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15 TECHNOLOGY HACKS TO INCREASE EFFICIENCY & SHOW OFF

THE PROBLEM

TECHNOLOGY HACKS

THE SOLUTION

1.

(maximize your law firm’s technology)

Law firm owners, associates and legal staff leverage technology to increase efficiency, 

service clients, maximize profitability, and improve the overall operations of the firm. 

However, technology is often confusing, and for the legal professional there is often little 

time to focus on the latest tricks and tips; therefore, law firms might not get the best 

return on their significant investments in technology.

TASK SWITCHING

Task Switching (also called Application Switching, or Toggling) allows you to quickly 

switch between open applications. Very handy when your computer has a few open 

applications, and you need to jump back and forth quickly. Even more handy on 

laptops with their small screens!

In Windows, after opening a few applications, press and hold the ALT key and then 

press the TAB key. Windows will switch between the last 2 open applications, e.g., 

if you are copying text from a web browser into Word. Then press and hold the 

ALT key and press the TAB key a few times … Windows will show you all the open 

applications as you toggle among them.

On a Mac, you simply press and hold the COMMAND key and press the TAB key.

Read and experiment with the technology hacks below. Increase your firm’s efficiency, 

expand your knowledge, and exploit all the tools and tricks at your disposal. And show 

off to your friends, family and colleagues!
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CLEAN UP

Computers keep a record of all recently opened files, your web history (sites you 

visited) and a host of files and data used temporarily by the operating system. All of 

which take of space on your hard drive and should be eliminated periodically (clean 

up).

In Windows, open the Disk Cleanup application, ensure all the “files to delete” are 

checked (notice how much storage will be gained), click OK, and then click DELETE. 

If you have never done this, grab a cup of coffee … it’s going to be a few minutes.

On a Mac … well let’s just say that the Mac OS is more efficient at house cleaning 

than Windows. Get a cup of coffee anyway.

RAM USAGE

Think of RAM as the total available space on your desk – once you run out of space, 

you must close some books and put away some notes before opening anything 

new, and that takes time and energy. RAM works the same way. If you are frequently 

running out of RAM, your computer will be slow and less efficient. RAM is measured 

in Gigabytes (GB), a standard measure of storage. Checking your RAM usage is 

helpful.

In Windows, first open all the software applications and web pages that you use in a 

typical work day.  Then open the Resource Monitor application. Click the “Memory” 

tab … “Installed” is the total amount of RAM on your machine, e.g., 8 GB or 16 GB, 

and “Available” is the amount of free (unused) RAM. If you have little or no free RAM 

during normal use of your computer, it may be time to add more RAM, which is an 

inexpensive and significant performance booster. Note, you may see RAM expressed 

in MB, where 1 GB = ~ 1,000 MB, e.g., 8 GB = 8,000 MB, etc.

On a Mac, open the Activity Monitor application. Click “Memory” and note the 

“Physical Memory” (the total amount of RAM) and “Memory Used” (self-explanatory). 

Again, if most of your RAM is occupied during normal use of your computer, it may 

be time to add more.

2.

3.
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APPLICATION SHORTCUTS

Each program (software application) includes dozens of shortcuts to make things 

faster and more efficient for the user. Some shortcuts are obvious and well known, 

while others are less used but extremely helpful. 

Examples are presented below, but if you want to know more, just explore … for 

example, open MS Word and hover over any icon on the ribbon at top (i.e., move 

the cursor over an icon or button, but do not click) … you will see a small pop up 

message letting you know the name of the icon/button/tool with a brief description, 

and also displaying the keyboard shortcut, if available. Try it out – open MS Word and 

hover over the “B” under the Home menu.

Useful keyboard shortcuts:

Save  (Windows: CTRL-S; Mac: Command-S)

Undo  (Windows: CTRL-Z; Mac: Command-Z)

Print  (Windows: CTRL-P; Mac: Command-P)

Cut  (Windows: CTRL-X; Mac: Command-X)

Copy  (Windows: CTRL-C; Mac: Command-C)

Paste  (Windows: CTRL-V; Mac: Command-V)

REMOTE ACCESS 

Did you ever leave a document on your computer at work and forget to upload it to 

the Cloud or transfer it to a USB flash drive? Usually this occurs over the weekend, 

when you have 2 whole days at home and you desperately need to work on that file 

… if there was only a way to remotely access your work computer!

Luckily you can remotely access any server, desktop or laptop at the office (or home) 

so long as that computer is connected to the internet and setup for remote access.

