
 

HOW TO CREATE A NEW CONTACT AND A NEW CASE VIA WIZARD 
 
The WIZARD allows you to ADD a NEW client, and create a NEW CASE all in one Session.   
 
Follow these steps: 
 
1) Go to Home then click on Contacts. 
 

 
 
 

 
2) On the right side of the search screen click where it reads Click HERE to start the wizard 

  

 
 
 
 
 
 
 
 
 
 
 



 

3) Following window will open.  Fill out the information and click Continue, to fill out the rest of the 
questionnaire.   
 

 
 
4) Once completed with the questionnaire you can start to work on the case.  Click on the   icon to open the 
case. 
 

 
 
5) Here you are ready to start working on the case.  
 

 
 



 

Related Articles: 
 
How do case parties set and how they populate forms: 
http://www.cerenade.com/eimmigration/CaseParties.pdf  
 
How to set reminders:  
http://www.cerenade.com/eimmigration/HowToSetReminders.pdf  
 
How to email or email multiple forms: 
http://www.cerenade.com/eimmigration/PrintEmailMultipleForms.pdf  
 
Giving client(s) access to edit forms: 
http://www.cerenade.com/eimmigration/AccessToEditForms.pdf  
 
Add a new signatory to a case: 
http://www.cerenade.com/eimmigration/AddSignatoryToCase.pdf  
 
 
 
For more information and articles, please visit www.eimmigration.com 
 


