
 

 
CASE PARTIES – HOW THEY ARE SET AND HOW THEY POPULATE FORMS 
 
 
1)  Go to Home then click on Cases.  
 

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

 
 
 



 

3) Open the case by clicking on the  icon. 
 

 
 
4) Click on Parties tab. 
 

 
 
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. 
 

 
 



 

6) Enter CONTACT information. When finished click Save button and you will be back at the Case.  
 

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

 



 

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.  

 

 
 
 



 

How Forms are Populated with Parties Information: 
 
1) Once Parties have been added to this case, click on Forms tab. 
 

 
 
2) Following window will display a list of forms assigned to the Case.   
 

 
 
3) Open a Form by clicking on the  icon next to the form name. 
 



 

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.    
 
 

 
 



 

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.  

 

 
 
 
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 


