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Overview

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 contacts 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.

e 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— 17 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.

« 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

« 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.

« 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 Itext. The respective license associated with the tool must be acquired for forms
management to function in IMS.

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.

Users

1. Foreign Nationals who are Visa Dependent Employees of the company who access the

application from online CRM portals.

Attorneys and Paralegals who access the application from online Dynamics 365.

Business Admin who manage the background configuration of the case templates.

HR Associates involved in the recruitment of new hires and college hires.

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.

vk wnn

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.

1. Click on Service > Foreign Nationals in the navigation bar. My Active Foreign Nationals
view opens, Click on the ‘New Foreign National’ button.

Steps to create FN and associated features of FN Management

i22 | Dynamics 365 v = Service v | Dashboards >

Settings Portals Voice of the Cu

My Work Customers Service Tools Extensions

@ Dashboards Foreign Nationals Cases Reports @ Requests
Activities ﬁ Queues u Alerts @ QR Logs

Service

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.

HH Dynamics 365 Service ~ Contacts > New Contact

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

Esave < NEW FOREIGN NATIONAL [ FORM B PREVIEW & PRINT  o/® FLOW ~

CONTACT :FN ~ Contact Type 194 - Imm Status

& Principal [~ J—
New Contact =

4« Summary
PERSONAL INFORMATION Current Job Details
CRM Foreign National ID B Job Title
Employee ID* ¥ Annual sal 8
Candidate ID * Currency Type
First Name * 0 ¥ Job Leve "]
Last Name * Reports to Full Name
Middle Name Manager Phone

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

O O O O O



o 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.

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.

!ﬁ Dynamics 365 + Service v Contacts > New Employee Docu... >

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.

B SsAVE = NEW & DEACTIVATE {lj DELETE CHANGE DOCUMENT TYPE  o/° FLOW ~ 7‘ OTHER ACTIVITIES ~ [S FORM EDITOR

EMPLOYEE DOCUMENTS : MIMS DOCUMENTS FORM ~

& Dharanya Srinivasan

New Employee Documents =

Daniel Smith

Pending

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. 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.
=+ NEW CASE E SAVE z EMAIL E CREATE TASK E]J GENERATE COVER LETTERS ll| PREVIEW & PRINT i_ CREATE QUALITY ISSUE E.', ADD TO QUEUE CREATE BINDER - + al
CASE ~ Unread Email Candidate* Queue Owner*
Visa Hire (Lakshmanakumar Ponduru) = 09 (] (el fimeramen B ,2_SESIT D365 Admin
Case Initiation (Active for 2 days, 3 hours) r Legal Review Closure
» Critical Immigration Dates
4« Documents
+ =
O Document Type Name of Valid From... ~ Valid To/E... ~ Document Status. . Status Update... Approved ... H &
Adoption Certificate Adoption Certificate_07062018_. - - - Active SESIT D365 Admin Acc... 7/6/2018
Adoption Decree Adoption Decree_07062018_09... Active SESIT D365 Admin Acc... 7/6/2018
QRCode QRCode_ 07042018 065135 Active SESIT D365 Admin Acc... 7/4/2018




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.

+ NEWCASE ] SAVE m EMAIL E CREATE TASK QJ GENERATE COVER LETTERS ‘PREVIEW &PRINT /% CREATE QUALITY ISSUE _E‘ADD TO QUEUE CREATEBINDER ~ »e= ¥+ oal
CASE + Ui Candidate™ Queue Owner™
Visa Hire (Lakshmanakumar Ponduru) = a0 b S SR
Case Initiation (Active for 2 days, 3 hours) > Legal Review Closure
v Critical Immigration Dates -
4 Documents
+ =
Document Type ~ Name v of - Valid From... ~ Valid To/E... | Document Sthtus - Status Update... - Approved ... H CJ
Adoption Certificate Adoption Certificate_07062018_...  --- = = Active SESIT D365 Admin Acc...  7/6/2018
Adoption Decree Adoption Decree_07062018_09... = = = Active SESIT D365 Admin Acc...  7/6/2018
QRCode QRCode_07042018_065135 - - - Active SESIT D365 Admin Acc...  7/4/2018

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.

IMMIGRATION DATES : INFORMATION

Passport - Current -=

4 General

Date Type * B Passport - Current

Valid From/lssued On oo

Valid To/Expires O

Receipt NUmber

RECEIPT DATE e

Visa Status

USCIS Approved Date e

EAD TYPE e

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.

5. Documents that are of status Active will be updated in the Critical immigration dates
automatically.

Other Sections in FN Form

e 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.

e 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.

e 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.

Dynamics 365 ~

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 naw
EJSAVE 4 NEW FOREIGN NATIONAL  [3 DEACTIVATE ¥ cReaTE case [EFORM [ EmaIL  [B§ CREATE TASK  #B PREVIEW & PRINT I\, CREATE QUALITY ISSUE =+
CONTACT:FN ~ Contact Type 94 - Imm Status Employment Status Record Status”®
Daniel Smith = & Principal ] 8 FTE Active

» Case History

4 Dependent Details

First Name Last Name 4 | Workingin MS | Relation Visa Dependency On Country Of Birth Country of Citizenship | Date of Birth 194 Immigratio...

¢ Education History — This section pulls information from the questionnaire submitted by
the FN.

e 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.

e Requests — This section provides the list of requests initiated by the FN through the FN
Portal.

e 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



CONTACT:FN ™ Contact Type 94

. . a Principal a
Daniel Smith -=
Phone
Subject to 2 Year residency?
Employment Status *Nard
J1 Waived
Employee Sub Status "]
Export Control Details
Date of Birt
DREC Eval Needed? a8
Cost Cente le B
Company Code
Date Filed
Hire T 8
Country of Citizenship Masters and HCAP Details

Steps to create a case

Case Management

The case can be created manually from the from CRM.

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.

£ Dynamics 365 « Service v | Contacts > Daniel Smith >

D A New version of O ization Insights dasht d is available. See how it can help you drive end user adoption and stay ahead of support issues. Experience it now
[ SAVE 4 NEW FOREIGN NATIONAL  [& DEACTIVATE x CREATE CASE FORM g EMAIL ﬁ CREATE TASK lll PREVIEW & PRINT _\ CREATE
CONTACT:EN ~ Contact Type 194 - Imm Status Employment
. . & Principal N —. & FTE
Daniel Smith =

» Case History

» Dependent Details

» Dependent Case History
» MSFT Job History

» Other Job History

» Education History

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.

