
Transitions
 

A secure and trusted service to ensure
the seamless migration of your data



Everything you need to know about the data 
transition process
At LEAP, we simplify the procedure of transitioning your data from your existing software system to our cloud-based 
practice management solution. Our experienced Transitions team are available to execute a thorough and phased 
transition plan tailored to your law firms needs. In Australia, LEAP has transitioned data from over 1,500 law firms  
from over 25 different software systems.

Working to achieve a successful transition
As the owner of the data, you are integral to the transition process. You will be required to share information and 
knowledge with us regarding your existing system and the quality and location of data held within. By providing us 
with clean data ready for import, your law firm will benefit greatly following the transition.

Each transition is unique. The type of transition that can be performed is largely dependent on  
how your current practice management software stores information. 

Where is your data held?

Across multiple systems? Within a single system? Within Excel?

We only transition data from 
one source. We recommend 
transitioning your accounting 
data and maintaining a back-
up of your other systems as a 

historical reference.

Where the system 
is available on our 
Transition to LEAP 

Order Form...

Where the system is 
not available on our 
Transition to LEAP 

Order Form...

...it will need to be 
formatted for import.

...your data must be 
formatted correctly in 

MS Excel pre-transition 
ready for import.

We can provide 
formatted MS Excel 

spreadsheets so you 
can enter your data 

yourselves.

We can assist you with 
this if your data is in a 
readable database e.g. 
MS Access or MS SQL.

Select the Automated 
transition option 

suited to your 
requirements.

Basic (Standard) Transition 
Opening Balance Transition 

Transactional Transition

Assisted MS Excel 
Transition

Non-Assisted MS 
Excel Transition
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1.  Close or archive all matters which have been completed.

2.  Check that matters have valid descriptions, types and staff assigned.

3.  Consolidate all of the duplicate client and contact records that you can identify.

4.  Allocate office receipts to the appropriate unbilled disbursements or outstanding bills.

5. Perform an up-to-date bank reconciliation for all trust and  office bank accounts.

5 tips for cleaning your data



Supporting your law firm throughout  
the Transition

Providing an initial consultation 
with your Transitions Coach
Within two working days after receiving your 
order, we:
•  Confirm which third party system you  

are using.
•  Confirm the type and scope of the transition  

you have requested.
•   Explain the process leading up to  

your installation.
•   Provide you with our ‘Housekeeping’ document.
•   Agree on your trial data collection date 

and set tentative installation date. 

Accessing and testing your data
Two weeks prior to transition
 If your third party system is included on  
the Transition to LEAP Order Form and  
your data is held:
•  On in-house servers – we require access to 

the database and any matter related 
documents.

•   On a hosted server – you must arrange for 
your hosted supplier to provide the 
data/documents ready for the agreed data 
collection date.

  If not included on the Transition to LEAP Order 
Form or if there is a significantly large amount 
of data, we may request a trial transition, where 
we will perform a test extraction and import 
into LEAP, checking your data is: relevant | 
accurate | complete | consistent | accessible.

Running final checks 
pre-transition 
Just before the data collection date, we:
•  Review your Housekeeping document with you.
•  Confirm your availability on the day to provide:
 o Access to the data being collected.
 o  Provide reports verifying the accuracy  

of the transition.
 o  Allocate a primary point of contact for any 

queries that may arise during the transition.
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4 Performing the transition
On the data collection date we:
•   Extract agreed data from legacy software and 

collect the relevant reports from you.
•   Import agreed data into our transition 

environment.
•  Review integrity of Client Names  

and Addresses.
•  Review integrity of Matter and Staff Details.
•   Import the data into LEAP and re-verify all  

of the transitioned data via the transitions 
approval report.

Reviewing and verifying data 
post-transition
Shortly after the data collection date we:
•   Perform a detailed review of the 

transitioned data.
•   Confirm client approval of a successful 

transition.
•  Communicate to the LEAP 

Installations team to proceed. 



Automated transitions
We are able to automate the transition of your data from compatible systems, at which point we can review the data and 
compare against the reports you provide. Once validated, your information is imported into LEAP.

Product options Includes

Basic (Standard)
A Basic (Standard) transition is where we will import Client Names and Addresses as well as Matter Details, 
including associated staff and matter types. 
This option is mainly used where a law firm is starting up or where the accounting information is not 
sufficiently up-to-date to be useful.
It is also an option where the firm uses two products, one for practice management and another for 
accounting and it is decided that it would be more beneficial to import the matter data and key in the 
opening balances manually.

