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HOW TO CREATE A CASE TO AN EXISTING CONTACT

1) Go to Home then click on Contacts.

& File Access and Management

Home = Cerenade Eimmiagration TEST Control Panel - Welcome Araceli Ornelas (Sion out)

(= & = =)
il / En
Cu:_un_t@u:is Sponsoring Cases Questionnaires
] Employers
& Reports
Tickler Standard Advanced Advanced
All Law Firm By Atty/Paralegal

2) Search for the contact then click on Find button.

Home = Contacts

Search Existing Contacts

Status ® active O archived O all

Type ® client O Prospect O Other O Al

First Mame IJvannv?.}-I

Last Mame | |

email |

A¥ | |

Day phone | |

number

Employer |.-5.II Employers w

Law Firm

Office | All offices w
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3) Open the profile by clicking on the (& icon.

Home = Contacts > Results

Results - 1to 10f 1 Page 1
Actions | Name i DOB | Status |  Employer email | Dayphone S5N

i Jennsy HEMMEY ! Client
Pi:elilis -1to1of1 Page 1

4) Click on Cases tab.

Home = Contacts > Jenney HENMEY

arzonal Infa Histany | hembers | Attachments | Comments | Cliant-Access | Cazes I

General Information | Perzonal Documents | StatusfAdditional Dc-r.:s.| Current Addreszes | Additional Infermation d-_l}

Update Biographic Information (Required information + )

| Save Changes || Wiewy Profile l

Status * ® active O Archived { Type & dlient O Prospect O Other

First Mame % I!Jenney i LastName * [HEnmEY |

5) Click on New Case button.

Home > Contacts > Jenney HENNEY

| Fersonal Info | Histany Membears Attachments Comments Client-Aocess m_

Ongoing Cases

“ ions Case Number Process Created on Status
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6) Enter the information then click on Save button.

NOTE: For Filing type, Process, Preference Type, and Law Firm Office drop lists are fully customizable via
the admin console.

Home > Contacts > Jenney HENNEY

Fersanal Info Histany lembers Attachments Comments Client-Access “

Cases - New Case

Case Mumber * || Czze Number Farmzt: MM/DD/YY/ ProcessType/Lastiame
Filing type * | Select a process type |W |
Process * | Select & process hd

Preference Type * | Select & preference type | |

Law Firm Office * | Flease select an office “

v

7) Following window will open. There are eight (8) tabs and each has its own sub tabs. First thing we want to
do is add a sponsoring employer by clicking on Sponsoring Employer sub tab.

Home = Cases > Jenney HEMMEY = Ara Testing = 05/01/09_H-1B_HENNEY

General Info Attarneys | Faries Farms= | Comments | Femindars | Locuments Steps

Basic Information | FReceipts Sponsoring Employer Shipping |

dm Basic Information

Save Changes I | Caze Preview I
Case Number * |05/01/08_H-1B_HENNEY
Created on *
Main Contact Jenney HEMMEY (Change Main Contact)
Process * Ara Testing (Change Process)
Filing Type * | New Filing v/
Preference Type * | Mane hd |
Office handling case * | Law Offices of Cerenade - California (CA - Inglewood -90301 |

Physical location of file | Physical location of file | |
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8) Select an employer for this case by clicking on the drop list. When done click on Save Changes button.

Home > Cases > Jenney HEMMEY = H-1B C lar P ing = 05/01/09_H1B_HENNEY
Attorneys | Farties | Forms | Comments | Reminders | Cocuments Steps
Basic Information | Receipts | Sponsoring Emplover | Shipping |

Sponsoring Employer
| S .Changes i (Create MNew Employer) (Search for an Employer)
Na me@

Selected employe

Please make a selection

r address will be blank in the forms.

Mo Employer

123 Company

3rd new employer

Address 95United Mational Construction Co.
ABC Corporation

ABC inc,

ABC INC..

Selected signator) AR 1505 informaticn will be blank in the forms.
ABC, Inc.

Acme Packet, Inc. 1

Araceli Law Office

casa ratones

Cerenade - Europe

Cerenade - Japan

Cerenade -US

DET International, Corp. (D/B/A Information Obscuring Servic
Dini

Dreamworks, Inc,

Gates Corporation

* To unlink the em|Gorman, Miotke & Dehra, LLC L
Jaquriose International

John and John

John T. Riely

K&l Gates

kenneth sa

Mechanical Engineering

Microsoft

MNBC

New Employer Info e

Signatory

Tips:

9) Next is to select an attorney by clicking on the Attorneys tab.

Home > Cases > Jenney HENMEY = H-1B C lar P ing = 05/01/09_H1B_HENNEY
Aftorneys I Farties | Forms | Comments | Remindears | Locuments Steps
Basic Information Feceipts | Sponsoring Employer | Shipping |

Sponsoring Employer

S EHETEES I | A B Ussy l Update Current Employer) _(Create New Employer) {Search for an Employer)

Name | Cerenade - US v |

Selected employer address will be transferred to forms, if none is selected Employer address will be blank in the forms.
If no addresses are displayed please Add an Address then refresh this page

United States CA INGLEWOOD 9800 5. LA CIENEGA BLVD 310-645-0598 Hong Suk Lee
Bolivia 234 234 234234 234 234

Address

Selected signatory will be transferred to forms, if no signatory is selected, signatory information will be blank in the forms.
If no signatory is displayed please Add a signatory then refresh this page.

