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Today lawyers are constantly distracted by technology, connectivity, and information overload ...
email, instant messaging, social media, phone calls, interruptions, etc. These distractions cause very
smart people to underperform. Too many time management seminars simply ignore the advantages
and evils of technology. In this session, you will learn how to take back control and own your
technology instead of it owning you — with distraction management techniques and practical time, task
& email management methodologies that let you regain control of your day.

9:00-9:30
e |s Technology Your Servant?
e Combatting Attention Deficit Trait and Distractions
e Managing Client and Office Interruptions and Fires
e Managing Client Expectations with Electronic Communication
9:30-10:00
e Email Management
e Task Management
e Managing Delegated Items
e Weekly Review of Responsible Matters, Deadlines, SOL Reports, Billable Time




Distraction, Time, Task & Email

Management
Taming the Digital Chaos

Affinity Consulting

Paul J. Unger, Esq.
punger@affinityconsulting.com
Instagram: pauljunger

Technology
your Servant?




... or Servant to

Technology?




10

telephone calls

y{o

walk-ins




50

text messages

y{o

email or internet

curiosity breaks




480 — 245




SIARNE T

Technology Disiraction
Attention Deficit Trait

D PV | P | |




Why Smart People
Underperform
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per interruption
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Switch Tasks

(King’s College, 2005)
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“It keeps me from looking at my phone every two seconds,’

4. Combating Technology Induced
7' Attention Deficit Trait
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1. Workplace &
Personal Health

-

’ Provide a beacon
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2. Attention

Management
Skills

Write Down the Most Chaotic
Environment for You to Work
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Don’t Operate in Email ...
Operate from Task List or Calendar

16



Turn Off all Notifications

urn

Off Notifications - Outlook
File > Options > Mail

Outlook Options

General
Wil

Calendar

Contact:

Tasks

Notes and Journal
Search

Mabile

Language

Advanced
Customize Ribbon
Guick Access Toolbar
Add-Ins

Trust Center

| Change the settings for messages you create and receive.

Compose messages

JJ Change the editing settings for messages. Editar Options..,

Compose messages in this format: | HTML

[ Aways check spelling befare sending spelling and Autacorredt.

Ignare original message text in reply or forward

Create or modify signatures for messages Signatures

\
\1?. Use stationery o change default fonts and styld Deselect All | Stationery and Fonts

Outlook panes

Customize how items are marked as read when usin -
Reading Pane..,

Message arrival

0 When new messages arrive;
=4 [ payasound
[] Briefly change the mouse painter
[] show an envelope icon in the taskbar

] pisplay a Desktop Alert Desktop Alert Settings.
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Turn Off Nofifications — iPhone

S e e S
Select Application >
Turn Off “Allow Notifications”

seecC \erizon LTE 9:10 PM

< Notifications  AppZilla 2

Allow Notifications

Turn Off Notifications — Android

> icati >
Application Manager
Select Desired App
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TECHNIQUE

FIVE SONGS THAT WILL GET YOU TN THE PROGRAMMING GROOVE

Carl Franklin
www. http://mtcb.pwop.com/
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Create Rituals & Checklists

(like a morning ritual)

Create AM/PM Rituals

iPad/iPhone App

Simple Checklist

(iTunes/iPad App Store)

FORGET TO FORGET YOUR ROUTINES
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Create AM/PM Rituals

iPad/iPhone App

ecoco Verizon LTE 12:57 PM CeTx

Chacklist Pgain

(= Morning Admin Ritual - In Office

completed o/o Oatmeal, Roibos Tea, Fish Oil and Garlic

Weekly Review

completed 0/11

Speaking - Law Firmg & CLE Orge Business Development

LCITLWUEIZAVIRCL BN Review Opportunities Report

completed 0/7

Morning Wake Up - Wo... Cold Contact One Person/Entity (remember travel contacts)
completed 0/4 ’

Morning Wake Up - Ou... Check-In with Existing Recent Cliente

completed 0/5

Business Social Medi
Morning Admin Ritual... el st

completed 0/12 a
completed 0] Birthdaye
Speaking

completed 0/7 Partners

End of Work Day (star...

completed 0/7 Leadership Team

Evening Home Bryce, Chric & Greg

completed 0/6
Bedtime Batch Process Email (L5 min max)
completed 0/6

Weekend P Birthdays

completed 0/4.

