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Microsoft Teams for Law
Firms: The Complete
Guide

Law firms working to become more
efficient and offer a better client
experience are looking to tech tools for
support. This is especially true in today’s
work environment that requires ensuring a
distributed workforce remains
collaborative and productive.

Unfortunately, each app, tool, and service
you add to your tech toolbox results in
more complexity. And it often becomes a
disjointed mess. If you're looking for a
simple way to centralize your work and
boost your team'’s efficiency, Microsoft
Teams is a great solution.

Teams is a powerful tool that's more than
just chat or messaging. When
implemented properly, it can serve as the
central nervous system of your law firm,
bringing your entire team (regardless of
where they work) together.
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Introduction to Microsoft
Teams

Microsoft Teams is an impressive part of
Microsoft 365 (formerly known as Office
365). Just like the other apps inside
Microsoft 365, Teams is cloud-based and
available in-browser, with an installable
desktop application, and via mobile
devices.

At its core, Microsoft Teams is a
collaborative chat and instant messaging
app for teams, similar to other apps like
Slack and Google Workspace.

Of course, other features make Microsoft
teams a great tool for law firms, including:

e Meetings and
conferencing: Microsoft Teams
offers several tools for hosting
meetings and conferences across
your practice. You can take
advantage of online meetings,
video conferencing, screen sharing,
and even webinars. Easily schedule
meetings, share meetings notes,
invite guests, record meetings, and
more all while benefiting from one-
touch join and live chat.
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Calling: Teams enables voice and
video calling on your computer,
tablet, mobile device, or even desk
phone if you still have one.
Microsoft offers voice-over-IP
(VoIP) and traditional PBX to fit your
firm’s needs. Calling features
include conferencing, call
management, direct routing, call
queues, contact center integration,
and an auto attendant for when
you can’t pick up. That means that
Teams can double as your law
firm’s phone system, if
implemented in its entirety.

Chat: Inside Microsoft Teams, you
can send messages to individuals
or groups, join a video call, or share
your screen. Plus, you can message
those within your law firm from
anywhere using the easy mobile
app. Teams also integrates with the
other Microsoft 365 apps
seamlessly, so you can chat while
working on documents and files.

File sharing: Law firms generate a
lot of files. With Teams, you and the
rest of your firm can collaborate on
projects in real-time. Instant and
automatic sync with version
tracking also eliminates the mess
that is multiple versions of a single
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document. Files, including those
inside Word and PowerPoint, can be
edited without ever leaving Teams
and you can set permissions to
protect your files from wandering
eyes.

Learn more.

Related: Looking for cloud-based
document management?

Check out LexWorkplace: Born in the
cloud, built for law firms.

e Channels: Inside Teams, you can
create channels for specific teams,
departments, or practice areas.
This helps improve collaboration
and reduce unnecessary
distractions. Some examples of
channels you could create include
“All Partners” or “Family Law
Practice.”

e Calendar: Teams includes a ton of
calendaring features so you can
easily track your meetings, calls,
and more. For example, you and
others in your firm can add
meetings to calendars while inside
Teams. Those meetings can then
be synced across each meeting
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guest’s calendar without any
additional effort.

o Tasks: Not only can you view your
tasks from inside Teams, but you
can also create new tasks from
chat messages via Tasks Bot. For
example, when your assistant
sends you a message regarding a
client call, you can easily create a
task as a reminder for later.

« External collaboration tools: Via
the guest access feature, Teams
allows you to bring others from
outside organizations into your
channels easily, so they too can
collaborate via chat, calling, and
conferencing.

o Third-party integrations: Although
Teams has all the tools necessary
to be the hub of your firm, it also
seamlessly integrates with other
apps and software such as Asana

and Clio Manage.

This is only a sampling of what Teams has
to offer for your law firm. It's also

quite affordable when compared to other
options out there.
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If you already use Microsoft 365, you may
already have access to Teams. It's
currently included inside Microsoft 365
Business Basic which runs $5.00 per
user/month. It's also included inside
Microsoft 365 Business Standard which
costs $12.50 per user/month.

Microsoft Teams

Introduction to
Microsoft 365

Microsoft 365 (also known as Office 365)
is a cloud-based Saas solution by
Microsoft. It features essential productivity
tools any business can use to boost
efficiency and team productivity.

In addition to Teams, Microsoft 365 also
includes popular apps such as:

e Word

e Excel

e PowerPoint
e Outlook

e OneNote
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¢ OneDrive
¢ SharePoint

¢ Microsoft Teams

Related: OneDrive for Law Firms

Microsoft 365 offers many benefits for
your firm, especially if you wish to move
away from an on-premise server. For
example, Microsoft 365 is cloud-based, so
there’s no need to own a server that is
costly and difficult to manage.

