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IMS – Immigrating Management System
FN – Foreign National
FNEE – Foreign National Employee
URL – Uniform Resource Locator
PDF – Portable Document Format
FTE – Full-Time Employee	Comment by Michael Hart: Should this be “Full-Time Employee”?
OOB – Out of Box
























[bookmark: _Toc523080102]Application Overview

[bookmark: _Toc325642882][bookmark: _Toc492051053][bookmark: _Toc522167862]Application Objective

The Immigration Management System (Referred as IMS) provides an end-to-end solution for organizations providing immigration services for their employees.   IMS better manages employee immigrations needs and streamlines the HR process giving better results, meeting regular immigration requirements consistently and working with more collaboration.
This document provides how the IMS app uses Microsoft Dynamics Business Applications including the customer engagement app which is customized to suit immigration needs and further customized to extend the end users organizations process. 

Components of the IMS APP

The principal components of IMS App are: Case template definition, Foreign National (FN) management, Case Management, Questionnaire Management, Forms Management, FN Portal and Azure Blob storage. Each of the components has different features and process flows within the system. 

Foreign National (FN) Management

The Foreign National (FN) in the system is an OOB contact entity.  The FN is a visa dependent immigrant employee of the company and the accompanying dependents (Direct Family) are also contacts/FNs in the system. 
· FN Summary & Sections - Provides information about Personal Information, Current Job Details, J1 Details, Export Control details, Address, Masters and HCAP details, Reporting Hierarchy, Critical Immigration Details, Documents, Dependent Details, Education history, FN Cases and their dependent cases etc.
· Deactivating FN & auto case Closures – FN’s are deactivated if they are of the immigration status PR and their respective cases are auto-closed.
· FN Case Management – Cases required to process for employee immigration purpose which are created in the systems are listed in the FN profile.
· FN Document Management – All the documents acquired from the FN and the documents uploaded in the case are managed in the Employee Documents section.
· FN Dependent Management – FN Dependents associated with FN are available in the Dependent Details and their cases are available in Dependent case history sections enabling management of Dependent information within FN profile.
· FN Portal– FN Portal is designed for Foreign National to view their cases, history, dependent, questionnaire’s, active tasks and other details.

Case Template Definition 

IMS allows users to create dynamic case template definitions where the behavior of the case is defined by configuring the case-specific forms, documents required from the FN for the case, case stages and case steps required to work on by the Immigration team within a case, questionnaires to be sent to FN EE and all of letters, and email templates of the case. All these configurations can be dynamically created and managed by the Business Admin of the system. The cases created using the templates behave based on the template definition and pull the respective document, forms, and questionnaire and other related configuration settings. This definition can be modified at any point in time by the admin and all the changes made will reflect on newly created cases.
· Case Stage and Case Steps - Case stages and case steps required to work on by the Immigration team within a case
· Document - Case specific documents are configured to show in FNEE questionnaires for upload. 
· Dynamic Questionnaire – Questionnaire configurations allow the Admin to configure specific web steps forms in the desired order which in turn consists of questions grouped logically. These questions are required to fill the USCIS forms of the case. All the information that needs to be filled by the FNEE are acquired using the questionnaire and directly auto-populates into the forms available in the case. The questionnaire also pulls the documents configured in the case and requests the FN to upload the documents to submit the questionnaire.
· Forms – 18 USCIS Forms that are commonly used to file work permit petitions are available in IMS as a dynamic editable PDF. These are added in the case template based on the petition type.
· Letters & Email Template – The admin can map the pre-defined email templates and letter to a case template based on the case type. This, in turn, will pull case specific letters and templates into the cases.
· Stage Queue Mapping – Mapping of the teams/queues to be working on the case on a specific stage and the respective SLAs for the stages are configured here. 
· Case Tabs – The template allows the admin to configure the required tabs for the case. To illustrate further, the PERM Details tab is configured in PERM cases only and does not appear in any other cases.
· Binders – The order required for filing the case petition is configured and maintained in this feature. This automatically binds the documents in the required order in the cases which on printing will print documents in the chosen order.

Case Management 

· Template Association – The cases are based on the configuration settings of their respective case template. Each case loads a unique set of forms, documents, letters, emails, steps, and stages based on the master settings.
· Case Stage Management – Stages help in managing business sub-processes within the case and track the ownership and SLAs associated with the stage.
· Case Email Management - Email Activity management is a solution providing inline options in the case/ contact form enabling organization and management of emails on the same page in Dynamic 365 CRM.   
· Case Steps Processing – Each stage has a set of steps instructing the logical progression of the case which is to be executed to move on to the next case stage. 
· Questionnaire Process - The questionnaire can be sent to the FN on a button click and the information flows into the FN summary details and respective master forms available in the case. The questionnaire also acquires the documents from the FN needed for the processing of the specific case.	Comment by Michael Hart: This sentence is incomplete.
· Case Document Management - Case specific documents are requested and acquired through questionnaires. The documents can also be configured to fall on the queue of specific teams
· Forms Management	Comment by Michael Hart: Shouldn’t there be some comments regarding Forms Management?	Comment by Dharanya Srinivasan (HCL America Inc): The forms management is discussed in detail as it is also a component of IMS.	Comment by Dharanya Srinivasan (HCL America Inc): 
· Binder – Binder allows the user to create a Filing Documents Sequence which on printing will create the case filing binder thus eliminating the usual manual binding process.
· FedEx Label management – Filing packets to be sent to the USCIS can be tracked through IMS with the use of the FedEx Label generation option. 
· Case Status Management and Closures – Case statuses are maintained in tandem with the case steps and case stages closure and the different statuses help to manage the progress of the case.

Forms Management 

Forms Management feature provides 17 master forms that can be added to the case and drafted, generated and saved in the case. The form can be directly sent to the FNEE through an email. 
Licensing requirement – In order to use this feature through IMS, the system must be enabled with I text. The respective license associated with the tool must be acquired for forms management to function in IMS.	Comment by Michael Hart: This is unclear to me – what does “I text” mean?	Comment by Dharanya Srinivasan (HCL America Inc): It is a 3rd party tool that is used in forms management.

Azure Blob Storage

Massively scalable storage for documents of different file type and varying sizes are possible with the Azure blob in IMS. IMS handles numerous employees, their dependents and all the immigration documents of each of their case. The blob serves as a document storage repository thus enabling management and maintenance of multiple documents.

[bookmark: _Toc325642884][bookmark: _Toc492051055][bookmark: _Toc522167863][bookmark: _Toc523080103]Users

1. Foreign Nationals who are Visa Dependent Employees of the company who access the application from online CRM portals.
2. Attorneys and Paralegals who access the application from online Dynamics 365.
3. Business Admin who manage the background configuration of the case templates.
4. HR Associates involved in the recruitment of new hires and college hires.
5. FN employees, Family Dependents, and Candidates for filling out the questionnaires as triggered by Attorneys.
6. Other Immigration Team users –Admins, Program managers, Partner users, process outsourcing users.

[bookmark: _Toc523080104]FN Management 

The FN in the system can be created using one of the following methods.

1. FNEE – manual using CRM
2. Dependents – manual using CRM
3. Dependents – Automatically from dependent information section in the Questionnaire

The FN of employment status candidate if recruited, the employment status will get converted to FTE and the FN will get converted to an FNEE in the system.

Steps to create FN and associated features of FN Management

1. Click on Service > Foreign Nationals in the navigation bar. My Active Foreign Nationals view opens, Click on the ‘New Foreign National’ button.
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2. Fill in the mandatory fields and click on Save. The Employee ID is used for Full-time employees and Candidate ID must be used for Candidates applying to join the company.
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3. Fill in the fields that are applicable to the FN and click on save. 
4. Some of the fields, in Summary, are mapped to be populated from the details provided in the Questionnaire sent to the FN. The fields are, 

· Country of Citizenship
· Country of Birth
· Date of birth
· Home Address
· Foreign Address
· All the field in J-1 Details

5. The FN is created and marked with Contact type Principal if they are FNEE and as Dependents for their dependents.

[bookmark: _Toc523080105]Documents 

1. To add Documents manually click the ‘+’ button on the grid. New document form opens.
2. Provide the document type and fill in the required details and click save. 
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3. Click on Notes to add an attachment and click save.
4. The documents are also collected through the questionnaire. When they are uploaded into the questionnaire or portal, they land in case/FN and FN documents respectively.
5. [bookmark: _Toc522167903]Preview and Print Functionality: Print and preview functionality provides a preview to all the selected document into a single component and then we will be able to print the document. 
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6. Select the documents that need to be printed. The status of the document should be Active and those documents which are not Active will not be printed. 
7. Click the Preview & Print button on the ribbon, to merge all the selected documents then preview the document and it is ready to print. 

