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Jeffrey S. Krause is a Wisconsin attorney and a partner with Affinity Consulting Group where heis a
member of the document management, management consulting and practice management advisory teams.
He has spent more than twenty years assisting legal organizations of all types and sizes choose the right
technology and use it the right way. Jeff writes and speaks on a variety of topics related to legal technology
and efficiency. He is a long-time planning committee member and a past chair of both the Wisconsin Solo
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degrees from the University of Wisconsin — Oshkosh and his law degree from the University of La Verne
College of Law in southern California.
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1. Types of Practice Management Software

A. Cloud-based — State Bar members receive discounts on MyCase, Clio,
PracticePanther, and Zola Suite. Low monthly subscription fees based upon
number of users.

B. Desktop-based — Tabs3 (State Bar members receive discount) offers the same
features of cloud-based software, but instead of the data being stored in the cloud,
it is stored on your desktop.

2. Calendars and Scheduling

A. Firmwide Calendars — Easily view firmwide, workgroup or individual calendars.
Filter by types of events, matter and other criteria.

B. Calendar Sync — Get the best of both by synchronizing the powerful firmwide
calendar with your individual Outlook calendar.

C. Appointment Booking — Provide your potential or current clients with the option
to schedule an appointment directly with you, without having to exchange emails
or phone calls to settle on a time to meet.

D. Rules-Based Scheduling — Integrate with LawToolBox to eliminate the hassle of
calculating dates and schedules.

3. Working with Documents

A. Word Integration - Open or save a document, create a time entry or save your
document as a template with modern Microsoft 365 based add-ins available on all
your devices.

B. Link to Online Storage - Store your documents online in OneDrive or SharePoint
and work with them anytime and from anywhere.

4. Communication

A. Email Management - Tag emails to a Matter in Outlook. See the complete list of
case communications in your practice management application.

B. Text Messaging — More and more clients want to text with their lawyers. With
this feature, you can text without giving out your personal cellphone number and
ensure the messages are being stored in the case management system.

C. Client Portal — Secure client portals for you to exchange invoices, documents, or
communications with your clients.

5. Automation

A. Document Automation — Place your document templates into the software to
generate pleadings, engagement letters, standard orders, and other documents.

B. Task & Workflow Management — Track and create workflows to automate
deadlines in your cases.

6. Integrations

A. App Integrations — Integrate other applications into your case management system

to obtain maximum efficiency from streamlined processes.
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https://www.wisbar.org/aboutus/membership/membershipandbenefits/Pages/Web-Based-Practice-Management.aspx
http://learn.mycase.com/lp/136/WisconsinBar.html?ls=web&sd=MC-Web-Bars-Nov15&campaign=70180000001JC6d&ms=converted&partner=Wisconsin
https://landing.clio.com/wsbar?utm_campaign=Clio_Bar&utm_medium=pr&utm_source=homepage&utm_content=wisbar&utm_term=mar_02_2017
https://www.practicepanther.com/wisconsin-state-bar
https://zolasuite.com/wibar/
https://www.tabs3.com/offers/wisconsin-bar.html
https://www.cosmolex.com/features/law-practice-management/
https://centerbase.com/integrations/microsoft-office/
https://support.clio.com/hc/en-us/articles/360036570334-How-Do-I-Make-a-Booking-Link-Publicly-Accessible-for-Anyone-to-Schedule-an-Appointment-
https://centerbase.com/integrations/lawtoolbox/
https://www.lawtoolbox.com/
https://centerbase.com/integrations/microsoft-office/
https://www.clio.com/app-directory/microsoft-onedrive-for-business/
https://centerbase.com/integrations/microsoft-office/
https://support.clio.com/hc/en-us/articles/5933926010523-Text-Messaging-in-Clio
https://zolasuite.com/secure-integrated-client-portal/
https://www.youtube.com/watch?v=PVQRe7h54ls
https://www.youtube.com/watch?v=0vOmhU537qw
https://www.clio.com/app-directory/

Practice Management Software: Newest Features and Offerings
Wisconsin Solo and Small Firm Conference 2022

B.

C.

D.

Document Management Integration — See, access and manage documents in your
document management system from your practice management system.

Legal Research Integration — Integrate your legal research platform into your
practice management system to easily save and bill your clients for research.
E-signatures — Utilize integrations or choose a practice management system that
has a built-in e-signature option to have your clients quickly sign and return
documents.

7. Time, Billing and Accounting

A.

B.

Capture Time - Powerful add-ins allow you to capture and record time from the
applications you are working in every day.

Automatic Lawyer Time-Tracking Software — Tracks time and automatically
creates billable entries for time spent in the case management software, Word, and
Outlook.

. Generating Bills — Automate the practice of generating and sending client bills

after confirming your billable time.

Accepting Payments — Collect payments from your clients via credit cards, ACH
transfers, or other online services.

Accounting — No need for an integration with QuickBooks Online. Complete the
accounting you need to run your firm in the same application you use to bill your
clients.