Microsoft 365 also features a predictable
monthly cost, automatic updates,
heightened security, and services that
work anywhere on any device. It's the
perfect solution for a distributed team
that must work between home, the
courtroom, and the office.

Do | Need Microsoft 365 to
Use Teams?

Not necessarily. The basic version of
Teams is currently offered for free without
a Microsoft 365 subscription. However,
some of the best features of Teams
involve the collaboration between the
other Microsoft 365 apps.
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If you're a new firm owner looking for
practice management solutions, you
should consider moving forward with the
complete version of Microsoft 365,
including Teams. It's a great way to
seamlessly consolidate all of your
practice needs, from contract creation to
client communication.

Related: How to Use Office 365 for Law
Firms

Microsoft Teams as the
Hulb of Your Law Firm

One of the best ways to use Microsoft
Teams is to make it the hub or dashboard
for the rest of your Microsoft 365 services,
even those that go beyond
communication.

For example, you can configure your
Microsoft 365 in a way that enables
access to your SharePoint and OneDrive
shared folders within Teams. This way,
everything is at your fingertips within one
interface.

Inside Teams, from one simple
dashboard, you can access your:
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¢ Communication channels and chat
rooms

» Events, client meetings, and
appointments via your Outlook
(Exchange) calendar

¢ Law firm’s files and critical
documents via OneDrive or
SharePoint

¢ Notes and books from OneNote

e Tasks and to-do items from
Microsoft Planner and To-Do

2o Microsoft Teams Q, Search

O Files @ OneDrive
B _ + New v T Upload ~
i © Recent
o)) @ Microsoft Teams OneDrive
Teams
= Cloud storage [ Name~
Calendar
OneDi a

@ OneDrive \M)‘PFOJECY

Flles

v
~Personal Docs

It's also possible to connect other non-
Microsoft 365 apps to Teams

via connectors. For example, you could
connect Google Drive or Dropbox for file
storage, DocusSign for document signing,
or even Trello for project management.
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Consolidate Separate
Disjointed Tools

One of the best benefits of using Microsoft
Teams is consolidating all of your
separate and disjointed apps and tools
into one comprehensive platform. Believe
it or not, you and your team spend more
time than you realize on simple app
switching.

According to a recent survey completed
by Slack, 68% of app users say they spend
at least 30 minutes per day switching
between apps. And 56% report that
switching between apps makes it harder
to get essential work done.

Constant app switching leads to loss of
momentum. It can also lead to data loss
and costly mistakes if you're not careful.
And in today’s distributed workforce, it can
make finding files, connecting to
meetings, or simply looking up client
information tedious. All those “where can |

Guide to MS Teams for Law Firms 6


https://support.microsoft.com/en-us/office/five-things-to-know-about-apps-in-microsoft-teams-747492ee-7cdd-4115-a993-8c7e7f98a3d0?ui=en-us&rs=en-us&ad=us
https://slack.com/blog/transformation/the-app-era-is-here

find 'X'?” emails in your inbox add up, don't
they?

A tool like Microsoft Teams can help you
avoid app switching, especially when
using critical commmunication tools. For
example, Teams removes the need to use
Zoom, Webex, or GoToMeeting for online
meetings, Skype for video calls, and Slack
for instant messaging. Instead, all of those
tools are available inside one simple app
and can be used simultaneously for
seamless collaboration.

Why Every Law Firm
Should (Probably)
Use Teams

Let's recap. We believe that nearly every
law firm out there can benefit from using
Microsoft Teams.

The benefits are plentiful:

« Use as acentralized hub for your
law firm: From accessing client files
to scheduling meetings with
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colleagues, you can do it all right
fromm Teams. The app collaborates
seamlessly with Microsoft 365 as
well as other third-party apps.

Consolidate multiple tools for
seamless collaboration: Teams
eliminates the need to have
multiple commmunication tools. For
example, you no longer need

Slack andInstead, you can send
chat messages and join video calls
inside Teams.

Keep your distributed team in
sync: Whether you have team
members working from home or
you're working while on the go,
using Teams as your dashboard
keeps all of you on the same page.
Plus, the mobile app means you
can take your law office anywhere.

Maintain a sense of community
with your firm: Gone are the days
of working in your office without any
human interaction until 5:00 p.m.
Using Teams, your team can
communicate throughout the day
via chat and instant messaging.
This can build a powerful sense of
community which can lead to
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happier legal teams and a better
work environment.

Cut down on email clutter: Teams
can also cut down on the number
of “quick question” emails you
receive. Simple conversations
regarding clients, cases, and more
can be had right within Teams
instead of in email threads that
clog your inbox.