[image: C:\Users\v-mashan\Desktop\tt.png]

[bookmark: _Toc523080106]Critical Immigration Dates

1. Critical immigration date records are created and available when an FN is created.
2. To add details into the Date type, open the record and add the details.
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3. The Critical immigration dates are automatically updated when the document associated with the date is uploaded manually or from questionnaire in the documents grid.
4. Some documents that are marked for approval (Approval required after uploading is marked yes) will land in Employee Documents with status Pending. These documents will not be updated in the Critical Immigration Date section as the document status is Pending.	Comment by Michael Hart: This is unclear to me - not sure what this means.  Please clarify what “These document’s information” means. 	Comment by Dharanya Srinivasan (HCL America Inc): More information is added in here. 
5. Documents that are of status Active will be updated in the Critical immigration dates automatically.

Other Sections in FN Form

· Case history and Dependent Case History – Provides the list of cases opened for the FN and his dependents respectively. The user can click on the record to open the case.

· Company Job history and Other Job history – Provides the list of changes in the job title within the company and previous job positions respectively. The Other job history pulls information submitted through the questionnaire.

· Dependent Details and Parent Details – These sections are used to maintain the dependents and the related FNEE dependent associations within the system. Dependents can be added into the system from the Dependent details grid or through the dependent information section in the questionnaire.

[image: ]

· Education History – This section pulls information from the questionnaire submitted by the FN.

· Hiring Details - The fields in this section are pulled from the HR Portal form which is used to create FNs in the IMS system. These are information provided by HR when the FN is of employment Status Candidate.

· Requests – This section provides the list of requests initiated by the FN through the FN Portal.

· Export Control Details – This section handles the fields associated with the Export control license analysis. This field is marked as Yes based on the values given by the FN in the questionnaire for the fields, Country of Citizenship and Country of Birth. These countries are created in Settings > Export Control Country List
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Steps to create a case

The case can be created manually or automatically from the HR Portal or from CRM. Visa Hire and Visa evaluation cases are opened for candidates from the HR Portal. 

1. A case can be created from the create case button in active cases view (Service> Case > My active cases > Create Case) or from the foreign national form.

[image: ]

2. Fill the mandatory fields and click on save.
3. The field Legal group determines if the case is handled by the company or the outside counsel, the case will be assigned and maintained based on this field.
4. The template name field is the case type (Visa petition) and user must choose the respective category. Category determines the case steps of the case. It is pulled from Master case configuration settings.
5. Fill the necessary case details in the summary and click save.

Completing Case Steps

1. Navigate to the case steps grid and flip the view to current stage steps.
2. Complete the applicable steps by selecting the step, changing the Status to Completed and click on save within the grid.
3. Send emails associated with the case step using the ‘Email’ button. It will pull the predefined email template to the email as highlighted below.

[image: ]

Moving between Case Stages

1. Case steps are tagged to case stages based on their sequencing in the Master Case Configurations.
2. After completing the case steps in a stage, the user must move the stages to work on the next stage-based case steps.

[image: ]

3. The stages information is indicated in the summary under Queue Details. Also, the stages are assigned to the respective queue mapped in the Stage to Queue Mapping settings in the Master case Configuration.

[image: ]

4. The case can be manually reassigned using the Assign button.
5. After all the case steps are completed, the case will be in the final stage and must be closed. There are four Case statuses which handle the status of the case.
a. Open
b. Approved
c. Completed
d. Closed
e. Denied
6. If the case is closed/denied/approved, the case will be resolved, and the form will be locked for editing. To reactivate the case, use the Reactivate case button. This reenables the edit functions within the case form.	Comment by Michael Hart: Does the case become unlocked for editing when the case is reactivated?  If so, may want to make mention of that here.  	Comment by Dharanya Srinivasan (HCL America Inc): More details are added here.
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Binder

The Binder is the feature that enables automatic sequencing of the case documents as required for submission to USCIS during the time of filing. This feature is managed in the Master Case Configuration Settings for each case type.

1. The binder sequencing is created in a case by clicking on the ‘Create Binder’ button. 
2. The document for the different contact type (Principal & Dependent) can be managed in the same case. This feature will be required for Dependent Cases.	Comment by Michael Hart: What does “This” refer to (the “contact type” document)?
3. The document availability in the system is indicated by the Availability field in the Binder.
4. Cover letters must be generated before creating the binder.	Comment by Michael Hart: How are the cover letters generated?  Not clear to me from screenshot below or instructions.	Comment by Dharanya Srinivasan (HCL America Inc): The information is provided in the below succeeding sections.
5. When all the documents of the binder are available, click on Binder Ready button. This will combine the documents into a single file and make it available in the Case Documents as a single document. 
6. The binder documents can be refreshed using the Refresh Binder Documents button.
7. The user can print the documents at any point to add to the filing packet.
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Other Components of the case

· Forms – Forms in the system are of two types, Master forms, and Other forms. Master forms are available as editable PDF and can be mapped to a case in the Master Case configurations. There are 16 Master Forms. All the Other forms must be drafted outside of the system and attached to the case.	Comment by Michael Hart: This section is a duplicate of the “Form Management” section below.  Why is this stated twice?	Comment by Dharanya Srinivasan (HCL America Inc): Forms is an integral part of case and is mentioned here as this section details case management. Also forms management is a custom-made feature and a component of the IMS app, the feature and the master settings are detailed separately.

· Questionnaire – The questionnaire is sent to a FN from a case using the Send Questionnaire button. The questionnaire link is sent via an email and must be reviewed and submitted by the FN. The information from the questionnaire populates into the case, FN page and forms in the case. 	Comment by Michael Hart: What do you mean “populates into the … FN”?  Is FN an entity in the system, and if so, it is unclear on how you are using here since previous sentence refers to FN as a person (not entity in the system).
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· Email – the email button is tied up to case step and can pull predefined email templates.
· Create Task – Tasks can be created for the Immigration team using this button. Task Categories can be added and managed by the business admin in Settings > Task Categories

[image: ]

· Generate Cover Letters – This button must be pushed for the cover letters to pull the latest information from FN and case in the cover letters.
· Preview & Print – This button provides an option to print multiple documents at a time. Check multiple documents from the case document grid and push the button, the documents will be stitched together and displayed.
· Add to Queue & Assign - Case ownership is assigned in the master settings. Through the progress of the case, the case can be reassigned to a team or owner using Add to Queue and Assign buttons.

[bookmark: _Toc523080108]Form Management

Forms in the system are of two types, Master forms, and Other forms. Master forms are available as editable PDF and can be mapped to a case in the Master Case configurations. There are 16 Master Forms. These forms are the most commonly used forms in the immigration processing of FNEEs. All the Other forms must be drafted outside of the system and attached to the case.

Steps to create and draft forms

1. The forms are added to the case in the Master case configurations based on the case type. These forms are automatically created when a case is created.
2. To manually add a form, click on the + button above the forms grid in the case.
3. The form can be drafted by clicking on the front of the form record in the forms grid.
4. The form opens with data populated from three places, 

a. FN Summary
b. Configuration Entity (Settings > Configuration > Static Field Values for USCIS Forms)
c. Questionnaire

5. Draft and Save the form to continue drafting later.
6. Click on Generate form and then View form button to view the form as a PDF.
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[bookmark: _Toc523080109]Questionnaire

The questionnaire in the case is created in the Settings > Questionnaire Configuration and mapped to individual case type in Settings > Master Case Configuration. There are 31 questionnaires built in total. These questionnaires request for immigration information related to the forms associated with the case. (E.g., H-1B – I-129 form).

Questionnaire Process within a case

· Questionnaires can be sent to FN, by pushing the Send Questionnaire Button.
· The questionnaire is sent in the form link in an automatic email.

[image: ]

· Login in Questionnaire is of two ways based on the type of FN. If FN is of the employment status FTE, they can log in using the SSO option. FN of employment status Candidates can sign in by giving the username and password.

[image: ]
· The Candidates receive a registration link through email when a questionnaire is sent out for the first time. Upon registering they can set up a username and password to login into the questionnaire.
· For FTE’s SSO is enabled based on the company email address added in the Primary email address field in the FN Summary.
· FN must log in into the Questionnaire and complete all the sections, upload the requested documents and click on submit.

[image: ]
After submitting the questionnaire, if the user tries to open the same questionnaire with the same URL which he/she got in the email, it would open in the read-only format. He/she will not be allowed to make any changes in the submitted questionnaire.
On submission, all the information mapped to the USCIS forms in the case will be auto-populated.
Submitted Questionnaire can be accessed from the Questionnaire grid in case. 

[image: ]

The uploaded documents will be available in case documents grid. 
The questionnaire can be resent using the Resend Questionnaire button, but updated information does not copy into the USCIS forms.
Questionnaire data is stored in the master questionnaire which prepopulates into every new questionnaire sent to the FN in different cases.

