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 Meet the "new kid" on the block – 
Microsoft Office 365 – a new hosted 
service for productivity and email! 
This comprehensive, introductory 
overview examines the online and 
offline cloud features of Office 365, 
discusses how the new subscription 
may impact your upgrade decisions, 
examines the benefits of hosted MS 
Exchange for Outlook, and explores 

why you may want to make the 
move to this hosted solution. 

Microsoft 
Office 365 
      

Catherine Sanders Reach, MLIS – 
Chicago Bar Association 



Microsoft Office 365 – A Power Boost for 
Your Law Office 
Microsoft Office 365 delivers much more than Microsoft Office cloud apps and online file storage. It 
ushers in new approaches in multiple areas: 

• Collaboration and file sharing via team websites 
• Email and communications hosted in the cloud 
• Lightweight, friendly cloud apps for Word, Excel, PowerPoint and more 
• New subscription pricing for Office 365 bundled with Office 2013 software 

With Office 365, Microsoft is charting a path into the future of computing. It offers a flexible hybrid 
approach to using traditional, desktop MS Office software, lightweight cloud counterparts, and file 
storage both locally and in the cloud. Office 365 opens the doors to collaborating in teams with 
clients, associates and others. 

Collaborating with MS Office 365 
One of the most intriguing aspects of the new MS Office 365 is the integration of tools that allow a 
firm to take advantage of collaboration and sharing with people inside and outside the firm. Prior to 
Office 365 this type of functionality was available to firms via server applications like Lync, 
Exchange, and SharePoint which involved significant expense and IT support.  

While the traditional MS Office suite made it possible to share documents via a network or email, 
the new MS Office 365 expands those options to create a more collaborative environment. For 
instance, you can create a MS Word document, and then save it to your Team Site to share with co-
workers or outside counsel, enabled by SharePoint Document Workspace. Online “lite” browser 
apps let you simultaneously or asynchronously edit a document, even if the other party doesn’t 
have MS Word.  

Skype for Business (f/k/a Lync) gives you the ability to share a document in real time through the 
web to let others instantly view and collaborate. Skype for Business also lets you send a document 
via instant messaging, and initiate a quick chat.  

Tight integration of MS Outlook with MS Office 365 means your Email program just became 
supercharged with Skype for Business’s collaboration functions. Instantly start a video chat or 
screen share from an MS Outlook Email. Features and functionality that were formerly only found 
in enterprise installations can be had by any size firm, with little IT know-how. 

SharePoint 
To truly get the best use out of  Team Site a firm would be well advised to consider what they would 
like to be able to do and get help or training in order to design and configure a functional online 
space that meets their needs. While basic setup is self-explanatory, someone with SharePoint 
experience can create a remarkably robust collaborative platform in little time.  



Microsoft Outlook at the Heart of Office 365 
Together with the Team Site powered by SharePoint, MS Outlook is the heart of the 
online/offline/anywhere experience in MS Office 365.  MS Outlook is available online, on the 
desktop and via mobile devices.  MS Outlook houses voicemail, email, calendar, reminders, contacts, 
tasks and integrates tightly with MS OneNote and Skype for Business. It also acts as “groupware” 
giving the whole office the ability to easily share and coordinate on deadlines, events, and 
communication. 

Pricing and Options for Office 365 
One can still purchase the Microsoft Office suite as traditional downloaded software or pre-installed 
on a new computer. However, purchasing the Office suite without Office 365 is slightly more 
expensive and restricted to a single PC. Office 365 adds significant additional options with the 
myriad of plans available through the platform. 

While Office 365 has versions for home use, the real strength for law firms is the Office 365 
business plans. With Office 365 Business Essentials, subscribers—up to 300 users—get access to 
the Office Web applications, including online file sharing, Web conferencing, “business class” hosted 
email and a public website. At $6 per user per month (or $60 per user per year), this option works 
well for small firms that already have current (i.e., Office 2010 or 2013) software suites and want to 
add cloud functionality.  

