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W H AT I S A N O F F I C E
W I T H O U T WA L L S ™ ?
An Office Without Walls™ is where you’ll find remote professionals who are
fulfilled and flourishing in their working worlds. An Office Without Walls™
allows modern day business owners and their teams live life to the fullest

without sacrificing personal or professional ambitions. Life is short. Live it.
Love it. Do it, without walls.

This Pocket Guide is intended to be a resource and toolkit
for remote professionals and business owners.
Always keep moving forward.
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T H E J O U R N E Y. T H E
PURPOSE. THE VISION.
Five years have gone by fast. That’s how long I’ve been working and

running a business remotely. I’ve learned a lot over that span of those

years while at the same time racking up a pile of mistakes along the way. I
overcame those errors, and when I tally my remote working successes and

failures, the wins far exceed the losses. I’d like to share my journey towards
what I call the Office Without Walls ™ lifestyle so if you decide to embark

on your own path to freedom as a remote professional, you too will wonder
“where did the time go and why did I wait so long?”

My journey began with my taking a leap of faith and leaving my full-time,
comfy salaried position with a mid-sized firm in Largo, Maryland to start
my own law practice and become a self-sufficient entrepreneur. My deci-

sion to work for myself was made out of necessity. I was miserable working

for others, mainly because I was always tied to a desk or table and working
within the confines of traditional “9 to 5”. I felt like these manufactured

boundaries prevented me from taking care of myself and the people I cared
about. I knew there had to be a way to work and really live at the same
time.

I had tried working in several settings, including the judiciary, non-profits,

as an Assistant State’s Attorney, and in the private sector for top ranked law
firms such as WilmerHale and Arnold & Porter in DC and Boston. In 2015,
I found myself at a mid-sized firm and I was finally being assigned trial

work (which is what I had wanted to do all along) , but I was still misera-

ble. I drank daily and while I was extremely active, running full marathons
several times a year, it was the unhealthiest I had ever been in my life. It

was either find a way to practice law that made me happy, or find another

career…and I wasn’t giving up being an advocate! I love helping others. So,
I set out on my own to make my own rules and write my new normal.

Two things that were important to me were my quality of life (I needed to

be free and to travel) and contributing to making the law and justice more
accessible to everybody. The results of this choice, as informed by these
priorities, are the tenets of the Office Without Walls ™ you see today.
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When I started, I didn’t have much. I rented a mailbox in the office of a

prominent attorney and former Maryland State Bar Association President,
for $100/month. I worked wherever I could, driving to meet clients in

public locations close to their homes or offices. It was during this time that
I learned the most about how to retrain my business brain to think outside

the box. I had to make up for the things I didn’t have by being creative and
relying on technology and free, or nearly free resources.

After about eight months I was able to afford a small office in Greenbelt,
Maryland. I hired my first remote employee in 2016 to help manage

phones and day-to-day administrative tasks, and that began my work-travel
movement. How he came to work for me is a magical story, and if we ever
have the chance to meet, you should ask me about it. In 2018, I moved

my physical office space (which I still needed to reassure clients wary of

the virtual world) to Columbia, Maryland, and opened a satellite office in
College Park.

I now have four (4) remote employees and manage several busi-

nesses including OWW Virtual Office Solutions (OWW VOS). OWW
VOS offers small business and law firm owners the administrative

and legal support they need to maintain healthy and balanced lives

(www.OfficeWithoutWalls.org). We have only one brick and mortar location that is rarely used in the COVID-era, yet we still operate seamlessly.

I attribute our preparedness to our commitment to making work and life

more accessible, for ourselves and for our clients, in the years prior to the
pandemic.

Please enjoy the following “pocket-guide” to running your own Office
Without Walls™.

SAHMRA A. STEVENSON, ESQ.
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CHAPTER ONE:
MAILING ADDRESS
IT’S BEST TO USE a business address that is not your home address, even if
you are working from home and have no plans on using a brick and mortar
office space. Keep your home and work life separate from the jump! It’s
hard enough keeping the two worlds separate once things get busy.

Skip the P.O. Box. Avoid using a P.O. Box for a business address. The

reason for this is the same as why you should not use a Gmail, AOL, Yahoo

or other non-domain related email address for business– it lacks the professional touch. Whether or not your clients know you are working remotely,

there is also a sense of comfort that is generated from being able to locate
you on a map with an actual street name and mailbox number. There is a

sense of comfort that comes knowing they are dealing with a business owner that is smart enough to invest in their brand and presentation.

Opting for a vendor that offers a street address does not necessarily mean
paying more for the service, and in most cases the prices are similar, if

not the same. Compare your options. Some virtual set-ups provide you a

P.O. Box that reads to the client as a street address. Clients can search and

locate the address in Google Maps, and in most cases the box is located in a
store front mailing or copy center.