Make calls from any device: Teams
enables you to make calls and
more using any device, including
your phone and your desktop.
Regardless of where you are in the
world, with an internet connection,
you’ll never miss a beat.

Send any document or file
securely: When you need to send a
quick document or file, you
shouldn’'t worry about doing so
securely. Teams has a lot

of security features built-in,
including two-factor authentication
and encryption of data in transit
and at rest. Plus, files stored in
SharePoint and OneNote are
backed by their own encryption.
You can trust your data to Microsoft
365 and Teams.
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Visualize Microsoft Teams

Within Your Law Firm

It's easy to read the benefits of Microsoft

Teams and think it might be a good
solution for your firm. Yet, to truly grasp
what it can do, it's important to visualize

Teams inside your daily workflow.

How can Teams impact your firm's day-
to-day tasks?

Simplify teamwork on individual
legal cases: Each legal case
includes so many steps that involve
multiple members of your legal
team. Teams provides simple
collaboration for creating
documents, having meetings, and
more from one interface. From
initial discovery to pleading your
client’s case in the courtroom, you
and your team can do it all,
together, inside Teams.

Help encourage productive legal
team meetings: Teams features
the tools you need to streamline
legal team meetings. For example,
you can circulate to-do items and
agendas before the meeting via
instant messaging. And via the
guest access feature, you can send
the same materials to guests
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outside your firm. During your
meeting, Teams will still be running
in the background, so you can
easily access case documents and
files, send questions and requests
to paralegals via chat, and even
share your screen with colleagues.

S Microsoft Teams Q, search

Teams = Ll General Posts Fil

Your teams
Criminal Defense Practice Group

General

L Firm Partners

General

Admin Team

General

Family Law Practice Group

General

Eliminate document

“lockouts”: The document and files
library inside Teams is a SharePoint
library. This means multiple people
can collaborate on a single
document at the same time,
eliminating “lockouts” due to your
colleague or assistant having the
file open on their desktops. And yes,
there’s automatic version tracking
built right in, so you don’t have to
worry about accidental changes.
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« Discover remote possibilities for
mediation: Many law firms are
getting creative to meet the
demands of a remote workforce,
including those who offer mediation
to their clients. Microsoft Teams can
handle mediation through private
and group channels. For example,
the general channel can be used
for all parties and two private
channels can be created for each
separate party to use during
negotiations.

o Use avirtual whiteboard for
brainstorming and
collaboration: During meetings,
you can use the whiteboard tool
inside Teams to create legal
diagrams and brainstorm ideas.
Plus, you'll be able to save and
share your whiteboard once you're
finished. You'll find the tool by
selecting the Share icon inside your
meeting.

How to Set Up Teams for
Your Law Firm

Ready to take advantage of Microsoft
Teams within your law firm? If so, there are
a few steps you must take to ensure you

Guide to MS Teams for Law Firms 9



make the most of your new tool. Let's dive
rightin.

First things first, let’s review some key
Teams terms you should know before
you get started:

e Groups: In Microsoft 365, a group is
the basic building block of
organization within the suite. These
are set outside of Teams and apply
to all of Microsoft 365. Some firms
will create groups based on groups
of people or resources. For example,
“Partners” or separate practice
areas.

e Teams: Teams are Microsoft Teams
specific and are a group of people,
conversations, files, and tools.
Inside each team, you'll find all of
the relevant channels.

e Channels: Channels are
discussions within each team that
are often dedicated to a specific
matter, topic, or project.
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i Microsoft 365 admin center

= Home > Active teams & groups

Active teams and groups

Microsof ft 365  Distribution list  Mail-enabled security ~ Security

A, Addagroup L Export () Refresh

Name | Email Syncstatus  Teams status
Admin Team
All Company
Criminal Defense Practice Group

Family Law Practice Group

Firm Partners : partners@

1. Set Up Teams
with Microsoft 365

We recommend setting Teams up with
Microsoft 365, not in a vacuum. Otherwise,
you'll double your work, and your overall
Microsoft 365 system may become
disjointed. You'll want your Teams to
follow the same organizational structure
as the rest of your Microsoft 365 suite.

Start by determining which Microsoft 365
option is right for your firm then, move
forward through the installation process.

2. Start with Microsoft Groups

During the installation process, you'll have
the opportunity to create groups for your
entire 365 suite. This is a critical step in
determining how you work within Teams. A
group can be any logical group of people
or resources that make sense for your
firm.
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Some examples of groups you could
create include:

Partners

» Paralegals or support staff
o Teams and departments
e Marketing or other functions

e Practice areas (i.e, family law or
criminal defense)

To determine which groups you require,

make a list of the groups that require their
own dedicated resources such as specific
documents, calendars, or folders. For easy
collaboration and organization, you'll want
to keep resources as separate as possible.

