LEAP

Ex"edlte HOW TO ATTACH AND DELETE A CARD FROM A MATTER

There are two ways to attach a card to a matter:

- Creating the card directly from a matter; OR
- Assigning an existing card (Previously created by a user in the firm).

1. To create the card directly from the matter:
a. Open the matter

b.  Either double click on the relevant heading or right click and select ‘Create ...’

7110081001 Bolton [E=nEal >

[ seve@Close | | CreateDocument - | UsePrecedent | @) OrderSearch v|() Practice Guides - |, ImportFile | % = | View - & -

Matter details: 10081001 Unexchanged Elizabeth Loane Marguerita Boucher Bianca Messina B
Vendor: 1 Mrs Karen Bolton
Vendor: 2 Ms Sandra Bolton
Matter type:  Sale
Critical dates:  Instruction Date 10/08/2010
Purchaser.  Mrs Jocelyn Burchall
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C. Enter details and click on the ‘Save & Close’ button

2. To assign an existing card to a matter
a. Open the matter

b.  Right click on the relevant row and select ‘Selecting from Existing ...’
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Matter details: 10081001 Unexchanged Elizabeth Loane Marguerita Boucher Bianca Messina -
Vendor: 1 Mrs Karen Bolton
Vendor: 2 Ms Sandra Bolton
Matter type:  Sale
Critical dates:  Instruction Date 10/08/2010

Purchaser:  Mrs Jocelyn Burchall

Purchaser's solicitor:
Property: |

Create Purchaser's solicitor....
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Agent:

Conveyancing details: | T el |
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c. The Cards table will appear where you can navigate to and select the existing card.
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Short Name Full Mame Suburb Card Type -
Riviera Ms Jane Riviera Client iE
Davison Mrs Audrey Davison Other Side B
Davison Mr James Davison Client
Davison Mr James Davison Client
Kerr Andrew Kerr Client
Brown Mr Keith Brown Hurstville Client
Davis Mr Anthony Davis Client
Davison Mr James Davison & M Double Bay Client
Family Court of Austrz Family Court of Austr: Sydney Court
Walters Miss Abigail Walters Child
High Court of Australi| High Court of Australi Sydney
Chief Industrial Magis| Chief Industrial Magis Sydney
Ferguson Jane Marie Ferguson Other Side
Department of Justice| Department of Justice Parramatta o
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HOW TO USE CARDS

Cards can be deleted from LEAP Expedite. To delete a card:

1. Firstly, you need to ensure that it is not associated with any matters. To do this:

a.

b.

d.

Click on the ‘Matters’ tab within the card

Double click on the first matter

Right click on the card and select ‘Remove ... from the matter’.
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Matter details: 90013 77 (Complete) Marguerita Boucher Marguerita Boucher Marguerita Boucher
Purchaser:  Ms Alicia Joan White
Matter type:  Purchase
Critical dates: ~ Settlement Date 29/12/2009

Vendor:  Mr Edward James Richardsen
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Vendor's solicitor:  Bronte Law Firm
Property: 11 Pacific Street, Bronte
Agent:  Eastern Suburbs Real Estate

Open Bronte Law Firm...
Add another Vendor's solicitor to this matter...

Conveyancing details:  Purchase Price: $2,600,000.00 Length of Contract: 42 days ,C

Remaove Bronte Law Firm from the matter...
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Repeat steps b & c until the card has been removed from all matters

2. To delete the card

a.

b.

Click on the ‘Information’ menu in LEAP Expedite and select ‘Cards’
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Select from Documents Ctrl+D

The ‘Cards’ window will appear
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Short Name Full Mame Suburb Card Type -
Riviera Ms Jane Riviera Client 'E.f
Davison Mrs Audrey Davison Other Side i
Davison Mr James Davison Client
Davison Mr James Davison Client
Kerr Andrew Kerr Client
Erown Mr Keith Brown Hurstville Client
Davis Mr Anthony Davis Client
Davison Mr James Davisen & N Double Bay Client
Family Court of Austri Family Court of Austrz Sydney Court
Walters Miss Abigail Walters Child
High Court of Australi High Court of Australi| Sydney
Chief Industrial Magis| Chief Industrial Magis| Sydney
Ferguson Jane Marie Ferguson Other Side
Department of Justice| Department of Justice| Parramatta i
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c.  Navigate to the card, right click and select ‘Delete’

Last updated 1 December 2010

Page 2 of 3



HOW TO USE CARDS

é”e‘" o -

[an]a] B [c[p[E[F[s]R[s[k[[mM]n]o]ra]r]s[T[v]w]x]¥]zZ]

Short Narme  ~ Full Name Suburb Card Type s
Boucher Mr Ronald George Bou Client
Boucher Mrs Joan Elizabeth Bor Deceased
Boucher Ms Marguerita Bouch: Client
Bourke Ms Eliza Bourke Vaucluse Other Side
Bowden Mr Ben Bowden Clovelly Client
Bronte Law Firm Bronte Law Firm Bronte Other Side's Solicitor )
Brown Master Harry Brown Child View
Brown Miss Julia Brown Child C Delete )
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