It is standard for address set-ups to come with a concierge and manage-

ment option. You can choose between picking-up mail in person, having it
forwarded to another address where you are physically located, or having

mail opened and scanned by the vendor, assuming appropriate precautions
are being taken to ensure client confidentiality.

Virtual mailboxes do not require all the extra bells and whistles. Don’t

block the blessing of a low overhead by paying more than what you need
to:

• Do your research or pay a virtual assistant to research your options
• Consider local vendors over chains
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• Make sure you’re getting good customer service

• Ask about add-on fees for things like mail notifications
• Visit the physical store-front, if that’s an option

Vendor List
Virtual Mailboxes & Nation-wide access To Shared Space
https://www.opusvirtualoffices.com/
https://www.regus.com/en-us
https://www.servcorp.com/en/virtual-offices/
https://www.davincivirtual.com/
DC/MDVA - Virtual Mailboxes/Shared Space
https://www.midatlanticoffices.com/
https://www.businesssuitesofcolumbia.com/
https://www.tysonsofficesuites.com/
http://www.ossvirginia.com/
https://www.intelligentoffice.com/virginia/tysons-corner/local
https://www.advantedgebc.com/downtown-dc-office-space
New York - Virtual Mailboxes/Shared Space
https://starkofficesuites.com/new-york-city-office-space/
https://executiveofficefm.com/
https://www.corporatesuites.com/
https://www.jaysuites.com/
Atlanta - Virtual Mailboxes/Shared Space
https://www.peachtreeoffices.com/locations/1100-peachtree-midtown/
https://www.truespace.biz/
Los Angeles - Virtual Mailboxes/Shared Space
https://barrister-suites.com/
https://carrworkplaces.com/
International -Shared Space
https://www.regus.com/en-us
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CHAPTER TWO: PHONES &
VOICEMAIL
ANSWER YOUR PHONES! Or have someone do it for you.
A business’s success in getting and retaining new clientele is largely influ-

enced by if, and how, phone calls are answered. In addition, existing clients
appreciate finding a live person on the other end of the line. It reinforces a

sense of good customer service practices. Make sure your phones are being
answered during business hours.

Freeing yourself from your phones is a good time-management tool. It

allows you to put your attention into managing and growing your business.

Keeping that in mind, the money you invest in a virtual receptionist may be
money well spent.

Vendors
Smith.ai. Smith is one of the leaders in the virtual receptionist industry.
Their competitive pricing sets them above the rest, as does their commitment to customer service. Smith will work with you to tailor scripts, set-up
calendars, take payments over the phone, book consultations, and respond
to general inquiries. Constant contact through text and email as calls come
in is handy, and a daily call summary is sent out nightly so you can monitor
anything that might have been missed by you or your staff. https://smith.ai/
Ruby Receptionist. Ruby is one of the friendliest vendors you may ever
encounter. Their customer service is stellar, and it is easy to navigate and
control your call settings using their mobile app. Turn VM on, mark yourself
as “out of the office,” “with a client,” “sick” or any other custom status with
the swipe of a finger. https://www.ruby.com/
Other Reputable Vendors:
https://myreceptionist.com/
https://www.abbyconnect.com/trial/
(Free 14 day trial)
https://backofficebetties.com/
https://remotecoworker.com/
https://answerfone.co/

Law Office Specific:
https://www.answeringlegal.com/
International:
https://verbatim-cc.co.uk/
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CHAPTER THREE: TEXTING
TO TEXT OR NOT TO TEXT. That is the question only you can answer. The

biggest fears associated with texting clients can be managed and dealt with
fairly easily nowadays.

When considering whether to use text as a form of client communication,
consider all of the subtleties regarding privacy and professional ethics.

“Texting has become a much more common way for clients to communicate
with lawyers. In many instances, the lawyer would prefer not to receive
a text message from a client, but client expectations have made this an

expected part of the communication process.” One suggestion is addressing
the subject in the engagement letter. Spelling out expectations in writing,
and doing so early on, helps to keep everybody on the same page.

Related Reading: “Handling Clients’ Text Messages,” https://www.

wisbar.org/NewsPublications/WisconsinLawyer/Pages/Article.aspx?ArticleID=24756#:~:text=Lawyers%20should%20be%20careful%20

about%20the%20types%20of,message%20as%20an%20important%20
communication%20by%20the%20lawyer.

Text Message Management & Recording: This is the most important
feature because the main purpose of using business text messaging apps
is to send and receive messages. Users can perform various operations

including creating, modifying, sending, and deleting messages. Moreover,

users can send bulk messages to different people or teams. Some apps can

convert emails to text messages before sending them to the appropriate recipients. Also, a shared inbox allows teams to share messages in one place.
Automation Assistance: Apart from the ability to create and send text
messages, business text messaging apps can automate some tasks. For

example, they can send automated alerts or reminders to thousands of

contacts at once. The automation feature also allows businesses to send
automated responses for certain queries.

