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A litigator's law practice experiences the same need to manage information as any other 

lawyer's.  As the information flows into the practice, however, a litigator can start to gather and 

organize it so that, by the time trial comes, it is easier to use.   

You're busy, though, so I won't bore you with a paper on this.  Instead, I've broken the life cycle 

of a matter, pre-trial, into components and highlighted some of the techniques and tools you 

might use at each stage.  Hopefully it's easy to scan through and find something you can use.  

Google anything in bold to find a tool or article mentioned.  This list will avoid litigation 

support, e-discovery, hyperlinking, and the information management you'll use in trial because 

someone else at this CLE seminar is covering that area. 

Intake 
The best way to get a handle on your information flow is to start where it enters your law 

practice.  The e-mails that are coming in to you and your staff, the attachments they bring, and 

the paper that arrives in the mail.  All of this contains information that you may want to use 

later. 

 Filter your e-mail automatically, based on the sender or keywords.  Sites like 

Slipstick.com will have a variety of add-ons for Microsoft's Outlook e-mail client, if you 

use that.  SimplyFile and FewClix are simple examples of this.  They will suggest where 

to drop incoming e-mails to help you triage the information.  This can help you to 

retrieve it, since it will consistently go to the correct place.  Also consider using these 

automation tools to auto-file your sent e-mails. 
 

You don't need an add-on or Outlook, though.  Most e-mail apps will have the ability to 

create rules that look for keywords or addresses, and can then do something to them.  

Whether you're in Google Apps or Microsoft Outlook, you can automate some of your 

incoming information:  automatically remove and save attachments (EZDetach) for 

example, or forward e-mails to other staff working on a matter automatically.  Look for 

ways to automate steps your staff are currently doing manually. 

 

 Use search at the start.  Even if you decide not to auto-filter your e-mail, you can use a 

powerful search to ensure that you can quickly retrieve e-mail and documents.  Lookeen 

is a good example of a tool that has both an Outlook add-on and searches your hard 

drive and network for documents.  It can help you avoid having documents in more than 

http://slipstick.com/
http://www.techhit.com/SimplyFile/
http://www.fewclix.com/
https://support.google.com/a/answer/6579?hl=en
https://support.office.com/en-us/article/Manage-email-messages-by-using-rules-c24f5dea-9465-4df4-ad17-a50704d66c59
http://www.techhit.com/ezdetach/
https://lookeen.com/


one place. 

 

 It's not all text.  Use your phone's features for saving voice mail as sound files when they 

contain important content.  Rather than leaving them in your mailbox, export them and 

store them as audio files.  Even better, convert them to text so that you can use a 

desktop search tool – Lookeen, DocFetcher or your e-discovery tools like X1 or Copernic 

or DTSearch – to retrieve them later.  If you don't have the option to convert an image 

to text, you can simply upload it to a Google Drive account and tell it to convert to text.  

As Google Drive receives an image file or a PDF that is not readable text, it converts it to 

a Google Doc.  You can then save it back to your computer as keyword searchable text 

file.   

 

 Choose one primary home for your documents.  Splitting your permanent documents 

across your e-mail account (or worse, just your inbox) and local and network hard drives 

increases the likelihood of losing information.  Once you've decided something is 

important enough to save for the matter, get it to the main location.  E-mails can be 

printed to PDF (use a free PDF printer like NitroPDF or, in Outlook use Save As and 

select PDF) and attachments can be dragged and dropped.   
 

This works whether you're using a normal file system on a hard drive or something like 

SharePoint.  Getting your information organized up front will help with rapid retrieval 

and everyone putting the information in the right place.  Further along, it will help you 

avoid versioning issues and duplication. 

 

 If you decide the central storage place is your e-mail account, then learn how to use 

Search Folders.  These enable you to create virtual folders in pretty much any e-mail 

system, including Microsoft Outlook or Mozilla Thunderbird.  The folder will show you e-

mails that match your search criteria, no matter which folder they're stored in.  As new 

e-mails come in, the search folder contents will update. 

 

 Not everything needs to be saved in its entirety.  An e-mail from an expert may contain 

her contact information and a CV; you should capture that, but do you really need to 

keep the original e-mail?  Cut and paste the contact information and put it immediately 

into your contact management software (probably inside your e-mail software or case 

management program).  Schedule (or auto-schedule) as soon as you have the critical 

dates (Outlook has a Create Appointment from E-mail option).  Save the attachments 

from an e-mail that says "here's the attachment".   

 

 Make everything digital that you can.  You may not end up using a digital copy when it 

comes down to trial, but if you digitize the important documents that come into your 

office, and place them with the born-digital content, you can increase your efficient use 

http://docfetcher.sourceforge.net/en/index.html
http://www.x1.com/products/x1_search/
http://www.copernic.com/en/products/desktop-search/
https://www.dtsearch.com/PLF_desktop_2.html
http://computers.tutsplus.com/tutorials/how-to-ocr-documents-for-free-in-google-drive--cms-20460
https://www.gonitro.com/pdf-reader
https://support.office.com/en-us/article/Save-as-PDF-d85416c5-7d77-4fd6-a216-6f4bf7c7c110
https://support.office.com/en-us/article/Save-as-PDF-d85416c5-7d77-4fd6-a216-6f4bf7c7c110
http://www.lsuc.on.ca/For-Paralegals/Manage-Your-Practice/File-Management/Document-Retention/More-on-File-Management/
https://support.office.com/en-us/article/Create-a-Search-Folder-961e78c8-9be5-48b5-b8b1-2c7beebe5b25
https://support.office.com/en-us/article/Create-a-Search-Folder-961e78c8-9be5-48b5-b8b1-2c7beebe5b25
https://support.mozilla.org/en-US/kb/using-saved-searches
https://support.office.com/en-us/article/Create-a-contact-67a0e61f-0089-45a9-b2c7-03842e9c21c8#bm3


of the information without having to hunt down paper file folders.  I'm not suggesting 

going paperless; not everything is a critical document and litigation sometimes demands 

paper originals. 