Programs like LogMeIn, GoToMyPC, RemotePC, and others provide simple but fast 

4.
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remote access to any computer. There are many advanced options as well, but basic 

remote access is easy to setup and install, and some programs are free of charge 

(limited features).

Notes: 

1. Computers running Windows can access Macs and vice versa (the same holds 

true for Android devices); 

2. Remote access software works great on desktops and laptops, is good enough 

on tablets, and is difficult to use on mobile phones (small screen size); 

3. Windows 10 Pro includes Remote Desktop, which is free; 

4. Mac OS includes Apple Remote Desktop, which is free; 

5. Some versions of remote access software allow you to print on remote printers, 

e.g., the office printer, so your documents are waiting for you on Monday 

morning; and 

6. Some versions of remote access software provide a quick file sharing tool to 

transfer files from the remote computer to your current computer (saves time).

 

TASKBAR & DOCK ON THE MOVE

The publishers of Windows and Mac OS assume that the average computer user 

prefers to see the Taskbar (Windows) or Dock (Mac) at the bottom of the screen, 

which is set by default. However, some users like to keep the Taskbar/Dock 

elsewhere.

In Windows, simply click, drag and drop the Taskbar to the left, top or right margins 

of your screen, then release the mouse click. The Taskbar will still function exactly 

the same way. Note: you may have to first right click on the Taskbar and ensure 

“Lock the taskbar” is unchecked. 

On a Mac, click on the Apple Menu, then click on System Preferences, then choose 

Dock. Under “Position on screen” you can choose to move the Dock to the left, top or 

right margins.

6.
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ACCESS THE DESKTOP QUICKLY

Most legal professionals work with multiple applications simultaneously, e.g., 

Outlook, Word, Chrome and Excel. The programs can clutter your computer’s 

desktop and create a mess. And sometimes you need access to your desktop quickly, 

e.g., maybe you temporarily stored an important file on your desktop. In order to 

reach your desktop, there is no need to minimize each open application …

In Windows, move the cursor to the extreme lower right-hand corner of the screen 

– you can then either view the desktop (peek) or left click to access the desktop. To 

return everything to its previous place, again left click on the extreme lower right-

hand corner of the screen, and all your windows magically appear.

On a Mac, press Command-F3 for the same effect.

FREE ANTI VIRUS PROTECTION

As part of your firm’s risk mitigation policy, every law firm computer must be 

protected by anti-virus software. “Every law firm computer” includes on site laptops, 

desktops and servers. But mobile staff using the firm’s laptops, or remote workers 

using their personal desktops or laptops at home or elsewhere, should also have 

mandatory protection on their machines.

In Windows, we have good news. When the trial period expires on your pre-installed 

anti-virus software (e.g., McAfee or Norton), simply Uninstall that software and 

start using Windows Security (previously known as Windows Defender). Windows 

Security is now a free, mature product that rivals the name brand software.

On a Mac, we have better news - no anti-virus software is needed. Get another cup of 

coffee and celebrate your awesomeness.

7.
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BACKLIT KEYBOARDS

Purchase a laptop with a Backlit Keyboard if you work in low level lighting or even in 

the dark. For desktops, purchase a full-size Backlit Keyboard, which typically requires 

a USB connection to the computer (the USB cord supplies power and connectivity).

SHAKE YOUR WINDOWS

Did you ever have a bunch of open windows on your desktop and wish for a quick 

clean up so you can concentrate on the work at hand? Save time and forget having 

to minimize each window individually …

In Windows, left click the Title Bar (the middle of the long bar on the top of a 

window) on any of your open applications. Hold the left click and shake the mouse 

as if you were erasing a board … all open applications will be minimized except for 

the window in question.

On a Mac, press Command + Option + H + M for the same result.

SCREEN CAPTURE

Sometimes it is useful to capture an image of your entire screen. You can then email 

that image to clients, colleagues, tech support, etc.

In Windows, press CTRL-PRTSCRN to capture the image (you will not see anything 

yet), then paste the image into Word, an email, etc. (press ALT-PRTSCRN to capture 

an image of only the open application window).

On a Mac, press Shift-Command-3 to take a screenshot of the entire screen (note: 

the image will be saved to your desktop by default).

9.
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UNUSED (FREE) HARD DRIVE SPACE

Curious about how much free space is left on your hard drive? 

In Windows, open up File Explorer (the yellow folder icon) and click on “This PC” in 

the left column. You will see “Total Space” and “Free Space” listed as columns. Note: 

Right click on “Local Disk (C:)” and choose “Properties” if you prefer to see a cool 

graphic displaying this same information.