Address Book Advantages: The address book is another useful feature
because it helps companies store and import the most important contacts.
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Companies can also use this feature to save notes about their most loyal users to facilitate easy searches when looking for specific contacts. Moreover,
companies can organize contacts into lists and use them to send targeted
messages.

Web and Mobile Apps: The best business text messaging apps work

seamlessly on various platforms including web browsers, Android devic-

es, and iOS. This means they can run on desktop computers, tablets, and
smartphones.

Considerations When Choosing A Platform: Who you will be com-

municating with and if will you need to keep a record of the conversations;
. time stamp options; exporting messages to common applications like
Word or Adobe; network security; and reputation of the brand.

Recommendations
Google Voice. A Google Voice number is likely to be your most care-free
option, and there is no cost to set it up. Area code availability might become an issue depending on where you are located (or want the client to
think you are located), but texts and VMs are delivered safely to the Gmail
address associated with your voice number, and to the app on your phone
as well. https://voice.google.com
Grasshopper. A step-up from the free options is Grasshopper, with plans
starting at around $14/month. Grasshopper works well for managing business phones generally, and is not limited to texting. Grasshopper allows
for multiple lines and users. Records of calls and messages can be viewed
online or through the app on your phone. Email notices are used to alert
you to incoming and missed calls and texts. https://grasshopper.com/
Text Magic. TextMagic provides a business text-messaging service that enables the sending of alerts, notifications, confirmations, reminders, and SMS
marketing campaigns. Send accurate and short messages to clients, employees or partners. Features include: online sending of texts, converting email to
SMS, SMA gateway API, two-way SMS chat, receiving of SMS online, and SMS
distribution lists. https://www.textmagic.com/?sscid=71k4_vff3u
ProTexting. ProTexting is a rich and sophisticated SMS marketing
platform that offers different interactive features to maximize moO F F I C E W I T H O U T WA L L S P O C K E T G U I D E
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bile marketing channels and their possibilities. Build your text messaging
lists to creating SMS Surveys, Sweepstakes and many other features that
will always keep your audience engaged through their mobile phones.
https://www.protexting.com/promocode/PAT
Other Options:
https://smith.ai/
https://www.predictiveanalyticstoday.com/skipio/
https://www.predictiveanalyticstoday.com/screen-magic/
https://www.predictiveanalyticstoday.com/ez-texting/
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CHAPTER FOUR:
VIDEO CONFERENCING 101
“SIT-UP STRAIGHT!” “Angle your camera down!” “Sit away from the desk
or table.” There are a host suggestions for looking your absolute best on

camera, and I’m sure they all work. Zoom even has a “touch me up” feature
in the settings panel. Before you get to those, you’ll need to secure the

basics: the right platform to suit your needs; the right software to book

the appointments and secure that bag!; and the right lighting to make sure
you can be seen.

Software/Platforms: Your business needs will dictate your platform
choice. Do you need break-out rooms? Streaming, video sharing or re-

cording capabilities? Webinar functions? Do your homework and make an
educated choice.

Recommendations
www.Zoom.com
www.GoToMeeting.com
https://www.webex.com/
Booking & Calendars:
https://calendly.com
https://www.setmore.com/
https://doodle.com/online-appointment-scheduling
https://booklikeaboss.com/
Lighting Considerations:
https://www.amazon.com/dp/
B01LXDNNBW/?coliid=I3HOS8DW7K8K2C&colid=32W6C1TRC8T3K&psc=1&ref_=lv_ov_lig_dp_it
https://www.amazon.com/10-Extendable-UBeesize-Ringlight-Compatible/dp/B07QFV72LK/ref=sr_1_3?dchild=1&keywords=lighting+ring&qid=1596067715&sr=8-3

Follow-up Forms: (Automate the
follow-up process to engage clients
or colleagues after the meeting)
https://lawya.com/
https://booklikeaboss.com/
Security Considerations: “Tips for
Professional and Secrure Zoom
Meetings,”
http://digitaleditions.walsworthprintgroup.com/publication/?m=10085&i=662381&p=54&fbclid=IwAR0maCFZSBxDR13MkXevbP4A6zIDirNNAhFsbJJLl4EDdlfZU9j6ssvtSRE
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CHAPTER FIVE
GOING PAPERLESS
WHETHER YOU’RE EASING into a paperless set-up, or jumping into the deep

end with eyes wide open, the most essential element in finding success will be
your willingness to commit to the process and try new things. As we have all
learned in 2020, it’s about getting comfortable with being uncomfortable.

What does that mean? It means that if you’re reading this you have most

likely spent some 20+ years thinking and behaving a certain way. Adopting
new practices cannot happen overnight. Be patient and kind to yourself. Be
willing to see things through and don’t give up if things don’t go the way
you saw them turning out in the time that you expected.

