Q cerenade
CASE PARTIES — HOW THEY ARE SET AND HOW THEY POPULATE FORMS

1) Go to Home then click on Cases.

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

& File Access and Management

E A 3 = =
feh o = =
Contacts Sponsoring Cases Questionnaires
Employers 65
& Reports
ol | | '
] l |
Tickler Standard Advance Advanced
All Law Firm By atty/Paralegal

& Tools

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

Home = Cases - Search

Advanced Search
Zases - Main Search
5 5

Status & Ongoing O Closed O Archived O al
First Name |aratest]
Last Name | |

Case Mumber | |

Employer | All Employers w |

Law Firm Office | All offices w |

Last updated Between I:IEI and I:IIEI (mmj/ddfyyyy)

{rHL
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3) Open the case by clicking on the [ icon.

Home = Cazes = Results

Results 1-10f1 Page 1
Actions : Case Number : Name : Process : Employer
@ @ H Other ; ASS555 : Aratest ORNTEST A 1-130 IV
Results 1-1of1 Page 1
4) Click on Parties tab.

Home = Cases > Aratest ORNTEST = I-130 IV « A99999

General Info Aftorneys | Faries Farms | Comments | Reminders | Documents Steps

Basic Information | Receip@ Sponsoring Emplower | Shipping |

Basic Information

Save Changes I | Caze Preview I
Case Number laggggg
Created on * 03/30/2009
Main Contact Aratest ORMTEST (Change Main Contact)
Process * 1-130 IV (Change Process)
Filing Type * | Mew Filing w |
Preference Type * | Family Based w |
Office handling case * | Law Offices of Cerenade - California (CA - Inglewood - 90301 | %
Physical location of file | Physical location of file |» |

5) If the Party you want to link to the Case already exists in your CONTACTS list, then click on the Link Party
button. Otherwise, to create a new CONTACT and at the same time link it to the Case, click on New Contact
button. -

Home > Cases > Aratest ORNTEST = test 2 « A99999

| General Info | Attorneys Farms Comments Reminders Documents Steps

Case Parties

[ Lnkparty | [ mew cortact |

Actions g Parties E Relationship

@ €): %@ | aatest orRNTEST : Petitioner
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6) Enter CONTACT information. When finished click Save button and you will be back at the Case.

Home > Cases > Aratest ORNTEST = test 2 = AS9999

General Info Attorneys Forms Comments Reminders Cocuments Steps

Link Parties - Add New Contact

I Save | Cancel I

Persona@nformation (Required *)

Status * Client

First Name * IF Last Name * IF
Middle Name l:l Maiden Name l:l
Title l:l Other Names l:l
Marital Status Sex O Male © Female
Date of Birth [ =) City of Birth ]
State of Birth [ ]

Country of Birth | Please select a Country W |

Day Phone | |

Evening Phone | | Fax l:l
Email | |

Nationality l:l Passport(PP) # l:l
PP Issuing Country | Please select a Country w |

PP Valid until |:| [ (memfddfyye)

Arrival Date [ ] (ovddivnn)

Arrival City | | Arrival State [ ]

Major Field of Study l:l Qualification l:l

7) Set the relationship of this person to the case. Select a Relationship then click Link Party button.

Home > Cases = Aratest ORNTEST = test 2 =« A99999

|Genera||nfo | Adtorn eys Forms Comments | Feminders | Cocuments | Steps |

Link Parties - Select relationship

First Name Evatest
Last Name Castest
Relationship Please select a Relation |
) Please select a Relation
Link to Contact Mone Evatest Castestas a member in Aratest ORNTEST contact file

- Alien
Link arty-' Petitioner

e Beneficiary
% Other
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8) Following window will display all Parties currently linked to the Case. If you need to link more parties just

click on Link Party (if Contact already exists in the system) or New Contact (if Contact does not exists in the
system) button.

