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Today’s Topics

• Getting the most out of email
• Browser tools
• Desktop search
• Adobe Acrobat
• RSS Feeds
• Wikis and collaboration tools
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Get Organized: Email
• Outlook:

– Rules
– Folders
– Flags
– Search folders
– Personal Folders Backup 

• Customize toolbars
• Disposable email addresses

– Spamgourmet
• Alternate email addresses

– Gmail

http://www.slipstick.com/outlook/index.htm
http://www.microsoft.com/downloads/details.aspx?FamilyID=8b081f3a-b7d0-4b16-b8af-5a6322f4fd01&displaylang=en
http://www.slipstick.com/outlook/toolbar.htm
http://email.about.com/od/disposableemailservices/index.htm?terms=disposable+email+address
http://www.abanet.org/tech/ltrc/site-tation/april2002.html#-1,-1,FIRST
http://mail.google.com/
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Filters and Rules in Outlook
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Filters and Rules in Outlook

• Once you have filters 
built, you can have your 
mail automatically filed 
into folders as you wish

•Or you can use filters 
to automatically delete 
junk mail 

•Use the exceptions and 
variations to suit your 
situation
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Flags in Outlook
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Flags in Outlook

• Use flags to follow-up 
for incoming and 
outgoing e-mail

• Numerous action 
options and colors

• Uses pop-up 
reminders for you or 
recipient

•Arrange by color for at-
a-glance priorities



A B A  L e g a l  T e c h n o l o g y   R e s o u r  c e   C e n t e r
Copyright 2006 American Bar Association  

Search Folders in Outlook
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Search Folders in Outlook

• Search folders show 
unread messages and 
those marked for follow-
up by default

• Customizable – will 
show any search you 
create

• Contains copies of 
messages  - they remain 
in the original folder
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Get Organized: Browser Tools
• Del.icio.us
• NetSnippets

Get Organized: File and Folders
• Naming conventions
• Reorganizing files
• Add metadata in Office docs

Tools – Options – Save – Doc Properties

http://www.abanet.org/tech/ltrc/publications/webtips.html
http://www.abanet.org/tech/ltrc/site-tation/april2005.html#second
http://www.virtualchase.com/tvcalert/oct04/12oct04.html#netsnippets
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Get Organized: Desktop Search
Free
• Google Desktop Search (+ Outlook)
• Copernic
• Yahoo!
Fee
• Ser GlobalBrain (+ Outlook)
• DT Search
• X1

http://www.goebelgroup.com/desktopmatrix.htm
http://desktop.google.com/
http://www.copernic.com/
http://desktop.yahoo.com/
http://www.ser.com/solutions/search/
http://www.dtsearch.com/
http://www.x1.com/
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Get Organized: Adobe Acrobat 7.0

• Versions: Standard and Professional
• New:

– Organizer
– Create PDF from multiple documents
– Save Outlook email folders to PDF
– Security features

• Policies: Organization, User 
– Collaboration through review (free Reader)

• PDF is efiling standard

http://www.abanet.org/genpractice/magazine/june2005/productreview.html
http://www.abanet.org/lpm/lpt/articles/att07051.html
http://www.abanet.org/tech/ltrc/research/efiling/home.html
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Avoid Information Overload: RSS
• Get the information you 

want when you want it
– More efficient than surfing

• How to get started:
1. Get a reader

– FeedReader (download)
– Bloglines (web-based)
– MyYahoo (web-based)

2. Subscribe to Feeds
– Feedster
– Syndic8
– Look for 

http://www.abanet.org/tech/ltrc/fyidocs/fyirss.htm
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Avoid Information Overload: Alerts

• Create automated searches 
– Sent to your email

• Google News Alerts
• Google Alerts and GoogleAlert

• Webpage Watchers
– Sent to your email or RSS feed reader

• InfoMinder
• WatchthatPage

http://www.abanet.org/tech/ltrc/site-tation/september2003.html#second
http://www.google.com/alerts
http://www.googlealert.com/
http://www.abanet.org/tech/ltrc/site-tation/october2002.html#fifth
http://meetings.abanet.org/ltrc/index.cfm?data=20050922#7F992850-D74D-D8A9-18B1203CC0F8C5A6
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Avoid Information Overload: Toolbars

• Browser Toolbars take a step out of 
searching
– Google Toolbar
– Yahoo! Toolbar
– Dogpile Toolbar
– Findlaw Toolbar

Avoid Information Overload: Form Fillers
• Roboform form filler

http://toolbar.google.com/
http://toolbar.yahoo.com/
http://www.dogpile.com/info.dogpl/tbar/
http://www.findlaw.com/services/index.html
http://www.roboform.com/
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Wikis and Collaboration

• Collaboration
– Version control
– Project management

• Clearinghouse
– Facilitate information 

flow
– Centralize 

documents
– Easy intranet

http://www.abanet.org/tech/ltrc/presentations/2006presentation.pdf
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Why a Wiki?

• Cheap or free, easy 
to use!
– Familiar interface
– Flexible access 

management
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Wiki Applications
• Jotspot

– Web-hosted (“wiki farm”)
• TWiki

– Download
– Open source

• Confluence
– Download
– Free to non-profits

• TikiWiki
– Download
– Open source

• Perspective
– Download

http://www.jot.com/
http://twiki.org/
http://atlassian.com/software/confluence/
http://tikiwiki.org/
http://www.high-beyond.com/perspective.aspx?action=view&page=perspective.Welcome
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Wiki Requirements

• Someone to take responsibility
• Collaborative culture!
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Other Collaborative Spaces

• Ta-da lists
• Writely and Writeboard
• MS OneNote
• MS SharePoint
• Many other “Web 2.0” applications

http://www.tadalist.com/
http://www.writely.com/
http://www.writeboard.com/
http://meetings.abanet.org/ltrc/index.cfm?data=20051118
http://www.rolandschorr.com/general/entries/2006/05/TechShow_Roundup.php
http://www.neobinaries.com/
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Conclusion

Thanks!
sandersc@staff.abanet.org

http://www.lawtechnology.org
312-988-5053

mailto:sandersc@abanet.org
http://www.lawtechnology.org/
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