Operating without walls means operating without file cabinets. There are

many virtual filing systems that enable you to access all of your files from
anywhere that you can access the internet.

Microsoft OneNote. Microsoft OneNote is the equivalent of having a virtual
filing system. It allows you to to organize on the levels of notebooks, sections, tabs and pages, withremote team access to client information. Keep a
running electronic file for every client.
Adobe. Adobe Acrobat is the perfect companion to OneNote or other electronic notes systems. (I recommend you package that with Adobe Spark
and Adobe Premiere Rush if you plan on doing your own marketing -see
the chapter below)
E-Signatures
https://www.hellosign.com/
https://www.docusign.com
Mobile Scanning
https://apps.apple.com/us/app/genius-scan-pdf-scanner/id377672876
https://apps.apple.com/us/app/tiny-scanner-plus/id556500145
https://readdle.com/scannerpro

Mobile E-Signatures/Scanning
https://apps.apple.com/us/app/genius-scan-pdf-scanner/id377672876
https://apps.apple.com/us/app/tiny-scanner-plus/id556500145
https://readdle.com/scannerpro
E-Fax
https://www.efax.com/
Related Videos
https://youtu.be/WPPfF9idNE8
https://youtu.be/ya5dAnu3ua4
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CHAPTER SIX: CLOUD
COMPUTING AND STORAGE
CLOUD STORAGE STYLE is a personal preference, and you may benefit

from making use of more than one platform. In fact, the more familiar you
are with the most commonly used platforms, the more valuable, trustworthy and knowledgeable you are to your client.

OneDrive
www.Onedrive.com

ShareFile
https://www.sharefile.com/

Clinked
https://clinked.com/

GoogleDrive
https://www.google.com/drive/

DropBox
www.DropBox.com

Practice Management Software
https://account.clio.com/
www.Mycase.com
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CHAPTER SEVEN:
REMOTE WORK & TEAM
MANAGEMENT
THE FUTURE OF WORK IS WORKFLOWS. A workflow is “the sequence of
processes through which a piece of work passes from initiation to completion” - Yael Zofi. A virtual team –whether across the street or across the

world –is a team whose members simultaneously work together to a common purpose, while physically apart. There are three primary categories
that workflows fall into:

1. Automated Workflows (examples like Lexicata)

2. Collaborative workflows (Asana, Basecamp & Trello)

3. Communication workflows (internal structure and policies)
Best team workflow and management practices to keep in mind:
Be Consistent. Transitioning to a digital or automated workflow will
come quickly to some and slowly to others, but they will increase your
productivity, if you work hard and stay consistent.

Integrations are key. Digital workflows work best when they are accessible from multiple devices, and their utility increases when if you choose

ones that have the capability to integrate with your management and other
software.

Be detailed. The more detailed you are when setting up your workflow

automations, the better your experience will be. Workflows work FOR you,
but only as well as they are set-up to.

Include your team. An automated team experience is a beautiful thing.

Include your team in making your plans. Find out what works for them and
your tribe as a whole.
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Popular Platforms
Asana
Asana organizes everything from company objectives to routine tasks in
one place so teams are clear about priorities and responsibilities, and you
can monitor progress in real time to keep projects on track. Asana pricing
starts at $9.99 per month, per user. There is a free version, and Asana
offers a free trial. (Asana.com)
Monday.com
If you like visuals, pops of color and fun interactions, Monday.com might be
the choice for you. Monday.com, an award-winning workflow management
tool, streamlines everyday business processes for optimal productivity and
efficiency. Monday.com offers a free trial, and there are plans starting at $8/
month. (Monday.com)
Smartsheet
If you’re comfortable working in spreadsheets, Smartsheet might appeal
to you. While it brags multiple user content views, its organization as a
platform is rooted in spread-“sheets” as its name implies. Those just getting
started will find it less user friendly than some of its competitors. Users who
like generating detailed progress reports and tracking start and stop times
for work being done will appreciate its functions. Sheets offers a free trial,
there are plans starting at $15/month, and there is a free version available
for use. (Smartsheet.com)
Trello
Trello is great for beginner workflow masters. It’s set up is so simple
it’s hard to imagine that it offers over 100 integration options with other
business applications, software and web-based programs. Trello has a free
version. Paid plans start at $9.99/month. There is a free trial available for
use. (Trello.com)
Rindle Workflow Automation
With digital workflow options, the visuals matter and Rindle does not skimp
in that department. Its boards are similar to the ones used in Trello, but
it allows for changes in how you view your automations that is more like
Smartsheet. Rindle Workflow Automation starts at $39.00 per month. There
is no free version, but Rindle does offer a free trial.
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Microsoft Teams
File sharing, collaborating and team communication are what Microsoft Teams
does best. Some of the interactive components available in Asana, Monday and
other options are missing, but there is an increased synchronicity for users across
all of the Microsoft platforms, and file sharing is a breeze. (For pricing options visit
www.Office.com)
Related Articles:
https://www.officewithoutwalls.org/2019/12/23/automated-workflows-are-the-newnormal-getting-started-in-1-2-3/
https://www.officewithoutwalls.org/2019/04/26/finding-a-healthy-workflow-is-likefinding-a-healthy-you/
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CHAPTER EIGHT:
AU TO M AT I O N S ,
I N T E G R AT I O N S & F O R M S
AUTOMATIONS. Automated workflows are all about designing and

