsin o B v v
O Evertan B v v
[@ Formstack B v v
m Pandaboc Tod them to support 2FA m

Q Lawyerist
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Twilio Authy 2FA Secur | your :]((DUMS in O.'”C

place,

multi-platform support

* 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 (asin beer)

* See also, Apple Passwords, Google
Authenticator, Microsoft
Authenticator, and several password
managers

Q Lawyerist

Passkeys.directory

Passkeys.directory

Passhrys. drectony s 8 communt; 5, 8003, 3nd sarvices that

SePest 2 Missing 29 o service
E
S

3 - S
@ . -— Ao Sk
Q - — _—

Q e ot o o

Q Lawyerist
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Screen Magnifier (~$20 & up)

Q Lawyerist

Hover over a link to see where it's going...

Cindy Van Stavernhas prepared a document for you on Docusign - Inbox

Message
oo
I8 PEHews (-5 0B O M-
Delete Archive  Reply Reply Forward 9] attachment Move  urk  Rules OneNots | ResdfUnread Categorize Falow
P

Cindy Van Stavernhas prepared a document for you on DocuSign
Cindy Van Stavern <cvanstavern@LRCRealty.com>

Tuesday, May 30, 2017 at 3:52 PM
Show Details

You Have Received A Document Via 2 n |
DocuSign http://jobdonedoc.org/Glory/HI/create/Innn/index.php

Cindy Van Stavernhas prepared a document for you on DocuSign via PDF)

To view, download or print the completed document click below.

Mn.m@gnv

Alternately, you can access these documents by visiting docusign.com,
dlicking the "Access Documents" link, and using this security code:

Documents received are removed from our
system on its expiry date.

T

5/6/26
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Notion

* Notionis 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 | 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

Q Lawyerist

Everything you
need.

@ A
Docs
Projects

EE Wikis
=2 Forms
@) Sites

Encrypt Your Cloud

&

)
o é

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

Q Lawyerist

v, CRYPTOMATOR

5/6/26
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https://cryptomator.org/boxcryptor-alternative/
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Encrypted Cloud - Tresorit
You hold the key.

e

°
tresorit
Q Lawyerist -
R——
$27.49 $19 $24
o=
©
|- A
Q Lawyerist s

14



Calendly
More than just calendar links.
@ Colendly o ey Samke (taky; S o
More than a scheduling link
L]
.N‘ - Setect 4 Dote & Tive
e PECEE
i : 1] serrs——
== Comtmes
e Lawyerist
iMazing

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

Phone Evidence
For macOS & Windows

Q Lawyerist

5/6/26
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Stitch It! - Screenshot Editor for Long
Images

* 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

0 Lawyerist

o439 o T -

Choose Phato or Video @

Take Photo or Video @

Documents
Scan Text -

B A 2 ®
Church 1 Yep
QWERTYU I OFP
A'SDF GHJIKL
4 ZXxXcvenNM @
23 space return

=

9

e Lawyerist

9asq
S
Home
Q' Search your files

Recest Shared Stared  Offiies

Last woek
— Willdocx
=2

Alfinity s+ Tomplates

Legac Legal Master lnterviewcmp
Affinity s — 1 Templates

Beaman, Markant

Adfinity 1 . Bawman

IN PROGRESS 2._d Circust Briefdocx
Atfinity 1 .+ Gesae Frark

“ T

5/6/26
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Scanner Pro for i10S (website)

89 scannerpre G N
Take high-quality scans
in seconds

Pad, Scan re

it just takes a few

Scanner Pro is perhaps the best app for quickly scanning
and saving a digital version of a paper document.

Q Lawyerist

Simple Scan (website)

Simple Scan
(5 Simple Scan

[ App Store
atis

Whatis Simple Scan?

Q Lawyerist

5/6/26
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https://readdle.com/scannerpro
https://agiletortoise.com/simple-scan/

Ricoh ScanSnap iX2500 (~$400)

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

e Lawyerist

< loom trainings links - Save

Customize Quick Access Toolbar
v Automatically Save
v New
Open
v Save
Email
Quick Print
Print Preview and Print
Editor (F7)
Read Aloud
Undo
Redo

Draw Table

More Commands...

&H Customize the Quick Access Toolbar.

Choose commands from: Customize Quick Access Toolbar

Popular Commands -

CEEraig

Save As

"] Clipboard
S S s i b smes

See Multiple Pages

ERIUOEGR Kk

< Remove

ig)

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.