[bookmark: _Toc523080110][bookmark: _Toc522167864]Master Data Configurations: 

Master Data held by an organization describes the entities that are both independent and fundamental for that organization, and that the organization needs to reference to streamline, maintain and process its cases. Cases comprise of primarily the various immigration petitions and the respective processes associated with the processing and filing of them. It also includes other business processes including visa prerequisites involved in the hiring of new employee and respective evaluation from an immigration standpoint.
Below is the list of Master case, process and data configurations in this application:
1) Business Process Flow
2) Master Forms 
3) Master Documents 
4) Master Steps 
5) Master Letters
6) Master Case Configuration 
7) Tags
8) Questionnaire Configuration
9) Task Categories
10) Requests Configuration
11) Case Categories

[bookmark: _Toc522167865][bookmark: _Toc523080111]Business Process Flows

A Business Process Flow in this application is meant to help users to manage sub-processes within a case through a specific case stage in the system. The stages are associated with business-specific case steps that need to be completed within the stage. The stage can be assigned to a specific team or owner who will work on the respective case stage. Business process flows are representations of your different case stages and are displayed visually in our application as a chevron across the top of an entity form.

[image: ]

Steps to create a Business Process Flow

If you want to create any Business Process Flow, navigate to Service > Settings > Processes.
[image: C:\Users\v-mashan\Desktop\tt.png]
Then click on the new button, to create a new BPF and give the process name, Category as Business process flow and Entity on which you want this BPF should be activated to be selected in Entity drop-down.

[image: ]

Stages:

Stages are configured using the BPF and they make the workflow logic easier to read and explain. If a process has stages, all the steps within the process must be contained within a stage. Steps to add steps to a stage and to add a stage owner are given in Master Steps and Stage queue Mapping from below.

[bookmark: _Toc522167866][bookmark: _Toc523080112]Master Case Configuration

Master Case Configuration is the place to create and manage the case template. This template allows users to configure respective cases with specific documents, forms, steps, tabs, letters, and binder. The Template can be created by selecting the respective BPF, Questionnaire Template, Case Visa Type.  Steps to create Questionnaire templates is detailed in the Questionnaire (Link) discussion.
[image: ]
Since we cannot take the OOB business process flows as a lookup, we must provide the custom business process flow. 

[bookmark: _Toc522167867][bookmark: _Toc523080113]Master Forms

The United States Citizenship and Immigration Services (USCIS) issues several forms relating to immigrant and non-immigrant visa statuses for people to fill and submit along with their immigration petitions. The IMS App provides 17 commonly used forms in the form of editable PDFs which enables within the case for the user to edit and draft the form for the FN to view and sign. These forms can be added to the master template based on the petition type.
	These include application forms related to entry to the United States, leaving for the United States, and work authorization in the United States. Ex: I-130, I-129F, DS 230.

[image: ]

Click on (+) symbol and click on new as shown below and enter the required fields and Save the form. Now the form will be added to the Master case configuration.

[image: C:\Users\v-mashan\Desktop\tt.png]

[bookmark: _Toc522167868][bookmark: _Toc523080114]Master Documents:

Supporting documents which are related for the completion of the immigration case are created and managed as Master documents to control all the associated features associated with each document. In other words, we call these documents as Case documents or Employee documents when they are created in the case or employee level. These documents can be managed in the Master documents where specific document related configurations such as Validity date requirement, displaying of the document to the employee, employee viewable document descriptions and other document related settings can be managed for individual documents. 

Create Master Documents

1. Navigate to Settings > Master Documents > New
[image: ]
2. Add the values for the below fields to configure the document settings for each document type.

	Document Settings
	Feature in Documents

	Approval Required after uploading?
	The field routes the documents uploaded by FN to a queue for review.

	Document Expiring in 6 months Task Required
	It creates an alert in the FN Portal when a document is nearing expiry.

	Is Critical Immigration Date
	The document is tagged as a date so that it appears on the critical immigration date grid.

	Display to Employee?
	Show or hide the document to the employee.

	Mandatory
	Does not allow FN to submit questionnaires without uploading the document.

	Description
	Brief description of the nature of the document.

	Valid From/To Required?
	Makes the validity date fields mandatory during document uploads.

	Is Document Type?
	Allows users to upload documents when creating the document.

	Issued on Date Required?
	Show or hide Issued on the date in the portal.




Adding Master documents to Master case Config

1. Navigate to Settings > Master Case Configuration > Documents
2. Click on (+) symbol and click on new as shown below and enter the required fields and save the form. Now the document will be added to the Master case configuration.
3.  These documents will be a part of the case questionnaire requested from the FN where the FN can upload the respective documents from.
4. The documents can be marked as a mandatory document in this stage using the Is Mandatory? field. This will, in turn, require the FN to submit the document before submitting his case questionnaire. 
 [image: C:\Users\v-mashan\Desktop\tt.png]

[bookmark: _Toc522167869][bookmark: _Toc523080115]Master Steps

Steps are a unit of business logic within a workflow. Steps can include conditions, actions, other steps, or a combination of these elements.
Here we maintain the general information of the step including the step name, Step order and Step process stage as shown below.

Create Master Steps

1. Navigate to Settings > Master Steps > New
[image: ]
2. Enter the Name of the step and click Save.

Linking steps to Master Case Config

1. Navigate to Settings > Master Case Configuration > Steps

[image: ]
2. Click on (+) symbol and click on new as shown below and enter the required fields and save the form. Now the step will be added to the Master case configuration. 

[image: ]

3. Add the required configuration settings for the given steps. The features associated with each step attributes are given below.

	Case Step Settings
	Feature in Case/Case Step

	Step Name

	Name of the Step as it appears in the case.

	Step Order

	Order of appearance in the case.

	Step Process Stage

	Case stage in which the step must appear.

	Required/Optional

	The required step will not allow the case to be moved between stages unless it is marked as ‘Completed’

	Is Filing Step?

	This field will populate the filed date within a case when the case step is completed.

	Is Email Step?

	The field allows case steps to allow an email template association. When the user clicks on the case step, the email mapped to the step will populate in the email body.

	Select Email Template

	Maps the respective email template to the case step.

	Can FN Travel?

	Allows CRM users to show and hide travel warning on the Portal based on the case step/stage of the FN.




[bookmark: _Toc522167870][bookmark: _Toc523080116]Master Letters:

Master Letters are Document Templates of OOB CRM. 

Master Letters Creation

1. Create and upload one document under the document template and 
2. With the same name create a letter in Settings > Master Letters

[image: ]

Adding a letter to Master case Config

1. Navigate to Settings > Master Case Configuration > Letters
2. Use the ‘+’ to add the pre-created letters from the above steps.

Letter in case
After clicking on Generate Cover letters button on the case, the letters associated in the master case config of that case template would be generated under Letters sub-grid.
[image: ]

[bookmark: _Toc523080117][bookmark: _Toc522167871]Stage Queue Mapping 

As the name states mapping between stages of BPF and Queues are added in this entity. For every stage, a Queue and respective SLA is configured in stage Queue mapping configuration entity. While navigating from one stage to other, based on the current stage the Owner of the case would also change. Based on the queue SLA is calculated. 

[image: ]

To modify the stage queue mapping, click on the record and add the necessary details and click save.
[image: ]
The fields Portal stage Display and Show in portal controls the visibility of the case stages displayed in the portal in the case page. The BA can configure the Portal stage display to show any stage based on the requirement of the case. The stages ordering must be in tandem with the BPF of the case. If there are ten stages in the case, this feature allows the user to show only four stages in the portal.
In the above record, although the current stage of the case will be Legal review for the FN it will show as Case Initiation stage based on the Portal Stage display value.
If the same stage as appearing CRM case view must be displayed in the portal, mark the field Show in Portal as yes.

[bookmark: _Toc522167872][bookmark: _Toc523080118]Case Tabs

This feature in the master case configuration allows the user to customize the required tabs based on the requirements of the case type. The following tabs are available in the system.
· Activities
· Additional Case Details
· Case Steps
· Critical Immigration Dates
· Documents
· Education History
· Export Control
· Forms & Questionnaire
· LCA Details
· Letters
· MSFT Job History
· Other Job History
· Owner & Case Stage Logs
· PERM Details
· Stem Training Plan & Evaluation Details
· Summary
The tabs can be added using the + option above the tabs grid. The tabs can be easily removed from the grid.
[bookmark: _Toc523080119]Binder

· After creating a Master Case Configuration record with all Steps, letters, documents, forms, etc. and save it then we will be able to see Create Binder button on the ribbon.	Comment by Michael Hart: Is this a repeat of a previous section explaining Binders?

[image: C:\Users\v-mashan\Desktop\tt.png]

· On click of that button, it will pull all the Forms records, Documents and letters of that record and show the same in the Binder Admin Config sub-grid of the same record.

[image: ]

[bookmark: _Toc522167873][bookmark: _Toc523080120]Master Attorney Configuration

The configuration for the Attorney is made in the Master Attorney Configuration Entity. IMS allows users to configure the Attorneys for the Foreign nationals based on the first alphabet of the Last Name for the foreign national. 
[image: ]
This configuration has the below two implications on the system
· FN – In the FN profile page opened for the foreign national, the US Immigration Attorney field is auto-populated based on the above configuration.
· Case – In the Cases, the Attorney field auto-populates based on the above configuration.
· The My active cases also pull cases based on the above rules.