implementing rules within a digital asset management system related to

tasks, data, and files. They are designed to reduce the drain on people and
resources that result from performing monotonous, repetitive tasks. Consequently, automation improvements are recorded in accuracy, efficiency,
timeliness and even teamwork.

With workflow automation, a digital asset management system can prevent
teams from doing the same job multiple times – or even from missing a

task completely. A tight workflow takes time to develop, but there are tools
that can help.

www.Monday.com
https://flow.microsoft.com/en-us/connectors/shared_teams/microsoft-teams/
https://www.honeybook.com/
https://asana.com
Integrations. Integration workflows are best described as the process

of linking together different computing systems and software applications
physically or functionally, to act as a coordinated whole.

To check for available integration workflows on any of your existing ap-

plications or web-based programs, look under the settings in your account
profile.

Forms. The use of forms has come of age! Once an expensive, or tedious

business management service option, forms are now more accessible than
ever.

A form is a structured document with a fixed arrangement. Forms are used

to collect the required information in a logical, meaningful fashion for communication, to pass to another entity or to output related digital media.
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When you picture what a form is, you can conjure many different types of
documents. A purchase order, a survey, a service request, or a tax return
might come to mind.

In business practice you can use forms internally to save time by integrating their use with document production software or applications such as

Microsoft Word or Outlook. Draft regularly generated emails like requests
for online reviews or meeting follow-ups in seconds. Output boiler-plate
contracts and other types of documents faster and with more accuracy.
www.LawYaw.com

www.ClioGrow.com
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CHAPTER NINE: PRINTING,
SCANNING & TECH FOR THE
ROAD
WHETHER YOU’RE ON the road, making a scrap book, or just want a

printer that’s small enough to move from room to room at home, there’s a

compact printer for you. Grabbing a portable printer isn’t likely to be at the
top of your list when packing for a trip, but you never know when you’re

going to need to print a contract, photo or invoice. When the moment calls,
you want to be ready regardless if you are printing from a computer, laptop
or smartphone.

Your mobile style
Portable printers primarily serve two types of buyer. The first is the business user who works on the road—often, out of a vehicle—who needs a

means to produce bills of sale, contracts, proposals, and other hard copy on
a moment’s notice. If your work involves visiting clients and getting them

to sign on the dotted line on the spot, a portable printer may be a tool that
you didn’t know you needed in your box.

The second is the photo enthusiast or snapshot hound seeking to print from
any locale and distribute the prints right away. This could include a photo
professional who wants to hand outsamples of his or her work. Maybe it’s
a scrapbooker who wants to generate quick prints at a meet. Or it could
simply be the photo buff in your household who wants to hand Aunt

Jeanie and Uncle Joe mementos at the next family gathering. It’s especially
useful for shots taken right at the time and made for relatives who are less
tech-savvy and thus less likely to print their own keepsakes from digital
files.

Because of these two very different kinds of buyers, portable printers come
in two main classes: business-centric inkjets, and photo-centric inkjet or

