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Housekeeping

Ask Questions

Recording and  slides will be 
available after the presentation.

There will be a short post-webinar 
survey shared at the end of the 
presentation. We truly appreciate 
your feedback as it helps us improve 
our future CLE offerings.

Post-webinar Survey

Recording & Slides

Ask us questions using the Q&A (1)
Engage with attendees with Chat (2)

(1) (2)



Jordan L. Turk
Attorney | Director of Education & Attorney Development, 
Smokeball

• JD, University of Arkansas School of Law

• BA, The University of Texas at Austin

• Practicing Family Law Attorney in Texas

• Host of Smokeball’s Hacking Law Firm Success

https://www.smokeball.com/hacking-law-firm-success


The #1 Legal Case 
Management Software 
for Law Firms
• Automatic time tracking - bill more accurately 

with a fraction of the effort

• Prebuilt workflows for specific practice areas

• Seamless integrations with Microsoft Word 
and Outlook

• Comes prebuilt with a library of 20k+ legal forms

• Identify business opportunities through 
powerful insights and reporting



Smokeball is an approved Member Benefit 
Provider for The Florida Bar

Members of The Florida Bar 
are eligible for a 10% discount on 
Smokeball subscriptions

Redeem your discount now at 
https://www.smokeball.com/bar-
associations/the-florida-bar 

Scan QR Code to Redeem
Your Discount

https://www.smokeball.com/bar-associations/the-florida-bar
https://www.smokeball.com/bar-associations/the-florida-bar


AGENDA

• Part 1: Document Automation

• Part 2: Intro to Checklists and Workflows

• Part 3: Creating Checklists and Workflows

• Part 4: Example Templates

• Part 5: Live Demonstration

• Part 6: Q & A



Document Automation



• Document automation allows law firms to create 
documents without manual drafting

• Document automation software is based on a 

template
– Templates = Documents a firm uses consistently throughout its 

practice

• Proprietary documents, like retainer agreements and 
preservation of evidence letters

• “Court & Authority” documents, like civil cover sheets and 

subpoenas

• Routine motions and pleadings, like notices of motions or filings

Your firm’s documents DO NOT need to be 100% 

automated     

What is document automation?



Benefits of 
document 
automation 
software

1. It saves time!

– Allows your firm to concentrate on 

other revenue-generating tasks

– Increases profitability

2. It’s a form of quality assurance
– Guaranteed accuracy helps you 

serve your clients ethically and 
competently

– It protects your firm from 

embarrassment or lawsuits

– It delivers a consistent work product

3. It delivers a better client experience



• Pull client data, court details and other 
information related to your case/matter

• Prompt questions to the automation that 
can quickly be added to the document

• Automate logic and scenarios
– If Condition X present, provide certain 

automation
– If Condition X is not present, a 

different automation would occur

What can 
document 
automation 
software do?



Automation Examples



Automation Examples



Automation Examples

To start: 
choose 
your 
document



Automation Examples



Automation Examples



What Can Document Automation Do?



Subscription Models

www.subscriptionattorney.comMathew Kerbis



Subscription Models

www.subscriptionattorney.comMathew Kerbis



• Document assembly
– This is the creation of a template, not the 

automation of a document

• Putting staff out of work
– Instead, it increases efficiency 
– It allows staff to complete more stimulating tasks 

that require human intuition and emotion

The bottom line: 
The more efficient your practice is, the more work you 
can bring in!

Document automation is not…



Microsoft Word’s Quick Parts!

Document Automation, Jr.



Intro to Checklists 
and Workflows



• Series of tasks that explain actions from 
beginning to end

• Think of it like a checklist system for your firm, 
where every single case has a uniform 
structure and flow as to how it’s handled

What is a Workflow?



1. They optimize law firm productivity
2. Everyone knows, at any given time, what has been done in a case, what 

needs to be done in the future, and to whom a particular task is assigned
3. Gives you control of your cases
4. Allows you to guide staff through a case, even if the staff is new/green; 

less training time
5. Allows for easy delegation of tasks (i.e., staff out on PTO or sick leave)
6. Works with your relevant deadlines
7. Can integrate workflows with your legal software
8. Automation in workflows helps cut down menial/repetitive tasks
9. Expediting tasks frees up your time
10. Being able to track and measure steps it takes to work a case can help 

determine profitability 

Why should I use workflows?



• Staff blame game
• Malpractice risk for blowing deadlines
• Misplaced client files (one client’s physical file 

is put into another client’s file, never to be seen 
again)

Ask: Has Anything Ever 
Slipped Through the 
Cracks?