On a Mac, click the storage device icon on the Desktop, e.g., “MacBook Pro.” Then 

press the spacebar and you will see a Preview, which includes the total storage on 

the device as well as free (unused) space.

REPEATER

If your computer is located far from the wireless router in your law office or home 

office, you probably experience the frustration of dealing with weak signals and slow 

internet. Lost IP calls, frozen Zooms and delayed chats are infuriating and may lead 

to unhappy clients and PNCs, which may ultimately lead to lost revenue.

Fortunately, you can purchase a small and inexpensive device called a Repeater, 

which will solve connectivity problems caused by distance. The Repeater essentially 

captures, amplifies (boosts), and re-sends (repeats) the WiFi signal so the wireless 

router’s reach is extended. Repeaters are usually plug and plug (no real installation 

required), but there is one downside … Repeaters retain only 60-90% of the original 

internet speed, so your overall performance takes a small hit in exchange for a solid 

WiFi signal across the office or home.

ALIASES

Ever wonder how info@, sales@, and support@ email addresses work? They are 

called email Aliases, and they are extremely useful for law firms. Aliases can be 

12.
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created and edited in the admin section of every major email provider, e.g., Gmail, 

Outlook 365, Exchange, Yahoo! Mail, etc.

While setting up Aliases is beyond the scope of this article (but the process is 

easy and similar regardless of your email provider), consider using Aliases for the 

following:

 √ Create an Alias for employees with first names that are often shortened, e.g., 

create a rob.leitner@madeup123.com Alias because many clients forget the 

correct robert.leitner@madeup123.com email. In other words, cast the widest 

net possible to catch potential email errors.

 √ Create an Alias for each department that forwards to the appropriate staff. For 

example, create an accounting@madeup123.com Alias that actually forwards to 

Jenny and Steve, who collectively handle A/R and A/P.

 √ Create an Alias to increase internal communications, e.g., use attorneys@

madeup123.com to ensure some emails are sent only to the firm’s attorneys.

 √ Aliases can be used effectively by internal staff and clients, PNCs, opposing 

counsel, vendors, etc.

NET SPEED

Ever get the feeling your internet connection in the office or at home is super slow 

or lagging for some reason? There are some free and easy tools to check your net 

connection from a desktop, laptop or mobile device.

For example, visit speedtest.net, click the GO image, and wait a minute or so.  Your 

connection speed will be tested, and results will be displayed. Speed is measured 

in Megabits per second (Mbps). Keep in mind that download speed is much faster 

than upload speed – totally normal – since most of your data is downloaded to your 

computer. For example, the author’s upgraded Comcast Xfinity service provides ~ 

150 Mbps download speed and ~ 12 Mpbs upload speed.  

15.
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Fast.com and OpenSpeedTest.com are other available free tools. Regardless of your 

tool of choice, ensure your office or home receives the internet connection speed 

promised in your package with your service provider. 

BONUS HACK
 √ Have questions about any of the material presented above?

 √ Any questions about law firm technology in general?

 √ Craving to see archived copies of the entire Tech Tuesday series?

 √ Want to vote on next week’s topic?

 √ Care to share these lessons with your staff, colleagues, and buddies from law 

school?

Click HERE to access the Tech Tuesday Home Page and make all your tech dreams come true. 

SPREAD THE WORD!

JOIN THE DISCUSSION

 √ Share these practical tips with colleagues, staff, family and friends.  

 √ Show you care and share the knowledge.

 √ Click here to add recipients to HTM’s Tech Tuesdays. 

Have question, hit a roadblock or figured something out that you want to share? Join 

the discussion forum here! 

SEE YOU NEXT WEEK!

VOTE
All HTM Members are encouraged to vote for the topic to be 

explored on the next HTM’s Tech Tuesdays.

Click here to view the trending list of topics, suggest your own 

topic, and place your vote!

Robert J. Leitner, JD, MBA, MS CEO, 
How To Manage A Small Law Firm
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www.HowToManage.com

ROB

https://howtomanageasmalllawfirm.com/tech-tuesdays/
https://howtomanageasmalllawfirm.com/tech-tuesdays/#share
https://howtomanageasmalllawfirm.com/tech-tuesdays/#discussion
https://howtomanageasmalllawfirm.com/tech-tuesdays/#vote
mailto:RobertL%40HowToManage.com?subject=
http://www.HowToManage.com