BFoE R gdddo

&

On Busy Days, Do Not Check
Email until 10 am?




Limited Do Not Disturb
No Communication Devices

NOT All Day!!l

Do “Huddles” in the AM with
Team Members
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Are you Enabling or

Empowering?

Have a Problem? ... Better
Have a Solution with it!!
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Office-Drama is a
Time Suck!
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Never kick a fresh turd
on a hot day.

his book.




| didn’t steal
his book.

| didn’t steal
his book.




| didn’t stedal
his book.

| didn’t stedal
his book.




3. Time Task Email
Management Methodology

Help! My Inbox is Exploding!

o H

"You should check your e-mails more
often. | fired you over three weeks ago."
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 Email & Task

Game Plan

Use Autotext for
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Use Templates for

Perfectly fit for mediical doctors, customer care and IT specialists, and sales teams

and  —

LAWYERS

PhraseExpander makes data entry easy, fast and
accurate for doctors and customer care specialists.

Enjoy the magic of instantly pulling up the
texts you use often by typing a keyboard
shortcut.

Stop retyping the same texts over and over, or hunting
around for them all over your documents.

Store in PhraseExpander all the phrases you use often,
and get them at the touch of a button.

Batch Process
mai

30



3 Minute

Rule

S

Touch it Once

"




THE 4 D’s

Delete
Do
Delegate
Delay




Email Rules -
Delegated Items

@ Outlook

& Task
Management
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7 Record the Task/To Do

Create Task from Email

Inbox - punger@affinitycd
Send/Receive  Folder AddIns.  Adobe PDF
“ignore (34 ACEA 5 Actea
(53 Team E-mail ' Dene
reate New

| |
5 Clean Up + y o
Delete | Reply More ¥

8 Meeting
ew  New | o
E-mail ftems~ | & Junk -

4 Favorites

e !&s| On|@| From Subject
Oman, Annie E. (L. RE: Introduction
Oman, Annie E. (L... RE: Introduction
Paul Unger Electronic Task List - Why it works! - Ad
Paula via Dropbox ~ Paula Mendoza wants to share “Paul Ui
Poje, Joshua RE: App Review Opportunity
Foje, ioshua
Rena Phipps
Rob Nagy

[ Conversation History Rob Nagy

3 HMU Infa = ) RonnyLoew

(g Juni E-Mail [50] il @ Eharon D) Nelson

(3 News Feed

(3 NH Bar

[ Norton Antispam Folder

(3 Outhox

[ Quick Step Settings

(£5) RSS Feeds

4 Search Folders

L3 Spam

[ sent ttems
@ Deleted items.

4 punger@affinityconsulting.com
| inbox (2}
(7] Drats [1]
[ sent ttems
@ Deleted items (3120)

ABA TECHREPORT A

Drag & Drop on the Task 42 datafor the TEC

Module fo Convert

j Calendar (right-click drag to include. AS—
an attachment) R
8] contacts a (the “what” o

pre)

) Mail

o] Tasks

mielt @  See more about: Joshua Poje.




Create Task from Email

- ABA - Draft ABA TECHREPORT Article - Task
Insert Format Text Review Add-Ins
Y [15A]1en T [ ~  HE  prvate
H x = 8 VHs v @ ° A\ =

¥ High Importance
Save & Delete Forward OneNote Task |Details Mark  Assign Send Status | Recurrence | Categorize Follow

Close Complete Task Report - up~ § Low Importance
5 a an: k 5

Subject: ABA - Draft ABA TECHREPORT Article

Start date: None - | Status: Mot Started

Due date: None ~ | Ppriority: | Mormal % Complete: | 0%

] Reminder:  |No Owner:  Paul Unger

From: Poje, Joshua <Joshua.Poje @americanbar.org>
Sent: Wednesday, May 15, 2013 2:36 PMI
To: Paul Unger

Subject: ABA TECHREPORT Article - Data and Details

Hi Paul,

Great for Converting Emails with
Info, Hyperlinks or Attachments!