Mary Fido
Signatory National Day

TestFirsthame TestLastName

Corporate users with FULL ACCESS to this case
Employes_1 LastEmployee_1 LastEmployee_1@cerenade. com
National Day MND_DM @cerenade.com
Mary Fido
test test test kamal @cerenade.com
Lulutest test Lutest lulu_test@yahoo,com
Tips:

# To unlink the employer from the case please select "No Employer” and click "Updats”
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10) Link an attorney(s) or paralegal(s) to this case by clicking on Link Atty/Paralegal button.

Home = Cases = Jenney HEMMEY = H-1B Consular Processing = 05/01/09_H1B_HEMNEY

zaneral Info Attorneys Farties | Forms | Comments | Reminders | Cocuments Steps

Attorneys | Paralegals working on case

I Link AttyParalegal I | Save Changes

Action&)rder # Name Phone number Type Contactforclient Transfer to Forms
Tips:

# Order # Order in which the sttormeys/paralegsls will be displayed in the forms. {The smaller number will be at the top - 1.2.2 .. etg)
* The default value of the order can be changed by the administrater

11) Select the attorney(s) or paralegal(s) and then click on Link Atty/Paralegal button.

Home > Cases > Jenney HENMEY = H-1B Consular Processing = 05/01/09_H1B_HENNEY
Attorneys Farties | Forms | Comments | Feminders Locuments Steps
Link Attorneys/Paralegals
I Link &fty/Paralegal Il Cancel I
First Name Last Name Phone number Type

[0  Adem Vllasi attorney
[ Aleks M attorney
O Alfonso Palencia paralegal
ali Malek 310-645-0598 attorney
[0  Anand Raithatha attorney
D Andrew Lerner attorney
il Anna Anna paralegal
Araceli Ornelas paralegal

12) These three (3) individuals are added to the case. Notice by default the attorneys have a checkmark under
the Transfer to Forms whose names will transfer to Forms. If you only want one attorney to be transferred to
forms uncheck the name of the attorney and click Save Changes button.

Home = Cases > Jenney HEMNNEY = H-1B Consular Processing = 05/01/09_H1B_HENNEY

General Info At NS Farties | Forms | Comments | Reminders | Documents Steps

Attorneys | Paralegals working on case

| Link Atty/Paralegal I | Save Changes I

Actions Order # Name Phone number Type fi?'::;;?t Transfer to Forms
(4 ) Ali Malek 310-645-0593 attorney
(4} Behdad Payami 310-645-0593 attorney
0 Araceli Ornelas paralegal O

Tips:

# Order # Order in which the attorneys/paralzgsls will be displayed in the forms. (The smaller number will be at the top - 1,22 . ato)
# The default valus of the order can be changsd by the administrator
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13) Link Parties to the case by clicking on Parties tab.

Home > Cases » Jenney HEMMEY = H-1B Consular Processing = 05/01/09_H1B_HENMEY

Genearal Info Faries I Forms | Comments | Reminders Crocuments Steps

14) Notice that Jenney is already added to the case as the Alien because this case is for Jenney. You can click
on the Alien link to change the relationship.

Home = Cases = Jenney HEMMNEY = H-1B Consular Processing = 05/01/09 H1B_ HENNEY

|Genela||nfo | Attorneys Forms | Comments | Reminders Documents Steps

Case Parties

[ Linkparty | [ mew contact |

Actions Parties Relationship

@ € @ @ senney HEMNEY Al

T
=

15) Click the down arrow and select the relation from the drop list. Once done click Save Changes button.

Home > Cases > Jenney HENMNEY « H-1B Consular Processing = 05/01/09_ H1B_HENNEY

|Genera||nfo Adtorneys Farmsz | Comments | Reminders | Documents Stapsz |

Update Relationship

First Name Jenney

Last HName HEMMEY

Relation Alien W
Flease select a Relation

Save Changes Mane
M

Petitioner
Benefidary
Other

16) 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 > Jenney HENMEY « H-1B Consular Processing = 05/01/09 H1B_HEMNEY

General Info | Attorneys m Farms | Comments | Reminders Crocuments Steps

Case Parties
| Link Party I | Mewy Contact I
Actions Parties Relationship

@ 8  senney HENNEY Beneficiary
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17) When the form opens it is populated with data from Attorneys, Employer and Parties assigned to the case.
To work with the forms click on Forms button.

Home = Cases » Jenney HEMMEY = H-1B Consular Processing = 05/01/09 H1B_ HENMEY

Ganaral Info | Attorneys Forms | Comments | Remindears Cocuments Steps

Case Parties

[ Linkparty | | Mew contact |
Actions Parties Relationship
@ ) @ | enney HENNEY Benefidiary
Related Articles:

Case Parties-How they are set and how they populate forms:
http://www.cerenade.com/eimmigration/CaseParties.pdf

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

Giving client(s) access to Eimmigration to view and edit forms.
http://www.cerenade.com/eimmigration/AccessToViewAndEditForms.pdf

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

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

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




