Microsoft Outlook for Lawyers -
Beyond Emails and Calendars



Using Excel since the 90’s!

Larry Port, CEO and Co-Founder of
Rocket Matter. Co-Founder of
LexCharge.

Worked with thousands of law firms.

Author, writer, speaker on law firm
efficiency.

larry.port@rocketmatter.com
linkedin.com/in/larryport



mailto:larry.port@rocketmatter.com

Thought Leadership

Rocket Matter’s content marketing and thought leadership combines deep expertise,
creativity, and wit. CEO Larry Port is a widely-known speaker and author, performing
dozens of live CLEs and producing more than one hundred pieces of content each year.

10 Minute Law Firm and CLE Webinar Series in conjunction

Infographics and eBooks

Lean Law Firm Podcasts with Florida Bar







Why talk about Outlook for an hour?

*Learn how to process email more
quickly with keyboard shortcuts.

* FInd out about cool plugins to
make your life a lot easier.

Learn about Zero Inbox emaill
processing.




Microsoft 365 Plans







Outlook is on Web, Mobile, PC, Mac
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Google 11:25 AM
Security alert

Microsoft apps & services was granted
access to your Google Account [portx@gm...

Ferguson Bath, Kitchen & Ligh... 11:12 AM
Decked Out with Dacor

Make kitchens smarter and life better.
Dacor Makes Kitchens Smarter And Life B...

SiriusXM 10:14 AM

Podcasts that celebrate Pride

Let your LGBTQIA+ flag fly with podcasts
that celebrate Pride View in a web browser...

) Peloton 10:06 AM
" Introducing Peloton Yoga

Now with classes to fit every level and style.

Wayfair 9:39 AM
Lawrence, we handpicked these just for YOU

Shop handpicked finds that we know
love. FREE Shipping Over $35* & Fin

Walmart Home




Outlook is known for Email,
Contacts, and Calendar...

...but also features some additional functionality
(Notes, To-do’s)



Product Demonstration

) oL

\

,\‘

T A A



Keyboard Shortcuts

Mac PC Online
Compose Message Command+N |Control+N N
Display previous message Control+[ |Up Arrow Period
Display next message Control+] Down Arrow Comma

Delete the current message, and, 1if

the message window is open, close Command+Del Not available Not available

Mark selected messages as read Command+T |Control+Q 0

Archive a selected message Control+E |Not availablelE




SaneBox for Spam




Zero Inbox to keep Email Under Control

*Delete
*Delegate

* Defer
Do




Thank You!

CLE#5290
1hr General + 1hr Technology

Larry Port | larry.port@rocketmatter.com

Chad Thomas | chad.thomas@imaginetime.net
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