Apps for Dynamics 365 Dyns

WSEND  [JSAVE [FSAVE& CLOSE [§ INSERT TEMPLATE % INSERT SIGNATURE x
- NEWCASE | save B create| EMAIL = T Due Status Reason Owner® - v
Normal 8 Draft & .
CASE New Email = Queue Owner
. B <Fragomen> £ Fragomen
Visa Hire =
Daniel | p
Case Initiation (Ac... F Emplayee & Decision Closure
4 Case Steps E
All Steps HCAP - Case Initiation Email (Conversions & R
Case Steps Case Initiation =
[m Step.. - Name e . )d Date - | IsEmailst.) - selectEmailTe H G
8B | u EFE = EE A A-
1.00 - Escalate to Manage ** Backup** Yes HCAP - cmmixiananl
200 - 2nd Foliow Up Ema Dear Daniel, Mo
While you are in status now, in order to best position your long-term work a
preparing an H-1B petition on your behalf for filing with the USCIS under the

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.

i Dynamics 365 ~ Service ~ | 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

= NEW CASE | SAVE SEND QUESTIONNAIREE.. [ EmaIL [ CREATE TAsK  [E) GENERATE COVER LETTERS  WBW PREVIEW & PRINT  /I\ CREATE QUALITY ISSUE === +* ¥ A
CASE * Unread Email Candidate® Queue Owner*
. & o ER Daniel Smith B oo & 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




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.

&8 Dynamics 365 ~ Service ~ | Cases » HCAP (Daniel Smith) >

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
+ NEw cASE | SAVE SEND QUESTIONNAIREE.. z EMAIL H CREATE TASK @J GENERATE COVER LETTERS Ill PREVIEW & PRINT 7 CREATE QUALITY ISSUE
CASE™ Unread Email Candidate™ a
HCAP (Daniel Smith) = “ e | NEIl @ Process Team s

v Case Intiation Drafting (Active for 1 min... Legal Review Case Decision Closure

late Location = ss-eeeecmmmeecemacmeeaas
Fi Details = smceecmcmmccemcemmmeeeee Queue Details
TN Classification ~ =me=cmemmcmmcemeeeeeaen ise Stage @ Drafting
- Y 8 Legal Review
te = = == eeeeeecccecccccccccceeeas B
[

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. Ifthe caseis 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.

iz Dynamics 365 Service ~ | Cases > NewCase >

o Apps for Dynamics 365  View Dynamics 365 information on the go with apps for your phone, tablet, Outlook, and more! Get Apps for Dynamics 365
=+ NEw CASE || [£ REACTIVATE CASE ‘ PREVIEW & PRINT /%, CREATE QUALITY ISSUE .E,,. ADDTO QUEUE & EMAILALINK 7§ FOLLOW
CASE

New Case =

Case Initiation (Active f... @ Employee Review @ Legal Review @ Document Prep @ Attorney
4 Summary
Case Details Attorney Assignment
d e* 5] P a anager
Temblate Name ™ o Paralaaa
emplate Name HCAP Paralega

Legal Group Outside Counsel Attorney



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.

The document availability in the system is indicated by the Availability field in the Binder.

Cover letters must be generated before creating the binder.

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.

> w

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 SEND QUESTIONNAIREE... z EMAIL E CREATE TASK a GENERATE COVER LETTERS lb PREVIEW & PRINT /1, CREATE QUALITY ISSUE  =#+ (OB |
CASE ~ Unread Email Candidate® Queue L, Add to Queue
S x Mo &
HCAP (Daniel Smith) -=
&3 Assign
+ Case Intiation Drafting (Active for 13 mi... * Legal Review Case Decision Closure s Email a Link
B Y7 Follow
4Binder
o/° Flow
Is Binder Ready & No Binder Ready date B [E Form Editor
+ B
a Seq... ¥ Document v of v Name v Valid F... ~ Valid To -~ Status - Availa... | ~ FN H O
1 QRCODE Yes Daniel Smith
10 1129 Principle Daniel Smith - - No Daniel Smith
10 1129 Principle Daniel Smith - No Daniel Smith h
Active H

Other Components of the case

e 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.

e 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.

Service Cases > HCAP (Daniel Sm

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 r
+ NEW CASE H SAVE SEND QUESTIONNAIRE E.. g EMAIL a CREATE TASK QJ GENERATE COVER LETTERS w PREVIEW & PRINT *, CREATE QUALITY ISSUE wee L) + al
CASE ~ i * .5, Add to Queue
HCAP :\Dar’ne\ Sr"ﬂi:h) — &0 E® Daniel Smith B e Refresh Binder Documents

A2 Assign

Binder Ready
+ Case Intiation Drafting (Active for 13 mi... Legal Review

Case Decision Closure s Email a Link
4Forms & Questionnaire ¢ Follow
o/° Flow 8
Forms + = Questionnaire E= Form Editor
Given Name(First Name) Created On Questionnaire Submite, Status Reason C
Name Form S... Master Form Status H ¢
1-129 Created 1-129 Active 8/14/201
1-129DC Created 1-129DC Active 8/14/201
1-129H Created 1-129H

87147201

e Email - the email button is tied up to case step and can pull predefined email templates.

e 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

Dynamics 365 Service v | Foreign Nationals

0 A New version of Organization Insights dashboard is available. See how it can heip you drive end user adoption and stay ahead of sUDpOTt issues.

nce it now

EISAVE = NEW FOREIGN NATIONAL  [§ DEACTIVATE [} RESEND INVITATION & CREATE CASE FORM  [# EMAN| [ CREATETASK || M8 PREVIEW & PRINT  »e=

FOREIGN NATIONAL : FN ™ Task: Review LCA Report - Microsoft Edge

Daniel Smith -=

) https://mimsappsourcepstassium.crm.dynamics.com/main.aspx7etc=42128textraqs=%3fetc%3d4212%26pld%3d%257b7 BSAAD37-EDIF-E811-A96B-000D3A30DA56%25 7d%26pNames6:

4 Summary Dynamics 365 Service v | Activites > Review LCAReport >
PERSONAL INFORMATION ESAVE Vv MARKCOMPLETE X CLOSETASK 3 PROCESS ~ 5 CONVERTTO v X DELETE <= EMAIL A LINK FORM S8 ASSIGN o= X
tional ID 8 TASK : TASK FOR INTERACTIVE EXPERIENCE ~
: Review LCA Report =
£ EE2001
Normal 8/27/2018 8:00 AM Open & Dharanya Srinivasan
First Name * Daniel
B ame * Smith Regarding DETAILS
. € B Daniel Smith s Review LCA Report
e Principa Duration 30 minutes
resse BB Daniel Smith
P e a-
L No Tags found for this For
Description

Review the report.
Daniel.Smith@abc.com




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.

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.

w

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.
To manually add a form, click on the + button above the forms grid in the case.
The form can be drafted by clicking on the front of the form record in the forms grid.
The form opens with data populated from three places,
a. FN Summary
b. Configuration Entity (Settings > Configuration > Static Field Values for USCIS
Forms)
¢. Questionnaire
Draft and Save the form to continue drafting later.
Click on Generate form and then View form button to view the form as a PDF.

e —

: fns-

.......... Counry

I ] fosa




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
guestionnaires built in total. These questionnaires request for immigration information related to
the forms associated with the case. (E.g., H-1B — I-129 form).

To enable start step for Questionnaire

1. Navigate to Questionnaire configuration entity in the settings.

Dynamics 365 ~ Service ~ | Dashboards >

cislchmelc
Settings

Extensions

E] Master Case Config... E Master Letters E Questionnaire Master Steps E Settings {:} Interactive Service H...
E Configuration F] Master Documents E Master Forms @ Task Categories . My Apps
. ntegrations Config ﬂ Questionnaire Confi... IMS Address @ Shipment Profiles
B Master Attorneys Co... ,‘ Holiday Calendar @ RFE Issues
@ US Embassies Bulk Requests Contact a Tags
Countries ﬂ Categories Export Control Coun...