[bookmark: _Toc522167875][bookmark: _Toc523080121]Dynamics Questionnaire Configurations

Creation of Web Forms:

To create a Dynamic Questionnaire Configuration, create a Web Form by navigating to Service> Portals > Webform > New.  Give the below values in the form and click save. 
· Website - Custom Portal
· Entity Name - Questionnaire          
[image: ]
A web Form and another web form will be created with the same name but will be appended with ‘_Read-only’.
Creation of Web Pages:

Create a Web Page by navigating to Service> Portals > Web Pages > New.  Give the below values in the form and click save. 
Select the same details as provided below in Web Site, Parent Page, Page Template, and Publishing Site. Also, select the web form which was recently created in the above step.
[image: ]
Create two web Pages one for Edit and one for Read-only mode. The names of the Web Pages must be “webpage” and the other Name must be “webpage_readonly”.
Create Web Pages with names as “X” and other Names as “x_readonly”. 	Comment by Michael Hart: This comment is unclear to me.  Is this a clarification of the previous sentence (an example?)?

Creation of Questionnaire Configuration:

Navigate to Settings> Questionnaire Configuration > New
Select the Web Form that was created above and click save.
Add Webform Steps into the sub-grid using the + and provide the sequence of the questionnaire as required to be displayed to the FN using the Order of the form. The web form steps represent the sections within the questionnaire that will be displayed to the FN based on the case.
Change the Config Status to Active and Save the Form. 
[image: ]

 Associate this Template to Master Questionnaire Configurations

Select the recently created Questionnaire Template and add it to the Master Questionnaire Configurations.
[image: ]

[bookmark: _Toc522167905][bookmark: _Toc523080122]Dashboards

Dashboards are the powerful tool for executives to summarize information and present an easily digestible view of business performance to facilitate decision-making.
Based on security roles, the Dashboards will vary. When the user logs into the application, the dashboard of that user will be loaded as the landing page.
[image: ]
In the above screenshot, four different views, My Tasks View Dashboard, My Case Queues Dashboard, Team Tasks Dashboard, Team cases Dashboard are displayed.
For instance: The My Case Queues Dashboard, shows all the cases which are under the user’s queue. The views can be changed or updated in the Dashboard. Initially, the dashboards are loaded with default views which are configured while creating them.
[bookmark: _Toc522167906][bookmark: _Toc523080123]FN Portal

[bookmark: _Toc522167907]Portal overview 

A portal is an opportunity to extend the functionality of CRM and leverage its integration potential.  Portals are frequently an important and necessary implementation for organizations or businesses that want direct input and interaction with their clients. Here in this application, we are using the custom portal. To navigate to the custom portal: Navigate to Portals -> Websites.

[image: C:\Users\v-mashan\Desktop\tt.png]
Under Active Websites, there is one Custom Portal record. Open that record, to view the portal URL, through which the user can access the portal.
[image: ]

[bookmark: _Toc522167908]FN Portal

The FN portal contains all the information the immigration team shares with the Foreign National regarding their immigration cases. 
Portal Login and profile navigation

1. Click on the login button to navigate into the home page of the login user.

[image: C:\Users\v-mashan\Desktop\tt.png]

2. Click on the FN name on the top right corner of the home page, to see View Profile, Switch profile and sign out options.
[image: C:\Users\v-mashan\Desktop\tt.png]

3. Click on View profile. This is the screen where the FN can manage their profile. The FN can view and edit their name and other basic information using the edit button.
[image: ]

4. The Switch profile tab shows the dependents list associated with the FN in IMS. 
[image: C:\Users\v-mashan\Desktop\tt.png]
On clicking a dependent, the page navigates to the home page of that dependent where their cases, documents, and tasks can be managed.
[image: ]

FN Pages

The Homepage consists of different Tabs on the top like Cases, Documents, FAQs, Family, and Tasks. We will discuss each in detail below.


[bookmark: _Toc522167912]Cases

Click on the Cases tab on the home page of the portal to view the cases associated to the logged in user (FN).

[image: ]

[bookmark: _Toc522167913]Documents

Click on the Documents tab on the home page of the portal, to view all the documents associated with the FN. These are the same documents which are shown in the document sub-grid of the FN form. 
[image: C:\Users\v-mashan\Desktop\tt.png]
1. Click on the upload a File hyperlink on the page, then the page navigates to the upload view. Choose the document type and add the associated validity dates. 
[image: ]

2. All the documents which are uploaded through FN are shown here.
[image: ]

3. All the case documents uploaded by the immigration team are shown in the USCIS Documents view. 
[image: ]

[bookmark: _Toc522167917]Family

The Family tab on the Home page is the place where the FN can manage their dependents. The FN can view each of the family member’s profiles, add or remove dependents and request profile updates.

[image: C:\Users\v-mashan\Desktop\tt.png]

[bookmark: _Toc522167918]Tasks

Tasks help the FN to keep track of action items or other “To Do” items. All Immigration Tasks are managed from here. 
[image: ]


[bookmark: _Toc522167919][bookmark: _Toc523080124]Questionnaire Tasks

This questionnaire tasks will show the details of the Questionnaire to be filled out and yet to be submitted by the FN.

[image: ]

[bookmark: _Toc522167920][bookmark: _Toc523080125]Documents Tasks

This task will provide the below details: 
· The required documents to be uploaded.
· The Documents whose validity is expired.
· The documents which are about to expire.
[image: ]

[bookmark: _Toc522167921][bookmark: _Toc523080126]Dependent Tasks

This task shows the dependents tasks (Dependents of FN) which are yet to be completed. 
[image: ]
From here the FN can navigate to Dependent home page by clicking on the “switch to” hyperlink.

[bookmark: _Toc523080127]Invite User to FN Portal (For Local login)

If users are not part of Azure AD, for those users to access the FN portal, the Admin user from CRM can invite them to register/sign-up to FN portal. Follow the below steps to invite non-Azure AD user to sign up FN portal.
· Login to CRM and Navigate to Portals >> Foreign Nationals
· Create new Foreign National like below.
· Navigate to portals >> Invitations
[image: ] 
· Create new Foreign National like below.
[image: ]
· Navigate to portals >> Invitations
[image: ]
· Provide Name and selected Invited contact as newly created FN in step-1 and save, after saving the record in Advanced tab you can view the FN Specific Invitation code and on save of the record email will be triggered to FN with Invitation link like below.
[image: ]
Email:
[image: ]


[bookmark: _Toc523080128][bookmark: _Toc522167923]UCI Client 

Unified Interface is the new metadata driven client interface that is designed to provide a consistent experience across devices and form factors. It provides users a consistent, accessible, uniform user interface, and follows responsive design principles for optimal viewing on any screen size or device.
The new Unified Interface brings all the rich experiences to any client that a user is using. Whether users are on a browser, tablet or phone, they will be able to consume similar experiences. Some examples:  
· Similar form experiences to update and view your records. 
· Interactive dashboards across all devices to view your information and drill into it. 
· Reference Panel is now available to be used with all entities supported in Unified Interface.
Most of the core functionalities of sales and customer service have moved to the Unified Interface client.
You can access all the system and user dashboards from within your Unified Interface apps. The interactive dashboards are now available for all record types with richer interactive dashboard capabilities across the board.
Here is the small screen shot of UCI of our application for Site Markers entity.
[image: ]
To make any configuration changes on the UCI screen we must navigate through setting - > My Apps. 
[image: ]
In My Apps screen CRM Hub - >APP designer.
[image: ]
Here is the designer view from where we can add or remove components:
[image: ]
Click on Add (+) button to add any component like Area, Group and Sub area. Based on the selection, it will display Components and Properties Tab on the right side of the screen. In Properties tab we define what needs to be displayed.
For Instance: If we select Sub Area, under Properties:
· Type: Entity, URL, Web resource and Dashboard.
Based on the Type selection other properties would be displayed.
[image: ]
End of document
image1.png




image2.png
namics 365 +

Settings

Dashboards Foreign Nationals Cases Reports @ Requests

Activities Queues Alerts @ QR Logs





image3.png
() A New version of Organization Insights dashboard s available. Ses how it can help you drive end user adoption and stay ahead of support issues.