Matter details, client details,  
staff details

Opening Balance
An Opening Balance transition is where we will import everything listed for a Basic (Standard) transition  
as well as a single opening brought forward figure for financial balances including Unbilled Disbursements, 
Debtors and Work in Progess per matter. This is most commonly used for transitions where we collect the 
data by running standard reports from the current system and these can be saved in Excel spreadsheet 
format.

Matter details, client details, 
staff details, opening 
balances

Transactional
A Transactional transition builds on the Opening Balance transition to provide visibility of the detailed 
historical Client and Office Account transactions which make up the Brought Forward Balances.
The practice management systems from which we can perform a transactional migration are listed on  
the Transition to LEAP Order Form. A Transactional Transition includes the transition of data from your 
existing software and correctly identifies transactions which have already been billed or written off.

Matter details, client details, 
staff details, opening 
balances, transaction history

Excel transitions
Where your system does not allow us to perform an automated transition, we will provide a set of template spreadsheets 
where any Client Account, Debtor, Unbilled Disbursements and Work in Progress opening balances can be entered. This 
can then be imported into our transition software. We can provide advice on how to collate this information, either from 
your current database or from reports saved to Excel. Your options are: 

Product options Includes Does not 
include

Assisted
For Assisted Excel transitions, we support you in populating the template in Excel 
spreadsheets. We will remotely log on to your system and investigate the best option for 
your law firm. This may entail writing specific queries on your raw database or to find and 
run relevant reports which we can export to Excel.
In either case, we would manipulate any information we are able to extract into a specific 
format required by our transition software.

Matter details, 
client details, staff 
details, opening 
balances

Transaction history

Non-assisted
For a Non-assisted Excel transition, we will provide a set of spreadsheets where you can 
enter the details for staff, clients and matters as well as opening balances if required. These 
are in a fixed format and only the information requested can be imported. Your Transitions 
Coach will contact you to explain and provide the format of the information required and 
give detailed instructions on how to go about it. We will then load the information into our 
transition software and proceed from there.

Matter details, 
client details, staff 
details, opening 
balances

Transaction history



Additional services
Depending on the system you are transitioning from, there is a selection of additional services that may be 
available to you.

Not all software systems provide sufficient information for us to process these additional services. We will confirm 
your options during your initial consultation call, should you require one or more of them.

Product options

Document import
If documents associated with your matters are linked to your existing database, we can extract these for each matter and import 
them into LEAP. If your current set of documents is available in a structure where all of the documents for a matter are in a single 
folder, then you can drag and drop them into the LEAP matter when you open that matter.
If the documents are not so readily available or there is a large volume, then, for some practice management systems, we can 
provide a utility that will extract all of your documents for each matter into a format that our LEAP ‘Bulk Document Import’ facility 
will recognise and we can run this import for you.
The list of systems from which we migrate documents from is defined in the Transition to LEAP Order Form. 

Safe custody records
If you keep a register of deeds, wills, POAs in a simple spreadsheet format, separate to your practice management system, we can 
still import this into LEAP.
If the spreadsheet references the matter codes from the case and/or accounting system, we can link the record to the 
appropriate matter in LEAP, otherwise, new cards will be created.
Although this is normally included in the cost for the transition, this service may attract additional costs if you maintain complex 
or multiple spreadsheets which need to be reformatted or if it is supplied after the transition. 

Manual data input
Where it is not possible to migrate all of the information you require, we have a team of data entry professionals who are  
able to enter the additional data once your LEAP Transition is complete.
This service is charged on a daily basis and depends on the complexity and volume of information that you would like us to key in.

I highly recommend LEAP to any law firm that seeks to save time and money, by being mobile 
and having access to all the information either on the phone, tablet or laptop thus delivering 

efficient and excellent services.

Jan Domantay,  
Domantay Legal PTY LTD



www.leap.com.au/switch 

Will all data and documents be transitioned?
The scope of the data to be transitioned will be detailed in your Order Form. On certain 

systems, we will also be able to transition your matter documents to LEAP, this is in 
instances where we can identify how documents in folders are linked to matters.

How long does the actual transition take?
Depending on the size and complexity of your data, the transition 

process can take up to 7 business days, from the time of collection to the 
point of handing over to the Installations team. If we provide assistance 

with extracting the data to Excel then this may take longer.

Frequently asked questions

https://www.leap.com.au/switch/