Portals Application

2. Open the Questionnaire configuration record for which you want to enable the start step.

Dynamics 365 ~ Settings v~ | Questionnaire Confi.. > AOS Questionnaire (.. >

Hsave - NEw [ DEACTIVATE [0 DELETE S8 ASSIGN €D SHARE = EMAILALINK <% RUNWORKFLOW [¥] START DIALOG

QUESTIONNAIRE CONFIGURATION : INFORMATION

AOS Questionnaire (Family) -=

4General
Questionnaire Template Name * AOS Questionnaire (Family)
Web Form AOS Questionnaire (Family)
IConfig Status Draft

4 Configuration For Web Form Steps

Order of the Form 4| Web Step Form Created On

1 Applicant Personal Informati..  6/29/2010 4:.04 ...




3. Change the Config status to ‘Active’ and save the record. Then wait for a few minutes.

Dynamics 365 ~ Settings ~ Questionnaire Confi... AOS Questionnaire (...

EHsave =+ NEW (S DEACTIVATE 1D DELETE %3 ASSIGN € SHARE < EMAILALINK % RUN WORKFLOW  [¥] START DIALOG

QUESTIONNAIRE CONFIGURATION : INFORMATION

AQS Questionnaire (Family) -=

4(General
Questionnaire Template Name ™ & AOS Questionnaire (Family)
Web Form & A0S Questionnaire (Family)
Config Status Active
Active H

4. Then start step will be created.

Questionnaire Process within a case

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

uewoas [Hsave @ ewan B CREATETASK [ GENERATECOVERLETTERS WINPREVIEWSPRINT /i CREATEQUALTYISSUE [D,ADDTOQUEUE  REFRESH BINDER DOCU

CASE™~ nread Candidate .
&0 IR Daniel Smith a. & Dharanya Srinivasan

HCAP (Daniel Smith) =

Detin e T B oo e
4 Activities
05TS ASSISTANT ACTIVITIES NOTES
Add Phane Cal d Tas 'R
US Immigration AppSource:
CRMIDOZ30TS
igration papemork on yur behalf, You will receive a separate email with further d . i te the questionnaire and upload the requested ' o to proc a
» LCA Details
» PERM Details
» Additional Case Details
» Case Steps
4 Forms & Questionnaire
Forms + m + m
Created On uestio sest
O | Hame - | Forms.. - | Masterform - | Statws - | Modified On - A G : || Qe et
8/15/2018 2...

Orat 129 Active 8152018 1134...

e 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.



CUStom POrta| # | Contact Us | Sample

) Sign In Register Redeem Invitation
Sign in with a local account Sign in with an external account
* Password

O Remember me?

Sign In ‘ Forgot Your Password?

e 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.

e ForFTE's SSO is enabled based on the company email address added in the Primary email
address field in the FN Summary.

e FN mustlogin into the Questionnaire and complete all the sections, upload the requested
documents and click on submit.

HCap Questionnaire

23

Applicant Personal Information

1Please provide your legal name. “Last Name" refers to surname 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 alternate names
previously used on government identity documents.

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

Family Name(Last Name) *

Smith

Given Name(First Name) *

Middle Name

Have you ever used other names (i.e., maiden, religious, professional, alias, 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 *

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.



e Submitted Questionnaire can be accessed from the Questionnaire grid in case.

Draing (Active for 7 hours) D ooneien v T

4 Activities

POSTS ASSISTANT ACTIVITIES NOTES

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

Questionnaire Link

» LCA Details

+» PERM Details

» Additional Case Details
» Case Steps

4 Forms & Questionnaire

Forms + = Questionnaire

O | Name e - S DErTEn H¢ Given NameFirst Name) Created On Questionnaire Submite... | Status Reason... | Questionnaire Submitte.

Daniel 8/15/2018 2. Edit
1-129 Draft 1-129 Active 8/15/2018 11:34...

e The uploaded documents will be available in case documents grid.

e The questionnaire can be resent using the Resend Questionnaire button, but updated
information does not copy into the USCIS forms.

e Questionnaire data is stored in the master questionnaire which prepopulates into every new
questionnaire sent to the FN in different cases.

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:

—_

Business Process Flow

N

)

) 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



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.

Dynamics 365 ~ Service ~ | Cases > HCAP (LakshmanPor.. >

o Enable Server-Based SharePoint Integration Enable Now x
+ NEWCASE 3 SAVE RE SEND QUESTIONNAIR... [ EMAIL [ CREATE TASK () GENERATE COVER LETTERS OB PREVIEW & PRINT /3, CREATEQUALITY ISSUE B}, ADD TO QUEUE  »as [ 1 4
CASE ~ Unread Email Candidate™ Queue Own:
L N ao ER Lakshman a
HCAP (Lakshman) =
Case Intiati... I First Review Drafting Legal Review Filing Case Receipt RFE Received Case Processing Case Dec >
4 Summary
Case Details Attorney Assignment Tags + =

Steps to create a Business Process Flow

If you want to create any Business Process Flow, navigate to Service > Settings > Processes.

Dynamics 365 « Settings - Processes >
- I
+ nNew 1 DELETE | ~ = EMAILALINK @~ o7 FLOY o CAPORI TOEXCEL  ~ %V\EW ENEW SYSTEM VIEW E—;‘}CUSTOM\ZE ENTITY £ SYSTEM VIEWS
+= Activated Processes ¥ 2

[ | process Name 4 Category Primary Entity Created On Owner Owning Business Unit W (')
10 S:age 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 # mimsappsourcepatassium
11 Stage Business Process Flow Case 6/13/2018 2., SESIT D365 Admin Account # mimsappsourcepatassium

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.



Dynamics 365 + = Settings v | Pr

+ My Processes ¥ el
. New @ | % X | @ Acivate ) Deactivate More Actions ~

Process Name Category < P
reate Process
~

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

Process name: * 7 Stages 3

Category: * Business Process Flow [v] Entity: * ]

Business Process (®) Run process a5 a business flow (Classic)
Type: (© Run process as a task flow (Mobile only)

Name: * ims_7stages3

OK Cancel

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.

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.



I save [Q)]S.-\VE&CLOSE 4+ NEW 7 FLOWS ~ CREATEBINDER ~ # UPDATE QUEUES & SLA ... FORM EDITOR
MASTER CASE CONFIGURATION : INFORMATION
New Master Case Configuration =
4 General

Template Name * > Categories

MName

Since we cannot take the OOB business process flows as a lookup, we must provide the custom
business process flow.

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: 1-130, 1-129F, DS 230.

BHsave [i'savE&close = NEW /O FLOWS - FORM EDITOR
MASTER FORMS : INFORMATION

New Master Forms =

4 General
Name Form Logical Nar
orm Type
SCIS ed On™
SCIS res On ™ 8
o
ge e
R a
CRM Form Id




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.