EJSAVE 4 NEW FOREIGN NATIONAL

CONTACT:FN~

New Contact -
4 Summary

PERSONAL INFORMATION

CRM Foreign National ID

Middle Name

ES/FORM 84 PREVIEW & PRINT

[
Employee ID*

Candidate ID*

First Name * [x]
Last Name *

o/ FLOW ~

Current Job Details
Job Title

¥ Annual Sal
Currency Type

¥ Job Level

Reports to Full Name

Manager Phone

Experience it now

Contact Type

8 Principal

194 - Imm Status




image4.png
acts > New Employee Do

0 A New version of Organization Insights dashboard is available. See how it can help you drive end user adoption and stay ahead of support issues. Experience it now
ESAVE 4 NEW  [3 DEACTIVATE [ DELETE CHANGE DOCUMENT TYPE  o/°FLOW ~  [Z} OTHER ACTIVITIES ~ FORM EDITOR al
EMPLOYEE DOCUMENTS : MIMS DOCUMENTS FORM ~ Name ner*

........................ & Dharanya Srinivasan

New Employee Documents =

Document Type Acknowledgement of Foreign National Daniel Smith
Receipt of LCA Documents
Valid From/Issued On eemmmmm e Valid To/ExpiresOn =-eeceeeeeeceeeeeeeeoooo Document Issued on Date --mmmemmmmmeeme e
D/S
Document Status Pending

SOUMCE e aaees




image5.png
+ Newcase  H save

@ el B CReATE TASK  (B) GENERATE COVER LETTERS 4 PREVIEW & PRINT

Unread Email
ao

CASE ~

Visa Hire (Lakshmanakumar Ponduru)

» Critical Immigration Dates

4Documents

[0 | DocumentType - | Name L

Adoption Certifiate Adoption Certificate_07062016....

Adoption Decree ‘Adoption Decree_07062018.09...

QRCode QRCode 07042018 065135

/N CREATEQUALITYISSUE [, ADDTOQUEVE  CREATEBINDER =+ )
Candidate™ Queue Owner*
BB Lakshmanakumar & SESIT D365 Admin
Ponduru Account #
Closure
+ =
Valid To/E... ~ | Document Status. ~ | Status Update.. - | Approved.. F
Active SESIT D365 Admin Acc...  7/6/2018
Active SESIT D365 Admin Acc...  7/6/2018
Active SESIT D365 Admin Acc...  7/4/2018

El




image6.png
4 newcase Esave EevAL B CREATETASK ) GENERATE COVER LETTERs | o PReviEw s PRINT | /A cReaTe quALTYIssue B, ADD To QUEUE

CASE™ Un/leseetems Candidate®
i I 8o B Lakshmanake
Visa Hire (Lakshmanakumar Ponduru) Bl ey

» Critical Immigration Dates

4Documents

Document Type ~ | Name 2~ | of < | Valid From... ~ | Valid To/E...
Adoption Certiicate Adoption Certiicate 07062018.... -~
Adoption Decree Adoption Decree 07062018.09... -~

QRCode QRCode 07042018 065135

Closure

Document Stftus

CREATEBINDER  *++

Status Update... -

SESIT D365 Admin Acc...

SESIT D365 Admin Acc...

SESIT D365 Admin Act...

[N 1
Owner*

& SESIT D365 Admin
Account #

Approved ... H
/672018
/672018

/472018




image7.png
4 General

Date Type *

Valid Fromy/lssued On
Valid To/Expires On
Document Number
Document Status
Document Issued on Date
Receipt Number

Receipt Date

Visa Status

USCIS Approved Date

EAD Type

& Passport - Current





image8.png
Excel 2016: Creating and Opening Workbooks - Full Page

Dynamics 365 v R hitps://vww.gcflearnfree.orq/excel2016/creating-and-opening-workbooks/1/
o A New version of Organization Insights dashboard is available. See how it can help you drive end user adoption and stay ahead of support issues. Experience it now
B SAVE == NEW FOREIGN NATIONAL E‘f, DEACTIVATE }t CREATE CASE FORM Z EMAIL E CREATE TASK "' PREVIEW & PRINT /1 CREATE QUALITY ISSUE see

CONTACT:FN ¥

Daniel Smith -=

» Case History

4 Dependent Details

First Name LastName & | Workingin MS | Relation Visa Dependency On Country Of Birth Country of Citizenship | Date of Birth | 194 Immigratio...




image9.png
Phone

Employment Status

Employee Sub Status

Date of Birth

Cost Center Code.

Company Code

Hire Type

Country of Citizenship.

a3

Subject to 2 Year residency?

1 Waived

Export Control Details

DREC Eval Needed? @

License Required?

Date Filed

Masters and HCAP Details





image10.png
Contacts

D A New version of Organization Insights dashboard is available. See how it can help you drive end user adoption and stay ahead of support issues.

B SAVE 4= NEW FOREIGN NATIONAL E‘f, DEACTIVATE

CONTACT:FN ¥

Daniel Smith -=

» Case History

» Dependent Details

» Dependent Case History
» MSFT Job History

» Other Job History

» Education History

& CREATE CASE

FORM [# EMAIL

tact e

8 Principal

B3 CREATE TASK  #B9 PREVIEW & PRINT

Experience it now

1\ CREATE




image11.png
Apps for Dynamics 365 View Dynamics 365 informatior

- NEW CASE [ save | @ emaiL | B creATE

CASE

Visa Hire

Case Initiation (Ac... Employee R

4 Case Steps

All Steps

Case Steps

a Step... Name

100 - Escalate to Manag;

200 - 2nd Follow Up Em;

MSEND EJSAVE [J'SAVE&CLOSE [ INSERTTEMPLATE ¥ INSERT SIGNATURE

EMAIL ¥

New Email =

To Daniel

Subject

** Backup**

Dear Daniel,

Priority D
Normal

HCAP - Case Initiation Email (Conversions & R:

Case Initiation

While you are in status now, in order to best position your long-term work a
preparing an H-18 petition on your behalf for filing with the USCIS under the

& Draft

Decision

d Date

8 <Fragomen>

v
Fragomen
Closure
+ =
Is Email St... Select Email Te F &
Yes HCAP - Case Initiation
No -




image12.png
rvice v | Cases > HCAP (Daniel Smi

o A New version of Organization Insights dashboard is available. See how it can help you drive end user adoption and stay ahead of support issues. Experience it now
=+ NEW CASE | SAVE SEND QUESTIONNAIREE... Z EMAIL E CREATE TASK @ GENERATE COVER LETTERS * PREVIEW & PRINT /1, CREATE QUALITY ISSUE === r» ¥ oAl
- = * *
CASE ™ ead Email te Jueue e
. . — a0 E® Daniel Smith L e LT & Dharanya Srinivasan
HCAP (Daniel Smith) -=
Case Intiation (Active for ... > Drafting Legal Review Case Decision Closure
v* & Dharanya Srinivasar

5 Stages (Active for 42 minutes) | Next Stage @ | A





image13.png
() A New version of Organization Insights dashboard is available. See how It can help you drive end user adoption and stay ahead of support Issues.

+ NEWCASE  EJ SAVE

CASE ™

HCAP (Dani

SEND QUESTIONNAIRE E.

o eva

Drafting (Active for 1 mi

CREATE TASK

Legal

Queue Details

(@ GENERATE COVER LETTERS

B® Daniel Smith

| Review

t 8 Drafting

8 Legal Review

B4 PREVIEW & PRINT

Experience it now.

@ Process Team

Case Decision

CREATE QUALITY ISSUE ==

Closure




image14.png
Dynamics 365

Q) v o Dymamics 365 viewDpranic 365 fornatonon h it pps o yous o aiel, Otk ad et | Get ops o Dy 65

+ NEw case 434 PREVIEW & PRINT CREATEQUALITY ISSUE [, ADDTO QUEUE =2 EMAILALINK ¥ FOLLOW.
cASE
New Case
Case Initiation (Active f... P> @ Employee Review & Legal Review & Document Prep & Attorney
4 Summary
Case Details Attorney Assignment

HCAP

Outside Counsel





image15.png
Dynamics 365 v | Service v | Cases > HCAP (Daniel Smith) >

o A New version of Organization Insights dashboard is available. See how it can help you drive end user adoption and stay ahead of support issues. Experience it now
4 NEW CASE B SAVE SEND QUESTIONNAIREE... Z EMAIL E CREATE TASK @ GENERATE COVER LETTERS ll! PREVIEW & PRINT /1 CREATE QUALITY ISSUE see t v al
CASE ¥ Unread Email didate™® B, Add to Queue
& o E® Daniel Smith Refresh Binder Documents

HCAP (Daniel Smith) =

&2 Assign

Binder Ready

Drafting (Active for 13 mi... > Legal Review Case Decision Closure > Email a Link
7.7 Follow
o/® Flow »
sB 8 No er Ready date Form Editor
+ =
O Seq... Document of Name Valid F... Valid To Status Availa... FN HC
1 QRCODE - - - - - Yes Daniel Smith
10 1-129 Principle Daniel Smith - - - No Daniel Smith
10 1-129 Principle Daniel Smith - - - No Daniel Smith v
H

Active




image16.png
&2 " Dynamics 365 + Service v | Cases > HCAP (Daniel Smith) >

o A New version of Organization Insights dashboard is available. See how it can help you drive end user adoption and stay ahead of support issues. Experience it now

4 NEW CASE [ SAVE e OB ]|
& o E® Daniel Smith 8 Refresh Binder Documents

HCAP (Daniel Smith) =

Binder Ready

v Case Inti Drafting (Active for 13 mi... > Legal Review Case Decision Closure &> Email a Link

4Forms & Questionnaire I Follow
o/ Flow »
Forms + = Questionnaire Form Editor
M Given Name(First Name) Created On uestionnaire Submite... | Status Reason C
[J | Name FormS... Master Form Status H ¢ { L a
1-129 Created 1-129 Active 8/14/201
1-129DC Created 1-129DC Active 8/14/201

1-129H Created 1-129H Active 8/14/201




image17.png
@) #ew vesion o rganiation nsights dstboard s vlble. Se how it canhtp you dive e s adoptonan sy ahad f spport .

