.
®

1334y

.

.

°

L] oy ..

0,% o i

.'-o.u:‘

o
]
|
-
e
™
—
o5
I
o=
- eoe e e
L ]
L]
L .

1 "1 i |
Y ] ¥ o |
- - D - - e - H H |
Q 9 [) 9 ~ ' ' . L 2 %
I 3 o . g J.nfl - . | &
0 d o 1] 1 o - . | el 11
j ' ' ; T E
p = doe ..l..“. - P ';:_ L il ; H . |
L P d ¢ . .
.;.g] - ¥ i .
ol b [ ] . .
= O "
D10 : ) : J a’...m . 1
'S + Oa ) it s . &
:}Ri[ * £ ]
< b s ? /8 :
B 0 S -
"wh 0 - Ol 1
11 - i
sepae .
Pe & a Vo seheo -
:
9090
=14 b ar & ) D ‘ :
Octobe (0 4w
| . *
4,
\' L G o 'I"
Biee sty o et
- :: e -:n -.-:: -
N - -uun-ﬁrhun

A bt g 4
0010 ]
10
'

'y
(GREENSFELDER



" » GREENSFELDER

The Need to be More
Productive with Less Budget —

Can Technology Help?

Paul Petruska & Julia Voss
October 21, 2021 | ACC St. Louis




My Experience

Financial highlights

n USD millions, for the years ended December 31

Business operating profit

Met iIncome attnbutable to shareholders

" » GREENSFELDER




My Experience

2016 through 2019, everyone has less money in their budget
Old CEO and CFO were fired
The New CEO had a new plan

CUT 1.8 BILLION in expenses in three years.

" » GREENSFELDER




Power Point Tip

 Use Designer to modernize your slides
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My Experience

2013 — Corporate has new plan to

ogrow net operating profit from $4.5
billion

The Result?

Financial highlights
s

n USD millore, for the years ended December 31, unlets otherssse stated 2015 2014 Change'
Business operating profit 2,895 4,646 (38%)
Met income attributable to shareholders 1,859 3,986 {53%)
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2016 — 2019 Less Budget

+

Cut 1.8 billion

In expenses 1n
three years

New CEO has

new plan

Old CEO and
CFO fired

J
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MS Outlook Calendar
Tip 1

+

Send / Receive Folder

o

Home
1 G &
MNew Mew Mew

Appointment Meeting Items ~ MNow  Meeting

Mew Teams Meeting

Fl

Meet Mew Teams

Wiew

Today

Help

Mext

¥ Days

Go To

I

DM

]

Day

Acrobat Waorkshare

=]
Work Week Month Schedule
Week View

Arrange 5]

|_|-|_1 Infa

Open & Export

General

Save as Adobe

PDF :
Mail

Calendar

People
Save Calendar TE '-k'-

Print
Search

Language
Accessibility
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Office Account

Barracuda
Networks

Feedback
Options
*| DM Options

Exit
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Work time

ety

lxg

Work hours:

Start time: _ 8:.00 AM he

End time: 700PM  ~|

Work week: || Sun [¥] Mon [¥| Tue [v] Wed [v| Thu [v] Fri [ ] Sat
First day of week: | Sunday >

First week of year: | StartsonJan1 ~

Calendar options

—

Add online meeting to all meetings"!
Default duration for new appointments and meetings: 30 minutes ~
| Shorten appointments and meetings:  Nox -
Less than one hour: 5 minutes ~
One hour or longer: 10 minutes ~

\v| Default reminders: | 15 minutes ~

\v| Allow attendees to propose new times for meetings

Use this response when proposing a new meeting time: ‘7 Tentative ~

Add holidays to the Calendar: | Add Holidays...