Trust Accounting — Automate your trust account features by using built-in trust
account features that link to your billing and client payment information.

8. Grow and Manage Your Firm

A

B.

C.

D.

Legal Marketing Tools — Track referral sources and determine your ROI from
marketing services.

Conflict Checking — Search your database of case files, contacts, matters, and
other searchable terms for conflicts.

Firm Dashboards - View the information most important to you in easy-to-read
graphical reports on your customizable firm dashboard.

Firm Metrics - Run and view reports of critical profit-driving metrics within your
firm.

9. Contact Information

Jeff Krause Christopher Shattuck
jkrause@affinityconsulting.com cshattuck@wisbar.org
262-806-4357 1-608-250-6012
www.affinityconsulting.com www.wisbar.org/practice411
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https://centerbase.com/integrations/netdocuments/
https://www.clio.com/app-directory/fastcase/
https://support.clio.com/hc/en-us/articles/360046298494
https://centerbase.com/integrations/microsoft-office/
https://www.smokeball.com/features/automatic-time-tracking/
https://support.practicepanther.com/en/articles/480059-invoicing-tutorial
https://www.mycase.com/blog/general/mycase-customers-can-accept-credit-card-payments/
https://www.cosmolex.com/features/business-accounting/
https://zolasuite.com/billing-accounting/
https://www.mycase.com/features/legal-marketing
https://support.clio.com/hc/en-us/articles/203730500-Conflict-of-Interest-Check
https://www.clio.com/features/law-firm-insights/
https://www.clio.com/features/law-firm-insights/
mailto:jkrause@affinityconsulting.com
mailto:cshattuck@wisbar.org
http://www.affinityconsulting.com/
http://www.wisbar.org/practice411
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* Cloud-based — State Bar members receive discounts on MyCase,

TypeS Of Clio, and PracticePanther. Low monthly subscription fees based
P ra Cti Ce upon number of users.
* Desktop-based —Tabs3 (State Bar members receive discount)
M a n a g e m e nt offers the same features of cloud-based software, but instead of
the data being stored in the cloud, it is stored on your desktop.
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i 1 Easily view firmwide, workgroup or individual
FI rlede calendars. Filter by types of events, matter
Calendars and other criteria. Cosmolex calendar shown
above.

{ Calendar

Get the best of both by synchronizing the powerful firmwide

Ca-l e n d a r S'yn C calendar with your individual Cutlook calendar.




Firm Scheduler

Jackson Five Law

“*) Appointment Types

Appointment
Booking

Provide your potential or current clients with
the option to schedule an appointment directly
with you, without having to exchange emails or
phone calls to settle on a time to meet.

Rules-Based
Scheduling

$0.00 $197.996.75 $0.00 $5.080.00
Unitslled Costs fees Cobected Motter Baorae Trust Dusor ¢
Deod
- &

Integrate with LawToolBox to eliminate the hassle
of calculating dates and schedules.




Working with
Documents

Word Integration

vty D el e bt e et 1
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Open or save a document, create a time entry or
save your document as a template with modern
Microsoft 365 based add-ins available on all your
devices. Centerbase Word add-in shown above.
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@ New 1 upload & Sync v
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Clio <« October13 & Only you

. . Store your documents online in OneDrive or
Ll n k tO O n I IN€ SharePoint and work with them anytime and from
anywhere. Changes are reflected in your practice

Sto rage management system. Clic OneDrive integration

shown above.

Communications
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Subject Matte Creation Lost Modifhed Creot To

Email Tag emails to a Matter in Outlook. See the complete list of
L_1ENL_ 11} case communications in your practice management

Management

application. Centerbase Case Email panel shown above.

Bl Send and receive text
messages in Clio.

Securely send texts and event notifications
through Clio. Provide clients with quick updates
and answers to their urgent questions —without
using your personal phone number.

@ Get assigned a toll-free phone number

@ Reduce no-shows with event text
notifications

@ Automatically log your message threads

®
Text Messagl ng More and more clients want to text with their

lawyers.With this feature, you can text without
giving out your personal cellphone number and
ensure the messages are being stored in the case
management system.




Ability to share documents with collaborators
Ability to share invoices with clients
256-bit, bank-level encryption

Cost

®
Client Portal

Included One-time fee

Secure client portals for you to exchange
invoices, documents, or communications
with your clients.

Automation
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Recent Matters

Document Place your document templates into the
A . software to generate pleadings,
utomation engagement letters, standard orders, and

other documents.

®
Ta.SI( & Wo rkﬂ oW Track and create workflows to automate

deadlines in your cases.

Management




App Integrations
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Integrate other applications into your case
management system to obtain maximum
efficiency from streamlined processes.
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oo - B

Active $2,200.00 $0.00 $150,775.75 $4,753.00 $237,144.73
Status Fee WIP Unbilled Costs Fees Collected  Motter Balonce  Trust Bolonce
NetDocuments f

See, access and manage documents in your document

DOC ume nt management system from your practice management system.

