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Maximising Microsoft365 to manage your practice

AKA “how to use all those features no one ever explained”
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Word E Formatting Shortcuts & Tips

e Ctrl-X—Cut e Ctrl-S— Save
e Ctrl-C—Copy e Shift select — selects a group
e Ctrl-V — Paste e Ctrl select —selects individual items

e Ctrl-A—Select all

e Ctrl-Z=Undo

e Ctrl-Y—Redo

e Page up — will move you up

e Page down — will move you down
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Word E Formatting Shortcuts & Tips

e Ctrl-B—-Bold e Ctrl-End — will move you to the very end of a
document (Word, Outlook)
e Ctrl-I—Italic
e Ctrl-F—Find
e Ctrl-U—Underline
e Ctrl-H —Replace
* Home — will move you to the very left of a line
(Word, Outlook) o Ctrl-Shift-> - Increase Font Size

e End — will move you to the very end of a line e Ctrl-Shift-< - Decrease Font Size
(Word, Outlook)

e Ctrl-Home — will move you to the very top of a
document (Word, Outlook)
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Word E Formatting Shortcuts & Tips

Maximising the use of: Home  Insert Draw  Design  Layout  References N
Format painter
A Georgia Pro Cond Black vi40 v
Redo ‘
2
Find/Replace ED B I Uu v b X, X )56}
Case X A~ £ « ﬁ 4 Aav AA Av
oard N Font N
L/
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Formatting Shortcuts & Tips
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Word E

* Docx —pros and cons
e letters

» References

* Styles

* Colours

* Themes

e Unformatting

e Hyperlinks
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Word E

* Review settings

Comments

Track changes

Compare & Combine
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Collaboration
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Teams
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Teams $ Setting up Teams Meetings from Outlook

* Option1

Calendar - Emily.Mct

¢ GO to your OUt|OOk Calendar File Home Send / Receive Folder Vie Help ~Jell me what you want to do
¢ Select New Teams Meeting from i
. 5 e S Q| < e=liaon | 2 el R
tOp rlbbon Mew MNew New Skype MNew Teams Today Mg Day  Wark Week Month Schedule Add Share
. . . Appointment Meetmg [terns Meeting Meetmg Meeting ays Week View Calendar ~ Calendar ~
¢ Create meetlng aS usual Thls Wl” Mew Skype Meeting | TeamViewer | T8ams Meeting P Arrange P Manage Calendars
ensure it is a Teams meeting and g - . o T
. . 1 August 2019 3 4 » - ashington, D.C. -~ oo = omarrow !
creates a unique link to that Teams e 12-16August 2019 Washington, DC seEter O srEaer U
meeting. =l el U MONDAY TUESDAY
. . . 5 & 7 & 9 10 M
* When it comes time for the meeting, 2 oy ® v 12 13
simply Click on that unique link to join A
the meeting. g
September 2019
MO TU WE TH FR SA 5U g
;
2 3 4 5 & T 38 10 2020 standup: Microsoft Teams Meeting; Chris Berry
9 10 11 12 13 14 15
16 17 18 19 20 21 22 44 Dynamics Go-live Singapore; Microsoft Teams Meeting; LC
73 24 25 26 27 25 29 o 1
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Teams $ Setting up Teams Meetings from Outlook

H -

File Appointment Scheduling Assistant Insert Format Text Review Help Q  Tell me what you want to do

* Option 2
p pi EShowAs: DBusy ~ O E

e Go to Outlook calendar. i B (& B

Delete S Forward ~ Slnc_\,rpe Onli_ne Invite g Reminder |15 minutes | Recurrence | Cate
* Create a meeting as normal B R o
g Actions Skype Meeting | TeamViewer\Jeams Meeting | Mee Attendees Options
(selecting time in your calendar ;
l;_‘ Title File Meeting Scheduling Assistant Insert Format Text Review Help Q Tell

that suits) = Meews @ B | @ 5ESE

H { H 7 . . Delete Skype Online | Join Teams Meeting Cancel Address Check Respo
° Close Start time Men 12/08/2019 10:00 AM + [aiday [ Tir —> Forward ~ iy = . - nvitation  Book Narnes Optior
Click “Teams Meeting” in top - a3 I R St
ribbon to ensure it is a Teams End time Mon12/08/2018 5] | 1030AM v <O MskeRecurring (D) You haven't snt this meeting invtation et

Meeting. This will add a unique ocston > |

Send
. . Required
link to that Teams meeting.
Optional
Start time Mon 12/08/2019 5] || 10:00 AM v [0 Alday [J @ Timezone
End time Mon 120272019 [T] || 10:30 AM +| 3 Moke Recurring

Location | Microsoft Teams Meeting

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options
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Teams * Setting up Teams Meetings from Teams