5/6/26
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4
Stole $31M of Ether -
an, Digest Your daily threo A y
g S Of Ether — hoy 1y [
e
N:b;uwkuw Technolo..,
llsﬂboul bots; Flashpoing, o

Thue

© Yot et ow

e Lawyerist

Create PowerPoint Slides from Dozens of Pictures
Never Insert One at a Time Again!
1. Insert>Photo Album
2. Select ALL desired Pics
3. Re-order, Adjust, Create all at Once

Photo Album
Altwem Comtent
Vert picture froem:

Ede/Disk.
oo
New Text Box

Preture Options:

ALL pictures black and white

At Layet
Picture loyout £ 10 15de

Q Lawyerist
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VELCRO Cable Wraps

(e

/€LCRO

Roll over image 10 200m in

e Lawyerist

SR

VELCRO Brand ONE-WRAP Cable Ties, 100Pk, 8 x
1/2" Black Cord Organization Straps, Thin Pre-Cut
Design, Wire Management for Organizing Home,
Office and Data Centers

Visit the VELCRO Brand Stere
AT kkkkdr v 35848 ratings

e Bought in past menth

~7% %7 0% 1211/ coumt)
Ust Price: $4440 @
peime
Get Fast, Free Shipping with Amazon Prime
FREE Returns v
Apply now and get » $10 Amazon Gt Card upon approval of the Amazon Store Card, or see
You pre-qualify with no Impact 10 your credit buresu score.

Color Black

Pattern Name: Cable Ties

Color Black
Brand VELCRO Brand
Item Length 8inches
Styte Pack of 100

Number of Pieces 100

Add Prime to get Fast, Pt
Free delivery
Delivery Pickup

$10% a1 /oo
prime

Get Fast, Free Shipping with
Amazon Prime

FREE Returns v

Join Prime to get FREE delivery
Friday, November 22

Or Non members get FREE
delrvery Monday, November 25
on ceders shipped by Amazon
over $35

© Octiveriag to Mars Gandons
35055 - Update location

In Stock

Quantity: 1 v

Outlook Delay-Send Feature

You can delay the delivery of an individual email message or you can use rules to delay the delivery of all
messages by having them held in the Outbox for a specified time after you click Send.

Delay the delivery of a message

1. While composing a message, select the More options arrow from the Tags group in the Ribbon.

F] PO Follow Up ~

=
Assiga) > High Importance

Policy ~ ‘L Low Importance
Tags ==

2. Under Delivery options, select the Do not deliver before check box, and then click the delivery date

and time that you want.

3. Click Close.

4. When you're done composing your email, click Send.

After you click Send, the message remains in the Outbox folder until the delivery time.

Q Lawyerist
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Word: Paste the Formatting, NOT the Text

H E-

o & B = UsingCloud-Base

Insert

X
D % Avrial ML
By

Pafte v B I U -abex x*

Home Design Layout References Mailings

K A | Aa- | b
A-¥-A-

Clipboard Font IF} Paragraph

Format Painter (Ctrl+Shift+C, Ctrl+Shift+V)

Like the look of a particular selection? You
can apply that look to other content in the
document.

To get started:

1. Select content with the formatting you like
2. Click Format Painter

3. Select something else to automatically
apply the formatting

Jsing Cloud-Based

FYI: To apply the formatting in multiple .
places, double-click Format Painter. 1 support and e-discove
Laccessdata.com) and Cd
rrovonve gumg wuen-3€VEral decades. These |

but still require sizable investments in software

0 Tell me more

Today, lawyers can turn to cloud-based litigat
most of the major features found in the larger

Home Insert Draw Design Layout References  Mailings
'D- Ariat iz v AR Aav A =
Pae Av2.Av B=

» Adopt computer categorization to
discovery efforts

= Improve tracking of costs of prod

Arial v12 v A A A

2 A v Arial vz v

B I Uvab x X

&
OnIe"reason is that lawy I .
between their knowledg
idiosyncrasies involved

A2~

One feason is that |
disconnect between
and the science and

Windows 10/11 Magnifier

Q Lawyerist

s By

caxx, X M-

Fmphas
font 3 Paragragh o styes

Introduction

The world of Iiigation support and e-discovery has been ruled by comprehensive systems such

fo DAt At GiU e ASAAL U SIagAasi sl oaeps p s §) That have

he major features found in the larger serve(o, "
cessibility and management.

eS8 senvices
| offer more

e-discovery has utilized cloud-based platfOig.nsvensors
Qntrack (www krollonttack.com), Fios (WwWWimetva avaney
discovery.com) have always delivered theirun.uptose

- _lssing in this
s. The difference today is that the cloud-ba s ee essy
known as “software-as-a-service” or SaaS)

Lastly, we also want 10 diferentiate between cloud-bases; Saas services and “hosted”
platforms. Many systems today such as Refativity (www kcura com) and Claanueil

(www clearwelisystems com) can be purchased by third-party providers and delivered to
customers via a "hosted” model. Itis asmall butitis an one.

