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HOW TO ATTACH DOCUMENT(S) TO A CASE

1) Go to Home then click on Cases.

Home > Cerenade Eimmigration TEST Control Panel - Welcome Araceli Ornelas (Sign out)

4 File Access and Management

(=

Contacts

& Reports

<

Tickler

& Tools

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

Home > Cases - Search

(3

Sponsoring
Employers

@)

Standard

Advanced Search

[z 3

Cases Questionnaires Inbox [ Outbox

a &
Advanced Advanced
All Law Firm By Atty/Paralegal

Search Existing Cases

Status ® Ongoing O Closed O Archived O al

First Name Ara|

~|

|

|3 (omiddvyyy)

Employer ‘ All Employers

Law Firm Office ‘ All offices

Last updated Between |
Finc

(&

3) Open the case by clicking on the & icon.

Home > Cases > Results

Results 1-2af 2

Results 1-20f 2

Other :

Other :

Case Number

ABSEo0

ARA1Z24

Name Process
i Aratest ORNTEST i 130 IV
i Araceli CLASTNAME : TestH1
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4) Click on Documents tab.

Home = Cases > Aratest ORNTEST = I-130 IV = AG9999

Attormeys | Farties | Forms | Comments | Reminders I Documents |

Steps

Baziz Infarmation | Receipts |

Sponsoring Employer | Shipping | @

Basic Information

5) Click on Add Attachment button.

Home > Cases > Aratest ORNTEST = 1-130 IV = AS9999

Generallnfo‘ Attorneys | Parties ‘

Fome | commens | remince: [ETTINOR cip: |
Attachments | Che cidist |

Letter Merge |

Attachments
Acd Atachment | [ Email Attachment |
Attach it D ipti i i Dat: loaded Email
s R i corporate client  indiv. client e up mat
@& @ Client instructions Yes fes 04/13/2009 O

Tips

# Accessible by corporate client(s): If set to 'yes', any corporate dient under this Employer profile will be able to view/download the attached document.
# Accessible by individual client(s): If set to 'ves', any individual dient with a case in which this Employer is linked to will be able to view/download the
attached document
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6) Click on Browse... button to browse for the file. Enter a Description in the text field. Click Add button
when done.

Home > Cases > Aratest ORNTEST = I-130 IV = A99999

Generalinfo | Attomeys |  Faies | Fomms | Comments | Reminders W

Aftachmants | Chacklist | Lattar barge |
Attachments
File * [ || Browse...

Description * [ |
Accessible by

corporate client @ ves O o '

Accessible by

individual client @ ves O o

I 2aa [ cance |

9

+ Accessible by corporate client(s): If set to 'yes', any corporate dient under this Employer profile wil be able to view/download the attached document.
+ Accessible by individual client{s): If set to 'yes', any individual dient with a case in which this Employer is linked to will be able to view/download the
attached document

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.

Tips

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).

Home > Cases > Aratest ORNTEST = I-130 IV = A99999

General Info | Attormeys | Parties Forms | Comments | Reminders Steps
Aftachments | Checklist | Letter Merge |
Attachments
add sttachment | [ Email Attachment |
Acti h it D Dat loaded Email
fons T LT corporate client  indiv. client € mal
@ B @ cheklist Yes Yes 04/14/200%
@ @ @ Client instructions Yes Yes 04/132009 I

Tips

* Accessible by corporate client(s): If set to 'yes', any corporate dient under this Emplayer profile will be able to view/download the attached document.
# Accessible by individual client(s): If set to 'ves', any individual dient with a case in which this Employer is linked to will be able to view /download the

attached document
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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 “Bec” 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.

Home > Cases > Aratest ORNTEST = I-130 IV = AG9999

|Ganera||nfo | Attorneys | Farties | Forms ‘ Comments | Remindears

Attachments | Cheddist | Lettar hierge |

| @ Step 1: Select Recipients

Aratest ORNTEST - araceli@cerenade. com (Parties)

Evatest Castest - araceli@cerenade. com
Ali Malek - ali@cerenade. com (Attorneys Paralegals)
Araceli Ornelas - araceli@cerenade.com (Attorneys/Paralegals)

* After selecting recipients click on "To", "Cc" or "Bcc” to copy the email address to the selected box (buttons below)

| e Step 1: Enter additional information/emails

@ araceli@cerenade.com O support@eimmigration.com

Subject * |.-'-\rahest ORNTEST - A99999 (Attachments) |

Message

Attached Dcouments
Check List -

e Step 3: Send email

Email Attachment | | Cancel I

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