MASTER CASE CONFIGURATION : INFORMATION Owner "
& SESIT D365 Admin

Adjustment of Status Interview =

Description

Active Case Count ago

Forms + |@
Form Name USCIS Published On | USCIS Expires ... | Status

G-281 9/15/2017 9/15/2020 Active

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

B SAVE H SAVE & TTUSE M NEVV o/ FLOWS ¥ =l FORN EDTTUR
DOCUMENTS CONFIG : INFORMATION
New Documents Config -=
4 General
Name
Template Name B Adjustment of Status Interview
Master Document ™ [ > Rt

Mandatory Mo




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 | The field routes the documents uploaded by FN to

uploading? a queue for review.

Document Expiring in 6 months | It creates an alert in the FN Portal when a document

Task Required 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.



MASTER CASE CONFIGURATION : INFORMATION Owner"
& SESIT D365 Admin

Adjustment of Status Interview =

Documents + H

[ | Master bacu... - | 1s Mandatory > H g

No data available.

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

EEE Dynamics 365 Settings ~ Master Steps > -- 1st Follow Up Ema... >

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

HsavE 4 NEw [g DEACTIVATE {fj DELETE &8 ASSIGN ) SHARE =3 EMAILALINK (% RUN WORKFLOW [¥] START DIALOG  »=»

MASTER STEPS : INFORMATION

-- 1Ist Follow Up Email Sent =

*

Name - 1st Follow Up Email Sent

Queue (User or Team)

Step Stage
Step Type Main

Usage Type ™ Rarely



2. Enter the Name of the step and click Save.

Linking steps to Master Case Config

1. Navigate to Settings > Master Case Configuration > Steps

Steps

O Step...

2.00
3.00

400

Master Case Step \

Request File from Microsoft

Received Interview Appointment Notified Employe...

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

Attend Interview

Stage \

Case Initiation

Case Initiation

Legal Review

Case Decision

Required/Opti... -

Optional

Optional

Optienal

Optional

+Q

Is Email 5t... - Select Email Template v CanFN Tr FH C
No - Yes
Yes. AOS Interview Notice Yes.
No - Yes.
No - Yes

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.

4 General

Step Name ™

Step Order "

Case Template "

s Filing Step?
s Email Step?

Can FN Travel?

CASE STEPS CONFIG : INFORMATION

New Case Steps Config =

- *
Step Process Stage

Required/Optional Optional

No

No

HsAvE EFSAVE&CLOSE =+ NEW o/°FLOWS =  [E FORM EDITOR

8 Adjustment of Status Interviev

Categories

Name ™

I Created On

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 | Maps the respective email template to the case step.
Template
Can FN Travel? Allows CRM users to show and hide travel warning on the Portal

based on the case step/stage of the FN.

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



DOCUMENT TEMPLATE : INFORMATION

Campaign Overview -=

*
Name Campaign Overview

Description -

Type B Microsoft Excel

Modified On & 5/8/2018 3:33 PM

Modified By B SYSTEM

Associated Entity Type Code B Campaign

Created By B SYSTEM

Created On & 5/8/2018 3:33 PM
*

Language English

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.

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.

Dynamics 365 Service ~ ses > B-2 Domestic Partne...
= NEW CASE [ SAVE SEND QUESTIONNAIRE E... g EMAIL a CREATE TASK Ej GENERATE COVER LETTERS * PREVIEW & PRINT /% CREATE QUALITY ISSUE .E], ADD TO QUEUE === v oaml X
CASE~ e Candidate Queue Owner”
8o BB test test1 e & Shanker Manchikanti

B-2 Domestic Partner (test testl) =

<« < Pagel

4 Letters

+ =

H ¢

O | Title =

No data available.

Active




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.

#888 Dynamics 365 +  Settings v

(@ A New version of Organization nsights dashboard s sailable. See how
EISAVE +NEW [3DEACTIVATE i DELETE S8 ASSIGN () SHARE of° FLOW
MASTER CASE CONFIGURATION : INFORMATION

Adjustment of Status (EAD/AP Dependents - Employme.

To modify the stage queue mapping, click on the record and add the necessary details and click
save.

22 Dynamics 365 Settings -~ | Master Case Configu.. > Legal Review

© e ——— S —

ion and stay ahead of support issues. Experience it now

ESAVE +NEw  [§ DEACTIVATE [ DELETE &> EMAILALINK £%RUNWORKFLOW [FISTARTDIALOG o/ FlOW ~ [ WORD TEMPLATES v +s=

STAGE QUEUE MAPPING : INFORMATION

Legal Review =

“General
8 Legal Review
# Legal Review Case Initiation
<Pr Team 1>
& Adjustment of Status (Family Based) No

"

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.

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.

e Activities

e Additional Case Details

e Case Steps

e Critical Immigration Dates
e Documents

e Education History

e Export Control

e Forms & Questionnaire

e LCA Details

e Letters

e MSFT Job History

e Other Job History

e Owner & Case Stage Logs
e PERM Details

e Stem Training Plan & Evaluation Details
e Summary

The tabs can be added using the + option above the tabs grid. The tabs can be easily removed
from the grid.

o 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.



Dynamics 365 ~ Settings + | Master Case Configu.. > New Master Case Co...

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 x
[ SAVE E5'SAVE& CLOSE 4 NEW o/°FLOWS ~ CREATEBINDER  # JUPDATE QUEUES & SLA ... FORM EDITOR E1 4
MASTER CASE CONFIGURATION : INFORMATI! Owner™
y Caca (CAnf : & SESIT D365 Admin
New Master Case Configuration -= Account #
4 General 2
Template Name * = Categories
sseVisa Type ™ Name M Created On
e 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.
o X

Esave 4 NEw [ DEACTIVATE [ DELETE £3 ASSIGN () SHARE o/°FLOWS = .« UPDATE QUEUES & SLA ... FORM EDITOR

MASTER CASE CONFIGURATION : INFORMATION Owner*
& Venkatakalyanasaswi

Kakumani

Test binder =

Critical Immigration Dates

1-40f17 M 4 Pagel p
Binder Admin Config =
O Seq.. Name of <

10 -129

20 1-129H

30 11290

40 1-1290PC

50  Acknowledgement of Receipt of LCA Documents

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.




Dynamics 365 ~ Settings Master Attorneys Co... >

4 NEw  {ij DELETE @ ~ % SHOW AS ~ e EMAILALINK | -~ g/ FLOW ~ [¥) RUN REPORT ~ m EXCEL TEMPLATES ~ @_, EXPORT TO EXCEL

+ Active Master Attorneys Configuration v

a Name © | Attorney - Request Email
A Attorney 1
B Attorney 1
C Attorney 2
D Attorney 2

This configuration has the below two implications on the system

e FN-IntheFN profile page opened for the foreign national, the US Immigration Attorney
field is auto-populated based on the above configuration.

e Case —In the Cases, the Attorney field auto-populates based on the above configuration.

e The My active cases also pull cases based on the above rules.

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.

e Website - Custom Portal
e Entity Name - Questionnaire



Dynamics 365 + Service v | Dashboards

Portals

Website Content Security Ads Polls

Websites Content Snippets Web Link Sets Foreign Nationals m Website Access Per... Ad Placements
Page Templates E-} Entity Forms E Portal Languages m Entity Permissions Ads
ﬂ Redirects Entity Lists Web Pages nvitations

Site Markers Web Templates E Publishing State Tra...

