Tips to Ignite:

Catherine Sanders Reach, MLIS

Director, Law Practice Management & Technology

The Chicago Bar Association



Hey, Hi, Hello

Most Effective Email Openings*

*Based on lift from average response rate of all emails in sample (47.5%)

E h 34.8% increase

L
<

' 33.9% increase

32.1% increase

GREETINGS 20.6% increase

!

19.0% increase Boomerang




Get More Responses

Most Effective Emall Clnsmgs

Based on lift from average response | of all emails in samp

:. THANKS IN ADVANCE ::- 38.3% increase

:. THANK YOU _::) 21.9% increase
:. CHEERS _::I 14.5% Increase

:. KIND REGARDS W 13.5%increase

:. REGARDS T 12.6%Iincrease

:. BEST REGARDS 11.4% increase




Stop Emailing Attachments!

Mon 9/12/2016 11:01 AM

FW: Info on financial KPIs, best practices, etc. - Part 1
To Sanders Reach, Catherine

Attachments -3_:20].3-09 - Your Financial Dashboard_Mabey_Cameron.pdf (2 MEB}; -3_:20].3-09 - Charting Mew Financial Course-QuickBooks_Siegel.pdf (665 KB); -3_:201.3-09 - Connecting Comp to Long-Term Value_Kowalski.pdf (733 KB);

-3_:20].3-09 -Fresh Look at Strategy_Mabey_MacKay.pdf (523 KB); -3_:2013-09 -How to Get Paid_Alexander.pdf (554 KB}; -’_:201.3-09 - Law Convenience Store_Calloway.pdf (828 KB);
-3-_20].3-09 - Preventing Theft and Fraud in Your Firm_Vandenack pdf (407 KB}; -3-_201.3-09 -Dos and Donts of Email Signatures_Siskind.pdf (409 KE); 1—_201.5-03 - Crosshairs-Hackers Target Law Firms_Siegel.pdf (610 KB);
-3-_20].5-03 -Reasonable Cybersecurity Program_Heiman_Angelo.pdf (2 MEB); 12015-03 - What to Expect When Expecting Network Audit_Mead.pdf (641 KB); -3-_201.5-0? - Be Agile_Damon_Eskra_Hafter_Robinson.pdf (1 ME}

© vou replied to this message on 9/12/2016 11:03 AM.

H S & +» v O -G = FW: Info on financial KPIs, best practices, etc. - Part 2 - Message (HTML) ?T EH - x
FILE MESSAGE ADOBE PDF
T Ignore x @ @_ % [F7 Meeting — 'aFiIe.In' @i Snooze tt 25 Meeting and de... Y 9 Rules ~ % Mark Unread a% Find Q @
dQulckP\ck Calendar and D... ==| Categorize ~ Related - g
agJunk' Delete  Reply R:T:y Forward EEl More = o fLJ Sehedule It 9(._ Reply & Delete M?\re Actions' P Follow Up~ Tranvslate [} Select - Zoom Atta.:;\::enk
Delete Respond SimplyFile Quick Steps [} Move Tags [F] Editing Zoom Box -

Mon 9/12/2016 11:02 AM

FW: Info on financial KPIs, best practices, etc. - Part 2

To Sanders Reach, Catherine

Attachments -3_:2005-03-Mar.pdf [513 KB); -3_:2005-04-Aprl\-13y.pdf [532 KBJ; 1200506-Jun.pdf (473 KBJ; 120050?-JulAug.pdf (593 KBJ; 12005-09-5ep.pdf [447 KBJ; -’_-‘2005-1.0-OctN0\r‘pdf (442 KE]; -3_:2006-01.-JanFeb.pdf (526 KEJ;
"V 2006-06-Jun.pdf (582 KB); "3 2007-06-Jun.pdf (268 KB); "2 2007-09-Sep.pdf (377 KB); "= 2008-01-JanFeb.pdf (286 KB); "2 2008-03-Mar.pdf (104 KB); "2 2008-04-AprMay.pdf (215 KE);
-’-_Dashboards and Forecasting. pdf (2 MB); 1_Encryption is Mow Cheap and Simple and Ethically Required... Maybe.pdf (2 MB); -’-_Passing Your IT Security Audit.pdf (579 KB}

© vou replied to this message on 9/12/2016 11:09 AM.

And here's the second batch.



Reduce the Whoops (Email) on Your Phone

Android — Native Email App

MED<lin P4 N T 52%m 2:10 PM

= Inbox (16)

csandersreach@chicagobar.org

Last updated: Today 9:58 AM
Today (5) 6/4/18 A

The Chicago Bar Association \¢

Taking and Defending Depositions Ju..  9:56 AM
Join us for Taking and Defending Depositions on...