The next Office 365 subscription option is the Office 365 Business, also for 300 users or less. This 
plan adds the installed desktop version of Microsoft Office for up to five Windows PCs or Macs per 
user and includes Word, Excel, PowerPoint, OneNote, installations but does NOT include MS 
Outlook and the hosted Exchange, with Skype for Business or Yammer. This package is priced at 
$8.25 per user/month annually, or $10 per user per month for a monthly commitment. This is likely 
the right fit for firms who use email and web conferencing through another provider like Gmail and 
Google Hangouts.  

The next Office 365 subscription option is the Office 365 Business Premium, also for 300 users or 
less. This plan adds the installed desktop version of Microsoft Office for up to five Windows PCs or 
Macs per user and includes Word, Excel, PowerPoint, Outlook, OneNote, Publisher, Access and 
Skype for Business. It also includes all the online functionality of the Business Essentials plan plus 
Office Mobile for iPhone and Android and site mailboxes for project-specific email and documents. 
This option costs $15 per user per month (or $150 per user per year).  

What about Macs? Purchasers of the Office 365 Business Premium plan can choose to install Office 
2011 for Mac running on Mac OS X 10.6 or later. The Office 365 Business Premium plan will work 
with Outlook 2011 and 2008 for Mac. The collaboration features are all available through any 
browser; however, some functionality in the Team Site (SharePoint) online is visible only in 
Internet Explorer. In Windows the IE Tab extension for Chrome or Firefox remedies that, but IE Tab 
is not currently available for Chrome for Mac. 

 

https://products.office.com/en-us/business/compare-office-365-for-business-plans
https://products.office.com/en-us/business/compare-office-365-for-business-plans


Want to know more about how Office 365 can help organize information in a law firm? Watch Learn 
the Difference Between Practice Management Software, Office 365 and GSuite  

https://vimeo.com/205966150/38ce35f24a
https://vimeo.com/205966150/38ce35f24a


TECH TIPS FRIDAY 

Office 365 Productivity Tips for Lawyers 
https://www.attorneyatwork.com/office-365-productivity-tips-lawyers/
By Joan Feldman | Apr.28.17 | Apps, Daily Dispatch, Friday 5+ Tech Tips, Legal Technology, Productivity 

How can you get the most from Microsoft Office 365’s new features? Curious about all the apps and 

add-ins popping up in the Office Store? For this edition of Tech Tips Friday, practice management 

technology experts Heidi Alexander, Tom Lambotte and Catherine Sanders Reach share their best 

productivity tips and favorite add-ins for working smarter in the cloud. 

Heidi Alexander: New Ways to Collaborate with Office 365 

Microsoft Office 365 is an excellent productivity tool for lawyers. Office 365 is much more than the 

familiar Outlook, Word, Excel and PowerPoint applications. New 365-specific apps — such as Planner, 

Flow, Delve and Sway — have unique potential for lawyers managing a practice. Recently, my 

organization moved to Office 365. Not only has this streamlined the administration of our systems, but 

it has also allowed us to collaborate in ways we had not before. 

Here are a few of the Office 365 tools I’ve discovered that you might consider implementing in your 

practice: 

• Pin emails to your inbox with Outlook Web App. While I’m a huge fan of Inbox Zero, 

sometimes your inbox becomes a bit more bloated that you might like. When that happens, you’ll 

want to be sure you don’t lose track of the important messages that need to respond to ASAP. 

Rather than move those important emails to another folder, you can “Pin” them to the top of your 

inbox. Now, you’ll see them each time you visit your inbox. 

• Email encryption. Office 365 offers an email encryption feature perfect for catching and sending 

sensitive data via email. By setting up rules to define certain conditions for encryption, you can 

automatically trigger encryption any time that condition is met. Your recipient can view the 

encrypted message by either getting a one-time passcode or signing in to a Microsoft or Office 

365 account. Recipients can also send an encrypted reply (Office 365 subscription not required).  

• Manage projects with Planner. Planner is a new streamlined project management tool that 

allows you to collaborate with others on projects. With Planner’s organizational features, you can 

create different stages or topics of a project and insert tasks. Tasks appear as “cards,” similar to 

tools such as Trello based on the Kaban visual process-management methodology. You can assign 

tasks to and communicate with team members, attach documents from Office 365, and track 

project progress. If you use Office 365 and often work collaboratively with others in your office, 

this application has strong productivity potential and is worth a try. 