E Site Settings m Web Page Access Co...

Website Bindings = Web Forms Web Reles

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.

ion and stay ahead of support issues. Experience it now
= NEw  [3 DEACTIVATE il DELETE #$8 ASSIGN € SHARE 5 EMAIL A LINK % RUN WORKFLOW  [B] START DIALOG o/ FLOW ~
WEB PAGE : INFORMATION ~

AOS Questionnaire (Family) =

«General

B AOS Questionnaire (Family}
Custom Portal

"arent Page * Home
Sartial URL * AOSQuestionnaireFamily Questionnaire Jisplay Date
‘age Template " Web Form Release Date
>ublishing State * Published xpiration Date
Web Form AOS Questionnaire (Family)

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”.



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.

namics 365 -

1 e vesion e valble = boerance 100
EHsave +nNew  [3DEACTIVATE il DELETE 38 ASSIGN  (SHARE = EMAILALINK (3 RUN WORKFLOW  [FISTART DIALOG  »+ + ¢ A
QUESTIONNAIRE CONFIGURATION : INFORMATION
AQS Questionnaire (Family) =

4General

4 Configuration For Web Form Steps

Ordes of the Form | Web Step Form | Crested On

N 6/29/2018 3:34..

6/20/2018 3:34...

ction Information  6/29/2018 3:37...

6/29/2018 3:34...

1-40i30 M 4 Page1 b

Associate this Template to Master Questionnaire Configurations

Select the recently created Questionnaire Template and add it to the Master Questionnaire
Configurations.

Dymamics 365 Seﬁ:inqs ~ Master Case Configu... > Adjustment of Status... >
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
HsAvE = New  [$ DEACTIVATE [ DELETE S ASSIGN €JSHARE o/ FLOW v  # UPDATE QUEUES & SLA... FORM EDITOR

MASTER CASE CONFIGURATION : INFORMATION

Adjustment of Status (Family Based) =

Template Name * & Adjustment of Status (Family Based) Categories

Case Visa Type * AQS (Family Based) Home | Crestaon I
e o No Category 6/26/2018 3:02...
Questionnaire Template * AOS Questionnaire (Family)

Country United States

Petition Type

Petition Class




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.

Serviceé . | Dashboards >

CAS-01D58-

Lskshman Partsl Tas,

Lskshman

Lakshmanzkumar Fa... Visa Hire Normal

Team Tasks + = My Team's Case Queue +

Regarding Task Categaries | Priarity Categary Subject (2] Unread Emsil | Full Mame (Candidate) | Case Visa Type | Curreat Queue Name

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.



FN Portal

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.

Dynamics 365 Portals ~  wel

>
s e
Fortals

Content Security Ads Polls
Websites Caontent Snippets Web Link Sets Contacts m Website Access Per... Ad Placements Poll Placq
Page Templates @' Entity Forms E Portal Languages m Entity Permissions Ads Polls

B Redirects Entity Lists Web Pages nvitations
Site Markers E Shortcuts Web Templates E Publishing State Tra...
E Site Settings Web Files m Web Page Access Co...
Website Bindings BN Web Forms Web Roles
& e -

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.

# = NEW |[g DEACTIVATE Il DELETE ;'5 ASSIGN %) SHARE 2 EMAILALINK &% RUN WO RRFLOW %] START DIALOG /0 FLOWS ~ e | .

WEBSITE : INFORMATION

Custom Portal =

«General
Custom Portal Primary Domain Mam w»—.crascﬁ::m;: rtals.com
) Default Language English Part L r (
ner * & SYSTEM Parent Website




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.

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 >

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.

US Immigration Portal )
Cases Documents FAQs Family A Hello Kumar

View Your Profile >
Switch Profile >

Sign Out >

You have 17 new task alerts  viewaw rasks >

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 >




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.

Your Profile

This is where you can manage your profile.

You can view and edit your name and other basic information.

We are collecting the required documents from you to process your immigration needs. We won't use this
information for any other purpose and we will be respectful of your data.

Personal Details Contact Information
First Name Country of Birth US Address Work Phone
Bharat Mani Kumar

Country of Citizenship Personal Phone
Middie Name

Work Email

Last Name
Paluri

Personal Email
Preferred Name

Gender

Date of Birth

4. The Switch profile tab shows the dependents list associated with the FN in IMS.

US Immigration Portal 5
Cases Documents FAQs Family A Hello Kumar

View Your Profile »
Switch Profile

takshmand

You have 17 new task alerts  vewaw msks > Sign Out >

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 >

On clicking a dependent, the page navigates to the home page of that dependent where their
cases, documents, and tasks can be managed.



US Immigration Portal 75
Cases Documents FAQs ‘ Hello Test

Your Cases Your Documents
View your active and archived immigration cases. Upload and view your required and supporting
documents.

GO TO YOUR CASES >
VIEW ALL YOUR DOCUMENTS >

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.

Cases

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

7 US Immigration Portal r
Cam Do hen b il C——

Your Cases

OU C3N MaN3ge your immigration cases

id do next. You can fill out.
urnents you need 1o

Your Cases

Cate Type e LSS sner Dute Pt Oeciion




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.

Hello D365 Admin Account

US Immigration Portal

Cazes Documents FAQs

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 collecting the required docut you to process your immigration needs. We won't use this
information for any other purpose and we will be respectful of your data.

Upload a file Your Uploaded Documents USCIS Confirmation Documents

\iew the documents you've uploaded, check their See which of your documents have been confirmed by
lerts or download  file the U download confirmations

UR DOCUMENTS > ONFIRMATIONS >

UPLOAD AFILE >

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.

Upload a file

Document Type * Foreign Nationa

‘ Adoption Certificate v SESIT D365 Admin Accou ¥

Select

Choose File | comments.txt

Allowed document file types are .doc, dock, pdf, jpg. gif jpeg and
png.

Select the document you want to use (file size up to 20MB is
acceptable).

UPLOAD




2.

All the documents which are uploaded through FN are shown here.

Your Uploaded Documents

g Required Aers

Show ¥ |entries Search,
Document Type Valid From - To Updated On Status @ of
Employment Authorization Document (EAD] = f Applicabls
Certified Criminal Records - f Applicable
f Applicable
Birth Certificate - Required

Showing 1to 4 of 4 entries Pags |:|

Your Uploads History

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

3.

All the case documents uploaded by the immigration team are shown in the USCIS
Documents view.

USCIS Documents

Shaow ¥ |entries Search:
Document Mame Receipt Number Receipt Date Uploaded On
Mo data availzblz in table

Showing 0 to 0 of O entries




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.

Cases Documents FAGs Family P Hello D365 Admin Account

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.

Show | 1 ¥ entries Search:
First Name It Last Name Date of Birth Dependent On
Kumar Pa

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



US Immigration Portal
Family ‘ Hell . 0N

Cases Cocumants FAQs

M NEENS

This is where you can manage your immigration tasks.