A A A A A A A S o o o & aF o

L 2ne ale Je, 4eI‘ (& IOL n. alL X - ca . 0.

Legal Ethics Law360 ) 41
Steptoe Pay Bias Suit Headed To Arbi...  2:20 AM
_fciitaaus Bl dicaicer o ¢ : |

Sending email...You can
cancel sending within the X Cancel
next 1 seconds.

NA P PR Y ol

Android and iPhone — Gmail

aalinlin M-S

Send this message?

CANCEL OK




Reduce the Whoops (Email) — ReplytoSome

Thu &,/7/2018 1.2:25 PM

m From James W. Glass €« . .
James W. Glass <jwglass@bscic
E 10 RECipiE nts 0 ) Re: From JW - Event Payments Are Live
O
= To Dudek, Carmella
E‘ Mo change to conversation
6/7/2018 12:24 PM  jwglass@bscichicago.com  Re: From JW - Event Payments Are
] L2 L] = L]
Bradley Comer 6/7/2018 11:57 AM  cdudek@chicagobar.org  RE: From JW - Event Payments A...

6/7/2018 11:09 AM  bmcmeen@chicagobar.o... RE: From JW - Event Payments A...

BSCI - Joe Maher

B5CT - Jon Guenther 6/7/2018 9:19 AM jwglass@bscichicago.com  From JW - Event Payments Are Li...-
ESCI - Sisavanh Semchith Lc
@chicagobar.org On 6/7/2018 11:57 AM, Dudek, Carmella wrote:
Dudek, Carmella To W,
Cellim, Mark Cc
Cowart, Bertha Cc | just got a call from women who tried to register for a
Liou Dana Ce did the same thing click on the submit button and error
Fchdeen, Beth Cc
_ Carmella
Sanders Reach, Catherine Cc



Email to Text/Text to Email

Tue 1/16/2018 3:09 PM

-

Email to Text

To Catherine Sanders Reach (7732200138 @messaging. sprintpcs. com)

Here you go!

Catherine Sanders Reach

Director, Law Practice Management & Technology

The Chicago Bar Association
321 South Plymouth Court
Chicago, IL 60604

Want to request a meeting? Here's my calendar link to make finding ti

Phone: 312-554-2070
Csandersreach@chicagobar.org
www.chicagobar.org/lpmt

in/&! f

Sanders Reach, Catherine

O

N T 4 s0%id 3:09 PM

Catherine Sanders...

csandersreach@chicagobar.org
- WIEH

Sending a text via email

Catherine Sanders Reach
Director, Law Practice
Management

2:38 PM

Texting back from phone.

2:38 PM

Tue, 01/16/2018

Subject:Email to Text
Here you go!

Catherine Sanders Reach
Director, Law Practice
Management &
Technology

The Chicago Bar Ass

3:08 PM

4 Enter message

O

@

FILE MESSAGE ADOEBE PDF

f’llmlgm:-re x Q @ Qe [E2 Mesting ﬁ g

&5 unk~ Delete  Reply Reply Forward [ pjgre » Member o
All Questions/Answers =

Delete Respond Sim
Tue 1/16/2018 3:10 PM

7732200138@messaging.sprintpcs.com

-

To  Sanders Reach, Catherine

And back again




Microsoft Outlook — Reply With Meeting

e 98- s
HOME SEMD / RECEIVE FOLDER VIEW 1
N al_lﬁ %'gﬂﬂ-re x % @e lel et ”

T Clean Up ~

Mew  Mew Delete  Reply Reply Forward E-@Mnre'
Email ltems - & Junk~ All

Mew Delete Respond




#"™ Boomerang

FOl I OW U p I Return Conversation to Inbox... 3

[] if noreply [J with a note

In 1 hour
In 2 hours

In 4 hours

l/\ Tomorrow morming

Tomorrow afternoon

BOOMERANG 02 days
FOR Gmail In4 days

In 1 week

In 2 weeks

In 1 month

Send Later | Boomerang this  Tomomow morning ¥ || ifnoreply -
At a specific time:

Examples: "Monday %am’, "Dec 23"

6/29/2018 8:00 AMEEE==I Confim

Fri, Jun 29,2018 8:00 AM

Random time -




Evercontact — Turn Signature Blocks to Contacts

Qutdated or missing €ontacts in your address book?