Change the permissions for viewing Free/Busy information: | Free/Busy Options... |:

Enable an alternate calendar

- (Grecaria -

¥ When sending meeting requests outside of your organization, use the iCalendar fori

Show bell icon on the calendar for appointments and meetings with reminders

MS Outlook Calendar Tips

Set Preferences

Work Hours
Default For Meetings

Shorten Time
Add Holidays

Design Issues

+
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Default calendar color G -

Usze this color on all calendars

Show week numbers in the month view and in the Date Navigator
When in Schedule View, show free appointments

v | Automnatically switch from vertical layout to schedule view when the number of displayed
calendars is greater than or equal to: -

v | Automnatically switch from schedule view to vertical layout when the number of displayed 1 p
I I N L calendars is fewer than or equal to: *

Time zones
CALENDAR T |
Time zone: I(UTC-CIE:-:DD]Central'ﬁme(US&Canada] 7| 0
O P T I O N S Show a second time zone
Label:
Time zone; _-12:00) International Date Line West -

Show a third time zone
Label:

Time zone; I 2:00) International Date Line West -

c Scheduling assistant

F ~| Show calendar details in ScreenTip

~| Show calendar details in the scheduling grid

Automatic accept or decline

Automatically accept or decline meeting requests. ‘ Auto Accept/Decline... ‘ =

‘ 0K || Cancel |
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MS Outlook Calendar
Tip 2

*  You can see multiple days or
multiple weeks without going
date by date

*  Use mouse to select dates or
weeks on the month view

calendar (generally on left)
.

+
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MS Outlook Calendar
Tip 3

What if someone emails
you asking when are you
available from January 1
through January 15, 20227

You can email them back
with all options in less than
30 seconds
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HOW TO FOR TIP 3

File Home Send / Receive Folder View

] S
New MNew New

Help DM Acrobat Workshare

- -ER + B B

& T O

Meet New Teams Today Mext Day | Work Week Month Schedule Open  Calendar E-mail  Share Publish Calendar
Appointment Meeting lterms ~ Mow  Meeting 7 Days Week View Calendar ~ Groups ~ Calendar Calendar Online~ Permissions
Mew Teams Meeting GoTo [ Arrange [ Manage Calendars Share

D Specify the

calendar information you want to include.

Calendar: Calendar "t
Date Range: Today "
Tue 10 2021
Detail: Availability only
Time will be shown as "Free,” "Busy,” "Tentative,”
“Waorking Elsewhere,” or "Out of Office’
|:| Show time within my working hours only  5et working howurs
Advanced:

Show = >

QK Cancel
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Paul E. Petruska Calendar

Qutside of Working Hours
Free
Busy
Free

Outside of Working Hours

Outside of Working Hours
Free
Busy
Outside of Working Hours

4 Thu, Oct 21
ppetruska@ereensfelder.com 0
Tuesday, October 19, 2021 — Monday, October 25, 2021 Before 7:30 AM
Time zone: (UTC-06:00) Central Time (US & Canada) O 7:30 AM — B:00 AM
(Adjusted for Daylight Saving Time) [ 8:00 AM — 1:00 PM
October 2021 0l 1:00 PM — 7:00 PM
Su Mo Tu We Th Fr Sa [ | After 7-:00 PM
1 2
3 4 5 6 7 8B 9 B
< Fri, Oct 22
1011 12 13 14 15 16
17 18 19 20 21 22 23 O Before 7:30 AM
24 25 26 27 28 29 30 L] 7:30 AM — 5:00 PM
# [ | 5:00 PM — 7:00 PM
. Busy Tentative |:| Free D After 7.00 PM
B out of Office Working Elsewhere [[] outside of Werking Hours

4 Sat, Oct 23 — Sun, Oct 24
= All Day

Qutside of Working Hours

& T Oct 19— Wed, Oct 20
| e 4 Mon, Oct 25

] Before 7:30 AM  Outside of Working Hours
] 7:30 AM — 4:00 PM  Free O Before 7:30 AM
[ | 4:00 PM —6:00 PM  Busy O 7:30 AM — 10:00 AM
O 6:00 PM —7:00 PM  Free 10:00 AM — 10:45 AM
] After 7:00 PM  Outside of Working Hours D 10:45 AM — 4:00 PM
| 4:00 PM — 6:00 PM
“ Thu, Oct 21 L 6:00 PM — 7:00 PM
L] Before 7:30 AM  Outside of Working Hours | After 7:00 PM

Outside of Working Hours
Free

Tentative

Free

Busy

Free

Qutside of Working Hours
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MS OUTLOOK
CALENDAR TIP 4
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File  Meeting  Scheduiing Assistant  Insert  Draw  FormatTest  Review  Help  Workshare  Q Tel me what you want to d

& (I Boew | | @8 | 5] B 8 F] | Ssens < BB
Insert Delete e . Teams Mmling __G!iqel. Addm Check ‘Response e it = il c eqe ¢
7 Forward Wit || o= || iwEairBoc s, Rame: Gphons | 1 £y

}O{;SDM Actions Teams:'M'te{ing_ Meeting Motes Aftendees -D{}tii}nsc

@ You haven't sent this meeting invitation yet.