View your Task Alerts for you and your dependents in all active Immigration Cases and
1 currently need to do to move forward in the process.

Questionnaire Tasks Document Tasks Dependent Tasks
See things you need 10 do 10 complete required See which documents you need 10 upload and which Check which tasks you need to complete for your
information have expired family

VIEW QUESTIONNAIRE

ASKS )

W DOCUN
VIEW DOCUM

Questionnaire Tasks

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

Questionnaire Tasks Document Tasks Dependent Tasks

See things you need te 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 QUESTIONNAIRE TASKS > VIEW DOCUMENT TASKS > VIEW DEPENDENT TASKS >

Questionnaire Tasks

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

Results  1-30f & Page




Documents Tasks

This task will provide the below details:

e The required documents to be uploaded.
e The Documents whose validity is expired.
e The Documents which are about to expire.

Document Tasks

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

[ You have 0 documents that are about to expire

VIEW ALL DOCUMENTS >

Dependent Tasks

This task shows the dependents tasks (Dependents of FN) which are yet to be completed.

Dependent Tasks

. You have 0 tasks to complete for John SWITCH TO JOHN >

From here the FN can navigate to Dependent home page by clicking on the “switch to” hyperlink.



Invite User to FN Portal (For Local login)

Send Invitation Process

1. Open Foreign National Record for which invitation need to be sent. Click on “Send
Invitation” button.

Dynamics 365 ~ Service ~ | Foreign Nationals > deepthilalitha >

0 You need to assign security roles to new users  Click to see 3 list of users who need Microsoft Dynamics 365 Security Roles. | Assign Roles X
ESAVE = NEW FOREIGN NATIONAL [ DEACTIVATE | () SEND INVITATION | 3 CREATE CASE FORM  [ZfEMAIL [ CREATETASK B0 PREVIEW & PRINT ==+ oA X
FOREIGN NATIONAL : FN - Contact Type 194 - Imm Status Employment Status Record Status™
B Principal B B FTE Active

deepthi Lalitha -=

4 Summary

PERSONAL INFORMATION Current Job Details Address
CRM Foreign National ID B Job Title s Home Address [ R
Employee ID 12345 ¥ Annual sal "]

Foreign Address 854y
Candidate ID e Currency Type 8 23

Apt 2344

First Name * deepthi ¥ Job Level 8 city -
Last Name * Lalitha Reports to Full Name @ Work Address -
Middle Name &
Contact Type Principal a
Deactivation Reasons B — Tags + B T
Active H

2. Aninvitation form will be opened when the send invitation button is clicked. Save and
close the invitation form.

B SAVE | (5 SAVE & CLOSE | 4 NEW  o/°FLOW ~ FORM EDITOR Al X
INVITATION : INFORMATION Status Reason

New

deepthi Lalitha =

4 General -
Name " deepthi Lalitha Expiry Date *
Type * Single it
Owner/Sender ™ & Radhachaitanya Srimattirumalapeddinti
Invitee
nvited Contact deepthi Lalitha

When Redeemed

Assign To Account

Created On - P — Medified On a8

Active 2]



3. An invitation email will be created in the activities of the FN.

FSAVE  + NEW FOREIGN NATIONAL  [& DEACTIVATE (& SEND INVITATION ¥ CREATE CASE FORM [ EMAIL [ CREATETASK WEPPREVIEW & PRINT  =++

FOREIGN NATIONAL : FN ~ Contact Type 194 - Imm Status Employment Status Record Status™
@ Principal B B-1-10/01/2018 @ Candidate Active

Test Sep Nineteen =

Company HIRES [
4 Activities
POSTS ASSISTANT ACTIVITIES NOTES
Al - | AddPhoneCall ses .Y
Aly

W4 | Portal Invitation

Hi You have been invited to our portal. To redeem your invitation, please click the link below. Redeem Invitation Regards, Organization Immigration Services

9/21/2018 2:48 PM

1-94_09192018_09282018 10022018 Expiring
1-94_09192018_09282018_10022018 s Expiring on 2018-10-02
Moadified by SESIT D365 Admin Account #

1.04 NG1G2MIA NAIT2NTR 1NNAINIA Evnirinn

» Critical Immigration Dates

» Documents
Active

COMPLETE | &1 | &

/20/2018 7:50 PM

romaniere |21 | s

4. Open that email and click on Redeem Invitation link in the email.

Hi

You have been invited to our portal. To redeem your invitation, please click the link belowe.

Redeem Invitation

Regards,
Organization Immigration Services

5. An Invitation code will be opened. Sign up with that invitation code by clicking on

register button.

US Immigration Portal

Sign up with an invitation code

* Invitation Code PQUAIUTAVISHOpRTY

$Z0Ou2 3310p

Rive an &0dtng oot




6. Enter the email id associated to that FN in the CRM. Enter any user defined username
and password. Click on “Register” button.

US Immigration Portal

Redeeming code; s2Qu21U7dv331-0pRTqdA6-DKsdTSabK5Xh-g5hWPV7jkaxs|2kLgAeqCrlj3aWitcC-d2TwajAOj liniRHRJe8IwY 21 7x84DJeUko5Eiz-jKod-pri-
gdUFJBks88LIuX9)Z-ImRHZWNIS-YATzi0wXVEnphXiljInlhctanBM-

Register for a new local account Register using an external account
* Email ‘ teslemaihdl@ma\\.com |
* Username Testusername
* Password = eeeeeees
* Confirm Password ~ seeasees

REGISTER

7. When Register button is clicked, Page will be redirected to FN Portal logged in with the
FN details.

US Immigration Portal &
Cases Documents FAQs Family ‘ Hello Test Sep

You have 7 new task alerts — viewauwmasis >

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 >



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:

e Similar form experiences to update and view your records.
o Interactive dashboards across all devices to view your information and drill into it.
o 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.

D365 Admin ... S}

Portals > Site Markers S A D B O‘X P g g + 2

Bl ShowChat + Mew @ Delete |[v O Refresh [ Emalalink | = Fows~ @ Bporttofxcel |~ @ Import from Bxcel |

Dynamics 365 CRM Hub

@ Active Site Markers -~

To make any configuration changes on the UCI screen we must navigate through setting - > My
Apps.



Dynamics 365 ~ Settings ~ | MyApps L2 D 4+ 7 o7

o Enable Server-Based SharePoint Integriktion Erable Now

O Search my apps.. —+ Createnew App () Refresh 7 Filter

~ Published Apps (4)

Dynamics 365 — custom CRM Hub
Pro

Dynamics 365 App for O. Voice of the Customer

amics 365 Provides Voice of the Customer
enabled users. capabllities using Unified Interface.

t provides core CRM Provides accass
uding accounts App

ess to the full suite
Juding admin

UNIFIED INTERFACE UNIFIED INTERFACE UNIFIED INTERFACE

~ Apps Being Edited (0)

Create new App

Va

In My Apps screen CRM Hub - >APP designer.

o Enable Server-Based SharePoint Integration Enable Now

,O Search my apps.. + Creatq

~ Published Apps (4)
|

CRM Hub

Dynamics 365 — custom CRM Hub ce of the Customer

Mokbil
func

[C§ OPEN IN APP DESIGMER

fides eof the C er
abilities using Unified Interface.

g% MAMAGE ROLES

soft]

UNIFIED INTERFACE

Mic

UNIFIED INTERFACE

[ wes | UNIFIED INTERFACE

Here is the designer view from where we can add or remove components:

PowerApps
App Designer Last Saved on :7/7/2018 10:10 AM Published
CRM Hub * Save Save And Close
- o
Add Search Canvas

Dashboards (< Dashboards All

w Entity View (61)

Business Process Flows

Account =l Forms All Ll Views All W Charts All (<]
=l Forms All Ml Views All W Charts All (<]

Components Properties
w ARTIFACTS

Entities

Business Proces... | A Dashboards

Business Process Flow

w ENTITY ASSETS

Dashboards Forms

Views

Dashboards Create a list view of reco...