• Checklists – low legal tech

– At a minimum, create a checklist through 
Microsoft Excel or Word to use in your 
matters, and check it off, either by hand, or 
document yourself

• Workflows – more legal tech

– Can integrate reminders

– Encompass staff communications

– Integrate document automation

– Integrate with billing

Checklists vs. Workflows



Creating Checklists 
and Workflows



Creating 
Checklists/
Workflows

EXAMPLE



Step 1 Pick the “Heavy 
Hitter” Workflows 
for Your Firm



Think: what tasks do you and your staff do on a routine basis that are key 
to your practice? That are repetitive? Examples:

Heavy Hitter Examples

• Mediation Preparation

• Settlement

• Trial

• Closing Out the File

• Intake

• Initial Pleadings/Service

• Statute of Limitations

• Discovery



Step 2 Document the 
Steps Involved in a 
Particular Workflow



o [Attorney/Paralegal] Receive discovery requests from OC
o [Paralegal] Save requests into the software
o [Paralegal] Calendar response deadlines into the software
o [Paralegal] Create discovery file for client in the software
o [Attorney/Paralegal] Draft discovery letter to client with instructions
o [Attorney/Paralegal] Send discovery letter and requests to client, ask to confirm receipt
o [Attorney/Paralegal] Save down email to client into the system
o And, because I’ve been burned before: [Attorney/Paralegal] Confirm receipt from client by 

saving down client’s responsive email
o [Attorney/Paralegal] Check in with client a couple weeks later
o [Attorney/Paralegal] Receive client’s responses
o [Attorney/Paralegal] Finalize responses and get client signature no later than three days 

before due date
o [Paralegal] Send responses to OC prior to midnight of due date

Documenting the Process
Write down each step as you go through a particular task set (i.e., discovery):



Step 3 Consult Your Staff



• Chances are, your associate attorneys, paralegals, and staff will all 
have input for your pertaining to this

• Dealing with three types of staff: Resistant-to-Change, Soldiers, and 
Enthusiasts

• Encourage sharing of ideas
• Report on status of implementing the workflows
• Invite feedback at every step (schedule weekly 

meetings and reduce the frequency as everyone 
gets used to things – insist on full attendance)

Staff Consultation



Step 4 Test Your Draft 
Workflow



• Once you’ve put together your workflow and consulted with your staff 
on it, it’s time to test it!

• Based upon the written workflow, everyone should be able to 
accomplish each task by referencing the workflow

– Have staff initial by each task as they finish it if you are doing a more manual 
process

• Evaluate what worked/didn’t work

Testing



Step 5 Finalize Your 
Workflow



• Make a firm-wide mandate that you will be utilizing this workflow going 
forward for these particular areas. NO EXCEPTIONS.

• Encourage staff to provide feedback – you should always be willing to 
improve your processes

• Have staff take ownership of their specific tasks. It is no longer 
acceptable to say, “I did not know I was supposed to do X in this case.”

• Establish expectations

Finalizing



Example Templates



Scheduling 
Order Based 
on Trial Date

FAMILY LAW



Discovery 
Responses

EXAMPLE



Estate 
Planning

EXAMPLE



Criminal 
- DUI

EXAMPLE



Close Out – 
Nonsuit/
Withdrawal/
Substitution

EXAMPLE - MANUAL PROCESS



Close Out – 
Divorce

EXAMPLE - MANUAL PROCESS



Live Demonstration



The #1 Legal Case 
Management Software 
for Law Firms
• Automatic time tracking - bill more accurately 

with a fraction of the effort

• Prebuilt workflows for specific practice areas

• Seamless integrations with Microsoft Word 
and Outlook

• Comes prebuilt with a library of 20k+ legal forms

• Identify business opportunities through 
powerful insights and reporting



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

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

Yes
I'm already a 

Smokeball 
user

Not at this 
time

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


Smokeball is an approved Member Benefit 
Provider for The Florida Bar

Members of The Florida Bar 
are eligible for a 10% discount on 
Smokeball subscriptions

Redeem your discount now at 
https://www.smokeball.com/bar-
associations/the-florida-bar 

Scan QR Code to Redeem
Your Discount

https://www.smokeball.com/bar-associations/the-florida-bar
https://www.smokeball.com/bar-associations/the-florida-bar


Questions?



Florida Bar CLE Information

CLE Credits:

• General – 1.0 hour
• Technology – 1.0 hour

Additional Information:

The course number for today’s webinar is 8997. 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.



Thanks for joining!

Jordan Turk
Attorney & Director of Education & 

Attorney Development at Smokeball

jordan.turk@smokeball.com

mailto:jordan.turk@smokeball.com
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