B> Title ACC Presentation
Send Required Tara L. Clement; © Lora E. Wegman: © Russell K. Scott:

Start time | Tue 10/19/2021 | H 12:00 PM vH Central Time (US & Cana v| [ All day @ Time zones

Endtme | Tuel0n9221 [ [ T00PM vH Central Time (US & Cana v| © Make Recurring

" » GREENSFELDER



File heeting Scheduling Assistant Insert Format Text

< A Ll

Refresh  AutoPick Add | Room Options
Avvailability - Attendea Rooms | Finder -
Scheduling | Attendees Options
E%_ Start time | Thu 1042172021 E 12:00 PM - Central Time (US & Cana +| [ All day @ Time zones
Send End time Thu 1042172021 E 1:00 PM - Central Time (US & Cana +|  4_% Make Recurring

Thursday, October 21, 2021

2 PM 3 FM 4 PM 5PM & FM 7 AM 2 AM 9 AM 10 AM 11 AM 12 FM 1PM

I s Wz

~ Required Attendee

© Paul E. Petruska ISwimmingFDi\ring |

© Tara L Clement m

@ Lora E. Wegman

Add required attendee

I Prep Time for ACC Presentation

~ Optional Attendee
Add optional attendee
~ Resource (Room or Equipment)

Add resource

(GREENSFELDER



MS Outlook Calendar
Tip 5

My personal favorite

Saves time scheduling deadlines

Saves time looking back for the
day of the week on a specific date

Control G

" » GREENSFELDER



Use Quicksteps to set up
a form email

MS Outlook [t saves time
Email Tip 1

[t makes it easy when
someone says remove me,

or add personY

[t avoids typos or errors in
the email address

" » GREENSFELDER



File Home Send / Receive Folder View Help DM Acrobat Workshare

sl

E s =
S m — %ﬂ @)/_l D_/l,> = r SVO Update P Move 9 mE e
2 ~ O~ Y Firm Related 2 [ Rules v
New  New Delete Archive Reply Reply Forward = s — Unread/ F:I Eollawlls
Email Items v o~ All 5 IR I OneNote Read B b
New Delete Respond Quick Steps & Move Tags
Manage Quick Steps ? X Eiot il B N
Quick step: Description:
-I SVO Update First Time Setup
After this Quick Step is created, you do not have to enter this information again.

Actions: ] New Message

Shortcut key:  None E Name: | New email to: |
™ Team Email Tooltip: None .
v Done Actions
é) Reply & Delete .

MNew Message To... 9\5 E
Options Finish Cancel
Edit Duplicate Delete e e e
U mew~ |

Reset to Defaults OK Cancel

" 2 GREENSFELDER



rst Time Setup ?
First Time Setup X Name:

E Test Email for ACC

Edit the actions the guick step performs.

First Time Setup

After this Quick Step is created, you do not have to enter this information again.

E Name: | New email to: RElons

] -
B New Message N ]E
Actions |
. 3 To.. pppetruska@greensfelder.com; - ' tle@greensfelder.com; 93
New Message To.. . o} E =
Hide Options &
AddCc  Add Bec
Options Finish Cancel Subject: COctober 21 ACC Presentation
- - Flag: No Flag v |
Importance: No Change v
Text:

Name: |

E Test Email for ACC

Edit the actions the quick step performs.

Actions I

I New Message

%
=l

D Automatically send after 1 minute delay.

flo=

« {’Pp

Show Options

Add Action Add Action

Optiona
Shortcut key: |Choose a shortcut| v

Tooltip text: | This text will show up when the mouse hovers over the quick step.

Optional

Shortcut key: | Choose a shortcut| v

Save Cancel

Tooltip text: | This text will show up when the mouse hovers over the quick step.

