
 

HOW TO ADD A SIGNATORY TO AN EMPLOYER PROFILE 
 
1) Go to Home then click on Cases.  
 

 
 
2) Search for the client case and click Find button when done. 
 

 
 



 

3) Open the case by clicking on the  icon. 
 

 
 
4) Click on Sponsoring Employer tab. 
 

 
 



 

5) Click on Add a signatory link. 
 

 
 
6) A new window opens, click on Corporate Users tab.   
 

 
 
 
 



 

7)  Click Add button. 
 

 
 
8) Enter the information and click Save button.  
    
Note: Signatory: Select “Yes” if the corporate user is authorized to sign forms. 
Access: Select “All Cases” if you want the corporate user to view all cases in which the Employer is linked. 
 
 

 
 



 

9) Under Access Rights select which portions of the case the user can have access.  Click on Save button when 
done. 
 

 
 



 

10) If you want to email the login page, username, and password to the signatory click Email Password or 
click Cancel button if you don’t want to send the information. 
 

 
 

11) Select the Default Signatory and click Save Changes.  Exit this window by clicking on the  button. 
 

 
 



 

12) You will not see the name in the Signatory box until you refresh this screen. Refresh the screen by clicking 
on the General Info tab then click Sponsoring Employer tab.  Now, you should see the name. 
 

 
 



 

13) To select a signatory click on the name and then click the Save Changes button. 
 

 
 
 
 
 
Related Articles: 
 
How to add a signatory to a case: 
http://www.cerenade.com/eimmigration/AddSignatoryToCase.pdf  
 
How can employer send a questionnaire to their employee? 
http://www.cerenade.com/eimmigration/QNR_EmployerSendQuestionnaireToTheirEmployee.pdf  
 
For more information and articles, please visit www.eimmigration.com 
 
 
 
 
 
 
 
 


