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GO gle when was excel invented

|

X Microsoft Excel, spreadsheet application launched in 1985
1 by the Microsoft Corporation. Excel s a popular
spreadsheel system, which organizes dala in columns
and rows that can be manipulated through formutas that

eole before 1985:

(S SMOKEBALL

'Excel was invented 1985"

Q

(.



http://www.smokeball.com/book-demo

Overview, Ethics, and
Core Functionality
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Ethical Considerations

Tech Competence:

OR - *' g NH
40 States Have Adopted the Duty of Technology 5 t‘ ’ A‘} VA
Competence ‘ N

Namplitis
The duty to maintain the requisite knowledge and skill, a -‘%MD
lawyer should keep abreast of changes in the law and its .._-'—" oc
practice, including the benefits and risks associated with ws AL GA
relevant technology, engage in continuing study and k

education and comply with all continuing legal education , .. :

requirements to which the lawyer is subject. N \

(EmphaSiS added) HI
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Why Should | Care as
an Attorney?

. Attorneys need to know how their technology works,
even something as basic as Outlook and Excel.

. Some attorneys (I've seen this especially in family law)
outsource their Excel work, which to me is
unacceptable. We have a duty to be competent in the
tech we use, and Excel is VITAL to certain areas of law.

. Just because you know how to use the bare bones of
the software doesn't mean you are utilizing it well. The
goal is to give you the tools to work more efficiently so
that your day is freed up to do substantive work on
your cases.
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Keyboard Shortcuts
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Excel Keyboard B memesxisx
Shortcuts

then you learn excel shortcuts

. CTRL + C = Copy

. CTRL + V = Paste

. CTRL + Z = Undo

. CTRL + N = New Excel doc

. CTRL + S = Save

. CTRL + A = Select All

. F2 = Edit the active cell

. F7 = Run the Spellchecker

. Delete = Delete content in cell

Get comfortable with these! The less you need to use your
mouse, the better.
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Excel Tips and Tricks
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You can change its positioning to
make things more convenient:

Ell  Bookl - Excel (@) No Label 2 s

File Home Insert Draw  Page Layout Formulas Data Review View  Automate  Help

[ o] - - —
‘ @ Ifnl] dh Cut |_ﬁ'«|:ltn:|5 Marrow v||.'l1 v| A A = = |E| WA EE, Wrap Text
(B Co - _
Saveto  Close Paste 2 Copy B T U ~|bd~| o ﬁ w = = = &= 2= MergE&Center -
Smokeball h ¥ Format Painter
Smokeball Clipboard Font = Alignment E
AutoSave 'i:. Off::' [=] save
A B C D E F G H | J K L ¥
N
| |
2
3
4
5
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() useful Tips

- Freeze Panes (freeze your top row so when you scroll down, the top row stays put):
« Selectrow to freeze (highlight) -> View Ribbon -> Freeze Panes -> Freeze Top Row

& Hours Worksheet Template xlsxk @ No Label = Saved to this PC ~

&

File Home Insert Draw Page layout Formulas Data Review View Automate  Help

H B E O

[ Headings

[] Data Type Icons

& Search

Q lm 5

=

*

B split [0 View Side by Side '=|'i| '_Ezﬁ[‘
& i
] vide Switch Macros
Windows v

Macros

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

Keep the top row visible while scrolling through

Freeze First Column
Keep the first column visi i 1
0

|| &

Mormal| Page Break Page Custom = Mavigation Zoom 100% Zoomto Mew  Arrange | Freeze
Preview Layout Views [~ Formula Bar & Focus Cell  ~ Selection  Window Al |Panes~
Sheet View Workbook Views Zoom % Freeze Panes
Autosave (@ off) Save = E@
AL v i j:( Case Freeze Top Row
A B E * the rest of the worksheet.
|_Case Description Time Case Descriptio [r‘
Correspondence with client (multiple); review Request Correspon
) P ) ) ) ( ple) q ) ‘P * through the rest of the w
Smith, Kaylee for Production; instructions to staff 0.75 Smith, Kaylee (multiple); -

&

Wise, Samuel

- Conditional Formatting (when you are keeping track of deadlines on

Excel sheets)

- Highlight column/row with dates -> Home Ribbon -> Conditional
Formatting -> Highlight Cell Rules -> A Date Occurring -> Next

Week

Draft Final Decree of Divorce; telephone conference
with client; correspondence to client

3.00

Wise, Samuel
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Draft Final Decree of Divorce;
telephone conference with client;

Formatas  Cell
Table~  Styles ~

Conditional
Farmatting ~

= = [

Insert Delete Format

Z Aut]
Fill
& Cle

]

—' Highlight Cells Rules >

B Top/Bottom Rules
L @ Data Bars >
¥

lE ﬁ Color Scales >

=N

lcon Sets >
P
H ﬁ Mew Rule...
Hi
d B& ClearRules >
t IE Manage Rules...

ference with client; telephone

Greater Than...
_r er n

g Text that Contains...
El

A Date Occurring...
LRI
@ Duplicate Values...