Model and manage busi...

Provide an insightful and...

Define a sequence of ste...

Define how users will see...




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:

e Type: Entity, URL, Web resource and Dashboard.

Based on the Type selection other properties would be displayed.

PowerApps
App Designer > Sitemap Designer Pub
CRM Hub Save &' Save And Close
i
Add
Compenents Properties
Area
SUB AREA
Group
" General
Subarea Settings Portals
Type
. . Entity v
My Work Customers Service Tools Extensions
Entity *
=, I - - [l
Activities Contacts E’A Case Reports kea] Requests \Wab File -
. Dashibosrds @* Queue g Aers @ Web Files AL
Default Dashboard
Select a dashboard N
Title (1033)




Creation of New Business Process Flows

1. Create a new Business process flow.

Create Process

Define a new process, or create one from an existing template. You can create four kinds of processas: business process flows,
actions, dialogs, and workflows.

Process name: *
Categony: *

Business Process

ype:

TestBPF2

Business Pracess Flow ¥ Entity: * Case

® Run process as a business flow (Classic)
Run process as a task flow {Unified Interface only)

Mame: * new_testbpf2

TestBPF2

‘@ Validation successful.

+ &

Add Cut

Status: Inactive

I Jis} ) 9] o

Copy Paste Delete Snapshot  Connector

:Process Activate Confirmation

Do you want to activate the selected 1 Process?

This action will attempt to activate the Process you have selected.

Global Workfiow (0) ~

Components  Properties ‘

Stage

Display Name

| bpf-Stage2 ‘

Category

| ’ ‘

Entity

=

Business rules for this stage's entity




3. Open Plugin Registration tool.

Registered Plugins & Custom Workflow Activities

b & (Assembly) ActivityFeeds.Plugins
b &p (Assembly) ActivityFeeds.Filtering.Plugins
I}_fb (Assembly) Microsoft. I T.CCRM.MIMS.Plugins I
b & (Assembly) Adxstudio.Xrm.Plugins.WebNotification
&5 (Assembly) RWB2016.Plugins
& (Assembly) Microsoft. T.CCRM.MIMS.DMWorkflow
&9 (Assembly) Adxstudic Xrm.Plugins.WebNotificationUrl

& (Assembly) Microsoft.Dynamics RICommon.Plugins

&9 (Assembly) Microsoft.Xrm.DataProvider.Odata.V4.Plugins
& (Assembly) AdxstudioXrm.Plugins

& (Assembly) AdxstudicXrm.Workflow.Identity

v v v v v w v

4. Go to the PostBPFEntityUpdate plugin among all the plugins.

Registered Plugins & Custom Workflow Activities

E (Plugin) Microsoft T.CCRM.MIMS.Plugins, UpdateQualityTicketDuedate
E (Plugin) Microsoft T.CCRM.MIMS.Plugins.UpdateRecentUploadedFlag
m [Plugin) Microsoft.| T.CCRM.MIMS.Plugins. UpdateTravelTracking Address
T@. (Plugin} Microsoft T.CCRM.MIMS.Plugins,UpdateTravelWarningDetailsinFN
m (Plugin) Microsoft T.CCRM.MIMS.Plugins, UploadDocuments
m {Plugin) Microsoft I T.CCRM.MIMS.Plugins Validate Dependents
E {Plugin) Microsoft T.CCRM.MIMS.Plugins. ValidateStageCaseSteps
m {Plugin) Microsoft T.CCRM.MIMS.Plugins, WebFormReadOnly
I b g (Plugin) Microsoft. T.CCRM.MIMS.Plugins.PostBPFEntityUpdate I
m [Plugin) Microsoft.| T.CCRM.MIMS.Plugins. UpdateWebPage

v v v v ¥ ¥ ¥ ¥

5. Register new steps on that plugin as shown below.



Eﬁ- Register - @\-"iew *  [3 Install Profiler ; Debug |_—;(' Unregister & Refresh ,O Search

Registered Plugins & Custom Workflow Activities
LR A e R e s £ e e g 8 e e o e
b T@ (Plugin) Microsoft.IT.CCRM.MIMS.Plugins.WebFormReadOnly
4 Tﬁ (Plugin) Microsoft.IT.CCRM.MIMS.Plugins.Pc ==~ """~

5] (Step) Microsoft T.CCRM.MIMS.Plugins., % Register New Assembly Ctrl+A
(Step) MicrosoftIT.CCRM.MIMS.Plugins. |:=(1 Register New Step Cirl+T
[R) (Step) MicrosoftIT.CCRM.MIMS. Plugins,
[+3 Register New Image Ctrl+l
(Step) MicrosoftIT.CCRM.MIMS.Plugins. grade

(Step) MicrosoftIT.CCRM.MIMS Plugins. €} Register New Service Endpoint  Ctrl+E

Gl
s

[Step) Microsoft. T.CCRM.MIMS.Plugins. €} Register New Web Hook Crri+W
(Step) MicrosoftIT.CCRM.MIMS.Plugins.

@ Register New Data Provider Ctrl+P

[7) (Step) MicrosaftIT.CCRM.MIMS.Plugins.

(Step) MicrosoftIT.CCRM.MIMS.Plugins. & Refresh F3

(Step) MicrosoftIT.CCRM.MIMS.Plugins. pSearch Ctrl+F

[5] (Step) MicrosoftIT.CCRM.MIMS.Plugins. 2albb5ad204ab4d7a825a19406d
(Step) Microsaft T.CCRM.MIMS.Plugins., (3% Unregister Del

(Step) MicrosoftIT.CCRM.MIMS.Plugins PostBPFEntityUpdate: Create of mims_flcpt

]

6. Need to Register the Plugin on create of the BPF entity.
Message: Create
Primary entity: BPF entity
Event Pipeline: Post-operation
Execution Mode: Synchronous

Register New Step

General Configuration Information Unsecure Configuration
Message Create .
Primary Entity mims_testopf]

Secondary Entity

Filtering Attributes

Event Handler (Plugin) Microsoft.|T.CCRM.MIMS. Plugins. PostBPFEntityUpdate ~
Step Name Microsoft.T.CCRM MIMS.Plugins.PostBPFEntityUpdate: Create of r
Run in User's Context  Calling User -
Secure Configuration
Execution Order 1
Description Microsoft.[T.CCRM.MIMS.Plugins PostBPFEntityUpdate: Create of r =