EJSAVE  + NEW FOREIGN NATIONAL  [§ DEACTIVATE (| RESEND INVITATION ¥ CREATE CASE

FOREIGN NATIONAL : FN ~

Daniel Smith -=

4 Summary

PERSONAL INFORMATION

EE2001

Daniel

Smith

Principal

Daniel.Smith@abc.com

FORM [ EMAI

Experience it now

54 PREVIEW & PRINT

EISAVE v MARK COMPLETE

Normal

Regarding

ER Daniel Smith

Task: Review LCA Report - Microsoft Edge

£ hitps;//mimsappsourcepotassium.crm dynamics.com/main aspxZetc

X CLOSETASK 5 PROCESS ~

TASK : TASK FOR INTERACTIVE EXPERIENCE ~

Review LCA Report =

8/27/2018 8:00 AM

2128extrags:

2 coNVERTTO +

Open

DETAILS

Description

Review the report.

3fetcs%3d42

X DELETE = EMAILALNK ESIFORM 2 ASSIGN

& Dharanya Srinivasan

Review LCA Report
30 minutes

ER Daniel Smith

9626pId9%3d%257b7B5AAD37-EDOF-E811-A96B-000D3A30DAS6%257d%26pNames6:

- o x

No Tags found for this Fo





image18.png
FSAVE GENERATERDF  oeFLOW -

1129 :INFORMATION Form Status

129 o o

PDFLast Generated O @

Pe

n for a Nonimmigrant Worker uscrs

Form 1129
Department of Homeland Security OAB o, 16150008

US. Citizenship and Immigration Services Expies 12312018

arial Approval (elaim) Aetion Block

[ Classification Approved

[No.ofworkers: | P Consulate POE/PFI Notified
o0 Cose. .

Vatdiy Dates
From [JEstension Grasted

= | []COS Entension Grauted
~ START HERE - Type or print in black ink.
Part 1. Petitioner Information

16 you ar 2n ndividul Sling this petiton, complete Item Number 1. Ifyou are a company or an organization fling this peition,
complate Item Number 2.

[ ——
Famiy Nama (st Mo G Name Pt o) it
o ][ fia

2. Company or Organization Name

[

3. Mailing Address of Individual, Compa
In Care Of Name

or Organization

[ I—— \

Stet umber s Nome o St P Number
[ ] oool ]

Gy orTomm S ZPCoie
[ | I ]

Erovince Postal Code Comsry

[ 1  [oss |





image19.png
+Newease EISAVE [ EMAL [ CREATETASK  (E) GENERATE COVER LETTERS  HPREVIEW & PRINT

/\ CREATEQUALTVISSUE D,ADDTOQUEUE  REFRESHBINDERDOCU.. = v
CASE Unread Email Candidate™ Queue Owner®

) ; 8o BR Daniel Smith a —
HCAP (Daniel Smith)

& Dharanya Srinivasar

< e e SRR - o
4Activities

POSTS ASSISTANT ACTIVITIES NOTES
Al - | AddPhoneCall  Add Task

VY E

Daniel Smith; US Immigration AppSource:
W, | Us. Immigration Case Questionnaire CRM:0023075

Today
Dear Daniel Smith We will be preparing immigration paperwork on ylbur behalf, You wil receive a separate email with further details on this initiation. Action RequestediWe request that you complete the questionnaire and upload the requested documentation as soon as possible. Our desire s to process your immigration pa...

» LCA Details
» PERM Details

» Additional Case Details
» Case Steps

4Forms & Questionnaire

Forms + = Questionn:

Given Namefirst Name) Created On fonnaice Submite... | Status Reason... fonnaire Submitte..
O | Name 4 < | FormS.. - | Masterform - | Status ~ | Modified On ~ A G tName) 2| || Questo e | St Queste e

Daniel 8/15/2018 2...
129 Draft 1129 Active 8/15/2018 11;





image20.png
Contact Us

#JSignin | Register  Redeem Invitation
Sign in with a local account Sign in with an external account
* Password

[ Remember me?





image21.png
HCap Questionnaire

o

Applicant Personal Information

1Please provide your legal name. “Last Name” refers to sumame or family name. “First Name" refers to your given name.
“Maiden Name refers to name prior to marriage (if different from current name). “Other Name" refers to alterate names
previously used on govemment identity documents.

2 Fields marked with a * are mandatory. Fields not marked mandatory are not applicable to all applicants. f the field is
applicable to you, the field is mandatory. (For example, i you have a U.S. social security number, please complete the field)

Family Name(Last Name) *
Smith

Given Name(First Name) *

Daniel

Middle Name

Have you ever used other names (i., maiden, religious, professional, aias, etc)?

Give native name If your native Alphabet is other than Roman letters,
Other Name(s) Used /Native name

Do you have a telecode that represents your name?

Gender *




image22.png
bt e o7 o R e e s pecin oure

4 Activities

POSTS ASSISTANT ACTIVITIES NOTES

US Immigration AppSource

W4 | Dear Daniel Smith We will be preparing immigration paperwork on your behalf. You will receive a separate email with further details on this initiation. Action Requested:We request that you complete the questionnaire and upload the requested documentation as soon as possible. Our desire is
To DanielSmith;

& The email below might contain script or content that is potentially harmful and has been blocked.

» LCA Details

» PERM Details

» Additional Case Details
» Case Steps

4Forms & Questionnaire

Forms + = Questionnaire
Given Name(first Name) Created On fonnaire Submite.. | Status Reason.. ionnaire Submit
O | Name 4 < | FormS.. - | Masterform - | Status ~ | Modified On ~ A G tName 2| | Questo ie- | Stau || Questo e
Daniel 8/15/2018 Edit
1129 Drstt 1129 Actve 1572018 1134...




image23.png
Dynamics 365 ~ Service v

@ vt servenea sharepnt megraton | rsoe o x
4 NEWCASE EJSAVE  RESEND QUESTIONNAR.. ([ EMAL [ CREATETASK (E) GENERATE COVER LETTERS 0 PREVIEW &PRINT /N CREATEQUALITYISSUE [, ADDTOQUEVE == » I
CASE ~ i .
0 R Lakshman

HCAP (Lakshman) =

Case Inti RFE Received Case Process|

Drafting

Filing
4 Summary

Case Details Attorney Assignment Tags + =




image24.png
Dynamics 365 Settings

_ I
+NEW [ DELETE v EMALALINK |+ oD STTORTTOEXCEL | - Baview  TGNEWSVSTEMVIEW [ CUSTOMIZEENTITY £ SYSTEM VIEWS
= Activated Processes ¥ 2
O | Process Name Category Primary Entity Created On Owner Owning Business Unit Y ()
10 Stage AOS Business Process Flow Case 6/13/2018 2... SESIT D365 Admin Account # mimsappsourcepotassium
10 Stages Business Process Flow Case 6/13/2018 2... SESIT D365 Admin Account # mimsappsourcepotassium
11 Stage Business Process Flow Case 6/13/2018 2... SESIT D365 Admin Account # mimsappsourcepotassium





image25.png
Dynamics 365

+ My Processes ~
T |B @ |38 X

Process Name

Settings v

Activate

) Deactivate

More Actions ~

Category.

Search

Create Process.

flows, actions, dialogs, and workfiows.

Process name: * 7 Stages 3

~ iy * Cose

Run process as a business flow (Classic)
Run process as a task flow (Mobile only)

Category: * Business Process Flow

Business Process
Type:

stages3

Define a new process, or create one from an existing template. You can create four kinds of processes: business process

oK Cancel





image26.png
B SAVE E'SAVE&CLOSE + NEW o/°FLOWS v CREATEBINDER # UPDATE QUEVES&SLA..  [E] FORM EDITOR

MASTER CASE CONFIGURATION : INFORMATION

New Master Case Configuration

4General
Template Name * Categories
N Name 1
Case Visa Type
BRF ™

Questionnaire Template * To enable this cont
Country
Petition Type

Petition Class.