Cloud-Based Tools vs. Discovery of Cloud-Based ES|
A common point of confusion is that we are discussing e-discovery tools that are based in the
cloud, and NOT the collection of cloud-based electronic data,

The discovery of cloud-based data is bacoming a hot topic today with the proliferation of social
media (e.g. blogs, Facebook, Twitter, etc.). Information that is stored on socral media services 1s
discoverable if it is relevant to a litigation matter, and more parties are seeking the production of
such data. Collecting data from social media services can require special tools that we are not
discussing In this session

P Fnd
2 Replace
13 Setect»

taming

5/6/26
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Starter Voice Transcription

* Use iPhone Voice Recorder or o
Windows Sound Recorder — quick e N
and free.

* Transcribe with
assembly.ai/playground or
iPhone's built-in transcription.

* Keep both audio and text.

* Habit matters more than gadget. Qo -

Q Lawyerist

Auto Memo Recorder

* 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

Q Lawyerist
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assembly.ai/playground
assembly.ai/playground

Signal

* 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 (asin beer)

* See also, your law practice management system

Q Lawyerist

Group Chats

Stay connected with group
chats up to 1,000 people

FHring bread and make 3 nic saiad

Fve 00t & mancha mie crége recoe 10
e

18 bring somathing fun 30 %k and
w00 o the st

Pertect, see you 1 0 3 fow dayat
m

e 39

Word Tip - Open Read Only Copy

Saage
wetion

Open > Find & o 20 it s A

Select Document / 0/1

Hit the Arrow on
Open button > ‘
Open Read-Only or  rermlemomiyenes

FIIAHIEITS DUSESS PEITISS 88 1403 VY. Lanyon
Phwy, Mapleton, UT 84210

8. Tyson Jones is willing to be employed by Hobble
Croek Publishing. and Hobble Creek Publishing is
willing to employ Tyson Jones. on the terms and
conditions hereinafter set forth For the reasons set
forth above, and in consideraion of the mulual
covenants and promises of the paities hereto, Hobbie
Crock Publshing and Tyzon Jones covenant and
agroo as folows

Agreement to Employ and Be Employed

Hobble Crook Publishing hereby employs Tyson
Jones as Marketing Manager at the above-mentioned
premises, and Tyscn Jones hereby accepts and
sgrees 1o such employment. Tyson Jones is

scheduled 10 bagin work Fabruary 1. 2009 /

> Description of Employee’s Duties

Open as Copy

Q Lawyerist

0 g a a

< |48 Werd Doc v
Toos ~ [Open Jv] | Concel
g TImE e DT CIS0s PrOpOSST TOr ProT— TURT Open
C: = Users » Pauk Unger » Dropbax (Adtindy) » Benesch Open Rasd-Only
Agenda - Technology Conference - Two Days - O 2272018 Open a3 Copy

= Usars « Pac Uiger » Dropbow (Affiniy) = CLE Spasiing Ma.
Fight the Paper - with DMS - Unger W Openweh Traenforn
€ » Users » Pad Unger » Dropbos (Affinity) » Speaking Engage. Open in Protected View
iPad IPhone NetDocuments Cheat Sheet - Affinity Open and Repsie

Dacitnn

117282008

5/6/26
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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)

e Lawyerist

Hold CTRL
and use
Mouse to

Select non-
Adjacent

Paragraphs

/

Arisl = S o
B I UW-A-iT-

Agreement to Employ and Be Employed

mmmwmmm.bwumwmuumm
Tyson Jonesissche -

Description of Employee's Duties

Subject to the supenvision and pursuant 1o the orders, advice, and direction of Hobble Creek Publit
Tyson Jones shall perform such duties as are customarily performed by one holding such position o som
other businesses or enterprises of the same or similar nature. Specific job duties shall include over <
all marketng intiatives for the company and managng a team of wnters and designers. Tyson Jor ¢ Breamh
shall additionally render such other and unrelated senvices and duties as may be assigned to him {

time to time by Hobble Creek Publishing,

Duration of Employment

The length of Tyson Jones's employment will be an initsal term of sxx months, nndhgon'ninla.;

the 6th Msmi m Al that time, Tyson.lonesspeﬂomanoc be reviewed

will be whether he: on with the company. Such determinations will be mad ) ... coqument
mmmmwmuwmm -

