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Setting Expectations

Communicate

Communicate with 
PNC’s and Clients 
that they have 
options 

Note

Note delays or 
procedural changes 
that will impact 
their case 

Reassure

Reassure them that 
you are still 
operational and 
managing their case 



Video Conferencing 



Etiquette and Attire 

Get

Get dressed 
like you 
were going 
to work 

Try

Try to find a 
quiet place 

Set

Set “office 
hours” or 
notify family 
of “critical 
meeting 
times” 

Be

Be mindful 
of your 
background 
– Use Zoom 
Virtual 
Backgrounds 



Go the Extra Mile 

Lighting – Use 
natural 

lighting or a kit 

Angle the 
camera at eye 

level 

Participate do 
not get 

distracted 







Canva.com  
Zoom Virtual Background Templates



Go to Meeting 



Go To Connect 



Microsoft Teams 



Google Hangouts 



Client Portals



Clio Connect 



Your Firm App 



Case Status 



CRM Solultions



The difference 
between CRM and  a 
Practice Management 
System



CRM Contact Types

• Lead

• Prospect

• Potential New Client

• Opportunity

• Won

• Lost

• Not a fit

• Client 



Practice Management 
Contact Types

• Party

• Spouse

• Judge

• Mediator

• Expert Witness

• Child Custody Evaluator

• Insurance Adjustor

• Defendant

• Plaintiff



INTAKE & CRM SOLUTIONS

CREATE WORKFLOWS WITH
FORMS + EMAIL + 
CALENDAR APPOINTMENTS 
+ ESIGNATURE MORE.



BOOKING 
WITH 
PAYMENT



INTAKE 
PROGRESS 



FILE 
REQUESTS



POTENTIAL NEW CLIENT (PNC) 

Lead 
Capture

Appointment 
Set 

Appointment 
Show 

Retain / 
Rebook



ADVANCED PNC AUTOMATION 

Website Form
Creates Contact 

Record 

Sends Email with 
Booking Link / 
Forwards to a 

Scheduling Page

Sends SMS 
Message 

Appointment 
Reminder

Assigns a Task to 
Staff 

Adds Calendar 
Appointment to 

Staff 

Creates an Intake 
Form (Sends via 

Email to Contact or 
Staff)

Intake Form 
Completed  -> 

Generate Retainer / 
Fee Agreement 

Send Fee 
Agreement to be 

eSigned to Contact 

Send Invoice to 
Contact with 

Online Payment 
Link 

Payment 
Completed -> 

Assign task to Staff 

Create Case File in 
CRM or CMS 



Electronic Payments



Clio 
Payments



LawPay



LexCharge 



Q & A



Thank you!

• Chelsey Lambert

• Chelsey@LegalTechMG.com

• LexTechReview.com  

• LegalTechPublishing.com  

mailto:Chelsey@LegalTechMG.com


COLLABORATION AND COMMUNICATION 
RESOURCES CHEAT SHEET

ONLINE MEETINGS

Zoom

https://zoom.us

GoToMeeting 

https://www.gotomeeting.com

Jive 

https://jive.com/

WEBINARS

Zoom

https://zoom.us

Go to Webinar 

https://www.gotomeeting.com/webinar

https://zoom.us
https://www.gotomeeting.com
https://jive.com/ 
https://zoom.us
https://www.gotomeeting.com/webinar


TEAM COLLABORATION

Slack 

https://slack.com

Microsoft Teams 

https://products.office.com/en-us/microsoft-
teams/group-chat-software

Google Hangouts  

https://gsuite.google.com/products/meet/

EMAIL MARKETING & AUTOMATION

HubSpot 

https://www.hubspot.com

Active Campaign 

https://www.activecampaign.com

https://slack.com
https://products.office.com/en-us/microsoft-teams/group-chat-software
https://products.office.com/en-us/microsoft-teams/group-chat-software
https://gsuite.google.com/products/meet/
https://www.hubspot.com
https://www.activecampaign.com


EMAIL MARKETING & AUTOMATION cont

Convert Kit 

https://convertkit.com

Mailchimp 

https://mailchimp.com

https://convertkit.com
https://mailchimp.com
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