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&RS\ULJKW�k������E\�5RFNHW�0DWWHU��//&��$OO�ULJKWV�UHVHUYHG���
&HUWDLQ�PDWHULDOV�KDYH�EHHQ�UHSURGXFHG�LQ�WKLV�ERRN��ZLWK�WKH�SHUPLVVLRQ�
RI�WKHLU�FRS\ULJKW�RZQHU�

5RFNHW0DWWHU�FRP

7KLV�ERRN�LV�IRU�\RXU�SHUVRQDO�XVH��1R�SDUW�RI�WKLV�ERRN�PD\�EH�UHSURGXFHG�
LQ�DQ\�IRUP��QRU�OLFHQVHG��VROG�RU�RWKHUZLVH�UHGLVWULEXWHG�E\�DQ\�PHDQV�
ZKDWVRHYHU��HOHFWURQLF��PHFKDQLFDO��RU�RWKHUZLVH��ZLWKRXW�H[SUHVV�ZULWWHQ�
SHUPLVVLRQ�IURP�5RFNHW�0DWWHU��DQG�RU�WKH�FRS\ULJKW�KROGHU��DV�WKH�FDVH�PD\�
EH����H[FHSW�IRU�EULHI�H[FHUSWV�LQ�UHYLHZV�RU�DQDO\VLV��$OO�WUDGHPDUNV�DQG�VHUYLFH�
PDUNV��DUH�SURSHUW\�RI�WKHLU�UHVSHFWLYH�RZQHUV�

)LUVW�HGLWLRQ��-XO\�����

Disclaimer

:HÊUH�KDSS\�WR�LQMHFW�LQWHUHVWLQJ�LGHDV�LQWR�OHJDO�EXVLQHVV�GLVFRXUVH��:H�EHOLHYH�
WKRVH�ZKR�RSHQ�WKHLU�PLQGV�WR�VRPH�RI�WKH�FRQFHSWV�LQ�WKH�ERRN�ZLOO�UHDS�EHQHILWV�
RI�LPSURYHG�HIILFLHQF\�DQG�SURILWDELOLW\��7KLV�ERRN�FRQWDLQV�D�PL[�RI�IDFWV��
DQDO\VLV��DQG�RSLQLRQV��DQG�ZH�KRSH�UHDGHUV�ILQG�LW�WKRXJKW�SURYRNLQJ�DQG�
KHOSIXO�

7KDW�VDLG��WKRXJK�ZH�EHOLHYH�WKH�LQIRUPDWLRQ�PHHWV�WKDW�FULWHULD��ZH�DVVXPH�QR�
UHVSRQVLELOLW\�IRU�HUURUV�RU�RPLVVLRQV��DQG�GR�QRW�ZDUUDQW�RU�JXDUDQWHH�DFFXUDF\��
FRPSOHWHQHVV��RU�DSSURSULDWHQHVV�IRU�DQ\�VSHFLILF�VHW�RI�FLUFXPVWDQFHV��6LPLODUO\��
ZH�WDNH�QR�UHVSRQVLELOLW\�IRU�DQ\�ZHEVLWHV��OLQNV�RU�RWKHU�FRQWHQW�UHIHUUHG�WR��
OLQNHG�WR��RU�VXJJHVWHG��1RWKLQJ�LQ�WKLV�ERRN�VKRXOG�EH�FRQVWUXHG�DV��RU�D�
VXEVWLWXWH�IRU��OHJDO�RU�RWKHU�SURIHVVLRQDO�DGYLFH�

http://www.rocketmatter.com/
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Introduction
7KLV�FRPSLODWLRQ�RI�SURGXFWLYLW\�WLSV�LV�EURXJKW�WR�\RX�E\�WKH�IRONV�ZKR�
FUHDWHG�5RFNHW�0DWWHU��WKH�OHDGLQJ�ZHE�EDVHG�OHJDO�SUDFWLFH�PDQDJHPHQW�
VRIWZDUH�IRU�VPDOO�WR�PLG�VL]HG�ODZ�ILUPV���2U��DV�ZH�SUHIHU�WR�FDOO�LW��
OHJDO�SURGXFWLYLW\�VRIWZDUH�

:H�QRW�RQO\�ZULWH�DERXW�WKHVH�FORXG�EDVHG�DQG�GHVNWRS�WRROV��ZH�XVH�
WKHP�

7KH�WRROV�LQFOXGH�

�» (YHUQRWH

�» 'URSER[

�» L3KRQH

�» L3DG

�» 5RFNHW�0DWWHU

�» *RRJOH�'RFV

�» *PDLO

�» *RRJOH�&DOHQGDU�

�» 7ZLWWHU

�» %ORJJLQJ

�» +RPH�2IILFH

:HÊYH�LQFOXGHG�D�VHW�RI�KRPH�RIILFH�SURGXFWLYLW\�WLSV�LQ�UHFRJQLWLRQ�RI�
SUDFWLWLRQHUV�ZLWK�YLUWXDO�SUDFWLFHV�DQG�WHOHFRPPXWHUV�ZKR�SUREDEO\�
XVH�WKHVH�WRROV�PRUH�IUHTXHQWO\�

http://www.rocketmatter.com/
http://www.rocketmatter.com/
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5 Tips for a More Productive  
Evernote Experience

0RUH�RI�XV�DUH�VWDUWLQJ�WR�XVH�(YHUQRWH�WR�VWRUH�DQG�RUJDQL]H�WKH�PDVVLYH�
DPRXQWV�RI�LQIRUPDWLRQ�LQ�RXU�OLYHV��,�XVH�WKH�DSSOLFDWLRQ�MXVW�DERXW�
HYHU\�GD\��5LJKW�QRZ��,ÊP�FRPSRVLQJ�D�GUDIW�RI�WKLV�SRVW�LQ�P\�ÌEORJ�
SRVW�LGHDVÍ�IROGHU��,W�VDYHV�DV�,�W\SH�DQG�V\QFV�DFURVV�P\�FRPSXWHU��WDEOHW��
VPDUWSKRQH��DQG�EURZVHU��1R�PRUH�ORVW�GDWD�

7KH�XVHU�LQWHUIDFH�LV�LQWXLWLYH��EXW�KHUH�DUH�D�IHZ�WLSV�,ÊYH�GLVFRYHUHG�
DORQJ�WKH�ZD\�WKDW�PDNH�WKH�H[SHULHQFH�HYHQ�PRUH�SUR�GXFWLYH�

1. Clip only portions of web pages
)LUHIR[�DQG�&KURPHÊV�H[WHQVLRQV�DUH�JUHDW�IRU�FOLSSLQJ�FRQWHQW�IURP�
DFURVV�WKH�ZHE�ULJKW�LQWR�(YHUQRWH��%XW�\RX�PD\�EH�LQWHUHVWHG�LQ�RQO\�
D�SRUWLRQ�RI�WKH�SDJH��

http://www.legalproductivity.com/tag/evernote/
http://www.legalproductivity.com/tag/blogging/
http://www.legalproductivity.com/tag/blogging/
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7R�GR�VR��VLPSO\�KLJKOLJKW�WKH�SRUWLRQ�\RX�ZDQW�DQG�FOLFN�RQ�WKH�Ì&OLS�
6HOHFWLRQÍ�RSWLRQ����7KH�85/�LV�SUHVHUYHG�VR�\RX�FDQ�ILQG�WKH�IXOO�SDJH�
DJDLQ�VKRXOG�\RX�ZDQW�WR�UHIHU�EDFN�WR�WKH�RULJLQDO�

2. Encrypt sensitive information 
,�SUREDEO\�ZRQÊW�QHHG�WR�HQFU\SW�EORJ�SRVW�LGHDV��EXW�LQIRUPDWLRQ�VXFK�
DV�ORJLQV�RU�ILQDQFLDO�GDWD�FRXOG�EH�DFFHVVLEOH�WR�DQ\RQH�XVLQJ�P\�
FRPSXWHU��VR�,�HQFU\SW�LW��

7R�GR�VR��KLJKOLJKW�WKH�VHQVLWLYH�WH[W��WKHQ�ULJKW�FOLFN��FRQWURO���FOLFN�RQ�
D�0DF���DQG�FKRRVH�Ì(QFU\SW�6HOHFWHG�7H[WÍ��&KRRVH�D�SDVVZRUG��RU�
SDVVSKUDVH�DV�(YHUQRWH�FDOOV�LW�DQG�KLW�HQWHU��$Q�RSWLRQ�WR�VHOHFW�D�
SDVVZRUG�UHFRYHU\�KLQW�DSSHDUV��,ÊG�LQFOXGH�D�KLQW��DV�(YHUQRWH�GRHV�QRW�
VWRUH�\RXU�SDVVZRUG��

7KH�WH[W�\RX�VHOHFWHG�LV�QRZ�HQFU\SWHG�DQG�VKRZV�XS�DV�GRWV�ZLWK�D�
GRZQ�DUURZ�IRU�HQWHULQJ�D�SDVVZRUG�WR�DFFHVV�\RXU�LQIRUPDWLRQ��

3. Streamline the dashboard
,�OLNH�WR�NHHS�D�PLQLPDOLVW�GDVKERDUG�IRU�TXLFN�YLHZ�DQG�HDV\�XVH��
$PRQJ�WKH�FROXPQV�\RX�FDQ�YLHZ�DW�D�JODQFH�DUH��$XWKRU��&UHDWHG��
1RWHERRN��6L]H��6\QF�6WDWXV��7LWOH��DQG�8SGDWHG��,ÊYH�XQFKHFNHG�DOO�EXW�
&UHDWHG��7LWOH��DQG�8SGDWHG��,WÊV�DOO�,�QHHG�
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4. Quickly share your notebooks by connecting to 
Gmail
(YHUQRWH�DOORZV�\RX�WR�VKDUH�QRWHV�ZLWK�\RXU�IULHQGV�RQ�)DFHERRN��
7ZLWWHU��DQG�HPDLO��,�GRQÊW�KDYH�DQ\�XVH�IRU�VKDULQJ�DQ�HQWLUH�QRWH�RU�
QRWHERRN�RQ�VRFLDO�PHGLD��EXW�,�GR�XVH�WKH�HPDLO�WR�VKDUH�IHDWXUH�RIWHQ��

1RZ�\RX�FDQ�FRQQHFW�(YHUQRWH�WR�\RXU�*PDLO�DFFRXQW��,W�PDNHV�WKH�
SURFHVV�RI�VKDULQJ�QRWHV�ZLWK�IULHQGV��FR�ZRUNHUV�DQG�FODVVPDWHV�PXFK�
IDVWHU�DV�WKH�FRQQHFWLRQ�ZLOO�TXLFNO\�DXWRFRPSOHWH�WKH�DGGUHVV�

5. Record audio notes while away from the office
7KLV�IHDWXUH�LV�KDQG\�ZKHQ�\RXÊUH�RQ�WKH�URDG�DQG�QHHG�WR�GURS�D�WKRXJKW�
LQWR�(YHUQRWH�EXW�GRQÊW�KDYH�WKH�WLPH�WR�W\SH��,ÊYH�XVHG�P\�L3KRQH�
(YHUQRWH�DSS�PDQ\�WLPHV�IRU�WKLV��HYHQ�IRU�EORJ�SRVW�LGHDV��DQG�
RFFDVLRQDOO\�IRU�GLFWDWLQJ�DQ�HQWLUH�SRVW�
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Dropbox Productivity Tips

2XU�OLYHV�DUH�EHFRPLQJ�LQFUHDVLQJO\�FORXG�EDVHG��$V�ZLWK�(YHUQRWH�
DQG�*RRJOH�'RFV��'URSER[��D�ILOH�KRVWLQJ�VHUYLFH��SURYLGHV�DQ�RQOLQH�
VSDFH�WR�VWRUH�RXU�GLJLWDO�OLYHV��EXW�LQ�LWV�RZQ�XQLTXH�ZD\��(PSOR\�
'URSER[�LQ�\RXU�ODZ�ILUP�ZLWK�WKH�IROORZLQJ�WLSV�DQG�WULFNV�

Sync files faster
'URSER[�DXWRPDWLFDOO\�OLPLWV�\RXU�ILOH�XSORDG�VSHHGV�WR�DYRLG�WDNLQJ�
XS�WRR�PXFK�EDQGZLGWK��EXW�\RX�FDQ�FRQWURO�WKLV�VHWWLQJ��

2Q�:LQGRZV��&OLFN�'URSER[�LQ�WKH�V\VWHP�WUD\��WKHQ�3UHIHUHQFHV�!�
%DQGZLGWK�

2Q�0DF��FOLFN�'URSER[�LQ�WKH�PHQX�EDU��WKHQ�3UHIHUHQFHV�!�1HWZRUN�!�
%DQGZLGWK�!�&KDQJH�6HWWLQJV��

&KDQJH�\RXU�8SORDG�UDWH�WR�Ì'RQÊW�OLPLWÍ��RU�FKRRVH�DQ�XSORDG�
OLPLW�WKDW�\RXÊUH�FRPIRUWDEOH�ZLWK�LQ�WKH�/LPLW�WR�ILHOG���KDW�WLS�WR�
/LIH+DFNHU��

http://www.legalproductivity.com/tag/evernote/
http://www.legalproductivity.com/cloud/productivity-tips-for-google-docs/
http://lifehacker.com/5904745/speed-up-dropboxs-file-syncing
http://lifehacker.com/5904745/speed-up-dropboxs-file-syncing
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Share your documents, photos and videos  
with a link
'URSER[�DOORZV�\RX�WR�VHQG�D�OLQN�WR�ILOHV�RU�IROGHUV�LQ�\RXU�DFFRXQW��
$Q\RQH�ZLWK�WKH�OLQN�JHWV�DFFHVV�WR�D�SDJH�ZKHUH�WKH\�FDQ�YLHZ�
GRFXPHQWV��SKRWRV�DQG�YLGHRV�Ç�ZLWK�QR�GRZQORDG�UHTXLUHG��7KH\�
FDQÊW�HGLW�WKH�FRQWHQW�EXW�FDQ�GRZQORDG�LW�WR�WKHLU�RZQ�'URSER[�IRU�
ODWHU�YLHZLQJ��

Get files into your Dropbox
1HHG�ODUJH�ILOHV�IURP�QRQ�'URSER[�XVHUV"�7KLUG�SDUW\�VHUYLFHV�VXFK�
DV�6HQG�WR�'URSER[�DQG�'URS,W7R0H��DOORZ�\RX�WR�VHFXUHO\�UHFHLYH�
ILOHV�IURP�DQ\RQH�WR�\RXU�'URSER[��

)RU�D�IXUWKHU�GLVFXVVLRQ�RQ�WKLV��FKHFN�RXW�7RP�0LJKHOOÊV�,QWHU�$OLD�
WHFKQRORJ\�EORJ��

Add another layer of security
6HFXULW\�LV�RIWHQ�D�FRQFHUQ��DV�LW�VKRXOG�EH��$OOHYLDWH�\RXU�IHDUV�ZLWK�
6HFUHW6\QF�WKDW�DOORZV�\RX�WR�HDVLO\�VKDUH�SURSULHWDU\��VHQVLWLYH�
LQIRUPDWLRQ��

:LWK�6HFUHW6\QF��\RXU�'URSER[�ILOHV�QHYHU�OHDYH�\RXU�SRVVHVVLRQ�
ZLWKRXW�EHLQJ�HQFU\SWHG�ILUVW��6HFUHW6\QF�XVHV�FOLHQW�VLGH�HQFU\SWLRQ�
WR�JLYH�\RX�DEVROXWH�SULYDF\�DQG�FRQWURO�RYHU�\RXU�GDWD��7UXH&U\SW�LV�
DQRWKHU�RSWLRQ��

Drag and drop
<RX�FDQ��RI�FRXUVH��GUDJ�DQG�GURS�ILOHV�WR�WKH�'URSER[�IROGHU�RQ�\RXU�
FRPSXWHU��%XW�GLG�\RX�NQRZ�WKDW�WKH�'URSER[�XVHU�LQWHUIDFH�DOVR�
DOORZV�\RX�WR�GUDJ�DQG�GURS�WR�WKH�ZHE�LQWHUIDFH"�&RRO�VWXII��

'URSER[�KDV�EHFRPH�DQ�HVVHQWLDO�DSSOLFDWLRQ�IRU�PH�DV�,�VWRUH�PRUH�
RI�P\�LQIRUPDWLRQ�LQ�WKH�FORXG��FROODERUDWH�ZLWK�GLVWDQW�FROOHDJXHV�
DQG�DFFHVV�GRFXPHQWV�RQ�WKH�JR��,I�\RX�KDYHQÊW�WULHG�LW��JLYH�LW�D�WHVW�
GULYH��7KH�ILUVW�WZR�*%V�DUH�IUHH�

http://www.inter-alia.net/2012/04/18/more-ways-to-get-files-into-your-dropbox/
http://www.inter-alia.net/2012/04/18/more-ways-to-get-files-into-your-dropbox/
http://getsecretsync.com/ss/
http://www.truecrypt.org/


��

6 iPhone Productivity Tips

:H�ORYH�RXU�L3KRQHV��:H�VXUI�WKH�ZHE�RQ�LW��UHDG�HQWLUH�ERRNV��
SOD\�JDPHV��WDNH�SLFWXUHV��ZDWFK�YLGHRV��DQG�WH[W�RXU�IULHQGV���
2FFDVLRQDOO\�ZH�HYHQ�XVH�LW�WR�PDNH�D�FDOO��

$QG�ZH�GRZQORDG�DSSV��/RWV�RI�DSSV��$QG�ZH�JHW�QRWLILFDWLRQV��/RWV�RI�
WKHP��$QG�WKH�EDWWHU\�GLHV��+HUH�DUH�D�IHZ�WLSV�WR�PDNH�\RXU�L3KRQH�
OHVV�LQYDVLYH�DQG�PRUH�SURGXFWLYH�

1. Declutter
2XU�SKRQHV�DFW�DV�D�FORVHW�WR�GXPS�IUHH�DQG�ORZ�FRVW�DSSV��GHDOV�RI�
WKH�GD\��DQG�DSSV�RI�WKH�ZHHN��7KH\�JR�RQ�IRU�VFUHHQ�DIWHU�VFUHHQ��
KRJJLQJ�PHPRU\�DQG�VORZLQJ�GRZQ�WKH�GHYLFH��6FKHGXOH�D�GXPSVWHU�
GD\�HYHU\�PRQWK�DQG�JHW�ULG�RI�DSSV�\RX�GRQÊW�QHHG�RU�XVH��HYHQ�WKH�
RQHV�\RX�SDLG�IRU��

.HHS�LQ�PLQG�WKH�DSSV�\RX�GRZQORDG�H[LVW�RQ�\RXU�FRPSXWHU�DQG�LQ�
WKH�FORXG�VR�\RX�FDQ�UHLQVWDOO�DQ�DSS�ZLWKRXW�SD\LQJ�IRU�LW�DJDLQ��

2. Use folders to group apps
)RU�WKH�UHPDLQLQJ�����DSSV�WKDW�\RX�MXVW�FDQÊW�GR�ZLWKRXW��JURXS�
WKHP�LQWR�IROGHUV��<RXÊYH�VHHQ�\RXU�K\SHU�RUJDQL]HG�WHFKLH�IULHQGV�

http://www.legalproductivity.com/tag/app-of-the-week/
http://www.legalproductivity.com/get-productive/dumpster-day-make-your-law-office-a-less-cluttered-and-happier-place-to-work/
http://www.legalproductivity.com/get-productive/dumpster-day-make-your-law-office-a-less-cluttered-and-happier-place-to-work/
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GR�WKLV�FRPSXOVLYHO\��'UDJ�DQ�DSS�LQWR�D�UHODWHG�DSS�DQG�D�JURXS�
IROGHU�LV�FUHDWHG�ZLWK�ODEHOV�OLNH�1HZV��*DPHV��'RFV��DQG�6RFLDO�
0HGLD�IRU�HDVH�RI�DFFHVV�ODWHU��

(DFK�IROGHU�FDQ�FRQWDLQ�XS�WR����DSSV��1RZ�\RXÊYH�JRQH�IURP�RYHU����
VFUHHQV�WR�MXVW�RQH��8VH�WKH�ILUVW�RU�VHFRQG�VFUHHQ�IRU�GHGLFDWHG�LFRQV�
RI�IUHTXHQWO\�XVHG�DSSV�

3. Let Siri remind you
7KH�L3KRQH�QRZ�FRPHV�ZLWK�LWV�RZQ�QDWLYH�7R�'R�DSS�FDOOHG�
5HPLQGHUV��,W�OHWV�\RX�RUJDQL]H�HYHU\WKLQJ�\RX�KDYH�WR�GR�E\�
GHDGOLQH��SULRULW\��ORFDWLRQ��RU�FXVWRP�PDGH�OLVWV��%XW�ORWV�RI�FRRO�
DSSV�GR�WKH�VDPH��

,QVWHDG��XVH�6LUL�WR�VHW�UHPLQGHUV��-XVW�VD\�Ì5HPLQG�PH�)ULGD\�DW�
�30�WR�UHVHDUFK�YDFDWLRQ�RSWLRQVÍ��DQG�FRQVLGHU�LW�GRQH��,I�\RX�DGG�D�
ORFDWLRQ��Ì5HPLQG�PH�)ULGD\�ZKHQ�,�JHW�LQWR�WKH�RIILFHÍ��\RXÊOO�JHW�DQ�
DOHUW�DV�VRRQ�DV�\RX�DUULYH�DW�ZRUN�

4. Employ security
$FFRUGLQJ�WR�RQH�VWXG\��LQ�D�VL[�PRQWK�SHULRG�LQ�&KLFDJR���������FHOO�
SKRQHV�ZHUH�OHIW�LQ�WD[LV���6R�DV�D�ODZ\HU�ZLWK�SRVVLEOH�FRQILGHQWLDO�
LQIRUPDWLRQ�RQ�\RXU�SKRQH��\RX�QHHG�WR�PDNH�VXUH�LW�ORFNV�LQ�ILYH�
PLQXWHV�DQG�D�SDVVFRGH�LV�UHTXLUHG�IRU�DFFHVV���

<RX�FDQ�HYHQ�JR�EH\RQG�IRXU�GLJLWV�DQG�HPSOR\�D�ORQJHU�SDVVFRGH��
*R�WR�6HWWLQJV�!�*HQHUDO�!�3DVVFRGH�/RFN��6HW�6LPSOH�3DVVFRGH�WR�
2II��7DS�RQ�7XUQ�3DVVFRGH�2Q�DQG�HQWHU�\RXU�ORQJHU�QXPHULF�RU�
DOSKDQXPHULF�FRGH��

5. Trim notifications
,QWHUUXSWLRQV�DIIHFW�SURGXFWLYLW\�DQG�RXU�SKRQHV�MXVW�KDSSHQ�WR�EH�
LQWHUUXSWLRQ�GHYLFHV��-XVW�DERXW�HYHU\�DSS�\RX�GRZQORDG�DVNV�IRU�
SXVK�QRWLILFDWLRQ�SHUPLVVLRQ��
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:K\�ZRXOG�\RX�HYHU�QHHG�DQ�XUJHQW�QRWLILFDWLRQ�IURP�0\)LWQHVV3DO�
RU�)OL[WHU"�

,�KDYH�ILYH�HPDLO�DGGUHVVHV�SRXULQJ�LQWR�P\�L3KRQH�DQG�RQH�RI�
P\�ELJJHVW�SURGXFWLYLW\�ERRVWV�FDPH�IURP�WXUQLQJ�RII�DOO�HPDLO�
QRWLILFDWLRQV��*R�WR�6HWWLQJV�!�1RWLILFDWLRQV�DQG�WZHDN�\RXU�
QRWLILFDWLRQV��

6. Power down when connecting IRL
,5/�LV�Ì,Q�5HDO�/LIHÍ�IRU�WKH�DFURQ\P�FKDOOHQJHG��

$�SHW�SHHYH�RI�PLQH�LV�WKH�LQFHVVDQW�FKHFNLQJ�RI�HPDLO��)DFHERRN��
7ZLWWHU�DQG�RWKHU�DSSOLFDWLRQV�ZKHQ�PHHWLQJ�XS�ZLWK�IULHQGV�
DQG�FROOHDJXHV�,Q�5HDO�/LIH��*HW�WR�\RXU�GHVWLQDWLRQ��FKHFN�LQ�RQ�
)RXUVTXDUH�DQG�WXUQ�WKH�SKRQH�RII��'RQÊW�SXW�LW�RQ�YLEUDWH��6HH�
WKDW�JOD]HG�ORRN�KDOIZD\�WKURXJK�D�FRQYHUVDWLRQ"�7KDWÊV�WKH�SKRQH�
VLOHQWO\�EX]]LQJ�LQ�KLV�SRFNHW�GLYHUWLQJ�KLV�DWWHQWLRQ��

7XUQ�LW�RII��5DQW�RYHU�

7KH�L3KRQH�LV�D�YHU\�XVHIXO�WRRO��D�FRPSXWHU�LQ�RXU�SRFNHW�WKDW�QHHGV�
WR�EH�ILQH�WXQHG�FRQVWDQWO\�WR�PD[LPL]H�LWV�SURGXFWLYLW\�

http://www.legalproductivity.com/turn-me-off/app-of-the-week-geting-fit-with-myfitnesspal/
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9 iPad Productivity Tips

,�KHOG�RXW�IRU�D�ORQJ�WLPH��FRQWHQW�ZLWK�P\�L3KRQH�DQG�0DF%RRN�3UR��
EXW�FRXOGQÊW�UHVLVW�WKH�L3DG�DQ\�ORQJHU�

$V�ZLWK�DQ\�QHZ�JDGJHW��LWÊOO�WDNH�D�ELW�RI�JHWWLQJ�XVHG�WR���,ÊYH�EHHQ�
SRNLQJ�DURXQG�WU\LQJ�WR�ILQG�WKH�PRVW�SURGXFWLYH�ZD\�WR�XVH�WKH�
L3DG��DQG�ZKDW�IROORZV�DUH�QLQH�WLSV�,�GLVFRYHUHG�

Shortcuts for regularly used phrases
*R�WR�6HWWLQJV��!�*HQHUDO��!�.H\ERDUG��!�(QWHU�WKH�SKUDVH�\RX�ZDQW�WR�
VKRUWHQ�LQ�WKH�3KUDVH�ER[��DQG�WKHQ�W\SH�WKH�VKRUWFXW�LQ�WKH�6KRUWFXW�
ER[�

Streamline Spotlight search functionality
%\�GHIDXOW��6SRWOLJKW�VHDUFKHV�DFURVV�FRQWDFWV��DSSV��PXVLF��QRWHV��
PDLO�DQG�PRUH��7ULPPLQJ�WKLV�OLVW�FDQ�OHDG�WR�PRUH�XVHIXO�VHDUFK�
UHVXOWV��
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*R�WR�6HWWLQJV��!�*HQHUDO��!�6SRWOLJKW�6HDUFK��!�DQG�VHOHFW�RU�GHVHOHFW�
DSSOLFDWLRQV��

Lock in Portrait or Landscape mode 
*R�WR�6HWWLQJV��!�*HQHUDO��!�8VH�6LGH�6ZLWFK�DQG�FKRRVH�Ì/RFN�
5RWDWLRQÍ��<RX�FDQ�WKHQ�XVH�WKH�EXWWRQ�RQ�WKH�VLGH�RI�WKH�L3DG�WR�ORFN�
\RXU�VFUHHQ�LQ�RQH�PRGH�RU�WKH�RWKHU��

7KH�RWKHU�RSWLRQ�XQGHU�Ì8VH�6LGH�6ZLWFKÍ�LV�Ì0XWHÍ��&KRRVLQJ�
WKLV�RSWLRQ�DOORZV�\RX�WR�XVH�WKH�VDPH�VZLWFK�WR�WXUQ�DXGLR�DOHUWV�
DQG�QRWLILFDWLRQV�RII��7KLV�LV�HVSHFLDOO\�KDQG\�ZLWK�PDQDJLQJ�WKH�
LQFHVVDQW�EHHSLQJ�RI�)DFHERRN�DQG�RWKHU�VRFLDO�PHGLD�QRWLILFDWLRQV

�

Change default search engine from Google  
to Bing or Yahoo 
)RU�WKRVH�VWDUWLQJ�WR�JHW�D�OLWWOH�FUHHSHG�RXW�E\�*RRJOHÊV�
HQFURDFKPHQW�RQ�SHUVRQDO�SULYDF\��\RX�GRQÊW�KDYH�WR�JR�ZLWK�WKH�
GHIDXOW�VHDUFK�HQJLQH�

7R�FKDQJH�VHDUFK�HQJLQH�LQ�WKH�6DIDUL�EURZVHU��JR�WR�6HWWLQJV��!�6DIDUL�
�!�6HDUFK�(QJLQH��&KRRVH�%LQJ�RU�<DKRR��

Restrict access to certain content 
,I�\RX�VKDUH�\RXU�L3DG�ZLWK�RWKHUV��\RX�PD\�ZDQW�WR�OLPLW�DFFHVV�WR�
FHUWDLQ�FRQWHQW�DQG�DSSV��*R�WR�6HWWLQJV��!�*HQHUDO��!�5HVWULFWLRQV�
DQG�VHOHFW�(QDEOH�5HVWULFWLRQV��6HW�WKH�DFFHVV�SDVVZRUG�\RX�ZLVK�WR�
XVH�DQG�DGMXVW�DFFHVVLELOLW\�VHWWLQJV��
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0DNH�VXUH�WR�WXUQ�RII�WKH�LQ�DSS�SXUFKDVHV�VLQFH�WKH�NLGGLHV�FDQ�UDFN�
XS�D�KXJH�ELOO�KHUH���<RX�ZRQÊW�EH�WKH�ILUVW�SDUHQW�WR�VHH�KXQGUHGV�RI�
GROODUV�VSHQW�RQ�UROOHU�FRDVWHU�WUDFN�IRU�WKH�DPXVHPHQW�SDUN�JDPH��

Multitasking 
3UHVV�WKH�+RPH�EXWWRQ�WZLFH�WR�EULQJ�XS�D�OLVW�RI�DSSV��)URP�KHUH��\RX�
FDQ�DOVR�FORVH�FXUUHQWO\�UXQQLQJ�DSSV�E\�KROGLQJ�GRZQ�RQ�WKH�DSS�
DQG�FOLFNLQJ�RQ�WKH�ÌPLQXVÍ�VLJQ�ZKHQ�LW�VWDUWV�WR�ZLJJOH�

<RX�FDQ�DOVR�VZLSH�WKH�PXOWLWDVNLQJ�EDU�WR�TXLFNO\�DFFHVV�DXGLR�YLGHR�
SOD\EDFN�FRQWUROV��D�VKRUWFXW�WR�WKH�L7XQHV�DSS��DQG�YROXPH�FRQWUROV�

�

Take a screenshot 
7KLV�LV�DQ�HDV\�RQH�LI�\RX�RZQ�DQ�L3KRQH�VLQFH�LWÊV�WKH�VDPH�DFWLRQ��
3UHVV�DQG�KROG�GRZQ�WKH�6OHHS�:DNH�EXWWRQ�DQG�+RPH�EXWWRQ�
VLPXOWDQHRXVO\��<RXU�VFUHHQ�IODVKHV�WR�FRQILUP�WKDW�LW�KDV�EHHQ�
FDSWXUHG�DQG�WKH�VFUHHQVKRW�FDQ�WKHQ�EH�DFFHVVHG�LQ�\RXU�QDWLYH�
3KRWRV�IROGHU��

Adding frequently used apps to the dock
3UHVV�DQG�KROG�GRZQ�WKH�DSS�WKDW�\RX�ZDQW�WR�PRYH�WR�WKH�GRFN�DQG�
GUDJ�LW�WKHUH��<RX�FDQ�DGG�XS�WR�VL[�DSSV�

Scroll to the top of page or beginning of document 
6RPH�SDJHV�DQG�GRFXPHQWV�JR�RQ�IRUHYHU��HVSHFLDOO\�RYHUEORZQ�
PRWLRQV�IURP�RSSRVLQJ�FRXQVHO���,I�\RXÊYH�VFUROOHG�DOO�WKH�ZD\�GRZQ�
D�ORQJ�SDJH��LQVWHDG�RI�IOLFNLQJ�WKH�VFUHHQ�D�QXPEHU�RI�WLPHV�WR�JHW�
EDFN�WR�WKH�WRS��WDS�WKH�EODFN�WLWOH�EDU�DW�WKH�YHU\�WRS�RI�WKH�VFUHHQ�



��

Rocket Matter Productivity Tips

(YHUQRWH�DQG�'URSER[�DUH�DPD]LQJ�JHQHUDO�SXUSRVH�DSSV�IRU�WKH�
GLVFHUQLQJ�FORXG�FRPSXWLQJ�DWWRUQH\���5RFNHW�0DWWHU��KRZHYHU��LV�D�
ODZ\HUÊV�RQOLQH�6ZLVV�DUP\�NQLIH�IRU�UXQQLQJ�D�SUDFWLFH��DQG�NHHSLQJ�
DOO�RI�\RXU�FDVH�LQIRUPDWLRQ�LQ�RQH�SODFH���LW�LV�/HJDO�3URGXFWLYLW\ÊV�
SDUHQW�FRPSDQ\�EXW�WKDW�GRHVQÊW�PDNH�LW�DQ\�OHVV�FRRO����&KHFN�RXW�
WKHVH�WLSV��ZKLFK�KHOS�HYHQ�5RFNHW�0DWWHU�YHWHUDQV�HHN�RXW�PRUH�
SURGXFWLYLW\�

Create A Button for the iPad Home Screen
2QH�RI�5RFNHW�0DWWHUÊV�ELJJHVW�XVHV�LV�E\�PRELOH�DWWRUQH\V�UXQQLQJ�
DURXQG�RQ�L3DGV���6LQFH�\RX�WHQG�WR�FKHFN�WLPH��ELOOLQJ��FDOHQGDULQJ��
DQG�PDWWHU�PDQDJHPHQW�������VDYH�\RXUVHOI�VRPH�WLPH�E\�FUHDWLQJ�D�
5RFNHW�0DWWHU�LFRQ�IRU�\RXU�KRPH�VFUHHQ�

7R�WKH�LPPHGLDWH�OHIW�RI�WKH�DGGUHVV�EDU�LQ�6DIDUL��FOLFN�RQ�WKH�DUURZ�
LFRQ�DQG�VHOHFW�Ì$GG�WR�+RPH�6FUHHQ�Í��$�OLWWOH�5RFNHW�0DWWHU�LFRQ�
ZLOO�DSSHDU�RQ�\RXU�L3DG��ZKLFK�ZLOO�ODXQFK�\RXU�8VHU�'DVKERDUG�
ZKHQ�WDSSHG�
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Leverage Tags
7DJV�DUH�D�YHU\�FRQYHQLHQW�ZD\�WR�FDWHJRUL]H�LQIRUPDWLRQ�LQ�5RFNHW�
0DWWHU���<RX�FDQ�XVH�WKHP�WR�GHVFULEH�PDWWHUV��FRQWDFWV��GRFXPHQWV��
FDOHQGDU�HYHQWV��DQG�WDVNV���)RU�H[DPSOH��\RX�FDQ�WDJ�D�0DWWHU�DV�
D�FHUWDLQ�W\SH�RI�PDWWHU��VXFK�DV�Ì)DPLO\�/DZÍ��DV�ZHOO�DV�DVVLJQ�D�
MXULVGLFWLRQ��VXFK�DV�Ì3DOP�%HDFK�&RXQW\�Í��

2QFH�WDJV�DUH�DVVLJQHG��\RXÊUH�DEOH�WR�VHDUFK�IRU�WKHP�XVLQJ�5RFNHW�
0DWWHUÊV�XELTXLWRXV�*OREDO�,QWHOOLJHQW�6HDUFK����7KLV�DOORZV�\RX�
WR�ILQG��IRU�H[DPSOH��DOO�GRFXPHQWV�WDJJHG�É0RWLRQV�WR�'LVPLVVÊ�
LQ�FHUWDLQ�MXULVGLFWLRQV���<RXU�DELOLW\�WR�RUJDQL]H�DQG�ILQG�\RXU�
LQIRUPDWLRQ�LV�FRPSOHWHO\�XS�WR�\RX�

Ditch the Pink Message Pads with Messages
3HRSOH�HLWKHU�WHQG�WR�FRPSOHWHO\�LJQRUH�5RFNHW�0DWWHUÊV�LQWUD�RIILFH�
PHVVDJH�IHDWXUH�RU�XVH�LW�ZLWK�QHDU�UHOLJLRXV�GHYRWLRQ���7U\�LW�RXW��
FOLFN�RQ�WKH�SKRQH�LFRQ�RQ�DQ\�VFUHHQ�WR�WDNH�D�PHVVDJH�IRU�DQRWKHU�
PHPEHU�RI�WKH�ILUP���5RFNHW�0DWWHUÊV�FRQWDFW�PDQDJHU�LV�LQWHJUDWHG��
VR�FRQWDFW�QDPHV�SXOO�ULJKW�XS�LQ�WKH�FRQWDFW�ILHOGV���2QFH�D�PHVVDJH�
LV�UHFHLYHG��\RX�FDQ�IRUZDUG�WKH�PHVVDJH�WR�RWKHU�SHRSOH��LQLWLDWH�
6N\SH�FDOOV��RU�ELOO�WLPH�

Create “Matters” for Other Projects
+HUHÊV�5RFNHW�0DWWHUÊV�GLUW\�OLWWOH�VHFUHW���WKH�PDWWHUV�LQ�5RFNHW�
0DWWHU�DUH�PHUHO\�JHQHUDO�SXUSRVH�YHVVHOV�IRU�VWRULQJ�LQIRUPDWLRQ��
DQG�FDQ�EH�XVHG�WR�PDQDJH�SURMHFWV�RU�WUDFN�LQLWLDWLYHV���0DWWHU�
SHUPLVVLRQV�FDQ�NHHS�VWXII�VHFUHW�RU�LVRODWHG�WR�WKRVH�LQ�D�VPDOO�
JURXS���

)RU�H[DPSOH��RQH�RI�RXU�DWWRUQH\V�FUHDWHV�D�PDWWHU�IRU�HDFK�HPSOR\HH�
WR�WUDFN�+5�LVVXHV���6LQFH�KH�FDQ�UHVWULFW�DFFHVV�RQ�WKH�PDWWHUV��RQO\�
KH�FDQ�VHH�LW���2WKHUV�FUHDWH�LQLWLDWLYHV�IRU�PXOWL�VWHS�SURMHFWV��VXFK�
DV�Ì&KULVWPDV�3DUW\Í��DQG�XVH�WKHP�WR�WUDFN�WDVNV�DQG�NHHS�FDOHQGDU�
HYHQWV�RUJDQL]HG�
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Unify Information with Google, Dropbox,  
and Evernote
6LQFH�LGHDV�DQG�GRFXPHQWV�DUH�RIWHQ�FDSWXUHG�LQ�(YHUQRWH�DQG�
'URSER[�UHVSHFWLYHO\��\RX�FDQ�XQLWH�WKLV�ZLWK�\RXU�ELOOLQJ�DQG�FDVH�
PDQDJHPHQW�YLD�5RFNHW�0DWWHUÊV�LQWHJUDWLRQV�ZLWK�WKHVH�SURGXFWV���
7KH�LGHD�LV�WR�DOORZ�\RX�WR�KDYH�DOO�RI�\RXU�ILUPÊV�LQIRUPDWLRQ�
DFFHVVLEOH�WKURXJK�RQH�SODFH���)URP�WKH�GRFXPHQWV�VFUHHQ��\RX�FDQ�
DVVRFLDWH�QRWHERRNV��IRU�(YHUQRWH��RU�IROGHUV��IRU�'URSER[��ZLWK�D�
5RFNHW�0DWWHU�PDWWHU�



��

Productivity Tips for Google Docs

%HWZHHQ�(YHUQRWH�DQG�*RRJOH�'RFV��,�FUHDWH�DQG�VWRUH�PRVW�RI�P\�
LQIRUPDWLRQ�LQ�WKH�FORXG��'URSER[�SLFNV�XS�WKH�VODFN�

*RRJOH�FRQWLQXHV�WR�HQKDQFH�WKHLU�DPD]LQJ�SURGXFWV�DQG�*RRJOH�
'RFV�LV�QR�H[FHSWLRQ���7DNH�D�ORRN�DW�RXU�IDYRULWH�SURGXFWLYLW\�WLSV�WR�
PD[LPL]H�\RXU�'RFV�H[SHULHQFH�

Export files with Google Takeout
7DNH�\RXU�GDWD�RXW�RI�PXOWLSOH�*RRJOH�SURGXFWV�LQ�SRUWDEOH�DQG�
RSHQ�IRUPDWV��LQFOXGLQJ�*RRJOH�'RFV�LQ�RQH�IHOO�VZRRS�ZLWK�*RRJOH�
7DNHRXW�

*RRJOH�7DNHRXW�LV�SDUW�RI�GDWDOLEHUDWLRQ�RUJ��D�*RRJOH�SURMHFW�WKDW�
PDNHV�LW�HDV\�IRU�\RX�WR�LPSRUW�DQG�H[SRUW�GDWD�RXW�RI�YDULRXV�
*RRJOH�SURGXFWV��$ORQJ�ZLWK�'RFV��*RRJOH�7DNHRXW�VXSSRUWV�
&RQWDFWV�DQG�&LUFOHV��*RRJOH��3URILOH�DQG�6WUHDP��3LFDVD�:HE�
$OEXPV�DQG�9RLFH��

http://www.legalproductivity.com/tag/evernote/
http://www.legalproductivity.com/get-productive/why-dropbox-rocks-for-law-offices/
https://docs.google.com
https://docs.google.com
https://www.google.com/takeout
https://www.google.com/takeout
http://www.dataliberation.org/
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Create documents with Google Docs templates

6LPLODU�WR�WKH�XVHIXO�0LFURVRIW�2IILFH�GRFXPHQW�WHPSODWHV��*RRJOH�
'RFV�Ç�ZRUG�SURFHVVRU�DQG�VSUHDGVKHHW�Ç�DOORZV�\RX�WR�FUHDWH�QHZ�
GRFXPHQWV�E\�FKRRVLQJ�IURP�D�YLEUDQW�OLEUDU\�RI�WHPSODWHV��

<RX�FDQ�FKRRVH�IURP�D�WRQ�RI�SXEOLF�WHPSODWHV��XQLTXH�WHPSODWHV�
WKDW�\RX�FUHDWHG��RU�ÌP\�WHPSODWHVÍ��D�FROOHFWLRQ�RI�IUHTXHQWO\�XVHG�
WHPSODWHV�WKDW�\RX�ZRUN�ZLWK��

$V�LQ�:RUG�RU�3DJHV��WKHVH�WHPSODWHV�FDQ�UDQJH�IURP�ILQDQFH�DQG�
VWDWLVWLFV�WR�UHVXPHV�DQG�FRYHU�OHWWHUV��EXVLQHVV�IRUPV�DQG�OHWWHUV��
DQG�HYHQ�SUHVHQWDWLRQ�GHVLJQV�DQG�EXVLQHVV�FDUGV��

7KHUHÊV�D�OHJDO�WHPSODWH�FDWHJRU\��EXW�WKRXJK�VRPH�PD\�EH�XVHIXO��LWÊV�
SUREDEO\�JRRG�DV�D�UHIHUHQFH�DQG�LQIRUPDWLRQ�VRXUFH�RQO\��

Navigate documents quickly with  
keyboard shortcuts
)RU�PDQ\�RI�XV��DYRLGLQJ�WKH�PRXVH�DQG�XVLQJ�NH\ERDUG�VKRUWFXWV�

https://docs.google.com/templates


��

ZKHQ�SRVVLEOH�HQKDQFHV�SURGXFWLYLW\��VSHHGLQJ�XS�WKH�ZD\�ZH�XVH�D�
SURGXFW�RU�SURFHVV�Ç�OLNH�FRS\��SDVWH��RU�XQGR��

*RRJOH�'RFV�RIIHUV�PDQ\�RI�WKH�VDPH�VKRUWFXWV��IROORZLQJ�WKH�
FRQYHQWLRQV�\RXÊUH�XVHG�WR��DQG�TXLWH�D�IHZ�PRUH�

<RX�FDQ�ILQG�D�FRPSUHKHQVLYH�OLVW�RI�*RRJOH�'RFV�NH\ERDUG�VKRUWFXWV�
KHUH

https://support.google.com/docs/bin/answer.py?hl=en&answer=179738
https://support.google.com/docs/bin/answer.py?hl=en&answer=179738
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Gmail Productivity Tips: Shortcuts 
and Search

7KH�SRSXODU�*PDLO�LV�ZLGHO\�FRQVLGHUHG�RQH�RI�WKH�EHVW�HPDLO�FOLHQWV��
<RX�FDQ�XVH�WKH�XELTXLWRXV�#JPDLO�H[WHQVLRQ�RU�VHW�LW�XS�WR�ZRUN�ZLWK�
\RXU�RZQ�XQLTXH�GRPDLQ��OLNH�QDPH#\RXUGRPDLQ�FRP��$QG�LWÊV�IUHH�

*RRJOH�HQJLQHHUV�DUH�IRUHYHU�WLQNHULQJ�ZLWK�WKH�SURGXFW��SURYLGLQJ�
XV�ZLWK�QHZ�WRROV�DQG�VKRUWFXWV�WR�LPSURYH�IXQFWLRQDOLW\�IRU�DQ�
RSWLPL]HG�XVHU�H[SHULHQFH��+HUH�DUH�D�IHZ�

Speed up email processing with keyboard 
shortcuts
7KH�XVHU�LQWHUIDFH�LQ�*PDLO�LV�SUHWW\�VWUHDPOLQHG�DQG�LQWXLWLYH��EXW�
\RX�FDQ�VSHHG�XS�WKH�SURFHVV�ZLWK�NH\ERDUG�VKRUWFXWV��)LUVW��HQDEOH�
Ì.H\ERDUG�6KRUWFXWVÍ�LQ�\RXU�*PDLO�VHWWLQJV��

7R�JLYH�\RX�D�VHQVH�RI�ZKDW�\RX�FDQ�GR��FRQVLGHU�WKH�IROORZLQJ�YHU\�
XVHIXO�FRPPDQGV�
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 » /�Ç�6HDUFK�DFURVV�DOO�HPDLOV

 » c�Ç�&RPSRVH�D�QHZ�HPDLO

�» p�Ç�3UHYLRXV�PHVVDJH

�» n�Ç�1H[W�PHVVDJH

�» r�Ç�5HSO\�WR�FXUUHQW�HPDLO

�» #�Ç�0RYH�PHVVDJH�WR�WUDVK

�» f�Ç�)RUZDUG�WKH�HPDLO�\RXÊUH�YLHZLQJ

�» j�Ç�*R�WR�WKH�QH[W�HPDLO

�» k�Ç�*R�WR�WKH�SUHYLRXV�HPDLO

)RU�D�IXOO�OLVW�RI�VKRUWFXWV��JR�WR�\RXU�*PDLO�VHWWLQJV�DQG�FOLFN�RQ�
Ì.H\ERDUG�6KRUWFXWVÍ��7KHUH�DUH�RYHU�����7U\LQJ�WR�OHDUQ�WKHP�DOO�LV�
FRXQWHUSURGXFWLYH��XQOHVV�\RX�ZDQW�WR�FRQVLGHU�\RXUVHOI�D�*PDLO�
QHUG�DQG�LPSUHVV�RWKHUV�RI�\RXU�SHUVXDVLRQ���6R�LQVWHDG��IRFXV�D�FRUH�
ILYH�WR�WHQ�WKDW�FRYHU�WKH�IXQFWLRQV�\RX�PRVW�IUHTXHQWO\�XVH��

1RWH�WKDW�\RX�FDQ�VXEVWLWXWH�WKH�GHIDXOW�VKRUWFXW�NH\V�ZLWK�\RXU�RZQ�

Leverage intuitive advanced search tools
7KH�UREXVW�VHDUFK�IXQFWLRQDOLW\�LV�DQRWKHU�IHDWXUH�WKDW�VHWV�*PDLO�
DSDUW��VR�PXFK�VR�WKDW�,ÊYH�EHFRPH�UDWKHU�OD]\�DERXW�GHOHWLQJ�RU�
DVVLJQLQJ�ODEHOV�WR�HPDLOV���

+RZHYHU��LI�\RXÊUH�VHDUFKLQJ�IRU�D�SRSXODU�WHUP�DFURVV�WKRXVDQGV�RI�
DUFKLYHG�HPDLOV��VRPH�DGYDQFHG�VHDUFK�IHDWXUHV�ZLOO�KHOS�\RX�KRQH�
LQ�RQ�UHOHYDQW�VHDUFK�UHVXOWV�

�» from: Kelly�Ç�VHDUFK�HPDLOV�ZKHUH�Ì.HOO\Í�LV�WKH�VHQGHU�

�» subject:�ÌFORXG�FRPSXWLQJÍ�Ç�VHDUFK�HPDLOV�ZLWK�WKH�VXEMHFW�
KHDGLQJ�FRQWDLQLQJ�ERWK�ZRUGV�ÌFORXG�FRPSXWLQJÍ

<RX�FDQ�FRPELQH�WKH�WZR�IXQFWLRQV�WR�IXUWKHU�QDUURZ�\RXU�VHDUFK�
�» from: kelly subject: “cloud computing”
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$QG�LI�\RX�KDYH�D�SUHWW\�JRRG�LGHD�RI�ZKDW�\RXÊUH�ORRNLQJ�IRU�DQG�
ZLVK�WR�QDUURZ�WKH�VHDUFK�HYHQ�IXUWKHU��DGG�D�GDWH�UHVWULFWLRQ�

�» after:2011/01/12

2U��LI�\RXÊUH�ORRNLQJ�IRU�D�GRFXPHQW��DGG�
�» has:attachment.

