cerenade

HOW TO UNLINK CURRENT ATTORNEY AND LINK ANOTHER
ATTORNEY/PARALEGAL TO ALL CASES

1) Login to Admin Console using your admin username/password.

2) Click on Users from the menu on the left side of the screen.

Administrative Console
& Admin Console

4 General Info

Locations to file petitions

7 Law Firm Name * |Law Offices of Cerenade
Locations
mgl*——
Disk Quota website URL |nttp: . cerenade. com
& Catalogs Timeout * {Mumber of minutes the system may be idle befor
Processes ! !
Additional Documents Immigration news {Chedk if you wish to display the Immigration News S
Billing Items

Status of documents

Physical location of files
Useful links

Letter Merge
Footnotes

Automatic case number [ {Chedk if you wish to display a random case number

Case number formatting

bk |Case Mumber Format: MM,’DDMJ’P| {This text will be displ

Receipts advanced screen {Check if you wish to display the advanced receipts g

Employer locations
P_rgane'l’w:e_s Home - Liaison emails
Filing Types

Resource Center

Onr Instruclions General Liaison | |

Lizison email | |

& Sign out

3) Locate the name of the attorney or paralegal that you want to unlink from the cases by clicking on the

: - -
Tools ' icon.
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Add & user I | Save Chanoes I

Actions | # ! Name email . Type User/Password . Enable
@ @ \:.' EJnhn Doe jghndge@yahgn_cgm attorney i johndoe123/doel123 D

: - - : : : :
@ @ w2 Andrew Rig.gg? riges12@gmail_com ¢ attorney : gndrewr/andrew

g - - H : : B
@ @ & 7 BruceSmall smallbruce@smalllaw.com ¢ attorney | pryce045/smalllaw
@ @ 7 ESandy Fisher = fishers@hotmail.com ! paralegal * fisher@hotmail. com/sandy000

(R} \:fé 2 ‘Robert Foil  foilrobert@gmail.com | paralegal | rabertfoili@foillawofice com/foilla

[=
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4) To unlink current attorney and link another attorney or paralegal to all cases, click on 2) UNLINK
CURRENT ATTY AND LINK another attorney/paralegal to all cases listed below link.

Home > Users
Tools:
1) UMLINE Aleks M from all cases listed below
2} UMLIMK CURRENT ATTY AND LINK another attornyer /paralegal to all cases listed below
{bs,
Cancel and GO BA(II\I_&*D Users' Index
Cases (7)

Case Number First Name Last Name Process
FAMILYPETITON1 Azradhnal23 MAHOLTRA Family-Based Consular Processing
0000/00-062008 Fatima MOHAMED H-1B
115111101/8/200%kuvut Jennifer ALBERTS H-1B
115411101/3/200%9%regis Jennifer ALBERTS H-1B
11531462224/2009nemib John KOBACHI H-1B
11018/6/2008tuduc Jon DOE IV Consular Processing
115512751/20/2005lagol Sara Kobachi AR-11

Contacts
First Name Last Name
Jennifer ALBERTS
Reminders

Case Number First Name Last Name Reminder
test case Martina COTTOM Test reminder to be emailed
FAMILYPETITON1 Aaradhna123 MAHOLTRA Thisis a test reminder.
11018/6/2008tuduc Jon DOE H- 1B Extension is Due

5) Following window will appear. Make sure that the information is correct before proceeding and when ready,
click on the drop-down box to select the attorney or paralegal then click Save Changes button.

NOTE: Once this operation is completed there is absolutely no way to UNDO.

Home > Users
Once thiz operation iz completed there is absolutely no way to UNDO, please make sure that the information is correct before proceeding
Aleks M will be UNLINKED from all cases listed below (7) and reassigned to another attorney/paralegal,
Assign all listed cases to: Aleks M i
~
- Ali Malek —=
Save Changes Cancel| andrew Kim
Anna Anna
Araceli Ornelas
Case Number Arthiir _MCGL"FE me Last Name Process
Augustine Ngante
FAMILYPETITON1 Behdad Payami MAHCOLTRA Family-Based Consular Processing
: BRIAN SCHAEFFER
0000/00-062008 Bruce Fodiman MOHAMED H-1B
115111101/8/2008kuut | Cherles Smal ALBERTS H-1B
Cherif Sarr
115411101/8/2009reqis Claire Nison ALBERTS H-18
—— Daniel Hernandez
115914622/24/2009nemib | David Mainland KOBACHI H-18
=T Debarah Curry v i
11018/6,/2008tuduc Dorine Dorine DOE IV Consular Processing
115512751/20/2009lagal | Glenn Miller L3 Kobachi AR-11
Juan Domingues
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Related Articles:

How to unlink current attorney and link another attorney/paralegal to all cases:
http://www.cerenade.com/eimmigration/AdminConsoleUnlinkAttorneyOrParalegal ToCases.pdf

How to add, enable or disable a user:
http://www.cerenade.com/eimmigration/AdminConsole AddEnableDisable.pdf

How to setup a new attorney or paralegal:
http://www.cerenade.com/eimmigration/SetupAnAttorneyParalegal.pdf

Updating access rights for attorney/paralegal:
http://www.cerenade.com/eimmigration/AdminConsoleUpdate AccessRights.pdf

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