Template Tvpe




image27.png
Hisave [ saves close

+ New o FLOWs ~ FORM EDITOR

MASTER FORMS : INFORMATION

New Master Forms -

4General
Name ™
Form Type
USCIS Published On ™
USCIS Expires On *
Usage Type *
URL
CRM Form Id

Description

Form Logical Nan





image28.png
Description

Active Case Count ago
Forms
Form Name USCIS Published On | USCIS Expires...| Status

G-281

9/15/2017

9/15/2020 Active





image29.png
=l PR R

SAVE e SAVE &RLUSE T R of PRUES T

DOCUMENTS CONFIG : INFORMATION

New Documents Config

4General

Name

Template Name 8 Adjustment of Status Interview

Master Document ™ -

Mandatory No




image30.png
No data available.





image31.png
Dynamics 365 F

@  New version of Organization Insights dashboard is available. See how it can help you drive end user adoption and stay ahead of support issues. Experience it now
B SAVE 4 NEW [g DEACTIVATE [ DELETE $8ASSIGN ) SHARE > EMAILALINK % RUN WORKFLOW [F] STARTDIALOG  **+
MASTER STEPS : INFORMATION

-~ 1st Follow Up Email Sent =

4General
Name* - 1t Follow Up Email Sent
Queue (User or Team)
Step Stage
Step Type ™ Main

Usage Type* Rarely




image32.png
Steps

100

200

300

400

Master Case Step -

Request File from Microsoft

Received Interview Appointment, Notified Employe...

Send Forms to Employee/Petitioner for Review and...

Attend Interview

Stage
Case Initation
Case Initation
Legal Review

Case Decision

Required/Opt
Optional
Optional
Optional

Optional

Is Email St.

No

Yes

No

No

Select Email Template

A0S Interview Notice

+ B
canfnTe H C
Yes
Yes
Yes

Yes




image33.png
HISAVE [SAVERCLOSE + NEW o/°FLOWS -  [E] FORM EDITOR

CASE STEPS CONFIG : INFORMATION

New Case Steps Config

4General
Case Template ™ 8 Adjustment of Status Interviev | | Categories
N Name Created On
Step Name -

Step Order * -

Step Process Stage * -

Required/Optional Optional
Is Filing Step? No
Is Email Step? No

Can FN Travel? Yes




image34.png
DOCUMENT TEMPLATE : INFORMATION

Campaign Overview

Name* Campaign Overview
Description -

Type 8 Microsoft Excel
Modified On 86/8/2018 333 PM
Modified By & sysTEM
Associated Entity Type Code & Campaign

Created By & sysTEM

Created On 86/8/2018 333 PM

Language * English




image35.png
Dynamics 365 + | Service v

+ newcase  H save SEND QUESTIONNAIREE... [ EMAIL (B) GENERATE COVER LETTERS | o8 PREVIEW & PRINT CREATE QUALITY ISSUE ), ADD TO QUEUE ~ *=+ v m X

Owne

CASE ~ Cand

q 0 R test test = - & Shanker Manchikanti
B-2 Domestic Partner (test testT) e anker Manchikanti
,
Page 1
4Letters
+ =
O | 7ie a¢

No data available.

Active "





image36.png
Dynamics 365

B e e s e ———

ESAVE = NEW  [§ DEACTIVATE

il DELETE  §2 ASSIGN

MASTER CASE CONFIGURATION : INFORMATION

€ SHARE  o/° FLOW ~

CREATEBINDER

Adjustment of Status (EAD/AP Dependents - Employme... =

Stage Queue Mapping

Business Process Flow 4
7 Stages
7 Stages
7 Stages
7 Stages
7 Stages
7 Stages

7 Stages

BPF Stage

Case Initiation
Case Filing
Document Processing
RFE Received
Interviews

Case Decision

Closure

Queue

Initiation Team
Filing Team
Process Team
Process Team
Process Team
Initiation Team

Initiation Team

Master Case Configurati..

Adjustment of Status...
Adjustment of Status...
Adjustment of Status...
Adjustment of Status...
Adjustment of Status...
Adjustment of Status...

Adjustment of Status...

# UPDATE QUEUES &

SLAin Business Da...

Experience it now

SLA.. e

Created On

8/6/2018 3:13 AM

8/6/2018 3:13 AM

8/6/2018 3:13 AM

8/6/2018 3:13 AM

8/6/2018 3:13 AM

8/6/2018 3:13 AM

8/6/2018 3:13 AM





image37.png
Dynamics 365

Q0 #Now vesion o rganiatonsights dstboac s ulble. See how  can e you e e s dopton an sty abe fsupport s, | Eperence o

EISAVE +NEw [3 DEACTIVATE [l DELETE > EMAILALINK % RUNWORKFLOW [FSTARTDIALOG o FLOW -  LFJWORD TEMPLATES = »=»

STAGE QUEUE MAPPING : INFORMATION

Legal Review

4General

8 Legal Review

8 Legal Review

<Process Team 1>

& Adjustment of Status (Family Based)





image38.png
Dynamics 365 Setting:

)  ew version o rganization g dashord s avale S how o hlp you e e useradoptionad 2y ahesof support s, e 7 x

HSAVE [PSAVERCLOSE + NEW o FLOWS ~

MASTER CASE CONFIGURATION : INFORMATIC

& SESIT D365 Admin
Account #

New Master Case Configuration
4General

o Categories

Name 4 Created On





image39.png
EISAVE +NEw [3DEACTIVATE [ DELETE $BASSIGN <JSHARE o FLOWS = /' UPDATEQUEUES&SLA.. B FORM EDITOR R
MASTER CASE CONFIGURATION : INFORMATION Owner*
. & Venkatakalyanasaswi
Test binder Kakumani
Critical Immigration Dates.
1-40f17 M 4 Page1 p
Binder Admin Config + =2
[m] Seq..” + | Name - of n -]
10 2
20 Li2H
30 ez
40 1i2s0pC

50 Acknowledgement of Receipt of LCA Documents





image40.png
+ NEw

il DELETE

3 SHOWAS ~

© EMAIL A LINK

v ofFLOW ~

= Active Master Attorneys Configuration ~

Name

Attorney

Attorney 1

Attorney 1

Attorney 2

Attorney 2

[¥) RUN REPORT ~

30 EXCEL TEMPLATES ~

Request Email

@, EXPORT TO EXCEL




image41.png
Dynamics 365

Website

Websites
Page Templates

Website Bindings

Web Link Sets
Portal Languages
Web Pages

Web Templates

Voice of the Custoniér

Security

Web Roles

Polls





image42.png
Dynamics 365 Portal

@) e vrsion o rganzation s dashosrd s avaiaie S hovw o help you e e useradoption an Sy ahes of support s, Eserrce 7

4 NEw [3 DEACTIVATE i DELETE S8 ASSIGN () SHARE > EMAILALINK % RUN WORKFLOW [F]STARTDIALOG o°FLOW v  sss

WEB PAGE : INFORMATION ~

AQOS Questionnaire (Family)

4General
Nome * AOS Questionnaire (Family)

Website * Custom Portal

Parent Page * Home

Partial URL* AOSQuestionnaireFamily_Questionnaire

Page Template * Web Form

Publishing State * Published

Web Form AOS Questionnaire (Family)

Entity List

Entity Form

Display Date

elease Date

Expiration Date




image43.png
Dynamics 365

Q0 #Now vesion o rganiatonsights dstboac s ulble. See how  can e you e e s dopton an sty abe fsupport s, | Eperence o

EISAVE +NEW [ DEACTIVATE [l DELETE $2ASSIGN (JSHARE o EMAILALINK % RUNWORKFLOW [F]STARTDIALOG  »=» LR

'QUESTIONNAIRE CONFIGURATION : INFORMATION
AOS Questionnaire (Family) =

“General

AOS Questionnaire (Family)

AOS Questionnaire (Family)

4 Configuration For Web Form Steps

Order of the Form 4| Web Step Form Created On

1 Applicant Personal Informati... 6/29/2018 3:34...
2 Birth Information 6/29/2018 3:34.
2 Arrest/Conviction Information ~ 6/29/2018 3:37...

3 1-94 Information 6/29/2018 3:34...

1-40f30 K < Page1 p




image44.png
Dynamics 365

(@ vow vesion of Organiation s dson i a5 how o hlp you v nd s adopion and say aeod ot supporsues. | Exernc on

ESAvE 4 New  [3 DEACTIVATE (i DELETE S8ASSIGN €JSHARE o FLOW * ¢ UPDATE QUEUES & SLA. [ FORM EDITOR

MASTER CASE CONFIGURATION : INFORMATION

Adjustment of Status (Family Based) -

“General
8 Adjustment of Status (Family Based) Categories
AOS (Family Based) Name 1 Created On
No Category 6/26/2018 31

oc

United States





image45.png
@ ot st i i |

MIMS Business Admin v

My Tsks Defaut View +
- D Nema 72028
You have 3 new AOS ( D3 Nomal
You have 3 new -3 questomnaire o Wl outa.. R SharstM... Normal
You have 3 e EAD quastonnsive o il ot R Laehma. Normal
You have 3 new HCAP quesionnare o llou.. IR Lakshma._ Normal
You have 3 new HCAP quesionnare o llou.. IR Lakshma._ Normal
Team Tass +

My Case Queue

cas0r0eT

[TERE

A 0T08s-TINS.

casroseTsa

A 0T08S-H5.

casross.csa

My Teams Case Qe

Latshmansiomar 5.

Lstshmansiomar 5.

s

manskumsr 5

Lakehman sorss

Lakehman sorss

Lskshmansiomar 5.