Heidi Alexander (@HeidiAlexander) is Director of the Massachusetts Law Office Management 

Assistance Program, where she advises lawyers on practice management matters, provides guidance 

in implementing new law office technologies, and helps lawyers develop healthy and sustainable 

practices. She frequently makes presentations to the legal community and contributes to publications 

on law practice management and technology. She is the author of “Evernote as a Law Practice Tool” 

(ABA Law Practice Division).

https://www.attorneyatwork.com/office-365-productivity-tips-lawyers/
https://www.attorneyatwork.com/author/joan/
https://www.attorneyatwork.com/category/apps/
https://www.attorneyatwork.com/category/articles/
https://www.attorneyatwork.com/category/friday-5-tech-tips/
https://www.attorneyatwork.com/category/technology/
https://www.attorneyatwork.com/category/productivity-2/
https://products.office.com/en-us/business/explore-office-365-for-business
https://www.attorneyatwork.com/declutter-email-inbox-tips-pros/
https://trello.com/
https://en.wikipedia.org/wiki/Kanban_(development)
http://masslomap.org/team-bios/heidi-s-alexander-esq/
http://masslomap.org/team-bios/heidi-s-alexander-esq/
http://shop.americanbar.org/eBus/Store/ProductDetails.aspx?productId=267259924&term=evernote


Catherine Sanders Reach: Productivity Gems 

Office 365 provides an amazing amount of value for the price. For $12.50 per user per month (annual 

commitment), the Business Premium plan offers the equivalent of three server products (Skype for 

Business, Exchange and SharePoint), a file server (OneDrive for Business) and five installs of the 

Microsoft Office suite of products for any device and any operating system. 

Plus, there are few little gems that really aid in productivity, so let’s explore: 

FindTime is an Outlook add-in from the Office Store that builds in the functionality of tools like 

Doodle or Meeting Wizard. You’ve never heard of Doodle or Meeting Wizard? These tools help make 

short work of finding an appropriate meeting time for multiple people. Within the same MS Exchange 

environment, each user can see other users’ calendars and use the scheduling assistant to make a 

guess at the best time for all to meet. However, arranging a meeting for multiple people outside of a 

single MS Exchange environment often results in rounds of frustrating emails. A number of free tools 

came out on the market to solve this problem by letting the event organizer create a poll for others to 

select their availability and find a mutually agreeable date/time. That is what FindTime does — but 

built into the user’s MS Outlook calendar. 

When you create a new event, you see a button called “FindTime.” Click on it to propose a few times 

for attendees to vote on. It is just that simple.  

The attendees then receive an email with instructions to choose a time, by clicking a link and clicking 

on their availability, and the responses are tallied for you, the sender, in your calendar. Are the 

slackers not responding? Send a reminder with one click!  

https://store.office.com/en-us/app.aspx?assetid=WA104379803&sourcecorrid=81bc4d85-3fef-4e27-8f54-941280f2e084&searchapppos=0&ui=en-US&rs=en-US&ad=US&appredirect=false
https://store.office.com/en-us/appshome.aspx?ui=en-US&rs=en-US&ad=US
https://i1.wp.com/www.attorneyatwork.com/wp-content/uploads/2017/04/whattherecipientseespart2-1.jpg?ssl=1


Bookings is currently only available to customers with Office 365 Business Premium plans. Bookings 

is a way for firms to provide a way for clients to schedule appointments through an online calendar. 

This model has been used by many other businesses, including consultants, dental offices and 

financial service providers. Bookings allows your clients to book appointments with you via your 

website, blog, social media page or mobile apps. Clients (and staff) can easily book appointments, 

reschedule or cancel, send email or text notifications and more. Bookings displays bookings for each 

lawyer in the firm, and far more. 