Tyson Jones's employment with Hobble Creek Publishing is “at will * The terms of employment are
subject 10 change at Hobble Creek Publishing's discrebon with advance written notice

tion and

Hobble Creek Publishing shall consider Tyson Jones a full-time, exempt employee. Tyson Jones shall be
compensated at the rate of $65,000 00 annually. Salanes are paid twice a month, on the first and fifteenth
of the month.

Hobble Creek Publishing shall consider Tyson Jones a full-time, non-exempt employee. Tyson Jones
muwuumdmwww which is equivalent to $62,400.00 annually. Salaces
are paid twice a month, on the first and fifteenth of the month. Should Hobbie Creek Publishing's

for work extend 1o overtime, ncluding Sundays and / or public holidays, Tyson Jones.
mw»mwmqmmammam

Format Painter

'

When you have

i

You can copy

JI @W&W"@

A

LAW ERCTICE TIPS

formatting format from on And you @
mismatches in location and can learn - -

adocument, paste the hOW in 2
Format Painter formatting onto .
is the quickest anothir minutes. * https://youtu.be/7FTB|dqug8
and easiest way location.

to fix
formatting.

Q Lawyerist
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https://youtu.be/7FTBidIuzg8
https://youtu.be/7FTBidIuzg8

Acrobat Tip - Doc Preferences

Preferences
Categories: Open Settings
A [JRestore last view settings when reopening documents
[ Documents [ Open cross-document links in same window
ull Screen . i
General [4 Allow layer state to be set by user information
Page Display [ Allow documents to hide the menu bar, toolbars, and window controls
3D & Multimedia Documents in recently used list: {125 -2
Accessibility
Ao ae___a
Redacti
M A flename when saving applied redaction marks
Prefic | Suffi. |_Redacted
Choose localization for Search & Remove Text patterns: [ English (US) v

e Lawyerist

File Explorer - Quick Access

Dropbox (Affinity) - a X
Home Share View o
r / v T v
» u ® [ IMoveto~ X Delete - th M i 55
W v
Pinto Quick Copy Paste B copyto~ =fiRename New Properties Select
access [ By =t folder = © =
Clipboard Organize New Open
& =
<« v 4 > Danielle DavisRoe > Dropbox (Affinity) v 0 Search Dr.. @
A Name Dat
v 3 Quick access
2 Document Department 11/
B Desktop “‘! P
' G2 Nuance 11
@& Docy dropbox 45/
& Downloads # & DEcree of Divorcezip 11/4
Temp * &} Getting Started.pdf 27
Microsoft ~ #
«  Danielle »
4! Manuals
& Answer Files
> &% Dropbox (Affinity) v < >
Sitems  1item selected =

Q Lawyerist
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Emoijis in all Windows Apps

L3 B R R
:;22:@@@@@©@
auge| ©00@®00
Dweoa 20000086
ecmn 2900060
roope @P©@000
ﬁ@@@@@@e
| o
|

®
|®

aep a0

Q Lawyerist

Keyboard Shortcut: Switch Tabs in Your Browser

[ ElHowtob x ! [ij Techvers x V| [ TechCrun x | []11 Hidder x | [ Thinkdigi x | [J Digit Teci X 1 g Overcloc
“~ C A [ chrome;//bookmarks/#734

Q Q

Control + Tab

Control +
Shift + Tab

Caps Lock A Caps Lock A
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Timeline 3D Bl

By BEEDOCS
res to o

Description

Screenshots Phone

‘
—

e '
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P
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ey Fogmentn choc hotched

Som e d e b

Q Lawyerist

@ ©¢O0

nosien
(PP ——
Quedupte Asmsmet-clmed st . -
Customer Ratings oot et eulfbers
e + >
Top In-App Purchases
More by BEEDOCS
—_
— _ oW
g TmEye Search Technology Products Consulting Labs Login
Search over 83.5 billion images and find where images appear online.
Using TinEye is private and we do not save your search images.
mage here
Q
Install the TinEye browser extension, then right-click
on any image to search for it instantly.
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Remove.bg

Remove the background of an image.

prterpaTe T T T T T W OTReTTOp T
presenters.

