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How to Use Legal iPad and iPhone apps to be More Efficient.

In the past two years, the use of iPhones and iPads has skyrocketed. It is estimated
that in 2013 over 400,000 attorneys use iPads.

You can be more efficient with an iPhone or iPad. Unfortunately, it takes time to find
the appropriate app, learn how to use it and then adapt it to your needs. The
following apps can help you become more efficient. However, if you are like many
lawyers, you are always balancing your time between accomplishing something
vs. planning to accomplish something. Just like a house painter who doesn’t
prepare to paint by sanding, masking, and mixing the paint will undoubtedly have a
poor outcome. Lawyers who have saved and organized forms and briefs will be
much more efficient than those who don’t. However, a lawyer who spends too much
time saving and organizing forms instead of billing clients will face a new chapter in
his or her life—Chapter 7.

Make no mistake, these efficiency tips come with a price—you will need to spend
some time learning the software to be more efficient, but the planning pays off.
Incredible things can be created with your computer, iPhone, and iPad. | hope to
stimulate your curiosity and creativity.

1—Where to Keep Client Documents, Exhibit, Depositions, etc. There are three
very good programs for file storage: a) Dropbox.com, b) Box.com, and c) Google
Docs.

Dropbox is my most used app/program. Dropbox is simple. It works on Macs,
iPhones, iPads, Android systems, and Windows. Between the time | turned this
document into the ABA for publication and the day of the seminar, | may have made
changes. You can access the latest draft by typing this link into your browser
(Internet Explorer, Safari, or my favorite, Chrome):

https://www.dropbox.com/s/xy15pfz3ixhOurr/efficient%20apps.pdf

This document should open on your computer. The underlined blue words are
hyperlinks. Click on a hyperlink and you will be taken to appropriate internet web
pages to give you more information or a video. This document is stored in my
Dropbox account. This account stores files for me on an Internet site (i.e., the
cloud) and the files are automatically duplicated on my laptop, my work desktop and
also on my iPhone or iPad. The beauty of this program is that 1) the files are in
folders just like they exist on your computer, and 2) the files all automatically sync,
i.e., stay identical—a change in one automatically changes the same file on your
other computers or iPads. So, if | am at work and | pull up a document | have in
Dropbox, when | save it, that document is saved everywhere. One very useful
reason to send a link to a file is to send clients files that are too big to send by email.
Dropbox has instructions to guide you through the process of sending a link. The
person that receives the email with a link does not need to own a Drobox account to
download the file. There is a problem if the file contains attorney/client information
and the link is sent to the wrong email address, i.e., to a nonclient. However,


https://www.dropbox.com/
https://www.box.com/
http://www.google.com/drive/apps.html?usp=ad_search&gclid=CP729o-OwL0CFcyTfgodP7sAWg
http://www.google.com/drive/apps.html?usp=ad_search&gclid=CP729o-OwL0CFcyTfgodP7sAWg
https://www.dropbox.com/s/xy15pfz3ixh0urr/efficient%20apps.pdf
https://www.dropbox.com/help/167/en

encryption is the topic for another discussion.

When you have documents or exhibits for a motion or a trial, the old way was to lug
around multiple banker’'s boxes. Now, all of the documents can be taken to court on
your iPad. All you need to do is save them to your Dropbox folder on your computer.
It is as easy as saving them to a folder on your hard drive.

2—Opening and PDF’ing your files. Once the files are in Dropbox, you can open
the document in Dropbox on your iPad. However, there are several programs which
can access the files, edit the files and email the files. Goodreader is my favorite and
PDF Expert 5 is my second favorite. Here is a video that shows you how to use
Goodreader.

Here is what you can do on any pdf file (contract, will, deposition) with the proper
PDF program:

a. Bookmark pages in a pdf document. If you use sticky notes on the edge of
pages of a contract, deposition, exhibit, you will like bookmarks. Like sticky
notes, a bookmark allows you to go directly to a particular page in a pdf file.
allows you to

b. Stamp (Admit, Deny, Deny because of lack of information and belief) each
paragraph in your Complaint as you read your opponent’s Answer. | have
linked to a folder that contains these stamps. If you save them to the correct
place on your computer, Goodreader, PDF Expert, and Adobe Reader can
add them to a pdf document as a “stamp.”

C.

b. Redact or highlight portions of a pdf document depending on what color you

use).

c. Use an arrow to point out words.

d. Use notes, that expand to give you much more information.

e. Although | use my computer to accomplish this trick, you can add audio and

video to a pdf file.


https://itunes.apple.com/us/app/goodreader-for-ipad/id363448914?mt=8
https://itunes.apple.com/us/app/pdf-expert-5-fill-forms-annotate/id743974925?mt=8
http://www.youtube.com/watch?v=edrr3KaVH1o
https://www.dropbox.com/sh/wmifkuycalir5s9/xwSM4Z7z4Z

This is what it looks like when the little note is expanded:

3—Evernote. Evernote is a cool program that puts your notes in one place instead
of lost on a hard drive. It allows you to “clip” portions of a website and put that picture
in your notes. It allows you to collaborate by allowing two people access to the same
note e.g., a list of things to do, shared with a client, or a grocery list shared with a
spouse. You can also tag each note with a word. This allows you to do a word
search and all notes that you have “tagged” with that word will be listed on your
screen. Bubble Browser is an app that allows you a unique visual view of all notes
that contain the word you used as a tag.

4—Circus Ponies. This program can be your trial notebook. | have tried it and it is a
valuable tool. It costs $29 and | didn’t use it as much as | thought | would, but it is
definitely an app to consider.

5—Dictation

a) Dictation to Text. Record your voice and translate it to
text.