Flow is another productivity booster for Office 365. Flow appears in the list with all the other 

Office 365 apps, which includes the standard Office suite, plus Yammer, Planner, Teams, Delve, 

Newsfeeds and more. Flow is very much like automation tools IFTTT and Zapier, basically giving you a 

way to connect two different applications to transfer information or add some sort of action based on a 

trigger. Like Zapier and IFTTT, Flow provides some templates to help users see what is possible. Flows 

in Office 365 tend to connect Office 365 apps to other Office 365 apps. For instance, pick the template 

“Copy important emails to OneNote” and then go into My Flows—Manage and click on the Flow to 

customize it. Customization can be multistep and very sophisticated. Flow also connects Office 365 

apps to popular social media sites, the Google suite of apps, Basecamp, Asana, Buffer and dozens 

more.  

https://i2.wp.com/www.attorneyatwork.com/wp-content/uploads/2017/04/whattherecipientsees.jpg?ssl=1
https://support.office.com/en-us/article/Say-hello-to-Microsoft-Bookings-47403d64-a067-4754-9ae9-00157244c27d?ui=en-US&rs=en-US&ad=US
https://flow.microsoft.com/en-us/
https://flow.microsoft.com/en-us/services/


Office 365 Groups are very neat collaboration portals you can set up in a flash. By going into People 

and creating a Group, users can create instant portals for teams of people inside and outside the firm. 

Creating a Group creates a shared OneNote notebook, a threaded discussion list, a shared document 

library, a shared calendar, a shared Planner for project management and a SharePoint site. For those 

who are intrepid enough, going to the SharePoint site can open up a whole world of additional 

enhancements. Connectors is a recent addition to extend functionality in Groups. Connectors are like 

Flow, except just for Groups. After setting up a new Group, you click on “Connectors” to add content 

from other services, including RSS feeds, social media sites, project management tools, CRM systems 

and more. Any time any of those services is updated the group gets an email notification. This is 

useful if a group is using collaboration tools outside of the ones in Office 365. Don’t see a service that 

you want to integrate? Build your own with the Connectors Developer Dashboard! 

Catherine Sanders Reach (@CatherineReach) is Director, Law Practice Management and Technology, 

for the Chicago Bar Association. She was previously Director of the American Bar Association’s Legal 

Technology Resource Center for over 10 years.

Tom Lambotte: Two Useful Outlook Plug-ins for Mac Lawyers 

Lately, the Mac OS has been receiving lots of love from Microsoft. In March 2016, Microsoft added 

support for add-ins in Outlook for Mac. Add-ins are basically extensions that add more functionality 

and tie to a variety of external systems.  Although plug-ins for Outlook have long existed for Windows 

https://i2.wp.com/www.attorneyatwork.com/wp-content/uploads/2017/04/flow.jpg?ssl=1
https://support.office.com/en-us/article/Learn-about-Office-365-groups-b565caa1-5c40-40ef-9915-60fdb2d97fa2
https://dev.outlook.com/Connectors
https://dev.outlook.com/Connectors
https://dev.outlook.com/Connectors/ConnectButton
http://www.chicagobar.org/lpmt
http://www.chicagobar.org/lpmt


users, they have never been on the Mac. This is an exciting development for Mac users. To access 

plug-ins, simply click on the Office Store icon on the Outlook ribbon (once you have updated your 

software). 

Here are two of the most useful plug-ins for lawyers: 

Rocket Matter. One piece of Rocket Matter’s recently released and extensive 365 integration is its 

Outlook plug-in. It lets you associate emails with matters directly, add billable time and upload 

attachments from within Outlook. The lawyers I work with have wanted streamlined solutions for 

doing these tasks within email for years. 

Boomerang. This free app has never captured a large amount of Mac users due to its lack of 

integration with Outlook for Mac, but it has been around a long time and is well-known by Windows 

users. I use SaneBox and Boomerang and think they complement each other. 

Boomerang’s biggest feature (that SaneBox lacks) is the ability to send things later. This lets you write 

an email and schedule when you would like the email to actually go out. This can be very handy if you 

are working a late evening or odd hours and would prefer the receiving party to not be privy to that. 

With this plug-in, you simply click on Send Later and choose from the selected list of options or choose 

Custom to get as specific as you like. Once set, leave the email in your drafts and it’ll go out at the 

time you selected. You do not need to have your computer on, as this plug-in works server-side. 

https://store.office.com/en-us/appshome.aspx?ui=en-US&rs=en-US&ad=US
https://www.attorneyatwork.com/whats-new-in-legal-technology-aba-techshow-2017/
https://i0.wp.com/www.attorneyatwork.com/wp-content/uploads/2017/04/Figure-3-Rocket-Matter-email-sync.png?ssl=1
https://www.sanebox.com/learn
http://boomerangapp.com/


I am excited to see what other plug-ins make it into the Outlook for Mac add-in store. 

