cerenade

Getting Started

This section provides information for NEW user&tmmigration.

NOTE: ONLY use Internet Explorer when working with forms.

By following the setup instructions presented hgog, can quickly begin using Eimmigration.
This is a four (4) stage process:

First stage you will get an email from your sales represeméatvith a subject line that reads:

EIMMIGRATION SITE IS READY __. Inside this email you should find 3 pieces of imfation: log in URL,
username and password.

Hello
Your elmmigration site has been setup successfully and is for ready for use.

For service, log in at URL: https:/www.eimmigration.com/cerenade/index.asp
For Customizations to vour site, access the Administrative console, and set up vou user name and
password, vou may login with details below.

Username: admin
Password: testing123

Important Note:
1) If vou have any trouble opening forms, go to the HOME PAGE of vour elmmigration service and at the

top right hand corner, update the forms component. This component is usually installed automatically.
2) Add elmmigration to vour list of trusted sites
3} Always allow pop-ups from elVmigration com

For support issues visit www_cerenade com/eimmigration or email supp ort/@cerenade. com

NOTE: The username and password in the email is to atvegsdministrative Console. For customization,isas
setting up attorney and/or paralegal username assiyord, you must log in as the administrator.

Before you begin using Eimmigration, you need tofigure your Internet Explorer browser securitytisgs,
set up a username and password (for Attorney @&l access), and finally, install Cerenade Héittar.
Second Stage- Configure Internet Explorer browserettings:

1) Visit the following link for details and undeBfowser Settings” see article titled “Configuredmiet
Explorer Browser Security Settings for Eimnmigratieo check or configure:

http://www.cerenade.com/eimmigration/index.htm
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Third Stage- Set Up Username and Password as the@mey or paralegal:

1) Enterusername/passwords the administrator then clitlogin button.

C eimmigration

Welcome!!!

Cerenade Eimmigration TEST

Need Help 2
login for existing users o

Enter usemams
Forgot vour password? What's new? HTML  Text
Username:
Enter password
Passward: I\ .

Remember Me Product Description

Product Immigration Case Management System
.
Version Mfijur. 2.8 (Dec 2003 release).
U Minor: 2.8.2 (May 2003)
Producer Cercnade

System Requirements

Browser Internet Explorer & or later
Resolution Screen resolution of at least 1024 = 768
Other Disable any pop-up blocker.

Message Board

Forms open in a separate window - in order to access forms you must disable any pop-up blocker.
If you are using browser other than IE, forms will not open up.

2) You are logged in as tAagministrator_in the Administrative Console window.

your logo goes here
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Administrative Console

& Admin Console

& General Info

Law Firm Name #* ‘Law Offices of Cerenade
Locations
Users 3
Disk Quota website URL ‘hth:n:,u";"u\"/\"x\'.cerenade.com |

i3 ¥ i " St

4 Catalogs Timeout {Number of minutes the system may be idle before automatically signing off a user
Processes .
Additional Documents Immigration news (Check if you wish to display the Immigration News Section)
Billing Ttems

Locations to file petitions Automatic case number O (Check if you wish to display a random case number automatically)
Status of documents

Physical location of files Case number formatting
Useful links help

Letter Merge

Footnotes Receipts advanced screen (Check if you wish to display the advanced receipts page)
Employer locations

M‘ﬂ’e—s Home - Liaison emails

Filing Types

Resource Center

onr Instructions General Liaison ‘ |

‘Case Mumber Format: MMfDD{YY{Pl (This text will be displayed next to the case number, &;

Lizison email ‘ |

& Sign out

Billing contact ‘ ‘
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3) To create a username and password as the atiorparalegal. Click obJsersfrom the menu on the left
side of the screen.

4) Click onAdd a userbutton.

Home > Users

Update Admnistrator Password

Password *

Confirm Password #

Save Changes

Active Users (Maximum 1 ) -

Results -0 to 0 af D

Add & user Save Changes I
Ei Po# Name

Results -0 to 0 of O

Page 1

email Type i User/Password Enable

Page 1




5) Enter information and when done, clidkld button.

5) Enter the username and password and when dateSavebutton.



6) Following window will display a list of the ugsj that have been created.

7) Prior to installing Cerenade Form Filler, cliek Sign outfrom the menu on the left side.



Fourth Stage- Install Cerenade Form Filler:

1) Login entering the attorney and/or paralegatnesme and password.

2) Visit the following link for details on how tmstall Cerenade Form Filler

http://www.cerenade.com/eimmigration/How To Inst@érenade Form Filler.pdf

3) After you've configured the settings and ingdllCerenade Form Filler, you are ready to use Egration.
4) You can now log in to the Eimmigration site leyurning to the login page.

NOTE: Self-training videos and FAQ'’s are available untieRelease Notes



Related Articles:

Admin Console — How to add a user account, enatidisable:
http://www.cerenade.com/eimmigration/AdminConsoldE&dableDisable.pdf

How to change administrator password:
http://www.cerenade.com/eimmigration/How to chagdministrator Password.pdf

Admin Console — Updating access rights to user(s):
http://www.cerenade.com/eimmigration/AdminConsoldbigAccessRights.pdf

Admin Console- Managing Law Firm Locations:
http://www.cerenade.com/eimmigration/AdminConsolE&rmLocation.pdf

For more information and articles, please wsiw.eimmigration.com




