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ADDING FAMILY MEMBERS TO A CLIENT PROFILE

Follow these steps:
1) Go to Home then click on Contacts.

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

& File Access and Management

s 3 = = i

Contacts Sponsoring Cases Questionnaires Inbox f Outbox
Employers
& Reports
iy 6 @ o
Tickler Standard Advanced Advanced
All Law Firm By Atty/Paralegal
& Tools

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”.

Home > Contacts

Search Existing Contacts

Status ® active O Archived O Al

Type @ client O Prospect O other O all

First Name |Johr1|

Last Mame | |

email |

Day phone | |
number
Employer |AIIEmpI0yers w
Law Firm
All offices A
Office |
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3) Open the client profile by clicking on the (& icon.

Home > Contacts > Results

Results - 1 to 10 of 21 Page 1|23
Actions Name DOB Status Employer email Dayphone SSN
. 455-88-
@ i @ i John Peter BLACKWELL 12/15/1930 | Client JP@o=renade. com 526-958-98508 e
=
. . . 111-22-
john CHAMBERLINE Client johnchamben@yahoo.com |
3333
jehn DOE Client
John Doe 01/01/1281 | Client
John DOE Client
John DOE Client
4) Click on the Members tab.
Home > Contacts > John DOE
anal Info Histons I Members I Attachments | Comments | ClientAceess Cases

General Information | Personal Documentss

Statusfadditional Does, |

Update Biographic Information {(Required information * )

Save Changes || “Yiewy Profile |
Status ¥ ® Active
First Name % born
Midde Name [ ]

Title (Mr/Ms Mrs)

[ 1

5) Click New Contact.

Home = Contacts = John DOE

| Ferzanal Info | Histany

| Mewy Caortact I Link hember

Actions aﬁ

| Link AttyParalegal ” Save Changes

Actions Order &

Type *

Last Name #

Maiden Name

Current Addresses

| Additienal Information

® dlient O Prospect O oOther

poe |
L ]

Attachments Comments
Members
Contacts

Attorneys [ Paralegals

Employer

Save Changes | | Please make a selection

w
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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.

Home > Contacts > John DOE

| Farzanal Infa | Hiztans fembears Attachments Comments | Client-Accaszz Cazes

Parties - Create New Contact

|| Save I| Cancel
Personal Information (Required +)

Status Client
First Name ||— Last Name | |
Middle Name | | Maiden Name | |
Title | | Other Names | |
Marital Status | Please make a selection | | Sex {:} Male {:} Female
SSil [ ] Alien # [ |
Date of Birth [ ][ tweiddiyyy) City of Birth | |
State of Birth | |
Country of Birth | Flease select a Country w |
Day Phone | |

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




