
 

 

ADMIN CONSOLE – MANAGING PROCESSES 

 
1) Log in to EIMMIGRATION with your ADMIN username/password. 

 

2) Under Catalogs click on Processes link. 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

3) In the “Processes window” you can do the following: 

 

  
            
A) Adding a new process to the system - Add a process by clicking the Add a process button. Enter the 

information and click Add button. 

 

 
 
B) Change the order by which processes are listed by clicking on the Order link.  

 



 

C) Change the name of the process by clicking on the  icon under Actions.  Type the new name into the 

Process Name field. Click Save Changes button when done.  

            

 
 

D) Add or Remove Forms - Click on the  icon next to the process name. To add a new form to the process 

click Add Forms button.  To remove a form from the process, click on the  icon.  

 

 
 

E) Add or Remove Documents - Click on the   icon next to the process name.  To add a new document to the 

process, click Add Document button.  To delete a document from the process, click on the  icon. 

 

 
 



 

F) Add or Remove Process Steps.  Click on the  icon next to the process name. To add a new step to the 

process, click the Add button.  To delete a step from the process, click the  icon. 

 

 
 

G) Include or Exclude pages from questionnaire.  Click on the  icon next to the process name. Select the 

Include or Exclude option and click Save Changes button.  

 

 
 



 

H) Add or Remove Letter Merge documents.  Click on the  icon next to the process name.  To add a Letter 

Merge document to a process, click on Add button. 

 

Note: that you need to select from a list of pre-defined letter merge documents in the system. 

To delete a Letter Merge document from a process click on  icon. 

 

 
 

 
I) Add or Remove Billing Item from the system.  Click on the  icon under Billing. To add a billing item, click 

on Add button and to delete an existing billing item click on  icon. 

  

 
 
 

 

Related Articles: 

 

Changing Processes Steps: 

http://www.cerenade.com/eimmigration/AdminConsoleChangingProcessSteps.pdf  

 

Managing Law Firm Location: 

http://www.cerenade.com/eimmigration/AdminConsoleLawFirmLocation.pdf 

 

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

 