* Open Teams
2020 standup Thursday, August 15, 201
T ormes s (e 9:30 AM - 10:00 AM (301
Break out area
b Use the |eft_ha nd banner for o M\(r;s(nftujfeamsMeetmg You'reviewingasingleoc
navigation through Teams _
e Go to ‘Meetings’ tab o oot [B
e Schedule a meeting. This is 2 i
automatically create a Teams
meeting. coch ek 1o recommcs
* When it comes time for the
. . . . . . | believe we are all in the
meeting, join by clicking the link.
For our new team membr
from each department wi
3pm It's probably good to con
welcome to contribute eg
4pm * Innovation update:
® Internal/ external ¢
= New lawyers comn
= [T update
Spm e Integration and 20

[ Schedule a meeting
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Teams * Use Teams scheduling assist

* Open Teams
2020 standup Thursday, August 15, 201
T ormes s (e 9:30 AM - 10:00 AM (301
Break out area
b Use the |eft_ha nd banner for o M\(r;s(nftujfeamsMeetmg You'reviewingasingleoc
navigation through Teams _
e Go to ‘Meetings’ tab o oot [B
e Schedule a meeting. This is 2 i
automatically create a Teams
meeting. coch ek 1o recommcs
* When it comes time for the
. . . . . . | believe we are all in the
meeting, join by clicking the link.
For our new team membr
from each department wi
3pm It's probably good to con
welcome to contribute eg
4pm * Innovation update:
® Internal/ external ¢
= New lawyers comn
= [T update
Spm e Integration and 20

[ Schedule a meeting
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Teams * Setting up Teams meetings
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Teams $ Video, Audio (un/mute), Screen share

* Open the Share tray
* Chose from options, note headings — pros and cons of each

* Include computer audio

© ) Indude computer sound

Window PowerPoint Browse Whiteboard
()

j = s pa—
f [~ | LODL utilization to Pa . .
2 2 ~
2. ot oy P, K, 0 e 55 i
e - [ 3 - & N

Hlen/Leanne | Microsoft ... LPLC presentation v1 - P.. Microsoft Teams Sharepoint Teams trainin... Legal Ops and Tech - Ref.. 2 Reminder{s) Sharepoint Teams trainin... LPLC presentation_v1.potx Microsoft Whiteboard

Y Y
3 3
o™l X

Inbox - Hlen.Connor@lo... Upcoming gift costs Mel... LPLC presentation v1-D... 2007 Melbourne Team ...
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@
Teams ¢ Screen share cont

* Being aware “red box”

View options to maximise screen share

Request control

Collaborative documents
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Teams * Video, Audio, Screen Share
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e See who attends a meeting

* Download attendee list

e Add others to meetings
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e See who attends a meeting

* Download attendee list

e Add others to meetings
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Teams * Video, Audio, Screen Share
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o1 Device settings

'\!" Meeting notes

(i) Meeting details

e Recordings

Gallery

* Backgrounds

* View settings

#8:  Apply background effects
[cc] Turn on live captions

Start recording

ii Dial pad

A4 Turn off incoming video
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Teams “Teams”, Non-meeting functions

o * Where you see this button it

Chat within a “Team” L
means it will use the camera.

Chat with an individual or group
— Type person’s name in the top search bar.
— Then use either Camera icon or the Phone icon to call that person.
— To add in others, click the People+ icon.

o * Where you see this button, it
means it will just use audio.
(person will not be able to see
you, but you may be able to
see them).

Share documents — pros and cons

Share links — options * This button allows you to add

others into the conversation.

e This button always means
share your screen.
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Teams * Other
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Teams * Mobile App

- Chat & calls = q e ©

Recent Contacts

- Video and screen share K Luke Kelly

You: great system

. . ‘ Chris Berry 11:01 am

- Join and schedule meetings youtoo e
2020 standup 9:33am

Chris: Play

Nell Van Weerdenburg Yesterday

You: hahaha

- Document share & collaboration

NW
- S a fe Sto re S e n S it i Ve i n fo ;J:cn-(lzijlfr;elllft without us so we \.'u‘:i\f.lf‘vaf

s Chris Nicholas Yesterday
8 c

u 2020 standup Yesterday
Chris: all good
u 2020 standup Yesterday
Gervais: Thanks for recording this,...
Q &3 %
Activity Chat Teams Meetings call
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Other ways you can use Microsoft to improve practice
management

Practice Management

* Work intake, triage & allocation
* Progress & tracking

e Dashboards & reporting

e Analysis, trends & insights

* Invoicing

Knowledge Management

* Templates & precedents
* “How to” guides etc
e Team portal

Document Management

* Automation & negotiation
* Approval & execution
» Storage, notifications & reporting
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Automation [/2) =

Automation can sometimes be thought of as complex and costly.

But Microsoft provides lots of automation options that are simple to implement.

Templates — consider templates not just for your documents but emails, workflows

You can combine Mail Merge, Microsoft Forms and Microsoft Power-Automate (formerly known as Flow) to perform

many practice management tasks automatically, e.g. sending engagement letters, reminders to lawyers to update a
client etc
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LOD

Other q uestions? David Curtain Ellen Connor
. Director, Legal Operations & Tech Head of Business Operations
Feel free to get in touch Direct: 0401 711 762 Direct: 0468 585 234
Email: david.curtain@lodlaw.com Email: ellen.connor@lodlaw.com
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