Home > Cases > Aratest ORNTEST = I-130 IV =« A99999

| Genearal Info | Attorneys Farms Comments Femindars Cocuments Steps

Case Parties

[ Linkparty | [ mew contact

Actions Parties Relationship

i[:jﬁ _). Evatzst Castest

Alien

(K] M Astest DRNTEST Petitioner
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How Forms are Populated with Parties Information:
1) Once Parties have been added to this case, click on Forms tab.

Home > Cases > Aratest ORNTEST = I-130 IV « A99999

|Genera||nfo | Attorneys Farms I Comments | Remindears Locuments Steps

™

Actions Parties Relationship

Case Parties

[ unkparty | [ mew contact |

A"
@ kY _}‘ Evatest Castest alien

_}‘ Arstest CRMWTEST Petitioner
2) Following window will display a list of forms assigned to the Case.
Home > Cases > Aratest ORNTEST = I-130 IV = AS9999

|Genera||n10 | Attorneys ‘ Fartiez [ t: Remind ¥ t: Stepsz

Incomplete Forms

| Add Forms ” Email Forms ” Print Forms I

Actions Form Form Description Filing Fee Print/Email eFile
MNOTICE OF ENTRY OF APPEARANCE AS ATTORMEY OR REPRESEMTATIVE.
@ @ n G-28 [9/26/2000]_[Update Description] $0.00 O
BIOGRAPHIC INFORMATION [07/14/2006] [Update Description]
@ @ M s £0.00
. BIOGRAPHIC INFORMATION [07/14/2006] [Update Description]
@ @ T cs <0.00
PETITIOM FOR ALIEM RELATIVE (FEE CHANGE 01/21/05) [6-5-02] [Update
@ @ v rw Desaiption] $355,00 O

APPLICATION TO REGISTER. PERMANENT RESIDENCE OR ADJUST STATUS.

@ @ o 1485 EXPIRES 09/30/2008 [05,27/2008] [Update Description] £330.00 O
Total Filing Fee $1,285.00
Total time spent on forms 0:00

Print Preferences
Print Watermark [ (1f checked, forms printed by Employer and Client/Contact will print with watermark)
Watermark l:l {Example: DRAFT, COPY)

Save Changes

3) Open a Form by clicking on the (F icon next to the form name.
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4) When form opens it is populated with data from Attorneys, Employer, Employer Signatory and Parties
assigned to the Case. To change a party, click on the Party On Demand (POD) button. POD buttons are blue in
color. On the following screenshot, the POD button reads: Select Party.

Department of Homeland Security OMB #1615-0012; Extpires 01/31/11

U.S. Citizenship and Immigration Services I—l3{|i Petition for Alien Relative

DO NOT WRITE IN THIS BLOCK - FOR USCIS OFFICE ONLY

Fit]

Section of Liaw/ Visa Category

[ 201tk) Spouse - IR-LCR-1

[] 201¢b) Child - [R-2/CR-2

[ 201¢h) Parent - IR-5

[0 203a) 1) Unm. Sor D -FI-1

O 203¢a) A Epouse - F2-1

[ 203(a) 2)(A) Child - F2-2

[ 203(a)(2)(B) Unm. 5 or D -F24
[ 203(a)(3) Married 8 or D - F3-1
[] 203(2)4) Brother/Sister - F4-1

Action Stamp

Fee Stamp

Petition was filed on

O Personal Interview

[ Field Investigation
O 20323254 Resclved

[ Prewiously Forwarded
[ pet [ Ben "A"File Reviewed [ 1485 Filed Simultancously

(priority date)

[ 204¢g) Resolved
[ 203 (g Resalved

Remarks:

A. Relationship

You are the petitioner. Yowr reative is the beneficiary.