thermal-dye printers. My list takes the best portable printers that can fit into
a backpack and squeeze onto a hotel or office desk, and organizes them
according to mobility styles. What mobile printer fits your work style?
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Best Overall:
Epson WorkForce WF-100
Epson’s WorkForce WF-100 was released a few years ago, but continues to
outshine the competition as an excellent wireless mobile printer. At just 12.2
x 6.1 x 2.4 inches and 3.5 pounds, it’s as lightweight as the Canon, though
slightly larger overall. Size aside, the Epson is capable of printing directly
from a PC, as well as iOS and Android devices through WiFi connectivity.
Printing itself offers both black ink and color cartridges with a rating of 250
and 200 pages, respectively, which is more than enough for printing out
the latest invoices, contracts or spreadsheets that might be required onthe-go.
When it comes to true portability, the 20-sheet capacity can handle life on
the road by printing 100 black and white pages (and 50 color pages) while
operating strictly on the battery. Prior to printing, the Epson requires a brief
setup run-through via the small 1.4-inch color LCD display. It’s less than ideal sizing for a desktop printer, but for a printer built for portability, the LCD
display assists with all the necessary functionality.
HP Office Jet 150
HP’s OfficeJet 150 might also be a few years old, but this mobile wireless
color printer is more than just a battery-friendly printer. It pulls double
duty as a copier, too. With print speed of 22 black and white pages and 18
color pages per minute with a 50 sheet input tray, the OJ 150 is among the
fastest portable printers currently available. At just 6.8-pounds and 14 x 7 x
3.5 inches in space, the OfficeJet 150 offers an excellent machine for road
warriors who need a device that’s capable of handling printing on demand
without requiring a separate suitcase. The battery is good for up to 500
prints. Additionally, the OfficeJet 150 can put out up to five black and white
and 3.5 color copies per minute. Unfortunately, the 150 lacks WiFi capability, but offers Bluetooth connectivity for pseudo-wireless printing directly
from a Bluetooth-compatible device.
Best for Portability
Primera Trio
At just 2.6-pounds and 11.4 x 1.8 x 6.5-inches, Primera’s Trio portable
scanner touts itself as being the “world’s smallest and lightest portable allin-one.” It’s capable of printing, scanning and copying documents all while
on-the-go in a size that’s compact enough to fit into a messenger bag.
The separately purchased battery makes it even more ideal for on-the-go
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use (the fully charged battery provides up to 350 prints). Additionally, the
Primera will hold up to 10 pages of standard printer paper, shooting out
3.1 black and white and 2.4 color print pages per minute. As for additional
features, the Primera’s ability to copy black and white images at 1.7 and 1.1
color pages per minute doesn’t qualify it as a speed demon, but that’s the
tradeoff for portability. Unfortunately, for the price of the Primera, it is a
bit disappointing not to see WiFi or Bluetooth support for wireless printing
(you’ll need a USB connection).
Best on a Budget
Canon IP2820
While it doesn’t offer the same compact form, Canon’s IP2820 weighs five
pounds and measures just 16.8 x 9.3 x 5.3 inches, so it’s still plenty portable. With features such as Quiet Mode, it’s perfect for printing anytime,
anywhere without waking up the family or the guests in the hotel room next
to you. Additionally, if you’re a Canon camera user, you can sync a captured
video with the IP2820 via the included Full HD Movie Print software and
turn the results into fantastic looking still photos.
Printing itself happens with a 60-sheet auto feeder that turns out approximately eight black and white and four color pages every minute. Unfortunately, the IP2820 lacks WiFi or Bluetooth connectivity, so there’s no printing directly from a smartphone or tablet since it requires a USB connection
to a PC or Mac. However, the inclusion of features such as Auto Power On,
which automatically boots the printer whenever a photo or document is
sent to be printed, is a nice addition at such a budget-friendly price tag.
Best for Photos
Canon Selphy CP1200
If printing photos is your main goal, then Canon’s Selphy CP1200 is the
absolute go-to printer that’s both stylish and portable. Weighing just 1.9
pounds and measuring 7.1 x 5.4 x 2.5 inches, the Selphy is among the
most compact of photo printers that offers multiple print size options. The
optional battery handily turns the Selphy into an even more portable selection (with enough printing power for up to 54 prints on a single charge).
Additionally, the inclusion of WiFi helps enable prints from anywhere in the
house or office, and with AirPrint,, printing directly from an Apple device is
a cinch.
While the portability of the Selphy is a big draw, the inclusion of prints that
are water-resistant and capable of lasting up to 100 years is hard to ignore.
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Printing itself takes place in around 47 seconds with ink and paper kits that
are available to print sets of 18, 36 or 54 photos. All that ink and paper will