Save Cancel



I Test ACC Presen... ~
™ svo Update
E‘L:l Firm Related

< )

<l

Quick Steps Y
% To © Paul E. Petruska; @ Kathryn Hahn; ) Julie A. Pointer; @ Alison Craghead; @ Lora E. Wegman
Send G
Bce

Subject October 21 ACC Presentation

Paul E. Petruska

Attorney at Law

Greensfelder, Hemker & Gale, P.C.

12 Wolf Creek Dr. | Suite 100

Belleville, IL 62226

Office: 618-239-3607 | Mobile: 618-772-0086
ppetruska@greensfelder.com

Follow us: LinkedIn | Twitter | Facebook

" 2 GREENSFELDER



Click clean up

button for

MS Outlook redundant emails
Email Tip 2

Use the clean up
—o— tool for more
advanced cleanup
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MS Outlook Email Tips 3,4 and 5
+

DRAG EMAILTO DOCK CALENDAR CONTROL 1 AND
CALENDAR OR TDL IN EMAIL CONTROL 2

" » GREENSFELDER



Document Creation

Software

_<>_

* Hot Docsis just 1 option
Sy Wrediion

e  Goal 1s zero edits

i ¢ - i i Freo
1_':-l- -|.' ¥ = p _|. | j——

Version: 11.2.1 Build: 2016
License Renewal Date: TueSta



Streamline Document
Review

Using Technology to



Ne BT LI (|5 an W Saaesey Documents Y2 Q

+No Related ltems ~ « Data Stats

i3} | 1] ‘ E& Documents - [ Add Widget

Q, Search X Clear Document Preview

Keyword Search »
Documents
= Native Extracted Text 7

~ DateSort_Script_DT = No image

What is a
Document
Review
Platform?

il

Reporting

S}

Case Admin

O

Index Admin

g

Job Admin

]

Application
Admin

&

Workspace
Admin

%

Indexing &
Analytics

v+ [D _Client Docs
> [3J Emails
> [ Loose Docs

1

1. From Email

Clear All Conditions

~ File Ext

~ List

o -

sjusWNo0(

A
PO

Native

Documents

No Image

100% |4

Jan-2014

Top 50 File Ext

DOC ID Beg

CTRL_00008727

=13

Extracted Text

Jan-2015 Jan-2017 Jan-2018

DateSort_Script_DT

~ Record Type

Top 50 Record Type

@ MSG (1,91
EML (3)

Group Identifier Level FileName

Filter = v |F Filter

CTRL_00008727 1

& CTRL_00008727 ~

No Preduction PDF

a6

a -

(LR TR ! el Lol HERE ol BT s

Sent:
From:

To:

Thur 3/10/2016 12:07:00 PM (UTC-05:00)

Bob fx= i
ek e

]

@ Email (1,906)
Attach (15)

~| perpage | E3[En)]
All custodians

Filter

Coding Layout

m GHG-CA Standard Co.. v

Document Information
DOCIDBeg CTRL_00008727
All Custodians
From Email  Bob
FileName
GHG - 1st Level QC

GHG - CA Overturn
Reviewed

Document Coding
Responsiveness
Objection

Not Responsive
Production

1st Level Privilege
1st Level Redaction
significance
Confidentiality
Issue Tags

Attomav Notes

CTRL_00008727

B Sent:  Thur 3/10/2016 12:07:00 PM (UTC-

00)

From: Bob G
Jan202]
To: I ™S 20

Al
Hi

K] |1 0

LA L R S o )

Camili v

Nanimaant Uistans v
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Organizes multiple sources of datain onelocation

Allows lawyers to annotate documents

Why use a
Document
Review Platform?

Scalable—can handle matters with 100’s of
documents to matters with 100’s of thousands of
documents

Cuts down on wasted attorney review time

" 2 GREENSFELDER



“E AD0D0122¢ Thread Group R

—
W LS

L H } u Field: GHG -

= = .

