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EXECUTIVE SUMMARY

Paralegals are already highly efficient professionals operating under constant cognitive pressure: deadlines,
client communications, medical records, case management systems, and attorney support all compete for
attention. The opportunity with Microsoft Copilot is not to replace that efficiency, but to compound it.

This guide introduces a first-steps framework centered on block tasking: grouping similar cognitive work and
using Copilot to reduce mental load, context switching, and time spent drafting, summarizing, and triaging. In
early real-world usage following in-person training, experienced paralegals reported a 10 to 25% efficiency gain
as prompts became more refined.

The goal is not advanced automation. It is a smarter way to do the work that already exists.

The Paralegal Reality: High Efficiency, High Cognitive Load

Most paralegals already work efficiently. The challenge is not effort. It is cognitive overhead.

A typical day includes:

* Monitoring and triaging a high-volume inbox

» Extracting meaning from case management reports and medical records
e Translating raw information into attorney-ready summaries

e Communicating with clients clearly and in a compliant way

e Tracking deadlines, follow-ups, and open issues

The hidden cost is context switching: moving between Outlook, case management software, PDFs, SharePoint
folders, Teams conversations, and Word documents, often multiple times for the same case. Copilot becomes
valuable when it holds context and handles first-draft thinking, so the paralegal stays focused on judgment,
accuracy, and review.

What Is Block Tasking (and Why It Matters)

Block tasking is the intentional grouping of similar types of work into focused time blocks, rather than reacting to
work item by item.

For paralegals, block tasking includes: Copilot amplifies block tasking by:

* Inbox triage and prioritization e Summarizing large volumes of information at once
» Case summarization and attorney briefings * Maintaining context across files and conversations
* Medical chronology review * Producing consistent drafts in batches

* Client communication drafting * Reducing decision fatigue

» End-of-day follow-ups and task planning

The result is not just time savings. It is a lower-stress cognitive workload.
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Copilot as a Cross-Surface Assistant

Copilot is not confined to a single tool. A paralegal can start a conversation in Outlook, carry it into Word, and
pull from SharePoint-stored case documents, all in the same workflow, without switching contexts manually.

Outlook Email triage and drafting

Word Case summaries and chronologies
Teams Collaboration and follow-ups

Edge Research and reviewing exported reports
Copilot App Conversations carried across all surfaces

"I didn't realize that while summarizing an email, | could ask for all case information stored in SharePoint
and build an attorney summary at the same time." -- Experienced paralegal, post-training feedback

First-Step Use Cases That Deliver Immediate Value

Case Summaries as a Block Task

Scenario: Multiple cases require attorney updates at the same time.

*  Work in a dedicated summary block

* Provide Copilot with a NEOS or Needles export

» Ask for a one-page case summary covering injury details, treatment status, work status, open issues, and

upcoming deadlines

Outcome: Faster first drafts. Consistent structure across cases. Reduced mental strain from reformatting and
recall.
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Medical Chronologies Without Re-Reading Everything

Scenario: Reviewing medical records for accuracy and gaps.
» Ask Copilot to generate a chronology with date, provider, treatment, and relevance

* Instruct Copilot to flag gaps or inconsistencies

Outcome: Paralegal shifts from data extraction to validation. Improved issue spotting. Less fatigue from
repetitive reading.

Inbox Triage as a Daily Cognitive Reset

Scenario: Starting the day already behind due to email volume.

e Summarize emails since the previous work block

e Group by urgency: client communications, opposing counsel, deadlines, and FYls
 ldentify items requiring escalation or attorney awareness

e Create a response plan before drafting any replies

Outcome: Clear priorities within minutes. Reduced anxiety. Fewer missed deadlines.

Drafting in Batches, Not Interruptions

Scenario: Responding to multiple emails throughout the day.

* Reserve a dedicated drafting block
» Ask Copilot to draft responses labeled DRAFT
* Use tone-adjustment prompts: more concise, calmer, or firmer

» Explicitly instruct Copilot to avoid legal advice or guarantees

Outcome: Higher quality drafts. Fewer reactive responses. Better compliance.

10-25% A 0

Reported efficiency gain from real-world High-impact use cases you can start New systems required—works entirely
post-training feedback using today within Microsoft 365
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Guardrails and Professional Responsibility

Copilot works correctly when it is used as a drafting and summarization tool, not as a decision-maker. Clear

boundaries make that work in practice.

e Copilot drafts are not legal advice
e All outputs require paralegal and attorney review before use
e Prompts should explicitly prohibit predictions, guarantees, or legal conclusions

e Sensitive data should remain within approved Microsoft 365 environments

When used within these boundaries, Copilot strengthens professional standards. It does not replace paralegal
judgment. It clears the path for more of it.

Getting Started: A Practical First-Steps Model

01 Identify three daily block tasks

Inbox triage, case summaries, and drafting are the most common starting points.

02 Use Copilot only for first drafts and summaries

Judgment, review, and final decisions stay with the paralegal.

0 3 Save prompts that work

Store effective prompts in Teams or SharePoint so the whole team benefits.

0 4 Refine prompts weekly

Specificity improves output. The gains compound as prompts get more precise.

0 5 Measure stress reduction, not just speed

Time saved matters. So does the cognitive load that disappears with it.
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Get a clearer view of your

Microsoft 365 environment.

Schedule an IT Environment Review. A real look at what you have, not a sales call.

bookings.cloud.microsoft/book/ITEnvironmentReview@3rdelementconsulting.com

Questions about Microsoft 365 configuration, Copilot licensing, or Al governance for your firm? Reach the team at 3rdelementconsulting.com or
(717) 763-6800.
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