1. I am filing this petition for my:
[ ] musbandWite [ parent

l:l Brother/Sister l:l Child
B. Information about vou [EXEIT A

>

2. Areyourelated by adoption?

l:l Yes

Lo

3. Did yon gain permanent residence through adoption?

l:l Yes l:lNo

C. Information about your r

elative [CECE

Male

Female

11/09/1972

[ ] Marsied Single

I:l “Widowed l:l Divorced

[ ale

- 1_. Name (Family namein CAPS) (Fu’si:‘l} (W ddle) 1._ Name (Family name in CAPS) (First) T} (i ddlle) -
° ORNTEST Aratest CASTEST Evatest ®
E 2. Address (Mumber and Street) (Apt. No) 2. Address (Tfumber and Strest) (Apt o) E
14 “w
g (Town or City) (State/Country) (ZIPfPostal Code) (Town or City) (State/Country) (ZIPPostal Code) g
o (=2
e e
£ 3.Place of Birth (Town or City) (State/ Country) 3. Place of Birth (Town or City) (State/Country) =
E Jesus Maria Jalisco Mexico Jesus Maria Jalisco Mexico H
.g 4. Date of Birth 5. Gender 6. Marital Status 4. Date of Birth 5 Gender 6. Marital Status S
£
9

12/22/1961

Married [ Single

Female DWldowed l:lDwor:ed
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5) When you click on Select Party a window opens up that lists all individuals assigned to the case. The list
includes: Parties, and their Family Members. Select a party from the list and click Select Party for the
information to populate the form.

NOTE: When you open a form and you notice that it displayed someone else information, DO NOT change the
information from the form it will over write the data to all link forms. Instead go to the Parties tab and verify
that under Relationship you have the correct selection or select a party from the form.

Departinent of Homeland Security OB #1615-0012; Expires 01/31/11
T.8. Citizenship and Inmmgration Services I-130, Petition for Alien Relative

DO NOT WRITE IN THIS BLOCK - FOR USCIS OFFICE ONLY

A# Action Stainp Fee Stainp

Section of Law/ Visa Caregory
[ 201¢h) Spouse - IR-1/CR-1
[ 201¢h) Child - IR-2/CR-2

[ 201k Parent - [R-5

[ 203(ay 1) Unm. 5 or D -F1-1

[ 203(a) D A)Spouse - F2-1 Petition was filed on ; (priomty date)
[ 203(a) 2)(A) Child - F2-2 O Personal Interview [ Previously Forwarded
[ 203(a) 2B) Unim. Sor D -F24 [ pet [ Ben "a"File Bevigwed [1 1455 Filed Simultaneously
0 2ok et P [ ] i | o ot
Remarks: {h Farties

Select Party DOB Relationship

A R.elﬂﬁOllShi]) You are the petitioner. o] NOME (Do not select any Contact)

i
o

1. I aon filing this petition for my: O Aratest ORNTEST 11/03/1372 Petitioner residence through adoption?

l:l Husband Wite |:| Parent l:l Brother/Siste Family Members ... l:lNo

B. Information about you 122)is6s Benefcary

- 1_. Name (FE:.mily name in CAPS) (First) 12/22/1561 Alien (Wb ddle)

ORNTEST e [y «
g [@] 12221964 o
@ 2. Address (Mumber and Street) (Apt Mo) @
= ® - 12/22/1861 alien =
] 0
g (Town ot City) (State/Country) (ZIF/Postal Code) (Lown of City) (State/Country (ZIPPostal Code) g
= =
) e
£ 3. Place of Birth (Tewn or City) (Statel Country) 3. Place of Birth (Town or City) (State/Country) =
E Jesus Maria Jalisco Mexico Jesus Maria Jalisco Mexico S
.‘% 4. Date of Birth 5. Gender 6. Marital Status 4. Date of Bith 5 Gender 6. Marital Status <
Z o [] nale [ Married Single o [[rtate  [X]Mavied [ |singe
o 11/09/1972 Female l:l Widowed l:l Divorced 12/22/1961 Female l:l Widowed l:l Divorced

Related Articles:

How to print or email multiple forms:
http://www.cerenade.com/eimmigration/PrintEmailMultipleForms.pdf

Family members how to set and how they populate:
http://www.cerenade.com/eimmigration/FamilyMembers.pdf

How to set reminders:
http://www.cerenade.com/eimmigration/HowToSetReminders.pdf

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




