
 

 
ADDING FAMILY MEMBERS TO A CLIENT PROFILE 
 
Follow these steps: 
 
1)  Go to Home then click on Contacts.  
 

 
 
 
2) Search for the client using name, SSN, and other pieces of information, then click Find button. 
 
Note: you can perform partial searches.  

Example 1: Type “jo” in the first name field and system will return all records where first name of clients that 
starts with “jo” followed by any other character. 
Example 2: Use the wild character symbol (%) to perform partial searches. Type “%hn” in the first name field 
the system will return all records where first name of clients starts with any character followed by “hn”. 

 

 



 

 
3) Open the client profile by clicking on the  icon.  
 

 
 
4) Click on the Members tab. 
 

 
 
5) Click New Contact.  
 

 



 

6) In this window you can start to enter the new contact information.  Remember to Save the changes. 
 
Note: Contact’s addresses will automatically transfer to the Member’s profile. 
 

  
 
 
Related Articles: 
 
Giving access rights to client(s): 
http://www.cerenade.com/eimmigration/AccessToClients.pdf 
 
How do case parties set and how they populate forms: 
http://www.cerenade.com/eimmigration/CaseParties.pdf  
 
How to set family members and how they populate forms: 
http://www.cerenade.com/eimmigration/FamilyMembers.pdf  
 
Client access rights to edit forms: 
http://www.cerenade.com/eimmigration/AccessToEditForms.pdf  
 
How to search for a case: 
http://www.cerenade.com/eimmigration/SearchForCases.pdf  
 
How to search for client(s): 
http://www.cerenade.com/eimmigration/SearchForClients.pdf  
 
 
For more information and articles, please visit www.eimmigration.com  