[ Responsiveness

E - W Mot Responsive
1 . -

Fesponsive
._._. W Mot Set

B Inclusive

1 Mot Inclusive

1 71 Mizsing

IO Duplicate Spare and
Other
Attachment

Email

Threading
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image

rome DthD
venice camera
VEIMAEZZa .
breakfast audio
weeks email
lowis
t mom missouri
e associates st
ﬂlght officers .
: I email
board . greensfeld... .
Clustering _— = view
! yvahoo.com .
weeks dbzl‘ghs sheglobal - Clll‘:k
Ik
heijﬁ'lg closing paypal
birth loan
E:.ﬁ:? lender gillian
customer merg... beautiful
jim january
V0SS
order _
e-mail ~email
intended juliamvoss
witness gmail.com
ewnty1ntg2

" 2 GREENSFELDER



Produced Docs AL Project

Project Home Re ¢ Statistics
Project Size Coded Important Coded Not Important Skipped
2,278,122 originelly 1,773 manuslly ssiected 15,218 manuslly selected

2,286,402 1,773 15,218 0

Docs Remaining: 0
Coded: [ (0 Skipped) Coded: 0 (0 Skipped) Coded: 0 (0 Skipped)
Active Reviewers: 0 (Add Reviewsrs) Active Reviewers: 0 (Add Reviewsrs) Active Reviewers: 0 (Add Seviewers)

T T

* Document Rank Distribution ()

. i
A Ct I Ve _‘g As review progresses, the documents get
g ranked and a U shape forms dividing the
I_e a r n I n g B documents into yes or no piles |
5
il . . call .
o » 0 100
Relevance Rank
M Important 1 Not Important M Skipped
 Document Rank Distribution (g =

Court of AL- Production Desigratior

[}

Relevance Rank
B Imporiant Mot Impertant W Mot Reviewed Ml Skippad
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Witness Preparation
Simplified

We culled out 90% of a
withess’s documents as

we prepared for
depositions

\ 4
\ 4
\ 4
B
v
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Xa k,a Dashboards ~ Matters ~ Reports Logs & Libraries Search...

X 263 248 il S 18 33
All Matters BAU Project Advice Critical External
Division o Size - Current Status
Corporate  —) i — —] i Sl _
xtra Smal
Information Technology  — — Not Stacted
 — ii—
Sales ) Small
Operations |
 —i i i 5
Marketing Moditm Awaiting Action In Progress
Manufacturing [ |
Claims | Large -
Compliance [ ]
Human Resources [ ] Extra Large I 4
Procurement |
Xakia Quadrant Sections b # viatter Name Matter M... v Current Statu
10
s 1401 404 Collins Street: Retail Lease - PROP Brett Graves Not Started
8
.
z, 1565 Contract with Aristocrat - NDA Gabriel Oriol Not Started
3
=5
3 1610 Lease Renewal Damien Sawyer Not Started
S
3
2
| 1640 Bruce Banner Regulatory Advice Lachlan Bouckley Not Started
0

T
5

Strategy

Software

@ Xa k’a Dashboards ~ Matters ~ Reports Logs & Libraries ~ Search... P Paul Petruska ~
Matters LISt Filter by keyword... ‘ = ] [ (E5| ] [ 1 ] [ Actions ¥ ]
No. ¢ Status Name Manager Date Required Category Division Priority
- - - - - - -

ﬁ 2037 Not Started v NDA with Mickey Mouserr... m Paul Wyatt 10/31/2021 Contract & Comm... Corporate Medium
ﬁ 2034 Not Started v Cars 3 Agreement Ellen Howard 10/26/2021 Business name re... Claims Low
ﬁ 2033 In Progress - Dispute with Johnson & T... Ellen Howard 10/26/2021 Business name re... Compliance Low
ﬁ 2032 Not Started v Gremlins 3 NDA Brandon Spencer 10/26/2021 Contract & Comm... Corporate Low

= s GREENSFELDER



Workshare compare is

very helpful
Comparing
Documents Compare Word document
to Word Document
—o— Compare Word document

to Final PDF document
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Paul Petruska

Of Counsel Attorney at Greensfelder,
Hemker & Gale, P.C.

Questions?

+

https://www.linkedin.com/

in/paulpetruska/

https://www.linkedin.com/in/
julia-voss-22680596/

ﬁ.

Julia Voss
Director of Litigation Support and eDiscovery at
Greensfelder, Hemker & Gale, P.C.
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How to Contact Us

Paul Petruska
618-239-3607

ppetruska@greensfelder.com

+

Julia Voss
314-345-4745

jms@greensfelder.com
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THANKYOU

+

Legal Disclaimer:This document is not intended to give
legal advice.It is comprised of general information. R eaders
tacing specific issues should seek the assistance of an

attorney.
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