Tom Lambotte (@LegalMacIT) is CEO of GlobalMacIT, a company specializing in providing IT support 

to Mac-based law firms. Tom is the author of “Hassle Free Mac IT Support for Law Firms” and “Legal 

Boost: Big Profits Through an IT Transformation.” He spoke at the “Home-Mac, Work-Mac” and 

“Managing a Diverse Computing Environment” sessions at ABA TECHSHOW 2016.

Subscribe to Attorney at Work 

Get really good ideas every day: Subscribe to the Daily Dispatch and Weekly Wrap (it’s free). Follow 
us on Twitter @attnyatwork. 
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https://i0.wp.com/www.attorneyatwork.com/wp-content/uploads/2017/04/Figure-2-SendLater.jpg?ssl=1
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Improve Your Firm’s Collaboration 
and Productivity 

Catherine Sanders Reach
Director, Law Practice Management & Technology

The Chicago Bar Association



What Is It?



Microsoft Office 2016

Presenter
Presentation Notes
Desktop versions of Office 2016 applications: Outlook, Word, Excel, PowerPoint, OneNote PC or Mac, plus Access and Publisher for PC only
Web versions of Outlook, Word, Excel, and PowerPoint
One license covers 5 PCs or Macs, 5 phones, and 5 tablets per user 




Microsoft Services

Presenter
Presentation Notes
1 TB of OneDrive storage
Use SharePoint to inform and engage with a company-wide intranet, and connect teams to content, expertise, and processes with team sites.
Host unlimited HD video conferencing meetings for up to 250 people with Skype for Business 
Chat-based workspace to connect your teams with Microsoft Teams
Manage tasks and teamwork with Microsoft Planner
Collaborate across departments and locations with Yammer




Other Tools

Presenter
Presentation Notes
And that isn’t all – PowerApps, Dynamics



How Much Does It Cost?



Office 365 Versions

Presenter
Presentation Notes
https://products.office.com/en-us/compare-all-microsoft-office-products?tab=2\

Business Essentials – No installed apps; no trial; you can get the apps but they won’t be fully functional
Business – No Exchange, no Lync, no Yammer. Useful for people who have Gmail, GotoMeeting/Hangouts, etc. Free trial available
Business Premium – Full Monty. Free trial available

User maximum for each is 300





Office 365 Versions

Presenter
Presentation Notes
Security – not perfect (nobody is perfect) but certainly better than free products. 

Highlights:
Data not used for advertising
Data is highly portable
Transparency
Email encryption and authentication baked in
Certifications: HiPAA, ISO 270001, Gramm Leach Bliley(financial institutions), FedRAMP (federal risk management program for assessing and monitoring the security of cloud products   

Information about Office 365 security and privacy can be found at the Office 365 Trust Center (trustoffice365.com). The extensive information on this site applies to Office 365 Business plans. Some key facts from the security overview include that the service meets requirements specified by ISO 27001, EU model clauses, HIPAA, BAA and FISMA; users own and retain all rights to the hosted data; users can view a map where the data resides; there is limited access by Microsoft database administrators; and users can access a Law Enforcement Requests Report. While certain Microsoft employees have limited access to user data to provide the service, the data is encrypted in rest and in transit. Data is backed up and the data is completely portable for the subscriber to download at any time. 

When an account is terminated, information stored online on Microsoft servers will be available to the administrator for 90 days. However, the data will be available in a “limited” function, so the data should be saved to another location before cancellation. If a firm simply ceases to pay or cancels a subscription to a Small Business Premium plan or other service that includes locally installed software, the software itself will go into read-only mode after 90 days. To re-enable the software to functional mode, the options include renewing the subscription or paying for a perpetual license.




First Look

Presenter
Presentation Notes
All the Office Suite programs are there, but now you also have Sites. This is where we’re going to build our intranet. Admin lets you set controls over your team members that we will get into



Anywhere, Anytime

Presenter
Presentation Notes
Opportunity to get rid of the server?
Works in mobile browsers
Yes, there are apps for that – web apps Office Mobile for Android



User Settings

Presenter
Presentation Notes
Settings for overall experience and each element of Office 365.  One useful one is choosing your landing page and notification settings. Also, to install addons go to Software to install the Skype app, and phone and tablet apps.