Post-Intake, Pre-Trial 
There are many tools for preparing for trial, none of which I'll touch on.  This portion is that 

middle part of your matter's life as it relates to your work product.  The matter might or might 

not actually get to trial but you need to be preparing from the get go to be prepared for it.  As 

you get to the point of trial, having your digital information organized means that you can 

whittle it down to match the story you're going to tell to the court. 

 Develop your chronology as pieces come in, so you can see your gaps.  There are plenty 

of litigation support tools to do this but it doesn't need to be for trial presentation.  

Timeline tools from Microsoft Office Online Templates or the PowerPoint-based Office 

Timeline (free or pro) can get you started.  This is useful for planning your approach to a 

case when there is a chronology involved.  You can use the features in Excel or 

PowerPoint to hyperlink directly to the documents or images you've gathered in the 

case.  Your chronology then becomes an access point to the most important documents 

in your case. 

 
 

 One document to rule them all.  You are going to be generating a variety of work 

product in a case.  Sometimes you  will want to pull the component parts into one large 

document.  Perhaps you've got more than one person working on the research or 

https://templates.office.com/en-us/Timelines
https://www.officetimeline.com/
https://www.officetimeline.com/


writing.  You can use Microsoft Word Master Documents to access them as a single 

document, but keep them as distinct pieces.  You might do this so that each person can 

edit their small piece without having to have access to the main document, for 

versioning reasons.  You may want to connect documents that are part of an appendix, 

without pasting each one into a single document.  It's an easy-to-learn tool to help 

corral your work product.  You can then Save As to a PDF file when you're ready to file 

or share the document. 

 

 Use the same document throughout your matter.  Lawyers responding to the American 

Bar Association's 2015 legal technology survey overwhelmingly indicate Microsoft 

PowerPoint is their trial presentation tool.  88% of lawyers can't be wrong!  If you're 

among those lawyers, you can start to prepare your presentation flow well before 

opening PowerPoint.  Start in Microsoft Word and use your styles to organize your 

document.  A Heading 1 will be a slide title.  A Heading 2 will be a slide bullet.  By 

working in Word, you can get the benefits of commenting and revision that work so well 

on Word documents and not on PowerPoint presentations.  When you're ready, open 

PowerPoint, click File > Open, and select All Files.  Then select your Word document and 

PowerPoint will generate the slides. 

 

 Digital trial notebooks.  Again, not the ones you'd take into trial but a way to start to 

organize and gather what you have in advance.  Microsoft's OneNote and Evernote are 

two of the better known research notebook tools.  Both will work on your mobile device 

or computer, so you can jot down notes or thoughts wherever you are.  I prefer 

OneNote because it looks the way a trial notebook looks to me, like a 3-ring binder with 

tabbed sections.  If your firm already has a standard notebook for gathering 

information, it can be easily ported to a digital format. 

 

 Watch your language.  Who are you writing for?  How easy can you make it for them to 

understand your arguments and be persuaded by them?  Litigators are often the butt of 

poor writing jokes, because your documents end up in the public domain.  You're 

obviously going to use the spell and grammar check functions in Microsoft Word.  

Consider activating Microsoft Word's Readability Tool as well.  When you run a spelling 

or grammar check, it will also tell you how complicated your document is:  the reading 

level, and the ease of reading, including how many words on average you have put in a 

sentence.   
 

An alternative to Word is a standalone writing app, such as HemingwayApp or 

WordRake.  This may be a better option for you - or you may find it is more accurately 

critical of your writing than Microsoft Word - when you are starting to draft motions and 

facta.   

 

http://www.howtogeek.com/73960/create-a-master-document-in-word-2010-from-multiple-documents/
http://www.americanbar.org/groups/departments_offices/legal_technology_resources/publications.html
https://support.office.com/en-us/article/Create-a-PowerPoint-presentation-from-a-Word-outline-f6294909-04e9-4020-b9a8-4587b112692c
https://www.onenote.com/
https://evernote.com/
https://support.office.com/en-us/article/Test-your-document-s-readability-0adc0e9a-b3fb-4bde-85f4-c9e88926c6aa
http://hemingwayapp.com/
http://www.wordrake.com/


 Finality.  The Lawyerist has a great post on this ("Never Ever Send Word Files").  An 

excellent process change is to consider anything in PDF a final form and anything that 

isn't – an Excel spreadsheet, a Word document, an e-mail – as work-in-progress.  The file 

format can be a fast signal for when you've completed something – or not – and it can 

avoid you sending documents to people who may want to make undesirable changes.  

Since you'll be sharing documents with the court, PDF can help ensure they don't have 

any access or formatting problems. 

One lawyer's approach to information management will differ from another's.  It's surprisingly 

personal, so using standard office processes for gathering and organizing the information as it 

comes in will enable better retrieval at the point of need.  You may never take the information 

to trial but if you've started to manage it in advance, then you or your trial support team will be 

in a better position to find and use those key pieces of information that will help you win your 

case. 

http://www.lawyerist.com/
https://lawyerist.com/63820/paperless-tip-never-ever-send-word-files-as-correspondence/

