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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 …’ 
 

 
 

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 …’ 
 

 
 

c. The Cards table will appear where you can navigate to and select the existing card. 
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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. Click on the ‘Matters’ tab within the card 
 

b. Double click on the first matter 
 

c. Right click on the card and select ‘Remove … from the matter’. 
 

 
 

d. Repeat steps b & c until the card has been removed from all matters 
 
2. To delete the card 
 

a. Click on the ‘Information’ menu in LEAP Expedite and select ‘Cards’ 
 

 
 

b. The ‘Cards’ window will appear 
 

 
 

c. Navigate to the card, right click and select ‘Delete’ 
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