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A matter in is an electronic version of your physical file.  It is divided up into two main parts: 
 

• The top section - for the matter information and the details of any associated people or 
organisations 

 

• The bottom section - for the correspondence and all other documentation 
 

 
 
IMPORTANT:  This document sets out the mandatory areas that must be completed when 
creating new matters.  It is important however, that ALL relevant information is entered 
accurately as it is later used when generating documents and precedents. 
 
1. To create a new matter: 
 

a. Click on the ‘New’ button at the top of the Matter List 
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Or: 

 
b. If a matter has already been entered in LEAP Expedite for the client, you can 

navigate to the matter on the matter list, right click on it and select 
‘New matter for “…”’ 

 

 
 
 Or: 
 

c. If the client card has already been entered in LEAP Expedite, you can: 
 

i. Click on the ‘Information’ menu and select ‘Cards’ 
 

 
 

ii. Navigate to the card, right click and select ‘New Matter’ 
 

 
 
2. The ‘Matter Type’ window will appear.  Select the relevant: 
 

a. State 
 

b. Matter category and type  (click on the ‘+’ signs to expand folders) 
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c. Client  (and Other Side, OS Solicitor and OS Insurer if necessary for the matter 
type) 

 
d. Precedent profile  (you will be directed to this area by default when using 

precedents) 
 

 
 

e. Click ‘OK’ 
 
3. The ‘Matter Details’ window will appear 
 

a. Enter the ‘Matter Number’ 
 

b. Select the relevant staff members for 

i. Credit  (eg. Partner) 

ii. Person Responsible  (eg. Partner) 

iii. Person Acting  (eg. Solicitor/Conveyancer) 

iv. Person Assisting  (eg. Secretary or Paralegal) 
 

c. Enter any other relevant information in the areas provided 
 

d. Click ‘OK’ 
 

 
 
4. The ‘Enter Client’ window will appear.  This window is in a Card format and this format 

will be used to enter information for all people and organisations. 
 

a. Select the ‘Organisation’ or ‘Person’ radio button  (depending on your client) 
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b. Type the full name of your client  (exactly how you would like it to appear in a Court 
document) 

 
c. Enter any other relevant information in the areas provided 

 
d. Click ‘Save & Close’ 

 

 
 
For more information about cards, please view the documentation entitled ‘How to use cards’. 
 
5. Your Matter has been created! 
 

You have now entered the minimum information required to save out of a matter. You 
can choose to enter the remaining legal details or return later after gathering more data. 
 

 
 
Click on the ‘Save & Close’ button to exit out of the matter.  

 

 