Start for Free Now >>

Find out more

M & ] O




Slack — Better Than Email

Acme Sites # marketing

Seb
No problem. The only thing | need is the updated client list with our NYC customers

Isaak
| don't have any of the in

\ f Watd1thetour D ask them?
Roberto

You ask, you shall receive

D Customer List - Full
e

Isaak
i Roberto = Employee of the Month

1 Roberto

N Lsa

Team communication
for the 21st century.



Calendly — Your Appointments Online

Select a Day

— TODAY —

unawvailable

Consulting Enter Details
(© 12:00pm - Monday, July 16, 2018 Uil Name -
Central Time - US & Canada

The Chicago Bar Association

Your e-mail address *

Regarding:

el

Would you like to meet in person at the Chicago Bar Association *
Yes

Mo

Would you like to call in for the meeting?
Yes

Mo

Schedule Event




Initiate a Meeting with Doodle or FindTime

L} |I|| -

RESULTS COMMENTS MORE d | H | ﬁ

Yolley with Victor
11.12.13 (Wed) 13.12.13 (Fri) 18.12.13 (Wed) 20.12.13 (Fri) 25.12.13 (Wed)

19:00-21:00 19:00-21:00 19:00-21:00 19:00-21:00 19:00-21:00

v
v
v
v

Sarah

J
N
“-

.....

L 2L 2L X

HEE
L1 AN
1

un @

Q

‘ List ‘

FindTime




Task Management - Asana

v 01/23/18 How To

List Conversat

earlessly Text wi...

Add Task B2 =

Administrative/Planning:

Tasks I've Created
Tasks I've Assigned to Others

Recently Completed Tasks

Monday 3 Weeks in Advance:

LPMT
L B BM EA B

Team Conversations

Week Of:

Team Calendar

March 2018 Programming

01/23/18 How To Fearlessly Text ... -+ Day Of:

01/24/18 Hands On Create a Goo...

01/30/18 How To Communicate ...

02/09/18 Hands On: Easy Excel fo...

Post:

+ Upload program materials to Google Drive

v Produce Camtasia video

v | Publish video on Vimeo and Wordpress



Change Default Paste Setting in MS Word

aenerdl
Display

Proofing

Save

Language

Ease of Access
Advanced

Custormnize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

:—| Advanced options for working with Word.

Editing options
Typing replaces selected text
When selecting, automatically select entire word
Allow text to be dragged and dropped
Use CTRL + Click to follow hyperlink
[] Autornatically create drawing canvas when inserting AutoShapes
Use smart paragraph selection
Use smart cursoring
[] Usethe Insert key to control overtype mode
[ Use overtype mode
[] Prompt to update style
[] Use Normal style for bulleted or numbered lists
[] Keep track of formatting

Updating style to match selection: | Keep previous nurmbering and bullets pattern

Enable click and type

Default paragraph style: | Mormal -

Show AutoComplete suggestions
[J Do not automatically hyperlink screenshot

Cut, copy. and paste

Pasting within the same decument:

Pasting between documents: | Keep Source Formatting (Default) "| f——

Pasting between documents when style definitions conflict: | Use Destination Styles (Default) v|

Pasting from other prograrms: | Keep Source Formatting (Default) '|

Insert/paste pictures as: | In line with text '|
Keep bullets and numbers when pasting text with Keep Text Only option

[] Use the Insert key for paste

Show Paste Options button when content is pasted

Use smart cut and paste ©




Protect a Portion of a Word Document

nent-Format.doc [Compatibility Mode] 0= Profit_Loss_Statement20384.doc [Compatibility Mode] * - % - %

Restrict Editing

-
I
1

i 1 2 3 4 # 5

ATAR ST L EEEJE 8 ERNSE BB AWM ESNSL LS LA SR L EJITERSLTE

For Use By Businesses Operating Under Chapter 13

For Period Ending _August 31

(Do not include expenses that are listed on Schedule J of your Bankruptcy Schedules)

E=
INCOME TOTALS
1. Gross Feceipts or Sales $100000.00
2. Cost of Goods Sold $1500.00
a. Materials & Supplies $ 500
b. Labor Costs 1000
(Do not include wages paid to vour employees)
c. Other
3. Gross Profit (subtract line 2 from line 1) $98300
4. Other Income ]
Describe
3. Gross Income (add hines 3 and 4) $98300
EXPENSES (do not list Chapter 13 payment)
6. Monthly Payment for Business Property or Office Space (Rent or Lease) $500
Landlord’s Name
7. Employee Wages $1000
8. Employee Benefits $300
9. Equipment Leaze Payment $500
10. Secured Debt Payment 50
11. Supplies (not included in 2a above) $0
12. Utilities 50
13. Teleghone $100

1. Formatting restrictions

Limit formatting to a selection
of styles

Settings...

