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CONTACTS - ADD REMINDERS AND TRACK IMPORTANT DOCUMENTS

There is no “Reminder” TAB in the Contact screen like you have in the Case screen. Instead, the
“Personal Information” and “Personal Documents” screens of a Contact Profile allow you to add and
track documents and their expiration dates. Similarly, the “Status/Additional Documents” screen
allows you to add and track Reminders and other documents and notices.

Let’s start by searching for and opening a Contact’s Profile.
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Home = Contacks = Results
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CLICK TO OPEN THE CONTACT PROFILE



cerenade

Keep Track of Standard Data

Out-of-the-box, EIMMIGRATION offers a fix set of data fields for keeping track of standard
documents such as Passport, 1-94, Visa, Advance Parole document, I-797

Simply type in the Expiration Date for these documents and EIMMIGRATION will notify you when the
expiration date approaches.

In the following example EIMMIGRATION automatically tracks the passport expiration date as soon
as you click the “Save Changes” button.
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In the following example, user can manage and track the 1-94 information. Expiration date is
automatically tracked as soon as user clicks the “Save Changes” button.
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Keep Track of Custom Data

It is impossible for EIMMIGRATION to, out-of-the-box, accommodate every possible piece of
information one would want to keep track of. Therefore, EIMMIGRATIOM offers a flexible solution
that allows you to create and manage a custom list of information you like to manage and track in
your practice.

The list could include document data, expiration dates, events or profile information such as
Fingerprint Appointment, an LC Approval Notice, Reminder, Call-up Date, Talent/Award, Color of
Skin, Motions, etc.

If you want to add an event like a Reminder to the Contact Profile you can follow the steps in the
following example.
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A 5-step Process to Add a “Reminder” to a Contact Profile
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After you click the “Add” button an entry is added to the “Status and additional documents” section as

depicted below.
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— Items listed in the “Document/Status” drop list are fully configurable via the Administrative

Console.

— Entries listed under the “Status and additional documents” section are automatically tracked
and monitored by the “Tickler” facility of EIMMIGRATION.
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Related Articles:

None.

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