Note: ellipses and the gear icon are sometwhat context sensitive



Administrative Controls

Presenter
Presentation Notes
Control all the users, create shared mailboxes, contacts, groups, etc.



Collaboration Tools (Internal)



SharePoint

Presenter
Presentation Notes
Formerly only available as a server product
Used by lots of large law firms, corporations
Lots of capability with lots of complexity




SharePoint Sites



SharePoint Intranet

Presenter
Presentation Notes
Use it as an intranet 

Document management of non-client files
Communication – posts, comments, announcements, events
Document libraries for forms, templates, letterhead, checklists, etc.
Granular access – different users can be assigned different permissions, plus workflow



SharePoint Intranet

Presenter
Presentation Notes
Use it as an intranet. This is “Classic” sharepoint view

Document management of non-client files
Communication – posts, comments, announcements, events
Document libraries for forms, templates, letterhead, checklists, etc.
Granular access – different users can be assigned different permissions, plus workflow



SharePoint Content Builder Apps

Presenter
Presentation Notes
Quick templates for document libraries in SharePoint



Yammer

Presenter
Presentation Notes
Like Slack, no calendar, but you can subscribe to it via email. 



Yammer

Presenter
Presentation Notes
Yammer, share files, edit files. 



Collaboration Tools (Internal or 
External)



Groups



Groups



Groups



Groups (or Stand Alone) - Planner



Groups (or Stand Alone) – SharePoint Teamsite



Real Time Document 
Collaboration



Easily Share a Document

Presenter
Presentation Notes
Word, Excel, OneNote, PowerPoint are built for sharing



Real Time Collaboration - Word

Presenter
Presentation Notes
If you share and are viewing online you can see who is editing and where they are in real time

Word, Excel, OneNote, PowerPoint are built for sharing
https://support.office.com/en-us/article/Set-up-Office-2010-desktop-programs-to-work-with-Office-365-for-business-3324b8b8-dceb-45e2-ac24-c642720108f7 



Versioning - Word

Presenter
Presentation Notes
Want to see who you shared it with and review version history? In OneDrive, where you save the document, click on the …  and you see a comparison, who it is shared with and click the next … to see version history

Word, Excel, OneNote, PowerPoint are built for sharing
https://support.office.com/en-us/article/Set-up-Office-2010-desktop-programs-to-work-with-Office-365-for-business-3324b8b8-dceb-45e2-ac24-c642720108f7 



Version History - Word

Presenter
Presentation Notes
You can then see who modified and when and click on the blue “modified” date to restore or delete versions.

Word, Excel, OneNote, PowerPoint are built for sharing
https://support.office.com/en-us/article/Set-up-Office-2010-desktop-programs-to-work-with-Office-365-for-business-3324b8b8-dceb-45e2-ac24-c642720108f7 



Interact with - OneDrive

Presenter
Presentation Notes
Note: Click on the ellipses to see other options. We did this once, but dig deeper to see you can Follow a document, check out a document and add workflows. This is easier to do in Teamsites, and makes more sense. OneDrive. Library tab is the SharePoint stuff.



Conferencing



Skype For Business - Conferencing

Presenter
Presentation Notes
Installs in MS Outlook and as a separate installed interface
Conferencing functions added to email (conference calls, scheduling)
Quickly start a conference
Invite contacts
See availability (internal)
Set up entry and exit announcements
White board, video calls, share documents, screensharing




Add Skype for Business Info to Outlook 
Meeting



Cool Features



Apps!

Presenter
Presentation Notes
Apps – each element has add on apps, like Docusign for Outlook or Kanban. In the Office store. 



FindTime



FindTime



FindTime



Boomerang



Flow



Bookings



To-Do (F/K/A Wunderlist)



Legal Apps/Integrations



Rocket Matter

Presenter
Presentation Notes
Upload Documents and Leverage Full Document Versioning
Save time and easily collaborate with your team. With the Rocket Matter Office 365 Integration, you can upload your documents directly to Rocket Matter from within Word, Excel, and PowerPoint.
Add, edit, and make comments on each version of your documents from your desktop or web-based versions of Office 365. You can also bill for the time you work on your files directly from each app.




