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‘Enter Data Once’ Philosophy 

‘Holy Grail’ for business owners 
that want to maximize 
efficiency and productivity

But what is the biggest 
obstacle?



Too Many Programs!

Outlook * Word * Quickbooks
Peachtree * WordPerfect * PCLaw
Timeslips * TimeMatters * Act 
Goldmine * IE * Firefox* Phoneslips
Casemap * Timemap * Summation 
Juris * IntCalc * Excel * Powerpoint
TABS * ProLaw * ClientProfiles
Trialworks * Needles * Amicus 
Hwy55 * Carpe Diem * Acrobat

Better…

One integrated system to handle 
the major functions of your 

enterprise.

Why?    It’s easier to implement, 
back up, organize, train, 
document, customize, upgrade, 
manage, report, analyze, etc. 



The Practice Management 
Philosophy

• Maintain a central, shared 
database of matter-related 
information

• Provide clear, consistent 
procedures for entering and 
retrieving data

• Customize as necessary to make 
the software work for you

Not only will it help you  
run your ‘business’…

• Communicate with clients/vendors/staff
– Phone, email, documents

• Delegate, assign tasks
• Manage a calendar of deadlines, 

appointments, scheduling
• Track time, create time slips
• Electronic research
• Generate correspondence, reports
• Manage documents



…it will help you 
ANALYZE your ‘business’

• Productivity reports
• Profitability Reports
• Timekeeper Analysis
• Matter Statistics

Any other reports or analysis that Bill says 
to run!

Popular PM Packages

• Time Matters
• Amicus Attorney
• Prolaw
• Abacus
• TABS PracticeMaster
• Needles
• Client Profiles
• TrialWorks



3-Step Process 

1.Enter the Data

2.Use the Data

3.Analyze the Data

Step 1: Enter the Data 

• Use a Practice Management 
or other ‘database’ system

• Plan ahead to gather the 
information you will need later

• Standardize the way you 
enter the data



Personal Injury Case

Personal Injury Case



Personal Injury Case

Step 2: Use the Data 

• Names/Addresses for 
correspondence

• Dates for tickler system

• Manage depositions and subpoenas

• Task Delegation

• Settlement negotiations

•Track your time and expenses!





Step 3: Analyze the Data 

• Profitability Analysis of 
hours/fees vs. Income

• Statistics – types of cases

• Any other reports or 
analysis that Bill says to 
run!





What does it take to get a 
PM System up and running?

1. A commitment of your time and 
energy.

2. A commitment of resources
1. Subscription or software purchase
2. New Server ( Probably )
3. Training and customization

3. Patience

Summary

• Consider implementing a 
practice management solution

• Standardize your processes and 
procedures

• Maximize your efficiency with 
reports and analysis tools



Resources

msbar.org
timematters.com

otb-consulting.com
matrixsolutions.com
Law.lexisnexis.com

Ipassoc.com
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