
LEAP has transitioned data from over 1,500 law 
firms from over 25 different software systems. 

Here are some frequently asked questions.

What is a data transition?
The transition of data is a complex technical process of analysing how data is stored in your current practice management 
system’s database and preparing it for import into LEAP.

Will all my data be transitioned?
Data is stored differently across all software platforms and we are therefore not able to import all data. You will most 
likely have to input some data manually; however, we suggest that you use this to your advantage. It is a good time to put 
firm wide policies in place on how to input data, ensuring that your data in LEAP is clean and up to date. Although every 
effort will be made to get your data as close as possible to your legacy practice management system, the reality is that 
no transition can be perfect, so it is important that you set realistic expectations with your staff and partners. Whilst the 
results may be imperfect, compared to the costs and potential errors associated with doing the task manually, a transition 
is a far more efficient and cost-effective solution.

What data will be transitioned?
The details of the data included in the transition is reflected on your Transition to LEAP Order Form. Your Transitions 
Coach will provide you with a copy of the “Data Expectation Document” that relates to your legacy practice management 
software.

It is not possible to include every field in your legacy practice management software. We therefore concentrate on the 
fields we know to exist, and we are able to transition information from.

How long does a data transition take?
It takes 5 - 7 working days on average to complete a data transition, however this depends on various aspects such 
as your legacy practice management system, the type of transition you have selected, the size of your data file. Your 
Transitions Coach will confirm the expected time during your initial consultation.

Will there be any downtime?
Downtime is inevitable with any data transition. LEAP will do everything it can to minimise this. The downtime is normally 
between 5 (minimum) and 7 (maximum) days.

You can continue using your current legacy practice management system, however, any work done in your legacy practice 
management system from the time your data is copied by the transitions team until the time you go live, will need to be 
re-entered. You therefore need to keep a clear record of any postings you make.

Our estimate is conservative and cautious because we do not set false expectations.
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What should your firm do during the data transition?
You have two options on how to operate during the time between when LEAP collects your data for your transition, i.e. 
the “cut-off” date, and the data being delivered back to you.

1. You can choose to continue working in your current system, but you must keep a record of any clients you add, 
matters opened, or postings made in order to add these to LEAP once it is up and running, or;

2. You can choose to stop working in your current system and keep a manual record of any clients, matters, or 
postings you need to record in LEAP once it is up and running.

Can we transition from more than one data source?
No, LEAP cannot transition data from multiple practice management software systems into one LEAP datafile.

Will my documents be included?
Documents / correspondence (including forms, PDF’s, Word files, emails, pictures and sound recordings) associated with 
Matters are not automatically included as part of the data migration for various reasons:

1. Server applications: Data i.e. information such as client details, matter details and financial transaction details are 
held in a database. Documents / correspondence are usually held outside of the database and only the document 
path i.e. where it is held on your server, is available in the database. 

2. Cloud applications: Documents / correspondence is held by your cloud provider and would therefore need to be 
a) downloaded by yourself or b) extracted by your provider. Both these options are resource heavy and can be 
costly. 

We offer a document extraction and import option from certain practice management software systems. We can export 
documents associated with your matters where the folder path is recorded in your current database. Once exported from 
your current database, it will be imported into LEAP. Any documents not linked to the database will not be included in the 
export.

This process happens after we complete your data transition

How long does the document import take?
We cannot confirm a set timescale for the document import as it depends on the number and size of the document, and 
your firm’s internet speed.

Can we import documents not linked to our Practice Management System?
If your documents / correspondence are held outside of your current software:

1. You can drag and drop it into your LEAP matter at any time when you open 
the matter. 

2. If your documents are held in a matter centric folder structure on your local 
PC you will be able use the LEAP “Bulk Document Import” facility to import 
your documents into LEAP once it is installed.

Is data cleansing necessary before to the transition?
Preparation is the key to a successful data transition. It is important to tidy up your 
data as much as possible. We will provide you with a “Housekeeping Guide” which 
includes data cleansing steps we recommend you undertake before the transition.

LEAP does not take responsibility for the integrity of your data, and we find that it 
greatly improves the transition when the data cleansing steps are completed.
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Who does the work?
The complex data transition work is completed by the LEAP Transitions Department.

A data transition is however a joint venture between LEAP and your firm. The Transitions Department will guide 
you through the process and inform you of what they require from you to successfully complete the transition. It is 
important to allocate the correct resources to each step of the transition process to ensure the best possible outcome is 
accomplished.

What happens to my legacy data?
Data Held on Server

LEAP will never remove your original legacy data. You have various options available for your legacy data, e.g. you 
could allocate a workstation to install your legacy practice management software on, to access your historical data. 
Alternatively, the legacy practice management software can be installed onto a virtual platform (using Windows) on your 
existing workstation. You will most likely need to refer to your legacy data for 12 months after the transition, depending 
on what type of transition you will have, and may therefore require a viewing licence from your previous provider.

We create a copy of your legacy data when we collect it, however we will only keep the copy for up to six months after the 
transition, where after we delete it.

Cloud Data

Some Cloud Software providers will provide you with a copy of your legacy data. Alternatively, we will export your data 
into MS Excel spreadsheets via your reports. LEAP will never remove your original legacy data. You will most likely need to 
refer to your legacy data for 12 months after the transition, depending on what type of transition you will have, and may 
therefore require a viewing licence from your previous provider.

We will only keep the copy for up to six months after the transition, where after we delete it.

Should I keep a copy of my old system to access historic data?
Regardless of the type of transition you opt for, you should always keep a copy of your old data in a secure location. Your 
legacy data remains your responsibility. Keeping a copy of your old system, or a single licence to access your historic 
data is also good practice. It will make scrutinising data far easier when you’re able to access your data through a familiar 
platform.

Keeping a set of reports – printed or electronic – from your old system is a must. Access to your old system will eventually 
cease due to e.g. your licence expiring or it may no longer be supported. It’s important to keep some record of your data 
and a backup of your database or reports printed from your old system are the best way to do so.

What happens if we no longer use 
LEAP and want our data?
LEAP will never delete your data unless specifically requested in writing.  However, in 
the event that your agreement is terminated, you will no longer have access to LEAP, 
and it is your responsibility to extract your data from if you wish to do so.  Extracting 
data from LEAP is easier than from most systems. You or your new provider will be able 
to extract reports using Microsoft Excel. You can also either email or copy and paste 
all documents out of a matter. You will be allowed 30 days from date of termination to 
arrange this.  Alternatively, to continue to gain access to your data through LEAP for as 
long as you like, you will need to maintain at least a Single User under arrangement for 
so long as you require access.

We will export your matter correspondence / documents and provide you with a copy 
thereof.
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