More Rules...
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Tips & Tricks: Freezing Cells, In Detail

Select what row/column you want to freeze.

View ribbon - freeze panes/top row/first column

PRO TIP

| like to freeze and bold the top row/column. ' ', : Freeze Freeze Freeze First 5; [
S Panes Top Row Column
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Tips & Tricks: Visibility

. Being able to actually see the cells

o  The standard font size is 11/12, which looks a lot
tinier in Excel than in Word.

o You can Zoom in (bottom right-hand corner of
doc) to 150%. Or hold CTRL+A and then change
the text to a different size once everything is
highlighted.

. Column widths:

o You can go between the boundaries and drag it
yourself; OR

o Hold your cursor between the columns. You'll see a
double arrow, and if you double click, it will auto
expand the column to accommodate your content.
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4 )
PRO TIP
Don't want to go column by column to
expand the width?
Click that box in the upper lefthand corner of the
doc, which selects the entire doc. Then double
click in-between the columns like before — this
time will resize all the columns at once
 R—
H
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Tips & Tricks

Let’s say you have a trust account report, and
you want specific columns to be recognized as PRO TIP

numbers instead of dates, etc.
The shift buttons let you select multiple

. : Excel rows/columns/cells
*  Highlight the relevant columns, then find the / /
Want to select non-contiguous columns? Or just

$ Icon (Home r'bpon = Number tab 2 $) random cells? Hold down CTRL and click on what
The dollar sign will be added to these you want.
columns now

Accounting v

$v% 9 5 %

Accounting Number Format

| $ 150.00 .|
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Tips & Tricks: Functions

SUM Function
Go to the bottom of a column. Type “Total” into column to the left. Then in column to the right, type =SUM (a
menu will pop up), stick with SUM, and then type in range with ().

OR you can drag your mouse across what you want.

Average Function Min Value Maximum Value  Avoids the issue of having to look
=AVERAGE(range) =MIN(range) =MAX(range) through hundreds of pages of excel data.
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Q Useful Tips
BRI

i B = Be @Eﬂal

- Sorting and Filtering (for

Filter Textto Flash  Remaove Data Consolidate  Data \”.'hatllf Forecast Group U
. . . .gAdﬁnced Columns  Fill  Duplicates Validation ~ Model » | Analysis~  Sheet
D I scove ry 0 r BI I II n g) Sort & Filter Data Tools Forecast
« Select row or column you want F H
. [ ClientName LMatterTypeName vlState of
to SO rt - > D ata RI b bo n - > C | I C k §6/27/2023 | SOL Date: 6/27/2025 Morgan, John R 2l SotAtez IL D
D/22/2025 Morgan, John F 2] sonzton IL H
Sort -> go to row/column you GrambormOA 1 s J
. . . , Neighborhood K X
h h | ht d d | k t h d 66212 Smith, Al i IL
Ighlighted and click on the drop e — :
Smith, John g Text Filters s [FL
d own White, L - IL
. Sol:af En?::;jrises |Si‘_a"(se‘ecmm lca  ae
« Useful if you want to break O St ey | | [ ch i
. Civil Dispute
. . . . Pickler, Kathy I bkt o IL
down by biller in your financial e faty§ St
Ross, Craig E ¥ Compliance and Investigation CA
1 1 st , Jonath I e FL
reporting or discovery, etc. oo — U
First American Fabrication [ ok | | cancel || 1L
Smith, John Persomacmjory - Framr L
N L s "
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Q Useful Tips