7KHVH�DUH�MXVW�D�IHZ�*PDLO�WRROV�DQG�VKRUWFXWV�IRU�D�PRUH�VWUHDPOLQHG�
DQG�SURGXFWLYH�HPDLO�H[SHULHQFH�
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5 Google Calendar  
Productivity Tips 

:H�XVH�*PDLO�IRU�RXU�SHUVRQDO�HPDLO��DQG�IRU�SURIHVVLRQDO�DFFRXQWV�
KRRNHG�XS�YLD�*RRJOH�$SSV�IRU�%XVLQHVV��*RRJOH�&DOHQGDU�LV�MXVW�
DV�XVHIXO�DQG��OLNH�RWKHU�*RRJOH�SURGXFWV��XSGDWHG�DQG�HQKDQFHG�
UHJXODUO\��

+HUH�DUH�D�IHZ�WLSV�WR�KHOS�\RX�RUJDQL]H�\RXU�GDLO\�*RRJOH�&DOHQGDU�
IRU�D�PRUH�VWUHDPOLQHG�DQG�SURGXFWLYH�H[SHULHQFH�

1. Keyboard shortcuts
.H\ERDUG�VKRUWFXWV�FDQ�VLJQLILFDQWO\�VSHHG�XS�\RXU�QDYLJDWLRQ��
4XLFNO\�VZLWFK�EHWZHHQ�PRQWKO\��ZHHNO\��RU�GDLO\�FDOHQGDU�YLHZV�E\�
KLWWLQJ�WKH�FRUUHVSRQGLQJ�0��:�RU�'�NH\V��&OLFN�&�WR�FUHDWH�DQ�HYHQW�
DQG�6�WR�PDQDJH�\RXU�VHWWLQJV��*RRJOH�SURYLGHV�D�IXOO�OLVW�RI�&DOHQGDU�
NH\ERDUG�VKRUWFXWV��

2. Quickly add an event
&OLFN�RQ�WKH�DUURZ�LQ�WKH�Ì&UHDWHÍ�EXWWRQ�RQ�WKH�WRS�OHIW�FRUQHU�RI�WKH�
&DOHQGDU�VFUHHQ�WR�Quick Add�DQ�HYHQW��<RX�FDQ�DOVR�XVH�NH\ERDUG�
VKRUWFXW��4��(QWHU�WKH�HYHQW��SDUWLFLSDQWV�DQG�WLPH��)RU�LQVWDQFH��LI�
\RX�W\SH�LQ�Ì&RQIHUHQFH�FDOO�ZLWK�/DUU\�DQG�0LNH�RQ������SPÍ��LW�

http://www.google.com/enterprise/apps/business/
http://support.google.com/calendar/bin/answer.py?hl=en&answer=37034
http://support.google.com/calendar/bin/answer.py?hl=en&answer=37034
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ZLOO�EH�DVVLJQHG�WR�WKH�FRUUHFW�ORFDWLRQ�LQ�WKH�FDOHQGDU��9HU\�FRRO�DQG�
KHOSIXO�VWXII�

3. Schedule events across time zones
0DQ\�RI�XV�ZRUN�ZLWK�RIILFHPDWHV�DQG�FOLHQWV�LQ�GLIIHUHQW�WLPH�
]RQHV��<RX�FDQ�YLHZ�PXOWLSOH�WLPH�]RQHV�ULJKW�LQ�*RRJOH�&DOHQGDU��

7R�HQDEOH�WKLV�IHDWXUH��JR�WR�VHWWLQJV�E\�KLWWLQJ�NH\ERDUG�VKRUWFXW�6��
DQG�XQGHU�Ì<RXU�FXUUHQW�WLPH�]RQHVÍ��FOLFN�RQ�Ì6KRZ�DQ�DGGLWLRQDO�
WLPH�]RQHÍ��6HOHFW�WKH�DOWHUQDWH�WLPH�]RQH�IURP�WKH�GURS�GRZQ�PHQX��

7KHUHÊV�DQ�RSWLRQ�LQ�WKH�/DEHO�ILHOG�WR�DVVLJQ�WKH�DGGLWLRQDO�WLPH�
]RQH�D�QDPH��

4. Get a daily agenda via email
,I�HPDLO�LV�WKH�ILUVW�WKLQJ�\RX�FKHFN�HDFK�GD\��WKLV�LV�D�UHDOO\�XVHIXO�
IHDWXUH��*R�WR�\RXU�VHWWLQJV�E\�KLWWLQJ�NH\ERDUG�VKRUWFXW�6��DQG�
XQGHU�WKH�&DOHQGDUV�WDE��FOLFN�RQ�Ì1RWLILFDWLRQVÍ��1H[W��FOLFN�RQ�WKH�
Ì'DLO\�DJHQGDÍ�RSWLRQ��

1RZ��ZKHQ�\RX�VWXPEOH�DURXQG�EOHDU\�H\HG�ZLWK�\RXU�VPDUWSKRQH�
RU�ODSWRS�LQ�WKH�PRUQLQJ��\RXÊOO�ILQG�D�OLVW�RI�VFKHGXOHG�HYHQWV�IRU�WKH�
GD\�EHIRUH�KLWWLQJ�WKH�VKRZHU��

5. Add national holidays
$YRLG�VFKHGXOLQJ�HYHQWV�RQ�KROLGD\V�RU�KHOS�SODQ�\RXU�QH[W�ORQJ�
ZHHNHQG�JHWDZD\�E\�HQDEOLQJ�*RRJOH�+ROLGD\�&DOHQGDU��

*R�WR�6HWWLQJV��E\�QRZ��\RX�SUREDEO\�NQRZ�WKDW�WKH�NH\ERDUG�
VKRUWFXW�LV�6���DQG�FOLFN�RQ�Ì%URZVH�LQWHUHVWLQJ�FDOHQGDUVÍ�XQGHU�WKH�
Ì&DOHQGDUVÍ�WDE��

+ROLGD\�FDOHQGDUV�DUH�RUJDQL]HG�E\�FRXQWU\�LQ�WKH�ILUVW�FROXPQ��<RX�
FDQ�HYHQ�FKRRVH�IURP�D�OLVW�RI�VSRUWV�FDOHQGDUV�ZKHUH�\RX�FDQ�YLHZ�
WKH�VFKHGXOH�RI�\RXU�IDYRULWH�WHDP�LQ�*RRJOH�&DOHQGDU�
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6 Blogging Productivity Tips

%ORJJLQJ�LV�D�JUHDW�ZD\�WR�EXLOG�\RXU�UHSXWDWLRQ�DQG�PDUNHW�\RXU�
H[SHUWLVH��EXW�FRQVLVWHQWO\�SXWWLQJ�RXW�XVHIXO�FRQWHQW�FDQ�EH�D�FKRUH��
7R�DVVLVW�\RX�DUH�WKH�IROORZLQJ�VL[�SURGXFWLYLW\�WLSV�WR�KHOS�\RX�
VWUHDPOLQH�WKDW�SURFHVV�

1. Use Evernote to store ideas and headlines
7KLV�SUDFWLFH�KDV�EHHQ�WKH�VLQJOH�ELJJHVW�EORJJLQJ�SURGXFWLYLW\�ERRVW�
IRU�PH��:H�FRPH�DFURVV�LGHDV�DOO�WKH�WLPH�DQG�FDQÊW�UHPHPEHU�WKHP�
DOO��

:ULWH�WKHP�GRZQ��

(YHUQRWH�LV�D�JUHDW�WRRO�IRU�WKLV�DV�LW�VLWV�RQ�\RXU�FRPSXWHU�DQG�
V\QFV�RQ�WKH�ZHE�DQG�\RXU�PRELOH�DSS��$QG�LW�OLWHUDOO\�VDYHV�DV�\RX�
W\SH��$QG�LWÊV�IUHH���$QG�\RXU�IULHQGV�ZLOO�EH�DPD]HG�DW�\RXU�KLSVWHU�
HOHFWURQLF�SURZHVV�

http://www.legalproductivity.com/tag/evernote/
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1R�PRUH�LQDFFHVVLEOH�RU�ORVW�LGHDV���7KH�QH[W�WLPH�\RX�VLW�GRZQ�WR�
ZULWH�D�EORJ�SRVW��\RXÊOO�KDYH�D�WRQ�RI�LGHDV�DQG�OLQNV�WR�ZRUN�ZLWK��

2. Create a writing schedule
6LPSOH�IDFW���5RXWLQH�DLGV�SURGXFWLYLW\�DQG�LV�D�SURFUDVWLQDWLRQ�NLOOHU��

$IWHU�\RXÊYH�GHWHUPLQHG�WKH�JRDO�RU�SXUSRVH�RI�\RXU�EORJ��LWÊV�WLPH�
WR�ILJXUH�RXW�KRZ�RIWHQ�\RXÊOO�SXEOLVK��)UHVK��UHOHYDQW�FRQWHQW�UXOHV�
DQG�\RXU�IDLWKIXO�UHDGHUV�H[SHFW�FRQVLVWHQF\�LQ�WKH�GHOLYHU\�RI�WKDW�
FRQWHQW��

:KHWKHU�\RX�GHFLGH�WR�FRPSRVH�ILYH�SRVWV�D�ZHHN�RU�RQFH�HYHU\�WZR�
ZHHNV��VHW�DVLGH�D�UHJXODU�WLPH�WR�ZULWH��

3. An image is worth a thousand words
,PDJHV�UHVRQDWH��7KH\�GUDZ�SHRSOH�LQ��7KH�LQFUHDVLQJ�SRSXODULW\�
RI�3LQWHUHVW�DQG�,QVWDJUDP�DQG�VKDULQJ�RI�SLFWXUHV�RQ�WKH�VRFLDO�
QHWZRUNV�XQGHUVFRUH�WKH�SRLQW��ZH�ORYH�WR�VKDUH�DQG�ORRN�DW�LPDJHV��

%XW�ORRNLQJ�IRU�D�UHOHYDQW��UR\DOW\�IUHH�LPDJH�FDQ�FRQVXPH�DOPRVW�DV�
PXFK�WLPH�DV�ZULWLQJ�WKH�SRVW��VR�NQRZLQJ�\RXU�VRXUFHV�LV�NH\���6HH�
+RZ�WR�)LQG�)UHH�,PDJHV�)RU�%ORJ�3RVWV�IRU�D�IHZ�WLSV�

4. Give old posts new life
7DNH�D�IHZ�PLQXWHV�DIWHU�\RXÊUH�GRQH�ZULWLQJ�DQG�FUHDWH�K\SHUOLQNV�
WR�SUHYLRXV�SRVWV��0DQ\�SRVWV�DUH�LGHDV�WKDW�\RXÊUH�H[SDQGLQJ�RQ�
IURP�SUHYLRXV�ZULWLQJV�RU�FRPSLOLQJ�IURP�D�VHULHV�RI�UHODWHG�SRVWV��

6HH�KRZ�ZH�UHIHUUHG�\RX�WR�RXU�Ì+RZ�WR�)LQG�)UHH�,PDJHVÍ�SRVW�LQ�
WKH�SRLQW�DERYH"��,QVWHDG�RI�JRLQJ�LQWR�GHWDLO�DJDLQ��OLQN�WR�\RXU�SULRU�
SRVW��DQG�JLYH�LW�D�IUHVK�SDLU�RI�OHJV�

5. Install Google Analytics
<RXÊYH�VSHQW�PDQ\�KRXUV�SXWWLQJ�RXW�WKRXJKWIXO�FRQWHQW��,V�LW�
UHVRQDWLQJ�ZLWK�\RXU�WDUJHW�DXGLHQFH"�

http://lawyerist.com/free-images-blog-posts/
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)LQG�RXW�ZLWK�*RRJOH�$QDO\WLFV��6HH�ZKRÊV�UHDGLQJ�\RXU�EORJ��WKH�
VRXUFH�RI�\RXU�WUDIILF��DQG�ZKLFK�SRVWV�DUH�EHLQJ�UHDG��,WÊV�IUHH��HDV\�
WR�LQVWDOO��WKRXJK�IRU�WKRVH�QRW�FRQILGHQW�ZLWK�ZHE�VNLOOV��\RX�PD\�
QHHG�KHOS�IURP�D�ZHE�FRQVXOWDQW�QHLJKERUKRRG�KLJK�VFKRROHU�

6. Use the social channels
7KH�WRS�UHIHUUDO�VRXUFHV�IRU�WUDIILF�WR�PDQ\�EORJV�DUH�)DFHERRN��
7ZLWWHU��/LQNHG,Q��DQG�3LQWHUHVW��

<RX�FDQ�TXLFNO\�GHWHUPLQH�UHIHUUDO�WUDIILF�ZLWK�*RRJOH�$QDO\WLFV��
,QFOXGH�VKDULQJ�RQ�WKH�FKDQQHOV�LQ�\RXU�DIWHU�WKH�EORJ�SRVW�KDV�
EHHQ�SXEOLVKHG�URXWLQH��

$SSV�VXFK�DV�%XIIHU�DQG�+RRW6XLWH�KHOS�\RX�VFKHGXOH�\RXU�SRVWV�WR�
JR�RXW�DW�RSWLPDO�WLPHV��

%XW�GRQÊW�ERPEDUG�\RXU�IROORZHUV�ZLWK�PXOWLSOH�SRVWLQJ�RI�WKH�VDPH�
OLQN��3RVW�WR�7ZLWWHU�SHUKDSV�RQFH�D�GD\�IRU�WKUHH�GD\V�DQG�RQFH�WR�
)DFHERRN��/LQNHG,Q��3LQWHUHVW�DQG�RWKHU�SODWIRUPV�RQ�ZKLFK�\RX�
HQJDJH��6ZLWFK�XS�WKH�WLWOH�ZKHQ�\RX�SRVW�PRUH�WKDQ�RQFH�WR�WKHVH�
FKDQQHOV�

http://www.legalproductivity.com/legal-marketing/get-quick-blogging-insights-with-google-analytics/
http://www.legalproductivity.com/get-productive/legal-productivity-app-of-the-week-%E2%80%93-be-awesome-on-twitter-with-buffer-app/
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4 Twitter Productivity Tips

7ZLWWHU�LV�D�JUHDW�WRRO�WR�FUHDWH�DQG�QXUWXUH�UHODWLRQVKLSV��VKDUH�
LQIRUPDWLRQ�DQG�EXLOG�DZDUHQHVV�DERXW�\RXUVHOI�DQG�\RXU�ZRUN��
:LWK�RYHU�����PLOOLRQ�DFWLYH�XVHUV��LW�FDQ�DOVR�TXLFNO\�EHFRPH�D�
OHVV�WKDQ�XVHIXO�HFKR�FKDPEHU��(PSOR\�WKHVH�ILYH�WLSV�WR�KRQH�\RXU�
7ZLWWHU�LQWR�D�OHDQ��SURGXFWLYH�H[SHULHQFH�

Dumpster day
:HÊYH�WDONHG�DERXW�'XPSVWHU�'D\��0DNH�\RXU�/DZ�2IILFH�D�/HVV�
&OXWWHUHG�Ç�$QG�+DSSLHU�Ç�3ODFH�WR�:RUN��7KH�VDPH�DSSOLHV�WR�\RXU�
7ZLWWHU�DFFRXQW��

'LIIHUHQW�QXPEHUV�KDYH�EHHQ�EDQGLHG�DERXW�UHJDUGLQJ�KRZ�PDQ\�
SHRSOH�\RX�FDQ�IROORZ�VR�WKDW�\RX�DFWXDOO\�VHH�WKHLU�WZHHWV�È�IURP�
���������%XW�WKH�PRUH�ZH�XVH�7ZLWWHU�WKH�PRUH�RXU�ÌIROORZLQJÍ�FRXQW�
FUHHSV�XS��,WÊV�WLPH�WR�ZHHG��

http://www.legalproductivity.com/get-productive/dumpster-day-make-your-law-office-a-less-cluttered-and-happier-place-to-work/
http://www.legalproductivity.com/get-productive/dumpster-day-make-your-law-office-a-less-cluttered-and-happier-place-to-work/
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6HW�DVLGH�DQ�KRXU�RU�WZR�HYHU\�PRQWK�WR�JR�RYHU�WKH�IRONV�\RXÊUH�
IROORZLQJ��,I�WKH\ÊUH�QR�ORQJHU�DFWLYH��XQIROORZ��8QWZHHSV�LV�D�IUHH�
WRRO�WKDW�ZLOO�KHOS�\RX�LGHQWLI\�LQDFWLYH�XVHUV�DQG�EXON�XQIROORZ�
WKHP��,I�WKH\ÊUH�QR�ORQJHU�XVHIXO��XQIROORZ��,I�WKH\�WZHHW�DW�D�UDWH�WKDW�
PRQRSROL]HV�\RXU�VWUHDP��XQIROORZ��,I�����\RX�JHW�WKH�LGHD��

Organize 
6R�QRZ�\RXÊYH�EHHQ�RQ�7ZLWWHU�IRU�\HDUV�DQG�UHJDUGOHVV�RI�KRZ�
UXWKOHVVO\�\RX�XQIROORZ��\RXÊUH�VWLOO�IROORZLQJ�RYHU���������������RU�
PRUH�7ZLWWHUHUV��

,WÊV�WLPH�WR�RUJDQL]H�ZLWK�WKH�KDQG\�7ZLWWHU�/LVWV��&UHDWH�
D�ÌWHFKQRORJ\Í�RU�ÌODZ\HUÍ�OLVW��RU�\RX�FDQ�JR�ILQHU��OLNH�ÌFORXG�
FRPSXWLQJÍ�DQG�WKHQ�DVVLJQ�WKH�SHRSOH�WKDW�\RX�IROORZ�WR�WKHVH�
OLVWV��7KH�OLVWV�FDQ�EH�SXEOLF�RU�SULYDWH��DQG�LQVWHDG�RI�ORRNLQJ�DW�DQ�
RYHUZKHOPLQJ�ULYHU�RI�WZHHWV��\RX�FDQ�KRQH�LQ�RQ�JRRG�LQIRUPDWLRQ�

6R�ZKHQ�\RX�KDYH�RQO\�D�IHZ�PLQXWHV�WR�FKHFN�LQ�RQ�7ZLWWHU��FOLFN�
RQ�RQH�RI�WKHVH�OLVWV�WR�YLHZ�UHODWHG�WZHHWV��)RU�PRUH�LQIRUPDWLRQ�RQ�
KRZ�WR�VHW�XS�WKHVH�OLVWV��FKHFN�RXW�7ZLWWHUÊV�H[FHOOHQW�/LVWV�WXWRULDO��

:KHQ�\RX�GR�KDYH�WKH�WLPH��UHPHPEHU�WR�FKHFN�RXW�WKH�JHQHUDO�
7ZLWWHU�VWUHDP�IRU�D�JHP�RU�WZR�WKDW�\RX�ZRXOG�RWKHUZLVH�PLVV�

Search
$Q�RIWHQ�RYHUORRNHG�EXW�YHU\�XVHIXO�WRRO�LV�7ZLWWHUÊV�VHDUFK�
IXQFWLRQDOLW\��7ZLWWHU�VHDUFK�LV�VDGO\�ODFNLQJ�IRU�ROGHU�WZHHWV��EXW�DV�
DQ�DOHUW�IHDWXUH��LW�IXQFWLRQV�ZHOO��

6LPSO\�SHUIRUP�D�VHDUFK�DQG�VDYH�LW���7KLV�LV�JUHDW�IRU�WUDFNLQJ�
KDVKWDJV�LQ�UHDO�WLPH��<RX�FDQ�VDYH�XS�WR����VHDUFKHV��

1RZ�ZKHQ�\RX�JR�WR�\RXU�7ZLWWHU�SDJH��FOLFN�RQ�D�VDYHG�VHDUFK�WR�
YLHZ�UHODWHG�WZHHWV��,I�\RXÊUH�XVLQJ�D�WKLUG�SDUW\�DSSOLFDWLRQ�OLNH�
7ZHHWGHFN��FUHDWH�D�VHSDUDWH�FROXPQ�IRU�WKH�VHDUFK�DQG�UHVXOWV�ZLOO�EH�

http://untweeps.com/
https://support.twitter.com/groups/31-twitter-basics/topics/111-features/articles/76460-how-to-use-twitter-lists
https://support.twitter.com/groups/31-twitter-basics/topics/110-search/articles/96646-how-to-save-searches
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GLVSOD\HG�LQ�UHDO�WLPH��

7KH�JUHDW�WKLQJ�DERXW�WKH�VHDUFK�IHDWXUH�LV�WKDW�LW�FRYHUV�DOO�7ZLWWHU�
XVHUV��QRW�MXVW�WKH�RQHV�\RXÊUH�IROORZLQJ�

Schedule
:KHQ�,�ILUVW�VWDUWHG�RXW�RQ�7ZLWWHU��WKH�WKRXJKW�RI�DXWRPDWLQJ�P\�
7ZLWWHU�DFFRXQW�PDGH�PH�FULQJH���,WÊV�VXSSRVHG�WR�EH�D�OLYH�DFWLRQ�
IRUXP���0\�VHQWLPHQWV�KDYHQÊW�DEDWHG��EXW�VFKHGXOLQJ�WZHHWV�KHOSV�
PH�PDLQWDLQ�D�SUHVHQFH�ZKHQ�,ÊP�QRW�DURXQG��HVSHFLDOO\�ZLWK�%XIIHU�
$SS��

%XIIHU�$SS�DOORZV�\RX�WR�VHW�XS�WKH�WLPHV�\RX�ZDQW�\RXU�WZHHWV�WR�JR�
RXW�DQG�ZKHQ�\RX�FRPH�DFURVV�DQ�DUWLFOH�RU�SRVWV�\RX�ZDQW�WR�WZHHW�RU�
UHWZHHW��MXVW�%XIIHU�LW�DQG�LWÊOO�EH�DGGHG�WR�WKH�TXHXH��

7KLV�DSS�ZLOO�JUHDWO\�UHGXFH�\RXU�WLPH�RQ�7ZLWWHU�ZLWKRXW�VDFULILFLQJ�
HQJDJHPHQW�VLQFH�\RX�FDQ�KRS�LQ�DW�DQ\�WLPH�DQG�UHVSRQG�WR�
UHWZHHWV�DQG�PHQWLRQV��

7KHVH�DUH�MXVW�D�MXVW�D�IHZ�EHVW�SUDFWLFHV�WKDW�ZLOO�UDPS�XS�\RXU�
SURGXFWLYLW\�IRU�D�PRUH�PHDQLQJIXO�7ZLWWHU�H[SHULHQFH�

http://www.legalproductivity.com/get-productive/legal-productivity-app-of-the-week-%E2%80%93-be-awesome-on-twitter-with-buffer-app/
http://www.legalproductivity.com/get-productive/legal-productivity-app-of-the-week-%E2%80%93-be-awesome-on-twitter-with-buffer-app/
http://bufferapp.com/
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Home Office Productivity Tips

7KH�QXPEHU�RI�SHRSOH�WKDW�ZRUN�IURP�KRPH�LV�LQFUHDVLQJ��,WÊV�FRQYHQLHQW�
DQG�FRVW�HIIHFWLYH�EXW�XQOHVV�\RX�FUHDWH�URXWLQHV��ERXQGDULHV��DQG�
RUJDQL]H�\RXU�VSDFH��SURGXFWLYLW\�FDQ�VXIIHU�JUHDWO\���0DNH�LW�ZRUN�IRU�
\RX�E\�HPSOR\LQJ�WKH�IROORZLQJ�WRROV�

Create routine
7KLV�LV�DUJXDEO\�WKH�PRVW�LPSRUWDQW�WLS��HVSHFLDOO\�IRU�IRONV�ZLWKRXW�
EXLOW�LQ�URXWLQH�JHQHUDWRUV�OLNH�NLGV��SHWV�RU�VLJQLILFDQW�RWKHUV��

7U\�WR�PLUURU�WKH�ZRUN�VFKHGXOH�RI�\RXU�FROOHDJXHV�DW�WKH�RIILFH��
JHQHUDOO\������$W�5RFNHW�0DWWHU�ZH�HPSOR\�WKH�$JLOH�'DLO\�6WDQGXS�
PHHWLQJV�DQG�IRU�PH��WKDW�JHWV�WKH�GD\�RII�FRQQHFWHG�DQG�LQIRUPHG��

Take breaks
*HWWLQJ�XS�LQ�WKH�PLGGOH�RI�D�EXV\�ZRUNSODFH�WR�GR�D���PLQXWH�\RJD�
URXWLQH�RU�D�SURJUHVVLYH�PXVFOH�UHOD[DWLRQ�GH�VWUHVVHU�PD\�VHHP�D�ELW�
RGG�WR�VRPH��EXW�D�KRPH�RIILFH�SURYLGHV�WKDW�OX[XU\��

,�UDUHO\�VLW�IRU�PRUH�WKDQ�DQ�KRXU�DW�D�WLPH�RQ�DQ\�JLYHQ�SURMHFW��
LQFOXGLQJ�WKH�UHVHDUFKLQJ�DQG�ZULWLQJ�RI�WKLV�EORJ�SRVW��

http://www.rocketmatter.com/pages/product.html
http://www.legalproductivity.com/legal-project-management/agile-software-development-lessons-for-law-firms/
http://www.legalproductivity.com/legal-project-management/agile-software-development-lessons-for-law-firms/
http://www.legalproductivity.com/turn-me-off/7-yoga-poses-to-enhance-productivity-for-busy-legal-professionals/
http://www.legalproductivity.com/turn-me-off/7-yoga-poses-to-enhance-productivity-for-busy-legal-professionals/
http://www.legalproductivity.com/turn-me-off/how-to-instantly-de-stress-with-progressive-muscle-relaxation/
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7KH�3RPRGRUR�7HFKQLTXH�JRHV�ZHOO�ZLWK�WDNLQJ�EUHDNV��:RUN�
XQGLVWUDFWHG�IRU����PLQXWHV��WDNH�D�ILYH�PLQXWH�EUHDN��DQG�GLJ�EDFN�
LQ�IRU�DQRWKHU����PLQXWHV�

Set boundaries
$Q\RQH�ZKRÊV�ZRUNHG�IURP�KRPH�FDQ�UHODWH�WR�WKH�TXLFN�FDOO�WR�KDQJ�
RXW�RU�GR�D�IDYRU�VLQFH��ZHOO��\RXU�WLPH�LV�IOH[LEOH��6XUH��\RXU�WLPH�LV�
QRW�DV�ULJLG�DV�D�WUDGLWLRQDO�RIILFH�VHWWLQJ��EXW�\RXU�FLUFOH�QHHGV�WR�
NQRZ�ULJKW�DZD\�WKDW�\RXU�DYDLODELOLW\�GRHVQÊW�H[WHQG�WKDW�IDU��RU�
HOVH�\RXÊOO�HQG�XS�VFUDPEOLQJ�WR�JHW�ZRUN�GRQH�DW�PLGQLJKW��

Establish a workstation
0RVW�SURGXFWLYLW\�JXUXV�ZLOO�WHOO�\RX�WR�KDYH�D�VHSDUDWH�ZRUN�RQO\�
URRP�EXW�WKDWÊV�RI�OLWWOH�KHOS�WR�WKRVH�ZKR�OLYH�LQ�1HZ�<RUN�&LW\�
VWXGLR�DSDUWPHQWV�RU�VKDUHG�ODUJHU�DSDUWPHQWV��

,QVWHDG��LGHQWLI\�D�VSDFH�WKDW�ZLOO�KRXVH�D�GHVN��FKDLU�DQG�D�FRXSOH�
RI�GUDZHU�VWRUDJH�XQLWV��3UHIHUDEO\�QHDU�D�ZLQGRZ�ZLWK�ORWV�RI�OLJKW��
6RPH�SHRSOH�VD\�LW�GLVWUDFWV��EXW�,ÊYH�WULHG�GLIIHUHQW�ORFDWLRQV�DQG�WKH�
ZLQGRZ�RQWR�WKH�OLJKW�DQG�OLIH�RXW�WKHUH�HQKDQFHV�SURGXFWLYLW\�DQG�
PDNHV�IRU�D�PRUH�HQMR\DEOH�HQJDJHPHQW��

8VH�WKLV�VSDFH�RQO\�IRU�ZRUNLQJ��:KHQ�,�XVH�P\�0DF%RRN�ODWHU�LQ�WKH�
HYHQLQJ�IRU�)DFHERRNLQJ�RU�UHDGLQJ��,�PRYH�LW�WR�WKH�FRXFK�

Mix it up
*HW�RXW�RI�WKH�KRXVH�RFFDVLRQDOO\�DQG�ZRUN�DW�WKH�ORFDO�OLEUDU\��FRIIHH�
VKRS��WKH�SDUN�RU�SLHU��1R��WKLV�GRHV�QRW�FRQWUDGLFW�WKH�ILUVW�WLS�RI�
FUHDWLQJ�URXWLQH��:RUN�WKLV�LQWR�\RXU�URXWLQH��

,I�\RX�GRQÊW�VFKHGXOH�WKHVH�ZRUN�IRUD\V��WKH\ÊOO�QHYHU�KDSSHQ��*RLQJ�
RXW�DQG�ZRUNLQJ�IURP�RWKHU�ORFDWLRQV�NHHSV�\RX�PRYLQJ��HQJDJHG�
DQG�QRW�FKDLQHG�WR�\RXU�GHVN��OHDNLQJ�SURGXFWLYLW\�E\�WKH�KRXU��<RX�
KDYH�WKH�IOH[LELOLW\��VR�XVH�LW�

http://www.legalproductivity.com/get-productive/how-to-avoid-interruptions-by-annoying-coworkers/
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2K��DQG�KLW�WKH�J\P�DW�OXQFKWLPH�LQVWHDG�RI�ODWHU�LQ�WKH�HYHQLQJ��,WÊV�
QRW�DV�FURZGHG��EUHDNV�XS�WKH�GD\�DQG�UH�HQHUJL]HV�IRU�WKH�VHFRQG�
KDOI�RI�WKH�ZRUNGD\�
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About the Author
7LP�%DUDQ�LV�WKH�&RPPXQLW\�0DQDJHU�DW�5RFNHW�0DWWHU��WKH�OHDGLQJ�
ZHE�EDVHG�OHJDO�SURGXFWLYLW\�VRIWZDUH��

$�ZULWHU�IRU�D�UDQJH�RI�OHJDO�SXEOLFDWLRQV�LQFOXGLQJ�/DZ\HULVW��7KH�
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