assist the Selphy with multiple size results including card size (2.1 x 2.4 inches), postcard (3.9 x 5.8 inches), square label (2 x 2 inches) and even a more
traditional large size (3.5 x 4.7 inches).
The Selphy also includes additional features to further personalize each
print. You can create a collage directly from the printer with a 2.7-inch
display guiding the way, and even print Facebook and Instagram photos
directly from a smartphone or tablet with Canon’s optional Selphy app.
Best for Home Office
HP Deskjet 3755
At 5.1-pounds and measuring 15.86 x 6.97 x 5.55 inches, the HP DeskJet
3755 won’t feel as mobile as our overall winners, but its positioning by HP
as an ultra-compact all-in-one is worth noting. Although smaller than most
traditional desktop printers, the HP won’t fit comfortably into a backpack,
but if you’re on a road trip and want something powerful without compromise, the 3755 is perfect for sticking into your car, setting up at a hotel or
coffee shop and printing before that big meeting. Additionally, printing using a smartphone or tablet is made possible through a variety of methods,
including WiFi, HP’s reprint app, and Wireless Direct, which offers a direct
connection to the printer in the absence of any WiFi signal.
If its size doesn’t win you over, it’s 50 percent savings on traditional ink
costs just might. An optional subscription even allows your printer to detect
when it’s low on ink and place a new order before you run out altogether.
Setup out of the box is a snap, too. Just pull the printer out, power it on,
connect to a device and print away. As for prints itself, the 3755 offers a
respectable eight pages per minute for black and white prints, as well as
5.5 pages per minute for color copies.
Best Multifunction
HP Officejet 250
If you’re looking for the most feature-rich portable printer money can buy,
the HP OfficeJet 250 is your best bet. While its price tag might cause you
to do a double take, the OfficeJet 250 is portable printing whenever you
need it. Just stick it into a backpack or suitcase and you’re ready for onthe-go prints. Beyond printing, the OfficeJet 250 takes the portable printer
to another level with all-in-one features such as scanning and faxing in a
package that’s just 6.5 pounds and 7.8 x 15 x 3.6 inches. The OfficeJet 250
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delivers added portability with a battery for up to 500 prints when disconnected from a power outlet, and a two-inch high-resolution display for
selecting the appropriate-sized print.
The HP has a 10-page automatic document feeder and 50-sheet capacity
that produces both letter and legal-sized prints up to 8.5 x 14 inches. The
included black cartridge is capable of 200 pages and the tri-color cartridge
lasts for around 165 pages before requiring new ink. HP also sells a separately purchased XL version of the OfficeJet 250 ink cartridges bumping
the page results to 600 and 415 pages, respectively. With added features
such as WiFi and Bluetooth, printing from a smartphone or laptop is easy
courtesy of HP’s native ePrint app available for both Android and iOS.
Epson
Printing: https://www.amazon.com/Workforce-WF-110-Wireless-Mobile-Printer/dp/B07X6WFH4B/ref=sr_1_2?dchild=1&keywords=Epson+mobile+printer&qid=1596059190&s=electronics&sr=1-2
Scanning: Being able to scan and send documents from anywhere is crucial. Epson, Cannon and Brother are the leaders of the pack when it comes
to reliability and durability. A good mobile scanner will be able to hold and
process multiple pages at a time and will be user friendly with WiFi and
Bluetooth capabilities.
https://www.amazon.com/Epson-Workforce-ES-300W-Wireless-Sheet-fed/
dp/B01MFBVS1E/ref=sr_1_2?dchild=1&keywords=Epson+mobile+scanning&qid=1596059289&s=electronics&sr=1-2”
https://www.amazon.com/Epson-Workforce-ES-300W-Wireless-Sheet-fed/
dp/B01MFBVS1E/ref=sr_1_2?dchild=1&keywords=Epson+mobile+scanning&qid=1596059289&s=electronics&sr=1-2
Brother
Scanning: https://www.amazon.com/Raven-Original-Document-Scanner-Touchscreen/dp/B07M6NPXC2/ref=
https://www.amazon.com/Brother-Scanner-DS-720D-Scanning-Lightweight/
dp/B00EKW8UEM/ref=sr_1_6?dchild=1&keywords
For larger SCANNING projects a reputable option that gets the job done is
the Fujitsu ScanSnap. The ScanSnap can process up to 60 pages (back
and front) in 30 seconds and rarely jams. The accompanying software is
ideal for users who enjoy having options about how their images can be
viewed, printed and shared directly form the device.
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Fujitsu
https://www.amazon.com/Fujitsu-ScanSnap-Scanner-Certified-Refurbished/dp/
B07HDJG9BG/ref=sr_1_13?dchild=1&keywords=fujitsu&qid=1596059118&s=electronics&sr=1-13
Mobile Scanning Applications
Don’t underestimate the power of your cell phone when it comes to scanning on
the go. There are more than 50 mobile scanning apps with free and paid versions.
The best ones will have integration options that easily allow you to email, upload
and share the images once scanned. Tagging and labeling for a more organized
experience are suggested too!
https://apps.apple.com/us/app/genius-scan-pdf-scanner/id377672876
https://apps.apple.com/us/app/tiny-scanner-plus/id556500145
https://readdle.com/scannerpro
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CHAPTER TEN: WEBSITES,
VLOGS, BRANDING &
M A R K E T I N G YO U R O FF I CE
MAKE VIDEOS. Video is here to stay and its all about sound, lighting,