Let’s review an example group setup. Say
your law firm has a total of eight people,
including two partners, two associates,
two paralegals, and two administrative
support people. And your firm practices
both business law and family law.

The following groups might be a perfect
mix for your firm:

e General for your entire firm
« Partners (For Partners only)

« Admin (For legal support and
administrative staff)
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o Family Practice

e Business Practice

Once you decide which groups make the
most sense for your firm, you'll want to
assign the appropriate team members to
their groups. For example, your partners
should have access to all of the groups
while administrative staff will need access
to the Admin channel, general channel,
and your practice area groups.

Tip: For step-by-step instructions on how
to define groups within Microsoft 365,
read this post from Microsoft.

3. Set Up a Team for Each
Practice Area or Functional
Group

The next step is to set your teams inside
Microsoft Teams. We recommend
creating a team for each practice area or
functional group that will require constant
contact.

For example, you may set up a team for:
e Firm Partners
e Family Law Practice Group

» Criminal Defense Practice Group
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¢ Admin Staoff

After you create your teams, go ahead
and invite each individual within your firm
to their specific teams.

Tip: For step-by-step instructions on how
to create teams within Microsoft Teams,
read this post from Microsoft,

4. Create Channels for Each
Individual Matter

When you get started with Teams, you'll
automatically have a general channel
that everyone within your firm can use for
general team banter, announcements, or
communication. Even still, we recommend
creating channels for each individual
matter within your set teams.

This ensures communications are
streamlined and all in one place for each
matter. Plus, you can pin specific tabs to
each channel that include tools such as
SharePoint or individual files, so team
members can find case materials quickly.
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7 Expert Tips for Using
Microsoft Teams Within
Your Practice

Microsoft Teams is incredibly easy to use
with a minimal learning curve.

Plus, there are plenty of tips and tricks
you can use to make Teams even more
efficient for your practice.

1. Try keyboard shortcuts: There are

many keyboard shortcuts you can
use to quickly navigate Teams. For
example, “Ctrl+N” on Windows or
“Command+N" on Mac will start a
new chat.

2. Forward emails to Teams
channels: You can easily track
emails that involve specific client
matters by forwarding them to
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Teams channels. You'll find
your channel’s email address under

More Options inside the channel.
Then, simply forward the email to
the address.

View meeting transcripts: During a
Teams meeting, you can turn
on live transcription to see an on-

screen transcript. You can also
download transcripts for your
meetings inside Teams. This is a
great way to share meetings with
members who were unable to
attend.

Start a call inside chat: Need to
clarify a message sent from a
colleague? Hop on a call from
right inside the chat. Simply select
Meet inside the channel to start

your call.

Set your status: Want to show
others you're unavailable? Set your
status in Teams. You can also
include a status message that
instructs your team on who to
reach out to with questions or
concerns.
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. Mark messages as unread for easy

follow-up: Marking a message

as unread will enable you to easily
come back to the message later.
This is a great tool for when you're
working on the go and need to do
further research before replying.

Use the various Teams
commands: Much like keyword
shortcuts, commands are a simple
way to perform tasks inside of
Teams. To use a command, you'll
simply type “/" and then your
chosen command. For example,
“[/away” will set your status to away.
And “/unread” will show all of your
unread messages inside Teams.

@ k]
i
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Integrate Microsoft
Teams With Your Law
Practice Management
Software

Microsoft Teams can handle all internal
and external communications for your
firm and can act as the dashboard for all
your other Microsoft 365 tools. However,
you'll need more to successfully run your
firm. We recommend integrating Teams
with your existing law practice
management software, if possible.

Related: Best Law Practice Management

software

If you don’t have LPM software as of yet,
it's time to find the best fit for your firm.
LPM software should include critical firm

management tools and features such as:

e Client and contact management
 Matter management

e Calendaring

e Task management

« Time and expense tracking

« Billing

» Conflict checking

e Business accounting
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e Trust accounting

o Document assembly, automation,
management, and storage

e Email management

e Client portal and mobile app

The LPM you choose should also integrate
seamlessly with your other necessary
third-party apps such as Microsoft Teams.
While this may seem obvious, it's easy to
forget.

Making Everything Work
Together Seamlessly

Microsoft Teams (or any law firm software
for that matter) won't magically organize
itself right out of the box. To best benefit
your law firm, it's best to reach out to a
legal technology professional who can
help you implement Microsoft Teams
alongside the rest of the Microsoft 365
suite.

General IT consultants and companies are
rarely suited to meet the unique needs of
a law firm. Uptime Legal has helped
hundreds of law firms and thousands of
legal professionals streamline and level
up their practice using technology tools
such as Microsoft Teams.
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