Rocket Matter

Presenter
Presentation Notes
Track and Add Billable Time to Your Outlook Emails
Upload your emails from Outlook on a Mac or PC directly into a matter. You can also add billable time and, if you’d like, import your attachments.
This is an extremely helpful way to organize all of the information in your matters and cut down on the time it takes to bill for correspondence.




Clio



Clio

Presenter
Presentation Notes
https://support.clio.com/hc/en-us/articles/115001827493-Clio-Add-in-for-Microsoft-Outlook-365-and-Outlook-com



Clio

Presenter
Presentation Notes
https://support.clio.com/hc/en-us/articles/115001827493-Clio-Add-in-for-Microsoft-Outlook-365-and-Outlook-com



LawToolBox 365

Enter trigger 
date to calculate 
corresponding 

deadlines

Presenter
Presentation Notes
Won Office App Award for 2016. Others were Starbucks! 

LawToolBox is an all-in-one court rules provider, custom deadline template provider, and deadline management system that offers solutions for law firms and legal departments to automatically calculate deadlines for matters or projects based on the rules of civil procedure for state and federal courts in all 50 states. LawToolBox helps lawyers avoid missing deadlines which is the number one cause of attorney malpractice claims. LawToolBox365 is an Outlook add-in for Office 365 that organizes, centralizes and automates deadlines, reports and reminders for each attorney and staff in a firm from inside their desktop and online Outlook Inbox, and includes:
modern add-in where no software gets installed anywhere
instantly manage and generate deadlines as emails arrive
manage matter or project without leaving Outlook inbox (desktop or OWA)
view matter lists and upcoming deadlines by attorney and/or office
rule-sets for state & federal court - 50 state coverage
build-your-own custom deadline templates for any type of practice (upon request)
automated rule change management
instantly update team member personal and matter calendar
share to external calendars on Google, iCal or Lotus Notes
links to authorities to analyze deadlines
check your matter dashboard for status & analysis
inserts deadline charts while drafting emails
works with any case management system that two-way syncs with Outlook
DOCUMENT FOLDERS, CALENDAR, NOTES & SHARED INBOX
The LawToolBox365 Outlook add-in for Office 365 integrates with Outlook, SharePoint, Groups and Teams and allows users to create, update and organize deadlines, documents, files, emails and notes by matter or project without ever leaving their Outlook desktop or online Inbox. For each legal matter or project, this add-in:
creates a document folder, OneNote, shared Inbox, calendar
instantly save emails to a corresponding document folder in Office 365 (saving email also saves all items attached)
provides single-click access to document folder (access to saved emails, docs and files)
quick access to calendar, notebook and shared inbox
uses email templates to get started drafting emails
inserts legal clauses when drafting emails
creates Groups that can be pulled into any Microsoft Team site (optional)
works with Groups, Outlook for PC and Mac (OWA and desktop), SharePoint Online, OneNote, Teams
PRICING
While this add-in is free to download, and comes with a free trial, it requires a paid subscription to use the service after the free trial expires (for pricing go to http://www.lawtoolbox.com/lawtoolbox365-pricing-2 )






Click to instantly 
add deadlines to 

team member 
personal and 

matter calendars

LawToolBox 365

Presenter
Presentation Notes
Automates Calendaring
Built in Library of Court Rule-sets 
Build Your Own deadline templates for practice areas




LawToolBox 365

Save email with 
attachments to 

document folder 
for a matter  in a 

single click 

Presenter
Presentation Notes
Creates Matters or Legal Projects as Emails Arrive
Sharepoint Document Folders
Sharepoint Calendars
OneNote

Pricing – free trial 109 users is $30 per user per month, 10-19 users is $27 per user per month. Minimum must have a license for each person licensed to use Office 365. 



Thanks!



Catherine Sanders Reach, Director
Law Practice Management & Technology 

The Chicago Bar Association 
Csandersreach@chicagobar.org

www.chicagobar.org/lpmt
Follow me @catherinereach

www.linkedin.com/in/catherinereach
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