timing, and consistency with your message. Use videos on your websites.

Create a YouTube page and use it to reach and engage with new audiences.
You don’t have to go viral overnight for there to be a tangible return on

investment. In the hands of the tech savvy, the camera quality on mobile
phones might suffice, but some additional equipment can enhance the
presentation.

Canon EOS M50 Camera
https://www.amazon.com/gp/product/B079Y45KTJ/ref=ppx_yo_dt_b_
asin_title_o04_s00?ie=UTF8&psc=1
Microphones
https://www.amazon.com/gp/product/B00E58AA0I/ref=ppx_yo_dt_b_
asin_title_o05_s00?ie=UTF8&psc=1
https://www.amazon.com/
BOYA-Electret-Condenser-Microphone-Smartphones

Lighting
https://www.amazon.com/gp/
product/B00V7V02YK/ref=ppx_yo_
dt_b_asin_title_o06_s00?ie=UTF8&psc=1
Be Humble (= Be Genuine). Take the
time to mindfully connect with your
audience.
https://medium.com/swlh/the-importance-of-humility-in-marketing-cbd41bfd8ebb
https://maxmyprofit.com.au/blog/humility-can-asset-business-owner/
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Meme Makers
https://apps.apple.com/us/app/text2pictext-on-photos/id536817268

Email Campaigns
Mailchimp.com

https://www.mematic.net/

https://www.sendinblue.com/

http://wordswag.co/

https://www.getresponse.com/

https://play.google.com/store/apps/
details?id=com.typimage.macbook.
styleengine&hl=en_US
Email Campaigns
https://mailchimp.com/
Starting A YouTube Channel
https://youtu.be/2jl1IiFb6jA

ConstantContact.com

Social Media Post Scheduling &
Management:
Loomly.com
Hootesuite.com
https://apphi.com

How To Start a YouTube Channel:
https://www.youtube.com/watch?v=2jl1IiFb6jA&feature=youtu.be
https://www.youtube.com/watch?v=eMMgvkLj8es
https://www.youtube.com/watch?v=ek53TQ9U35o
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CHAPTER ELEVEN: WELLNESS
IN THE WORKPLACE
WELLNESS IN YOUR remote workplace can be uniquely suited for you.

One of the silver linings of the Pandemic is a sudden and abundant emer-

gence of virtual fitness opportunities. From virtual group cycling to online

boot camps to full-on wellness and mediation retreats via Zoom, there are
plenty of things to explore.

Practicing law is a vital public service. Too often, it also takes a physical
and emotional toll.

We envision a membership in which every lawyer of the MSBA is provided
with the support and education needed to achieve optimal overall health
and wellness. Our overarching goal is to enhance health and wellness so

lawyers can better serve themselves, as well as others within their personal
and professional lives.

The Lawyer Assistance Program is available to all lawyers in Maryland and
is committed to providing assistance to lawyers, judges, and law school
students by offering assessment, referral, short-term counseling, and

continued support to insure long term success. The recent expansion of the

Lawyer Assistance Program offers a network of counselors across the entire
state.

Contact us for more information. Our services are free and confidential.
Lisa Caplan, LCSW-C, Director | 443-703-3042 | lisa@msba.org
More resources can be found online at
www.msba.org/health-and-wellness

O F F I C E W I T H O U T WA L L S P O C K E T G U I D E

26

Related Articles
https://www.officewithoutwalls.org/2020/04/10/mental-health-copingduring-covid-19/
https://www.officewithoutwalls.org/2019/05/21/people-be-crazy-guardyour-sanity-with-these-helpful-mobile-apps/
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C H A P T E R T W E LV E :
MINDFULNESS FOR THE
REMOTE PROFESSIONAL
AS WE SHIFT TO remote work, a shift towards mindfulness in the workplace can be a game changer. The quantity and the quality of our work

depends on our ability to focus, execute and produce in the midst of new
distractions and demands on our time. Mindfulness and mindfulness

practices are unique to every practitioner. Sharing in the exploration with

others can further deepen a commitment and understating in the process.

Applications
Self-care & Mindfulness
https://apps.apple.com/us/app/fabulous-daily-self-care/id1203637303
Meditation
https://insighttimer.com/
https://www.calm.com/
https://www.unplug.com/online-classes
Related Articles.
https://www.officewithoutwalls.org/2018/04/26/five-easy-ways-keep-remote-team-mindful-motivated/
https://www.officewithoutwalls.org/2019/12/23/dont-drown-in-a-sea-of-information-put-a-note-taking-system-in-place/

O F F I C E W I T H O U T WA L L S P O C K E T G U I D E

28

CONCLUSION
Whether you choose a brick and mortar or virtual office space, the future-focused business or law firm can reap immediate benefits

from the use of technology and remote resources. Automation,

for example, brings tremendous functionality. It can handle mundane tasks
such as drafting fee agreements, streamlining the client intake process by
pushing the questionnaire online instead in an in-person interview, and
even sending emails.

Since beginning to write this pocket guide I did make the decision to tran-

sition back to operating as a fully remote and virtual firm. We have moved
out of our brick and mortar office and continue to work as a remote team,
with the ability to touch and impact the lives of our clients here in Maryland and around the country.

The industry is adapting to a changing landscape and so can anyone reading this. It’s simple: technology makes us more efficient, more balanced
and better advocates, when we use it to our advantage.
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