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If you’re a small law firm owner asking yourself, “How can I improve my case management skills and
increase billable hours?” you’re on the right track. Time is often your most valuable asset, and the
key to freeing up more of it lies in choosing the right case management software with time-saving
features.

Effective legal case management software aims to minimize manual effort and automate tasks,
allowing you to focus on what truly matters: serving your clients and growing your practice. With this
goal in mind, the following tips will guide you on leveraging case management software to improve
efficiency and add tangible financial gains to your small law firm.

1. Automate Client Intake with
Customizable Forms
First impressions with prospective clients can be the make-or-break moment that determines their
investment in your services. For small law firms, the stakes are even higher because each client
carries significant value for the practice’s overall health. A cumbersome or complicated intake
process can be a roadblock to growth, particularly for smaller operations that may not have the staff
to manually handle this task.

To illustrate how this can affect a firm, imagine a solo attorney running a small practice without any
support staff. This attorney has to manually process each client inquiry, which isn’t billable work and
eats up hours that could be better spent on consultations, research, or court appearances. Now,
picture the same attorney with automated intake forms. The software immediately inputs client data
into the firm’s system, allowing the lawyer to allocate their time to revenue-generating activities.
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To accomplish this for your own firm, opt for case management software that includes customizable
intake forms. You can embed these forms directly into your firm’s website. When a prospective client
fills them out, the software automatically creates a new contact. This process accelerates follow-ups,
reduces administrative overhead, and allows for a smoother initiation of the client relationship.

2. Use Cloud-Based Legal Software
for Flexibility
Switching from on-premises software to cloud-based case management systems can offer several
advantages to small firms. Cloud platforms make it possible to access vital case files, scheduling
tools, and client data from anywhere, providing flexibility for lawyers on the move. Plus, cloud
services usually come with automated backups and robust security measures, often exceeding what
a small firm could put in place independently.

Cost is another crucial factor for small law firms. With cloud-based software, you avoid initial setup
fees and ongoing maintenance costs tied to traditional on-premises solutions. You pay only for the
resources you use, and scalability is a breeze as your firm grows. Automatic updates also ensure you
have the latest features and security enhancements, freeing up more time for billable tasks.

How much does law firm software cost in the cloud? Visit this page for a breakdown of how cloud-
based legal software pricing plans work. 

3. Elevate Client Communication to
Avoid Mishaps
In small law firms, where each team member often juggles multiple roles, clear and efficient
communication is a necessity. Mistakes in communication can be costly, both in terms of time and
reputation, making it vital to have specific communication features built into your case management
software. Here’s how smaller operations uniquely benefit from these features:

Text Message Reminders: Smaller operations might not have
administrative staff dedicated to managing appointments and
important deadlines. Automated text message reminders can serve as
a valuable backup, reducing the likelihood of missed court dates or
client meetings.
Secure, Encrypted Client Portal: Without an IT department or
person, small firms may struggle with secure document exchange. A
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built-in encrypted client portal can solve this problem, letting you share
sensitive files with confidence.
Instant Alerts: In a small firm, immediate awareness of client actions
can be a difference-maker. Alerts that notify you when a client views
an important document or opens an invoice keep you informed and
responsive, without requiring constant email checking.

Adopting these features makes your operation more efficient and mitigates risks related to
miscommunication or overlooked deadlines. Consequently, satisfied clients are more inclined to
recommend your services, underscoring the role of strong communication tools in small law firm
success.

4. Utilize Time-Tracking Features for
Precise Billing
The billing process in a small law firm is more personal and, as a result, undergoes heavy scrutiny by
clients. A large firm might have clients who are less concerned about incremental billing details, but in
a small firm, clients often want clear justification for every charge.

With built-in time tracking and billing features, attorneys can offer transparent, precise billing by
logging hours directly within the platform. This level of accuracy enhances client trust and reduces
disputes over charges.

Additionally, automated billing features are especially beneficial when a small firm wants to expand
its client base without hiring additional administrative staff. When attorneys have to keep up with
manual billing, the extra paperwork becomes overwhelming, potentially leading to delayed or
inaccurate invoices. Automated billing features, however, take care of generating invoices and
sending them directly to clients. This efficiency allows attorneys to manage a higher volume of work
while maintaining their firm’s reputation for timely and accurate billing.

5. Enhance Team Collaboration with
Automated Workflows
One of the challenges in a small law firm is the need to closely coordinate among a lean staff to keep
all cases moving forward. It’s not uncommon for an attorney to be the point person for a client, the
strategist for a case, and the lead for internal communications all at once. Workflows in legal
automation software allow for seamless collaboration among team members by pre-setting tasks and

                               3 / 5

https://www.practicepanther.com/legal-crm/client-portal/
https://www.practicepanther.com/case-management/workflows/
https://www.practicepanther.com/case-management/workflows/


 
responsibilities that kick in at different stages of a case. 

Task Dependencies: Set tasks that are contingent on the completion
of previous tasks, ensuring that case work proceeds in a logical
sequence.
Automated Updates: Configure workflows to send automatic status
updates to team members, letting them know about changes or task
completions.  
Case Status Overview: Have a centralized dashboard where each
team member can see the current status of all active cases, helping
prioritize workloads.

By implementing automated workflows, a small law firm can facilitate better communication and
coordination among its members. This type of collaboration is critical when resources are limited and
every team member is wearing multiple hats. Instead of getting bogged down with administrative
chores, attorneys can focus on the substantive legal work, confident that the workflow system will
keep everyone on track and aligned.

6. Keep Tabs on Key Metrics with
Advanced Analytics
For a small law firm, understanding the nuances of your business can make a significant difference.
With fewer clients and less room for error, having accurate, real-time information about your firm’s
performance can be the key to staying competitive and identifying opportunities for growth. Advanced
analytics in case management software offers these insights in a way that is particularly beneficial for
small practices. For example, you can use analytics to:

Custom Tags: Use custom tags to add layers of categorization to
your clients, cases, and activities. Tags enable you to generate more
targeted reports, such as identifying which types of cases tend to drag
on and consume more resources.
ROI Tracking: Advanced analytics can show you which marketing
channels provide the best return on investment, helping you decide
where to allocate your marketing budget.
Resource Allocation: Understand how staff spends their time across
various tasks and cases, allowing you to redistribute resources where
they’re most needed.
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To illustrate, consider the time your staff spends on different types of cases. If your software data
shows that one area is consistently requiring more time but not yielding proportional revenue, you
might decide to shift focus to more profitable practice areas. By making data-driven decisions, you
position your small law firm for smarter growth and higher profitability.
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