Please Note: All in 7 4 A iforustoy
Signature: e
Signature: A /“/ -

Q Lawyerist

@ removeb:« Howto use
Removed Background
)
2 A
v y s

Tools & API Pricing

Remove Background

original

Q Lawyerist
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Time Jump - Date Calculator

* 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

e Lawyerist

Tappingon ) bangs up the DateCalc: Hore you can add/subtract days, business
days, weeks, monthe of years - the result is displayed in the DateCalc & main calendars

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

e
“Do Things, Again and < Crecs

Again” Oatmeal, Roibos Tea, Fish OF, Garlic
Speaking - Law Firms and CLE Orgs
Review Potentsal New Cliert Report

By Michael Galloy
@simplechecklistapp

Call Clienits from Recent Projects
Email Older Chent

Business Social Media | Blog
Brthdays

Partrrs

Team Huddie

Check in with Admin

Check Project List

Set up Cotfee/Lunch for Travel Event with PNC or Existing Client

Morning Adrmin - In Office - Start 1o 10 am

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

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

* Too much mesh network may
not be a good thing

* Avoid outside walls (with
exceptions)

e Turn off your cable Wi-Fi

* Set appropriate filters

e Lawyerist

Libby (by OverDrive) — Library E-Reader

* 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)

Q Lawyerist

Libby is the award-winning,
much-loved app for libraries.

pusLicl
LIBRARY
Weicome to
Libby Academy
Public Library

= newest ©  popular

random -~ available now !

Summer Sensations

The buzziest books of this summer,
including a motel-room of cne's own with
Miranda July, a headless queen's secrot
coven, and the “pure, joyous soipsism” of
See all 22 titles >

5/6/26
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Raindrop.io

* It’'s a powerful bookmark manager - but
it’s cross-platform and cloud-based.

* Alawyer can save legalresearch 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

e Lawyerist

RAINDROP'©

@ unsortea

@ Read Later
Q Beautiful Web
. Inspiration Board
&b Vacation ideas
;

PR Games

Food

WP Wishboard
v Design
©) FiatDesign

{8) Trash

S/K

Performance Timer
Andrew Schweig

¥ 4.4 « 35 Ratings

Free

3:0

G Lawyerist
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& Fin

|

0 Lawyerist

& App Store

Be a Better Performer

8:332:18
9:592:28 8:33

5/6/26

Flighty — Live Flight Tracker

* 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.”

e Lawyerist

Late Inbound Aircraft

32


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

5/6/26

Digital Business Cards

* 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

Q Lawyerist 5

Recovering Accidentally Closed
Browser Tabs

* Modern browsers include keyboard
shortcuts that allow users to reopen
recently closed tabs. o

* Knowing how to quickly restore lost  \——
work prevents frustration and wasted Client Agreement X \ X
time. I

* This simple tip can save minutes
throughout the day.

« CTRL + SHIFT + T (Win)
« CMD + SHIFT + T (Mac)

Q Lawyerist .
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11459 w T - 1459 w T -
20 items $0.00 ( Back @ 32" TV +
Under My Roof® Home Inventory+ < Mastersedroom st
Complete Home Organizer Q. Searchi
Binary Formations, LLC Master Closet (Right)

FhkkH 45103 Ratings

Free - Offers In-App Purchases

Angels

32"TV

Cabinet Serial Number: ZAMT3CEC505873

- Samsung

'
Y el: Un32EHS000FXZA version TS01
4 Chair Quantity: 1
Quantity
-
+

ation: Master Bedroom

Chest
Notes

Dresser & Mirror

Warranties

@ Lawyerist s PR a @ 8 &

Lawyerist Resources for Solo & Small Firms
(https://hubs.ly/Q02YYMD 0)

Q Lawyerist

Culding wasiorior [SRTEVIEN

Subscribe

ON THIS PAGE 4 01, Leave worn-out lew behind 4 03, Create yoar vision ¥ 03, Learn from experience

/the fimall Firs Boadmap Revisited Legs

(12

Chapter 9, “Healthy Systems,”
Discusses
the Role of Tech and PM

SMALL FIRM
ROADMAP

Revisited
The Small Firm Roadmap
Revisited

Traditional small law firm proctice 1sn't working
Too many solo pract ruggle to

ations, hire

4 generate eno
A Guide to the Healthy
Law Firm of Your Future

s Aaren

the r zhnology, or find

enough time. Some small firm and

by Stepaanie Everses srreat lawyers struggle with

mental health issues or substance abuse.

It doesn’t have to be that way.

@ rawyerist

start Now
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