No need to switch back and forth. Automatically create clients,
M an a e m e nt open matters and close matters in your document
g management system based on changes to the matter.

. Centerbase integration shown above.
Integration

21

Save to Clio

Download format

Adobe Acrobat (PDF) v
| Use dual-column formatting
nclude search term highlighting

Matter:

®
Legal Research Integrate your legal research platform into

your case management system to easily

Integratlon save and bill your clients for research.
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Dverview :
Collect e-signatures from your
Jr Signature

clients when sharing any PDF -

documents in Clio Manage using

the HelloSign integration.

: Utilize integrations or choose a practice
E S Ignatu res management system that has a built-in e-signature

option to have your clients quickly sign and return
documents.

Time, Billing and
Accounting
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®
Capture Time

00O

Powerful add-ins allow you to capture and record time
from the applications you are working in every day.
Enter time for that email you just sent or for the
document you are working on. Centerbase Outlook

add-in shown above,
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telligence

e spent in
,and Outlook

ble minute
Hded to bills

vided to clients

\DEMO

D
Automatic Lawyer

AutoTime

v Automatically compile billing entries
v No manual entry
v Adjust times before finalizing bills

v/ Seamless integration with Smokeball
Billing

BOOKADEMO

Tracks time and automatically creates

Time-Tracking Software billable entries for time spent in the case

management software, Word, and Outlook.

Profita

v Profit perm
v Profit perm
v Work done |

v Track KPlsw
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COMPANY NAME
WEBSITE

© ACCOUNT OWNER

Your changes are not saved yet! Click "Save” at the bottom of the page.

Marcos S 8]

Marcos S

Generating BI”S Automate the practice of generating and

sending client bills after confirming your
billable time.
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Accepting
Payments

Matter: Chad's May 2016 Case Amount Paid: $0.00

Outstanding Amount: $500.00
- . /- Offiine Payment | T v
<
Payment Method - Date 57 05/20/2016
Notes Amount
Pay in full
Deposit into Operating Account v

Collect payments from your clients via
credit cards, ACH transfers, or other
online services.

28
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Justice Law Firm, LLC

Profit and Loss
(Cash Basis)

01/01/2017 - 12/31/2017

—Total

Income
4100:Fee Income $33,004.77
4102 :Fee Income-Real Estate Incose $150.00
412% :Discounts ($1,212.%0)
4150:0ther Business Income $661.42
4200:Reimbursed Client Costs (Direct) $670.46
4250 Inhouse Reimbursed Costs (Indirect) $1,2640.00
Taral Tassma €14 €da 18

®
ACCOU ntlng No need for an integration with QuickBooks

Online. Complete the accounting you need to
run your firm in the same application you use

to bill your clients.

29
i Trust Account
032672007
Chent Ledger Balances
ADC Canrp 0101 Ganer s Bonress Adeu e Fote | Duper Canrpaos pte 1 Me 4 00 20
Aserd Dgred 01008 Davel Averd peeih v Jores Fobet £ Dupon Bosreyy Cweew gorrant TWTOMe $1.500 00
TrU st ACCOU nting Automate your trust account features by
using built-in trust account features that
link to your billing and client payment
information.
30
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® Grow and

Manage Your

Firm

124

23

asted Pgeine Va by Hel

Le2a| Mar'keting Track referral sources and determine your

Tools

ROI from marketing services. Automate
the client intake process.
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Matters
Matters
Contacts 7

Matter / Description
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Assoclated client Location | Match

Lindo Rogers

Rogers 00312

Rogers 0019

Rogers -00156

Conﬂict Checking Search your database of case files, contacts,

matters, and other searchable terms for
conflicts.

33
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Firm Dashboards

I O kil

View the information most important to you in easy-to-read
graphical reports on your customizable firm dashboard, Add
reports based on time, productivity, billing or accounting.
Clio Firm Insights Dashboard shown above.

34
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Utilization rate

hours worked
+

Number of
hours in a day

Number of billable

Realization rate Collection rate

Number of
hours invoiced

+

Number of billable
hours worked

Number of
hours collected

+

Number of
hours invoiced

s

Clio-LTR-2019-Utilization_Rate |

Utilization Rate .
Realization Rate Collection Rate

Number of billable hours worked divided by .

Number of hours collected divided by the number

of hanrs invniced

number of hours in a day Number of billable hours invoiced divided by the

®
Firm Metrics

numhar af hillahla hanre winrkard

Run and view reports of critical profit-driving metrics within

your firm. View them separately or add them graphically to
your firm dashboard. Clic graphical reports shown above.
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Thank You

Jeff Krause

ikrause@affinityconsulting.com

262-806-4357

wwv‘wityconsulting.com

Christopher Shattuck

cshattuck@wisbar.org

1-608-250-6012

isbar.org/practice4| |
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