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Working from Home
Basic Setup Tools & Resources

Speakers

Hong Dao
PLF Practice Management Attorney
hongd@osbplf.org

Rachel Edwards
PLF Practice Management Attorney
rachele@osbplf.org

Topics:
1. Physical setup
2. Software and systems setup
3. Accessing files and programs
4. Employees working remotely
5. Maintaining communication 
6. Handling phone calls and mail
7. Notifying clients
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Physical Setup
Dedicated workspace

Docking station

Secure Internet 
Connection 
(WPA2) 

File Access
Paper access

Cloud access
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Remote Access to Work Computer

Remote desktop         + VPN

Bundled remote access software

Remote Access Blog
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Cloud‐based products

Move tasks online

Electronic signingOnline scheduling
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https://www.osbplf.org/inpractice/working‐and‐meeting‐in‐the‐age‐of‐social‐distancing‐/

Practice Management Software File Sharing
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Handling Phone Calls
Call forwarding or 

porting

Virtual receptionist
Check voicemail

VOIP

Handling Mail
In office

Mail forwarding

https://www.usps.com/manage/forward.htm

Notifying Clients and Others of Changes by….

Voicemail

Website

Email signature block
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www.osbplf.org
 Practice aids  Books  CLEs 
 InPractice Blog   InBrief Newsletter 
 Practice Management Attorneys  OAAP

http://www.osbar.org
 Bar Counsel Articles   Ethics Opinions 
 Legal Ethics Helpline: 503-431-6475

https://www.americanbar.org/
 Legal Technology Resource Center 

Check out our 
newest practice aid

• Staying the Course 
During the COVID‐19 
Pandemic

• Maintain Control by 
Narrowing Down Your 
COVID‐19 Resources

• Working and Meeting in 
the Age of Social 
Distancing

Relevant blog articles:

Subscribe at: 
https://www.osbplf.org/inpractice/

Contact Us
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Free and confidential
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