
 

COLLECTING CLIENT INFORMATION VIA QUESTIONNAIRE 
 
There are three (3) methods for collecting client information via questionnaire.  They are: Email Questionnaire 
to a NEW CONTACT, Email Questionnaire to an EXISTING CONTACT, or print and hand out a PDF copy of 
the questionnaire.  
 
1) Go to Home then click Questionnaires.  
 

 
 
A) Email Questionnaire to a NEW CONTACT  
 
1) Click on NEW CONTACT link.  
 

 
 
 
 
 
 
 
 



 

2) In the Type of questionnaire you can select from one of existing questionnaires in your system.   
 
Note: If you want to customize your questionnaire pages login as administrator.  For more information, please 

visit the “Related Articles” section at the end of this document. 
 

 
 
3) In the Questionnaire valid until field you can set an expiration date.  This tells the system that the 
questionnaire will no longer be valid past this date. 
 

 



 

4) In the Select a cover letter you can select your outbound message from a list of predefined drafts.   
NOTE:  These draft letters are predefined and can be customized via the Admin Console.  For more information, please 

visit the “Related Articles” section at the end of this document. 
 
Once you make your selections click Continue button.  
 

 
 
5) Here you are getting ready to email the questionnaire to New Contact. Type in the email address of your 
client in the To (email) field and click Continue button.    
Note:  You are automatically CC’d.  This serves 2 purposes: 

1) You receive a copy of the email for your receipt 
2) If client, for some reason, does not receive the questionnaire email you can forward your copy to the client. 

 

 



 

6) At this point you can attach a document to go out with the questionnaire email.  To do this, click Add 
Attachment.  
When finished click Email Questionnaire to send out the questionnaire.  
 
Note: To select and attach documents please “browse” for the file in your computer, add a description to the file, and 

then click “Add”.  Repeat as necessary until all documents are attached.   
 

  
 
7) You will receive a confirmation message that the questionnaire email has gone out.  

Click Done button. 
 
Note: If the client calls saying they have not received the email.  Ask them to check their spam folder, junk folder or wait 

about a few minutes for the email to go through. If you receive the email but your client has not then forward 
them your copy of the email.  

 

 
 



 

B) Email Questionnaire to an EXISTING CONTACT 
 
1) Click on EXISTING CONTACT link.  
 

 
 
2) Select the type of questionnaire or cover letter that you want to send to Existing contact.  Once you made 
your selection click Continue button.  
 

 
 
3) Now, it is time to select the client who is to receive the questionnaire.   
Type client’s name and click Find button.  
 

 
 



 

4) Select the contact by clicking the Select link.  
 

 
 
5) To continue click Email Questionnaire button.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

6) On the screen you are asked to attach a document and/or email the questionnaire.   
To attach a document, click Add Attachment.  When ready click Email Questionnaire.  
 
Note: To select and attach documents please “browse” for the file in your computer, add a description to the file, and 

then click “Add”.  Repeat as necessary until all documents are attached.   
 

 
 
7) A confirmation message appears on the screen. Click Done button. 
 
Note: If the client calls saying they have not received the email.  Ask them to check their spam folder, junk folder or wait 

about a few minutes for the email to go through. If you receive the email but your client has not then forward 
them your copy of the email.  

 

 



 

C) Printer-Friendly copy of the questionnaire 
 
1) Click on PDF Format link. 
 

 
2) The form will open and is ready to print. 
 
 
 
 
 
Related Articles: 
 
Admin Console - Managing processes: 
http://www.cerenade.com/eimmigration/AdminConsoleManagingProcesses.pdf  
 
What do client(s) see when I send the questionnaire? 
http://www.cerenade.com/eimmigration/WhatClientsSee.pdf  