2. Editing restrictions

+| Allow only this type of editing
in the document:

|No changes (Read only) |v|

Tracked changes
Comments

FiIIini in forms
Mo changes (Read onlyl T
choose users who are allowed to

freely edit them.
Groups:

[][Everyone

&% More users..,

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

Yes, Start Enforcing Protection



Multi-Author Document Collaboration

Who has access

- Specific people can access Change. ..

Catherine Reach (vou) e

" - Is owner
“ v" Can edit

Can comment

|Can edit | x

Invite people:

) Can view
Enter names or email addresses




PowerPoint SmartArt Graphics

This? Or This?

* Unauthorized practice of law Unauthorized practice
e Multijurisdictional practice of law of law

* Multidisciplinary practice of law

: ZZi:rt?;':g Multijurisdictional
practice of law

Multidisciplinary

practice of law

Fee sharing

Advertising




Google Forms for Client Feedback

< Untitled form

QUESTIONS RESPONSES

Untitled form

Form description

Untitled Question (® Multiple choice
Tr
Option 1
aa
Add option or ADD "OTHER" n
[ ]
[ ]
r|:| i Required ]




MailChimp for Email Marketing

Dashboard

Get started

L

: Create and send a2 campa
Start building your audience
; Inwite your colleagues




Create an electronic copy
of your signature

Sign and fax or efile
your documents
without ever printing
them.

See the tutorial

https://www.youtube.com/watch?v=sBrfsVMNOGI



https://www.youtube.com/watch?v=sBrfsVMN0GI

Digitally Sign to Secure Acrobat

Sign with a Digital ID

Choose the Digital ID that you want to use for signing:

° E‘i Catherine Sanders Reach (Digital ID file)
W Issued by: Catherine Sanders Reach, Expires: 2023.03.13

‘ &b Signed and all signatures are valid.

View Details

é‘ Signature Panel

(&
N
@
[74

H

MONTHLY PROFIT & LOSS STATEMENT
For Use By Businesses Operating Under Chapter 13
For Period Ending _August 31 2008

(Do not include expenses that are listed on Schedule J of vour Bankruptcy Schedules)

INCOME

1. Gross Receipts or Sales

Adobe Acrobat

@ 2. Cost of Goods Sold

c. Other

a. Materials & Supplies
b. Labor Costs
(Do not include wages|

y 1 This document has been signed and can not be edited.

3. Gross Profit (subtract line 2 fro

4. Other Income

Describe

»

m




Accidentally Close 25 Tabs?

Remember CTRL+SHIFT+T



Bookmark All Open Tabs

..-:Evernute Web K\‘T_E Terms of Service: Didn't . % M Inbox (7,539) - catheriner: KY’Twitt -

: g MNew tab Ctrl+T

€ = C # B https;//analytics.twitter.com/user/catherinereach/home

- s . Reload Ctrl+R

== Apps 9 Bookmarks EFIZ.‘ulr':,uI ] CRWK @Evermte EBG}: (] Social IIMDB MCNN EN; = ' ]
Duplicate ]
Pin tab ]
Close tab Ctrl+W
Close other tabs
Close tabs to the nght

]

Reopen closed tab Ctrl+Shift+

Bookmark all tabs..  Cirl+Shift+D




Social Media Search Engines
B v30«n wn sow

@ Social Searcher

Google Social Search

Top Social Networks Search Results Dashboard

vl B B 0 O @

Phrase search (") Terms you want to exclude (-) The OR operator

By putting double quotes around a set of words, you  Attaching a minus sign immediately before a word Goegle Sccial Search's default behavior 1s to consider
are telling Google Social Search to consider the exact indicates that you do not want pages that contain this all the words in a search. If you want to specifically
words in that exact order without any change. For  word to appear in your results. The minus sign should  allow either one of several words, you can use the OR
example, search appear immediately before the word and sheould be  cperater (note that you have to type 'OR'" in ALL

preceded with a space. For example, query CAPS). For example, query
“Free Competitions UK”

Online Competitions Winners -USA Competitions OR Compers News
will find only pages where this exact phrase is shared.

will exclude all references with "USA" word from the  will give you results about either one of these words.
search results.