o B[ = =ul —
g au || *E (Y S B
. i Z»L Sort Filter Text to Remove Data
urrencies  Geography A E Advanced Columns Duplicates Validation ~
Data Types Su.:urt &Fillter Data Tools
°
- Remove Duplicates/Clean Up
Data : :
H H . ClientName Ma
¢ H Ig h | I g ht e ntl re S prea d Sh eet - Incident Date: 6/27/2023 | SOL Date: 6/27/2025 Morgan, John Pen
> Data Rlbbon _> Remove B | SOL Date: 12/22/2025 Morgan, John Pen
. Green Acres HOA Ho
Dup| ijcates -> Select | Remove Duplicates ? X Steven Sof
. | To delete duplicate values, select one or more columns that contain duplicates. .d Ho
appllcable COlumn _> OK ferland PEII‘_ EESelectAll 2= Unselect All Mdatahasheaders | Bu
I i Un
| Colunjns o . Sed
| IEI CaseMumber . Gu
[_] Description | tes Co
| |
| ] matterTypeMame _;ES Co
I;I State fill, Henry Est
- _ Pe
cancel Pre

® SMOKEB Ross, Craig
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Q Useful Tips

- If, And, Or Functions for Quick Logic
- Check whether a deadline is overdue,
whether trust balances meet
requirements, or whether discovery
responses are late.

- Example:
=IF(TODAY()>D2,"Overdue’,"On Time")
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Q Useful Tips

- Protect Your Worksheets! o |
- Lock down formulas in
billing spreadsheets, restrict : :

o, o o, ClientName Matte
editl ng Of sensitive colum ns, B93 | Incident Date: 6/27/2023 | SOL Date: 6/27/2025  Morgan, John Perso
2023 | SOL Date: 12/22/2025 Morgan, John Perso

or track changes when GreenAcresHOA  Home
o o Blankenship, Steven Socia
collaborating with staff.

. **zighborhood Home|
Protect Structure and Windows [4 *
i, Overland Park, KS 6621 ith, Alyssa Buy
E|assword (optional): Waster, LLC Unla
ith, John Secur

- Review Ribbon — Protect e, Loura Guar
Sheet/Workbook o [Ememes o

=ws50, Kara | Hill, Henry  Estat
Pickler, Kathy Perso

Pickler, Kathy PreD
II
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() SMOKEBALL Integrations

ﬁ AutoSave ':':. i]ff::' Z;’ - (:‘\‘I v = Matter Full List (3)xlsx ~
File Home  Insert Page Layout  Formulas Data Review View  Auton
rﬂl A Cut o
= |:| |A|:Jtn:|5 Marrow v”'IE *-*| A A
Seamlessly sweto fose | paste DM gy oo
o smokeball ¥ <¥ Format Painter B o -
sqve It down tO Clipboard M Font =4
[ J
your case file U fi
A B C D
1 |DateCpened MatterNumber CaseMumber Description
2 7172024 22-07-2821 2024 L 202020353 Cass 2024 L 2020
3 212024 2233 Incident Date: 1
4 Fi212024 24-07-4066 2024 L 72024 U‘
= L L L O B O 0 T

(S SMOKEBALL


http://www.smokeball.com/book-demo

Attorney or Staff
Timesheets

- Easy to assemble in Excel, especially now that you know
the SUM function!

- Easier way to track your time if you don't have
technology to help you

- Can add in other functions, such as multiplying by your
hourly rate, to track projected revenue

- Have the Excel sheet always open on your computer and
keep adding to it during your workday.
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\

Reporting and Crunching
Numbers for Your Firm

Most reports that you pull will come to you as an
Excel/CSV file

Becoming more comfortable with Excel means that you
get more comfortable with your law firm data, so you
can start creating things like pivot tables and get
acquainted with data forecasting (e.g., my spreadsheet
says | made $X this year, and | want to make 20% more
next year, so | put that into my Excel doc which runs
the numbers for me)
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() SMOKEBALL

The

toRun Your
Best Firm

© One platform to boost productivity

© Beautiful client experiences with
seamless intake

© Enhance your output with the
power of Al

© Automated billing that values
your work

© Analytics and reporting to drive
your growth




Would you like to learn more about
how Smokeball can work for your firm?

If , one of our law firm specialists will follow up.

I'm already a

Not at this time Smokeball user
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Florida Bar CLE Information

CLE Credits:

« General — 1.0 hour
+ Technology — 1.0 hour

Additional Information:

The course number for today’s webinar is 9527. This webinar has been
approved by The Florida Bar Continuing Legal Education Department for
1.0 hour of General CLE credit, including 1.0 hour of Technology CLE credit.
Please self-report this course in the member portal.
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Quest




Thanks for joining!

Jordan Turk

Director of Education & Attorney
Development, Smokeball

jordan.turk@smokeball.com
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