~J i Sharon D. Nelson  RE Hi Tom and Paul

& U Stary Devlin RE: Taday - Review DMS Training Materials
. Stoneberger, Erik .. RE: Introduction

| Stoneberger, Erik ... RE: Introduction

RE: Hi Tom and Paul

Sharon D. Nelson <snelson@senseient,
Fri 7/13/2013 841 AM
Paul Unger; Tom Mighel

Easily save &
create Task in

L] Message @|Paul and Tom's chapter IT Book-c.docx (§ MB)
Sure thing. Here you go Paull @

Sharon D. Nelson, Esq.

President

Sensei Enterprises, Inc.

Digital Forensics/Information Technology/information Security




Docket the Deadline on
f ) Calendar/PM Software

Schedule on Calendar

fml
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File the Email

Foundation for Email

Management = DMS
(all integrate with Outlook)

Simplify
document
and email
management

% a )\ a
Y}
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Tasks Come from Many Sources

|||>

I“) |||)

e
A A
.

|!>

Electronic/Program
Based Task Lists
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Wunderlist

(owned by Microsoft)

Introducing Wunderlist 2

Wunderlist is here to help you get things done.
Whether you're planning an overseas adventure, sharing a shopping list with
a loved one or simply keeping track of your daily to-dos.
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Managing the Master Task Lis

Name.

[your autine the examples you wil use to fustrate, substartiate or
lheck how recuirements ditate support

what other forms of support can add vakie

Eackup chats sl

details of examples, stories, statstical support ete.
et run to ensure graphics qualty and capabilty
e you knov what your graphics production capabity is
fnting deadines

Refia graphics to get bes effectiveness
Revenftest visud sds

{3 Transform the concepts from your story board to camplete graphics
maves ane o

g3 determine whet the requirements call for

durive & the resting room enough in advance to check it aut on-ste
heck out the mesting Faclity

tderty and lst in detall al staoing requirements

Make sure all presenters know how to use afv equipment correctly

Praskics-praclice, piack b

Prepare for rehearsals

Test al parts of the presentation

Track and contral costs and schedull b ensure you've staying on course
Use video and spe sher coaching to poish your performance

Verky o audio-visud equipment vl be available and working

Complete.

0%
0%
0%

100%-

0%
W0
0%

T
T e

0
100%s

0%
30 %
0

0%

0%
0%
0%
0%
0%

160%:
0%
0%

Status

| created
Cresed
Cresed

Qo

D open

Q0pen

() pen

oL
Created

() open

) open

Crested

Created
Created
) Open

Created

Resowces % Priority %

Glvia orman, Paige | G tigh
Chris Lee, Christina . {J) hormal
Drew Whesler, Jan v () Low
Ed Amold Nasl Sues [ High
Donns Ledbetter | (J) Normal
(Chris Lee, Christina \ EJ Highest
Donna Ledbetter, Ja | (J) Normal

Q) Hawal
ed Arnold Duow
Ross Kine, Jsn wittr| (] Low
2ack Grabowski Elza G Figh
Sue Tomking, Paige 1 () Normal

Siue Torkins, Paige 1 () Normal
ChristinaWinch () Normal

Rass Kine, Tan Witk (J) Normal

Chis Lee, Christina\ () Normal
Gabriella James, Ed | (J) Normal
Donpalachetter () Nownal
Ross Kine, Jaa Wit (3 Low
Chris Lee, Christina \ () Normal
Ed Amold, Jack Grab, 3 High

(Gabiells James, Ed | (3 low

Gabriella James (@ High
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Daily Tasks

Short List
v
Long List

Out of Sight ... Out of Mind

So Paper is OK???
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Morning Review
Reminders, Calendar

|EENEEEEEREEE N

Write your Daily Task List
(only 3-5 items!)

Tuesday Tasks

. _Enter yesterday’s time that | forgot
. Review prebills
. VA project (2 hours)
Call Sam
. Research Jones statute of limitations

... or plot it out on your calendar!
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Once-a-Week

Deep Review
(performed weekly)

Should take G
1-2 Hours
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