Nomal

Nomal

Nomal

Nomal

Nomal

Nomal

PN Categories AL isk v




image46.png
Portal

Voice of the Cu

Security Ads Polls

Web Link Sets Contacts m Website Access Per.. E Ad Placements
—
Portal Languages m Entity Permissions E Ads

Web Pages
=) g
Web Templates E Publishing State Tra..

Poll Place

Polls

Web Roles





image47.png
7 TN BRAXTNE WURIT AN UINE CTARLATK ©RNWOIRROWLE SNTTIN0S o/ ROWS ~

WEBSITE :INFORMATION
Custom Portal =

General

Name*. Custom Portal Primary Domain Name microsoftcrmportlscom

) | Deltlnguge”  engieh Parial URL 7

Owner* & swsem Parent Webste





image48.png
US Immigration Portal

Cases. Documents FAQs Family é Hello D365 Admin Account

You have 1 new task alerts  viewawmsks >

Please remember, we depend on you to keep your process moving'

Your Cases Your Documents Your Family

View your active and archived immigration cases Upload and view your required and supporting View, add or change information for your dependents
documents

GO TO YOUR CASES > MANAGE YOUR DEPENDENTS >

VIEW ALL YOUR DOCUMENTS >




image49.png
US Immigration Portal

Cases. Documents FAQs Family A Hello Kumar,
X
View Your Profile >
Switch Profile >
Sign Out >
|
You have 17 new task alerts  vewawmss >
Please remember, we depend on you to keep your process moving
Your Cases Your Documents Your Family
View your active and archived immigration cases Upload and view your required and supporting View, add or change information for your dependents
documents
GO TO YOUR CASES > MANAGE YOUR DEPENDENTS >

VIEW ALL YOUR DOCUMENTS >




image50.png
Your Profile

This is where you can manage your profile.

sic information.

Personal Details Contact Information

First Name. County of Bintn Us Address Wark Phone
Bharat Mani Kumar
Country of Citzenship Personl Phone
Micdie Name.
Work Emsil
LastName.
Paluri

Persanal Emsil
pretered Name.

Gender

Date of Birth




image51.png
US Immigration Portal

Cases. Documents FAQs Family A Hello Kumar

X
View Your Profile >
Switch Profile +
kakshyarnd
Sign Out >
ou have 17 new task alerts  vewawmss >
Please remember, we depend on you to keep your process moving'
Your Cases Your Documents Your Family
View your active and archived immigration cases Upload and view your required and supporting View, add or change information for your dependents
documents
GO TO YOUR CASES > MANAGE YOUR DEPENDENTS >

VIEW ALL YOUR DOCUMENTS >




image52.png
US Immigration Portal &

Casss  Documents  FAQs

Your Cases Your Documents

View your active and archived immigration cases. Upload and view your required and supporting
documents.
GO TO YOURCASES >

VIEW ALL YOUR DOCUMENTS >




image53.png
Your Cases

T T —————————

oo s s

Your Cases





image54.png
US Immigration Portal

Your Documents

This is where you can manage your immigration files.

see which documents you've uploaded and which ones have been confirmed by USCIS.
You can upload, store or download your files here.

We are colecting the required documents rom you to proces your immigraton needs. W won't use this
information for any other purpose and we vl be respectulof your data

Upload a file Your Uploaded Documents USCIS Confirmation Documents

conair

P




image55.png
Upload a file

Document Type * Foreign National

Adoption Certific

Admin Accou ¥

Select
Choose Fis | commente s

Alowed document fle types ae oc, docx. paf pg. 9t peg and
ng.

Selec he document you want t use (e iz p 10 20MB s
acceptable).





image56.png
I o -
Show unms ‘Searcn

12 DocumentType | vairom-To © upsseaon sl o
Empoyment Autorzaton osument D) - #sppicate
ot Cimint Recorss - #sppicate
) a #appicate
rp— - Requres

Shoving 1104074 encies

s [0

Your Uploads History

Review all the documents you've uploaded to the Microsoft US Immigration Portal  REVIEW UPLOADS >





image57.png
Show entries Search:

15 Document Name 11 Receipt Number. 11 ReceiptDate 11 Uploaded on 0

[ ———

Shoing 0100070 enies





image58.png
Your Family

This is where you can manage your dependents.

View each of your family members' profiles, add or remove dependents and request
profile updates

First Name. Date ofBirth Dependent On

fumsr

Shoving 150 10f 1 en





image59.png
G

US Immigration Portal ‘

Your Tasks

This is where you can manage your immigration tasks.

) View your Task Alerts for you and your dependents n all ative Immigration Cases and
see what you curtently need to do to move forward In the process.

Questionnaire Tasks Document Tasks





image60.png
Questionnaire Tasks Document Tasks Dependent Tasks
See things you need to do to complete required ‘See which documents you need to upload and which  Check which tasks you need to complete for your
information have expired family

VIEW DOCUMENT TASKS > VIEW DEPENDENT TASKS >

VIEW QUESTIONNAIRE TASKS >

Questionnaire Tasks

. You have a new AP questionnaire to fill out and submit VIEW THIS QUESTIONNAIRE >

B You have a new Visa Hire questionnaire to fill out and submit VIEW THIS QUESTIONNAIRE >

. You have a new AP questionnaire to fill out and submit VIEW THIS QUESTIONNAIRE >

Results 1-30f6  Page 12 Net





image61.png
Document Tasks

B You have 0 required documents to upload
B You have 1 document that has expired

B You have 0 documents that are about to expire

VIEW ALL DOCUMENTS >




image62.png
Dependent Tasks

. You have 0 tasks to complete for John SWITCHTO JOHN >




image63.png
Dynamics 365 Service v | Actwites > Por

sitation





image64.png
B b Bosan Rowton row Gum BOWAT @manana [ S GmSS B

“Generst
o e [e——

P [y ——





image65.png
! ity L L
. v Pa




image66.png
e Goocn @oam s Qs wouaAsK @uAwOMRON [BSMTONOS SHON T L

<Advanced

D TR TORTRS ST eS S———————y





image67.png
Open Actiiy Associated View +
D onewc o R wac ousrone - ©mnsor - GOCK AT 8 s
I L Ly P P P P

[ P - St @

Prmmen—




image68.png
CRM Hub | ot > ste ks SANDBOX o @

§ Do [v O Reeh @ Emadalik [v o Fowy @ Bpottobed |V @ importfom el | v

Active Site Markers - »

v | Name 1
Acces Deried Access Denied Custom portl
Home Home -
Knowledge Bae Search Results - Custom Portal
Page Not Found - Custom Portl
M + A B C D E F G H I J K L M N O P Q R S T U V W X Y 2z





image69.png
Dynamics 365

@ ersveserversea sraromt o

P + restenewapp ORefresh Y Fier

~ Published Apps (4)

Dynamics 365 — custom CRM Hub Dynamics 365 App for O.. Voice of the Customer
Provides ccess o the fll st of | | Mol app tht provides ore CRM | | rovides acess to ynamics 365 rovides Vceof the Customer
Copaiis pehuing admnisiaton | | funclionay nciding sccoums Hom for Ouloak o onbled vsrs. | | <apabities using Uniied Interfce
[T — et Pt for mimsogsarees

oo e jra—— [ro—

~ Apps Being Edited (0)

Create new App

P~




image70.png
Jo

~ Published Apps (4)

Dynamics 365 — custom

Provides access to the ful suite of
capabiliies including administration
Microsoft Dynamics 365

71272018

CRM Hub

Mobile 2pp that provides core CRM
functionalty including accounts,
Defautt Publsher for mimsappsourcepo.
7018

UNIFIED INTERFACE

- e

X
CRM Hub
Mobie app tha povides core CRM functioaly
incucing sccounts, contacs, and actvtes.
[ OPEN IN APP DESIGNER (ce of the Customer
fdes Voice of the Customer
£, MANAGE ROLES Lbiiie using Unifed Intetace.
2 9
VieseAD e WierosofDyrarmics

UNIFIED INTERFACE UNIFIED INTERG?




image71.png
PowerApps

App Designer Last Saved on 7/7/2018 10:10 AM Published

CRM Hub * H save

Save And Close

+ o

Add Search Canvas
Components Properties

Entities
Model and manage busi...

[N Dashboards Al Business Process Flows Business Proces... | A a Dashboards
Provide an insightful and...

Business Process Flow
Define a sequence of ste...

v Entity View (61)

- Forms Al Views Al Charts Al Dashboards Forms
Define how users will see.

Views

- Forms Al Views Al Charts Al Dashboards Create a list view of reco...





image72.png
PowerApp:

App Designer > Sitemap Designer

Publ

CRM Hub Save @&’ Save And Close
+
add
Components Properties
Area
SUB AREA
Group
 General
Subarea Settings Portals
Type
. . Entity N
My Work Customers Service Tools Extensions
Entity
Dashboards. ueue Web Files
| @ )

Default Dashboard

Select a dashboard v

Title (1033)




