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Please make your payment online with credit card at www.icle.org
Need help? Call ICLE at 877-229-4350. During COVID-19, we are not able to accept credit card payment by phone or mail.

Legal Technology Seminars
The Inn at St. John’s, Plymouth | 03/29/22
On-Demand Seminar Available 04/19/22

D Plymouth
On-Demand Seminar

The Ins and Outs of PDFs for
Lawyers and Law Firms
22CR2118

Use Outlook to Organize and [ piymouth

Manage High-Volume Email [Jon-Demand Seminar
22CR-2196

Pricing (per seminar)

[ ] $165 General

[] FREE ICLE Premium Partner’
[ ] $145 ICLE Basic Partner

I:l $95 New Lawyer (0-3 vears in Practice P82700+)

Prices guaranteed until 03/29/22. Cannot combine discounts.
"Must currently subscribe to ICLE’s Premium Partnership to
attend for free. Complete Seminar Policies: www.icle.org/
info/seminarpolicies. Cancellation Policy: For a full refund,
notify ICLE by 03/15/22. Registrants who cancel after that date
will be charged a $25 cancellation fee. No refunds will be
issued after 03/22/22. No refunds for on-demand seminars.
Walk-in Registrations: Permitted on a space-available basis or
if registrants fail to claim their seat in the first 15 minutes of the
seminar. Persons with Disabilities or Dietary Restrictions:
For special arrangements please contact ICLE no later than
seven days before the seminar.

Total Amount Due $

Alternate payment option:

If you need to pay by check, please mail form with
payment to: PO Box 1343, Ann Arbor, MI 48106

Check No. Payable to: ICLE

Name

Ml Bar #

ICLE Pship #

Firm

Address

City

State Zip

Phone

Fax

Email

20Q8B

ICLE | Your Partner in Practice

MARCH 29, 2022 | PLYMOUTH

Legal Technology Seminars

TWO HALF-DAY SEMINARS

The Ins and Outs of PDFs for Lawyers and Law Firms
Use Outlook to Organize and Manage High-Volume Email

L1

ICLE

REGISTER TODAY

www.icle.org/info/pdfs
www.icle.org/info/outlook
877-229-4350

FREE for Premium Partners

Speaker

Barron K. Henley

Affinity Consulting Group
Columbus, OH

THE INSTITUTE OF CONTINUING LEGAL EDUCATION
The education provider of the State Bar of Michigan
The State Bar of Michigan * The University of Michigan Law School * Wayne State

University Law School * University of Detroit Mercy School of Law ¢ Western Michigan
University Thomas M. Cooley Law School * Michigan State University College of Law



ICLE’s Legal Technology Seminars

Barron Is Back with Two Half-Day Seminars

The Ins and Outs of PDFs for Lawyers
and Law Firms

03/29/22 | Plymouth | 8:30am-12:00pm
On-Demand Seminar Available 04/19/22

CLE: Up to 2.75 | Level: Basic/Intermediate

PDFs are the file format of choice when exchanging documents with
lawyers, clients, and courts. Nationally recognized speaker Barron K. Henley
shows you how to use them appropriately and handle any task—and reduce
paper in your office.

Explore the risks and benefits of PDF documents. Employ important tools

such as redaction, metadata removal, electronic document security, Bates
numbering, and PDF collaboration. Add signatures and stamps and route PDFs
for comments/feedback. Contrast Adobe Acrobat DC with Kofax Power PDF.

You will be able to:

¢ Create PDFs from Word, Outlook, Excel, and within Acrobat or
other PDF programs

Review and add comments, sticky notes, and other annotations to PDFs

Reduce and combine PDFs for emailing, document exchange,
and court filings

* Protect and secure PDFs with passwords and user permissions

Identify various PDF programs with similar tools and the pros and cons
of using each

REGISTER TODAY
www.icle.org/info/pdfs | 877-229-4350

Barron Henley’s Past Attendees Rave
“Best seminar I ever attended!”
“Patient speaker. Well-paced.”
“Excellent tips and Q&A.”

Use Outlook to Organize and Manage
High-Volume Email

03/29/22 | Plymouth | 1:00pm-4:30pm
On-Demand Seminar Available 04/19/22

CLE: Up to 2.75 | Level: Basic/Intermediate

Barron shows you how to use all of Microsoft Outlook’s features to efficiently
organize email and attachments. Change Outlook’s default settings to

customize your email, calendar, and tasks. Get tips and tricks on little-known
features. Walk away with a comprehensive list of the best Outlook enhancements

and add-ins.

You will be able to:

* Efficiently deal with every email

* Avoid email interruptions and spam

* Protect your sensitive email with encryption

* Create Outlook toolbars and buttons that put key features at your fingertips
* Organize messages to match your client files

* Access your email, calendar, and tasks on all of your devices

REGISTER TODAY
www.icle.org/info/outlook | 877-229-4350

Barron K. Henley
Affinity Consulting Group, Columbus, OH

Barron’s technology-related seminars are among our most
popular—and with good reason. A nationally recognized
speaker with expertise in law practice management, document
automation, and ethics, he is a founding partner of Affinity
Consulting Group, a legal technology consulting firm.