Feedly — Current Awareness Captured

1 ABAJournal Top... 4 Bill Cosby’'s wife calls DA ‘heinously and exploitively ambitious’ after he announces retrial plans Bill Cosby's wife  5h

1 Above the Law 10 Moming Docket: 06.19.17 * Hot on the heels of the news that Amazon would«#®purc hasing Whole Foods, legal nerds v

1 Law Technology... 4 Three Tech Tools to Help Your Law Firm Hire the Right People The dimploy &0 5% %7 [in G B X

L1 Lawyeris’ - T, T T i - o T © " TallagMwg People fail the bar exam b hey d
B Three Tech Tools to Help Your Law Firm Hire the Right People
.| ABAJou e B Cwayne D. Woodr palleng  12n
4% Law Technology Today by Garrett May / 6h /f keep unread /f hide :
1 ABAJoul n before Samantha Licata attended any classe  16h
1 PMA F’iH| H W 9 & ¢ W Y @ - our computer vulnerable. Keep vour systems pa  2d
NOTES g buker
={7 Custom Sharing
e Add note
[§] Facebook
@ GooglePlus
The employment process can be a grueling experience, often requiring
m Instapaper

and HR departments to review hundreds of resumes to find the perfec
of hiring the wrong employee can be costly when one considers the we [ CneNote
training and disciplining the bad hire, disputing unemployment claim:

_— . Packet
termination suits.

Personalize

- ooy ket cacicr alemn



Is Your Website Responsive?




Script Timer — For Short Remarks
Script timer f Jwin]

Today’s lawvers face an array of electronic
information tools. We've moved beyond the basics to
a universe of information now available on the
Internet. But what's needed to cope with that 3 1
information iz an understanding of strengths and )
limitations, of realities and myths, and a recognition
that both today and for the foreseeable future
lawwvers will exist with a multiplicity of tools,
conventional print, and web-based resources. The Estimated time to read script
information that lawvers will need is not alwavs
available free of charge. Understanding where to
spend vour dollars on research and information is 2 O 0
critical.
LEGAL RESEARCH ON THE ‘NET
When using the Internet to conduct free legal
research it iz best to use focused legal research sites
to start the project. Even then, the user must be Time yourself reading this script
aware of accuracy, authority, and whether the
resource is up-to-date. Some of the best online legal

Start
bibliographies to help the research get started. | |

research resources provide pathfinders or
Alwavs remember the mnemonic from the American

Spoken words per second




Add Social Links to Your Signature Block

Catherine Reach

- Director, LPMT, The Chicago Bar Association
~ 312 554 2070 | csandersreach@chicagobar,org |

in]¥|

IMPORTANT: The contents of this email and any attachments are confidential. They are intended for
the named recipient(s) only. If you have received this email by mistake, please notify the sender
immediately and do not disclose the contents to anyone or make copies thereof.

Want your own free email signature like this? CLICK HERE! | =

C LITECIOr, Law Fracuce vianagement o 1 echnoclogy
The Chicago Bar Association
321 South Plymouth Court
Chicago, IL 60604

Phone: 312-554-2070
Csandersreach{@chicagobar.org
www.chicagobar.org/lpmt

Follow me @catherinereach

www. linkedin.com/fin/catherinereach




Hootsuite

@ Hootsuite" Hootsuite for Enterprise Products Plans Dashboard Sign Out

Schedule. Manage. Measure.

Get the world's #1 platform for managing social media.

Free Enterprise
For: For: For:
Personal Use, Casual Enthusiast Small Businesses, Social Media Businesses, Organizations,
Professionals & Consultants Agencies & Governments

(from $9.99/month)

Plans & Pricing Start Your 30-Day Free Trial Get Started Now

Social Profiles ? Upto3 50 included*® Unlimited
Enhanced Analytics Reports 7 Basic 1included* Unlimited
Message Scheduling ? Basic Advanced Unlimited
Team Members ? None 1included* Up to 500,000
Campaigns ? 2 included 2 included, up to 8* Upto 18*
App Integrations ? Basic Basic Unlimited

RSS ? Upto2 Unlimited Unlimited




Portable Charger/Power Bank

powerstation USB-C XXL powerstation XL powerstation plus XL charge force powerstation

SB-A connectors do ded Yo + fe i Yo 4 F , A{-Z ‘ 1e 8 PlL z- ~

edokok $69.95 $99.95

$149.95 ) 9. 8.0.0.

$99.95

® mophie.



Bonus Tip: Free How To... LPMT Videos
for Your Members!

https://Ipmt.chicagobar.org



https://lpmt.chicagobar.org/

Catherine Sanders Reach
Law Practice Management & Technology
The Chicago Bar Association
312-554-2070
www.chicagobar.org/lpmt
csandersreach@chicagobar.org
@catherinereach



http://www.chicagobar.org/lpmt
mailto:csandersreach@chicagobar.org