One program is Dragon Dictation. | don’t find Dragon Dictation
as accurate as using the microphone button next to the space
bar on your iPhone. It appears when replying to email or text.
The length of the recording is short so you may have to click
on the microphone several times if your message is long.

b) Dictation to Audio—Record your voice and save it or email it as an audio
file. One of the many apps that allows your iPhone to record like a pocket


https://evernote.com/?utm_expid=6007595-16.H6nmSO0WQI6zcRZDnhxO4g.0
https://itunes.apple.com/us/app/bubble-browser-for-evernote/id545988675?mt=12
https://itunes.apple.com/us/app/circus-ponies-notebook/id405636065?mt=8
https://itunes.apple.com/us/app/dragon-dictation/id341446764?mt=8

recorder is Audio Memos. This program automatically gives your
voice recording a title—today’s date and time. However, it does not easily fill in
the email address of the person to whom you want to send the audio file i.e.,
your secretary to have it typed into a memo or letter. There is an app that is

already on your iPhone. Itis called Voice Memo. This app does an
adequate job of recording conversations or dictation. However, it does not
provide todays date and time as a title for each voice memo, but it is easier to
send it by email to someone in your contacts (address book).

6—Creating and Editing Documents. | prefer to create documents on my laptop.
There are some good Bluetooth keyboards for the iPad — many of which fold over the
iPad and act as a cover when not in use. If you want to create and edit documents
on your iPad, here are some of the apps to help:

a) Microsoft Word, Excel, and PowerPoint. These require a $99/yr subscription
to 365 Office. Here is an article with more information regarding using Word.

b) Apple Pages, Numbers, Keynote. These are about $10 each. They are great
if you use Apple word processing, spreadsheets and presentations.

c) Others: Documents Free and Documents Unlimited Suite,

7—Hand Write Notes on an IPad. There are programs that let you write directly on
your iPad. These usually require a stylus and are not quite as good as paper and
pen—yet: a) Bamboo Paper, b) Notability, c) Penultimate.

8—Scanning Documents. If you have a document that you need to email one or
two pages to someone, you could use your phone’s camera. The picture is stored in
Photos on your iPhone in a jpg format. It is easy to send that picture via text or email.
If you want to mark up the document before you send it, one very easy program is
Simple Marks. This app allows you to easily draw lines and insert text on the picture.
Also, Paper Notes. Is a very good scan-to-PDF app. You take a picture of the
document, the app saves it as a pdf file and allows you to easily email it to someone.

9—Witness testifying by FaceTime. If a witness is out of state, instead of reading
their deposition at trial or playing their video deposition, there is a way they can use
their iPhone and you use your iPad at trial. Have the witness call the iPad via
FaceTime. The Witness is sworn in and testifies “real time.” A fellow lawyer needed
a witness for a hearing, but the witness had been deported to the Philippines. The
family court judge allowed the testimony.


https://itunes.apple.com/us/app/audio-memos-free-voice-recorder/id304075033?mt=8
https://itunes.apple.com/us/app/microsoft-word-for-ipad/id586447913?mt=8
https://itunes.apple.com/app/microsoft-excel-for-ipad/id586683407?mt=8
https://itunes.apple.com/us/app/microsoft-powerpoint-for-ipad/id586449534?mt=8
http://appadvice.com/review/quickadvice-microsoft-word-for-ipad
http://www.apple.com/ios/pages/
http://www.apple.com/ios/numbers/
http://www.apple.com/ios/keynote/
https://itunes.apple.com/us/app/documents-free-mobile-office/id306273816?mt=8
https://itunes.apple.com/us/app/documents-unlimited-suite/id504968354?mt=8
https://itunes.apple.com/us/app/bamboo-paper-notebook/id443131313?mt=8
https://itunes.apple.com/us/app/notability/id360593530?mt=8
https://itunes.apple.com/us/app/penultimate/id354098826?mt=8
https://itunes.apple.com/us/app/simple-marks-simple-way-to/id730422504?mt=8
https://itunes.apple.com/us/app/paper-notes-+/id528460221?mt=8
http://support.apple.com/kb/ht4319

10—Mikogo. Once you learn this program, you will use it weekly. It allows you to
send an email to, for example, a client. The client opens the email, clicks on a link
and sees your computer screen—as if the client was standing over your shoulder.
You get the client on the phone, bring up interrogatories on your computer, then you
type in the answers as you and the client discuss them.

11—Misc. Check out these other great tools:
Want to preserve text messages? On the iPhone you can save a screenshot as
a photo by pressing the home button and the lock button at the same time. A
more expensive way is IExplorer which will, among other things, export
messages and voicemail from an iPhone and save them to your computer.

How to Sign pdf documents.

How to videoconference for free.

How to record what is on your computer screen (windows): screen recorder.
This is useful if you want to show someone what is happening on your screen.

How to record what is on your computer screen (mac). Go to File, Applications,
QuicktimePlayer, click on New Screen recorder.

Here is a video showing you how to use bookmarks in Adobe documents.

Remote desktop. This app turns your iPad or iPhone into a remote desktop. It
connects to your desktop computer through the Internet. What you see on your
iPad or iPhone is your Windows computer screen. This is almost as good as
sitting in front of your desktop monitor.


http://www.mikogo.com/
http://www.macroplant.com/iexplorer/
http://tv.adobe.com/watch/acrobat-x/how-to-digitally-sign-a-document-with-adobe-reader/
http://www.youtube.com/watch?v=_6bLIPnAEiA
http://www.youtube.com/watch?v=Iuj1drL9ffM
http://www.youtube.com/watch?v=wS40NU22N38
http://www.youtube.com/watch?v=cravIRXCRdo#t=12
https://itunes.apple.com/us/app/2x-client-rdp-remote-desktop/id401103105?mt=8

