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GIVING CLIENTS ACCESS TO EDIT FORMS

If you want your clients to edit forms, then you need to give them access rights to login and edit forms. Clients
can then login and see all the cases you have prepared for them. They can open each form in each case and edit
them.

The following are the steps you need to take to give your clients access rights to edit forms in Eimmigration:
1) Go to Home and click on Contacts.

Home > Cerenade Eimmigration TEST Control Panel - Welcome Araceli Ornelas (Sion out)

&4 File Access and Management

Cantacts Sponsoring Cases Questionnaires
Employers
& Reports
il o o) L&)
Tickler Standard Advanced Advanced
All Law Firm By Atty/Paralegal
& Tools

2) Search for the client profile by First Name, Last Name, email, SSN... and click Find button.

Home > Contacts

search Existing Contacts
Status ® active O Archived O Al

Type @ client O Prospect O other O Al

First Mame |3ohn|

Last Name | |

email |

ae [ ]
Day phone | |
number
Employer |AII Employers “
Law Firm
-
Office | All offices

Fincl

d
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3) Open the case by clicking on the [ icon.

Home > Contacts = Results

Results - 1 to 10 of 21 Page 12|23
Name i DOB | Status | Employer email :  Dayphone SSN
; T ; ; ; 485-08-
John Peter BLACKWELL i 12/15M330 | Client i JP@ocerenade.com : 528-558-5558 T
=
jehn CHAMBERLINE { Client ! johnchamber@yahoo.com 111-22-
3333
jehn DOE i Client
John Doe i 01011961 | Client
John DOE i Client
John DOE i Client
4) Click on Client-Access tab.
Home > Contacts > John Peter BLACKWELL
Fersonal Info Histone | Members | Attachments | Commeants | Client-Access | Caszes
zeneral Information | Ferszonal Documents | StatusfAadditional Docs.| Current Addrasses | .ﬁdditional@rmation
Update Biographic Information (Required information * )
| Save Changes || Wigny Profile I
Status * @ active O Archived | Type % ® client O Prospect O Other
First Mame |John | Last Name * |BLACK‘:.".|'ELL
Middle Mame |Peter | | Maiden Mame |
Title (MrfMsMrs) | | ! Other Mames |

Marital Status | Single v| | Sex ® Male O Female
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5) In the “Client-Access window” set Case Forms to Update and set Main Cases to View then click Save
when done.

Note: you can set other options for your client to have access to.

Home > Contacts > Johnny DOEA

| Fersonal Info | Histony | embers | Attachments Comments WT'

Client-Access

Save Changes ” Email Pazsword || Delete |

Password

Username johnny.doeaSs@gmail. com will display Last emailed on

Password here. Confirm Password

Client Module Access  Disabled (& Enabled Expires on I:IE' (mm/ddfyyyy)
Access Rights

Upload Documents O No access O Upload

Resource Center @ Mo Access CJ View

Personal Profile ) Mo Access O View

Case General Info @ Mo Access O View

Case Attorneys & No Access O View

Case Parties ® No Access O view

Case Comments @ No Access O View

Case Documents ® Na Access O View

Case Forms O No Access O View @ Update

Case Billing ® Mo Access O View

Case Steps @ No Access O View

Related Cases ® No access O view

|Hain Cases ) No Access @& View |

6) Your client can now login and see all cases you have prepared for him/her. He/she can then access each form
in each case.

Note: If you lock a form, then your client can only view the form, but unable to edit it.

Related Articles:

Giving client(s) access to Eimmigration:
http://www.cerenade.com/eimmigration/AccessToClients.pdf

For more information and articles, please visit www.eimmigration.com




