
 

 
SETTING UP MEMBERS SECTION FOR A CONTACT 
 
1)  Go to Home then click on Contacts.  
 

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

 
 
 
 
 
 
 
 
 



 

3) Open the client profile by clicking on the  icon. 
 

 
 
4) Click on Members tab. 
 

 
 
5) Click on New Contact button. 
 
NOTE: If you wish to link a member that is ALREADY in the system please click Link Member, search for and add 

the contact and then select the relationship. 
 

   
 
 
 
 
 



 

6) Enter contact information and click Save button when done. 
 

 
 

 
 
7) Select a Relation and click Link Member button. 
 

 
 
8) New member has been created and linked to the contact.  
 

 
 



 

9) To link attorney(s) and/or paralegal(s) to this contact, click Link Atty/Paralegal button. 
 

 
 
 
10) Make your selection by clicking on the checkbox and click Link Atty/Paralegal button. 
 

 
 
 
 
 
 



 

11) To link an employer to this contact, make a selection from the Employer droplist.  Click Save Changes 
button when done. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

How Members of a Contact Populate Forms” 
 
1) Click on Cases tab. 
 

 
 
2) Open a case or create a New Case. 
 

 
 
3) Click on Forms tab then open a form. 

 

 
 



 

4) Click on any of the Party On Demand (POD) buttons (the Blue Buttons) available on the form to populate 
sections of the form with information from Members of Contact. 
 

 
 
 
 
 
Related Articles: 
 
How to set case parties and how they populate forms: 
http://www.cerenade.com/eimmigration/CaseParties.pdf   
 
 
For more information and articles, please visit www.eimmigration.com 
 
 


