
 

HOW TO ATTACH DOCUMENT(S) TO A CASE 

 
1) Go to Home then click on Cases. 

 

 
 
2) Search for the case and click on Find button. 

 

 
 
3) Open the case by clicking on the  icon. 

 

 



 

4) Click on Documents tab. 

 

 
 

 
5) Click on Add Attachment button. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

6) Click on Browse… button to browse for the file. Enter a Description in the text field.  Click Add button 

when done. 

 

 
NOTE:   

Accessible by corporate client(s): If set to 'yes', individuals listed in the “Sponsoring Employer” section of the 

case will be able to view/download the attached document. 

 

Accessible by individual client(s): If set to 'yes', individuals listed in the “Parties” section of the case will be 
able to view/download the attached document. 

 

 
7) Under Email, check the checkbox and click Email Attachment button. If you need to attach more than one 

document and you have added the documents just check the checkbox(s). 

 

 
 
 

 

 

 

 



 

8) Step 1: Select Recipients: If selecting more than one recipient hold the ‘Ctrl’ key and click to highlight.  

 
NOTE: After selecting recipients click on “To”, “Cc” or “Bcc” to copy the email address to the selected box. 

    
Step 2: Enter additional information/emails: Two or more emails addresses must be separated by comma.  

For example,araceli@cerenade.com,johnd@gmail.com,susi@yahoo.com.  

     

Step 3: Send email: Click on Email Attachment when ready to send email.  

 

 
 
9) A confirmation message will appear on the screen. 

 

 
Related Articles: 

 

 

How to attach documents to client profile and email: 

http://www.cerenade.com/eimmigration/HowToAttachAndEmailFromContact.pdf  

 

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