Event Pipeline Stage of E tion  Execution Mode  Deployment

PostOperation o O Asnchronous | Server

@ Synchronous Offline

Delete AsyncOperation if StatusCode = Successful

Register New Step Close

7. Need to Register the Plugin on update of the BPF entity.
Message: Update
Primary entity: BPF entity
Event Pipeline: Post-operation
Execution Mode: Synchronous
Filtering Attribute: Active Stage (activestageid)




Register New Step

General Cenfiguration Information Unsecure Configuration
Message Update .
Primary Entity mims _testbpf1

Secondary Entity

Filtering Attributes

Event Handler (Plugin) Microsoft.IT.CCRM.MIMS. Plugins.PostBPFEntitylUpdate
Step Name Microsoft. T.CCRM.MIMS.Plugins.PostBPF EntityUpdate: Update of
Run in User's Context  Calling User v
Secure Configuration
Execution Order 1
Description Microsoft. T.CCRM.MIMS Plugins.PostBPFEntityUpdate: Update of =

Event Pipeline Stage of Execution  Execution Mode — Deployment

PostOperation « O Asynchronous | Server

ynchronous Offline

Delete AsyncOperation if StatusCode = Successful

Register New Step Close

8. Create a new Master Case Configuration Record by clicking on New button.

 DELETE | ~ <= EMAILALINK |~ oFLOW ~ [ RUNREPORT ~  [BIEXCELTEMPLATES ~ @, EXPORTTOEXCEL | ~ [ IMPORTDATA | v gJICHARTPANE v  =e=

+= Active Master Case Configurations v

O | name s Case Visa Typ..| Created On Y O
Adjustment of Status Portability AOS 9/11/2018 7:10 PM
Advance Parole (Travel Documents) AP 9/11/2018 7:10 PM
B-2 Domestic Partner B-2 Domestic...  9/11/2018 7:10 PM
Blanket L-1 Petition Blanket L-1 9/11/2018 7:10 PM
Bug Resolution Visa Hire 9/11/2018 7:10 PM
Consular Inquiry Consular Ing... 9/11/2018 7:10 PM
Consultation Consultation 9/11/2018 7:10 PM
DACA DACA 9/11/2018 7:10 PM
DS-230 Immigrant Visa Application DS 230 9/11/2018 7:10 PM
1- 60 of 60 (0 selected) Al # A B C D E F G H I J K LMMNOWPOQRS TUV WX Y Z | M4 Page1 )

9. Select your BPF in the BPF field and fill all the mandatory details and save the record.



b WOT I SATACIONE T NEW  JMTOW - CRIATERNOER /7 UPDWTT QUEVES & SLA U FORM EDFTOR 2R\ O

MASTER CASE CONFIGURATION : INFORMATION Oweser’®
.
New Master Case Configuration ‘= PTANEAN
s General
Template Name * Test case Template! Categories
2o Wica Tume ® Yowe 4 | Coented On |
4 Testef?

10. Check the stage queue mappings in the record. All the stages in the BPF must be Visible
under the Stage queue mappings section.

BHsave 4+ New  [§ DEACTIVATE 0 DELETE S8 ASSIGN  €) SHARE o/ FLOW ~ CREATEBINDER ~ # UPDATE QUEUES & SLA ... LA T |

MASTER CASE CONFIGURATION : INFORMATION Owner™

& ims appsource

Test case Templatel =

<« < Pagel >

Stage Queue Mapping =
Business Process Flow 1 | BPFStage | Queue Master Case Configurati..| SLA in Business Da... | Created On

TestBPF2 bpf-Stage2 Test case Templatel 9/14/2018 6:56 P...

TestBPF2 bpf-stagel Test case Template1 9/14/2018 &:56 P...

Active H



Creation of New Questionnaire

1. Open “Web Forms” tile under Portals.

Dynamics 365 ~ Service ~ | Dashboards >

CEECITE,
Portals

Website Content Security

W tent Snippe W ink Se F n Websi Ad Plac P -
Websites Content Snippets Web Link Sets oreign Nationals m Website Access Per... Ad Placements oll Placeme

Ads Polls

Page Templates Entity Forms E Portal Languages m Entity Permissions Ads Polls
n Redirects Entity Lists Web Pages nvitations

Site Markers E Shortcuts Web Templates E Publishing State Tra...

E Site Settings Web Files m Web Page Access C...

Website Bindings Web Forms Web Roles

2. Create a new web form by clicking on “"+New"” button.

ﬂ g rared b v ey 1 40 e umy

+ormw | B CILETE - AL ALINE  ~ PRI - E [l T B B, 5 i ] I
1 B T

o

e

(=]

lesk

..
1 - 74 of T4 (0 dsbatid 2 # A B C O F & H 1K L L} a R 5 T U N X z HA Page 3



3. Enter the web form name, website as custom portal and save the record.

tals v | WebForms > Testweb Form2

() vou neca o assg secury rotes o new wsers e o see & s rs

scott Dy >
Esave 4 NEw [ DEACTIVATE [ DELETE &3 ASSIGN 1 SHARE 2 EMAILALINK % RUN WORKFLOW [¥] STARTDIALOG ~ *»+ F 1]
WEB FORM : INFORMATION ~
Test web Form2 =
4General -

ame Test web Form2

Custom Portal

Active

Active

Dynamics 365 v Portals v  WebForms > New WebForm

HsavE EJISAVE&CLOSE + NEW o7 FLOW =~ [ FORM EDITOR

WEB FORM : INFORMATION ~

Form =

4General

Test Web form1

Status Active

4. Navigate to Web Pages of the web form as shown below:

Dynamics 365 « Portals v | WebForms > Testweb Form2

Common Process Sessions

% Audit History @ Background Processes
Questionnaire Confi... Real-time Processes

Sessions
Steps

Web Pages




5. Create a new web page by clicking on “Add new web page” button.

Dynamics 365 + Portals ~ | WebForms > TestwebForm2 >

o ‘You need to assign security roles to new users  Click to see 3 st of users Who need Microsoft Dynamics 365 Security Roles x
A X
WEB FORM : INFORMATION ~
Test web Form2 =
Web Page Associated View ~ 2

- ADD NEW WEB PAGE | [ ADD EXISTING WEB PAGE [ BULK DELETE g, CHART PANE ~ RUN REPORT -  [JEXCEL TEMPLATES +  EB, EXPORT WEB PAGES | -

Name 1 Website Partial URL Parent Page Yo

0-00of0 Al # A B C D E F G H 1 J K L M N O P Q R s T U Vv w X Y z M4 Pagel p

6. Give the details for the web page as follows:
Name: Any user defined name
Website: Custom portal
Parent Page: Home

Partial URL: name_Questionnaire
Page Template: web form
Published state: Published

Portals

rs Click o set

4 NEw [S DEACTIVATE il DELETE $BASSIGN () SHARE @ EMAILALINK (% RUNWORKFLOW [FISTARTDIALOG o FLOW - = VoA o

WEB PAGE : INFORMATION ~

Testweb pagel =

+General

Active



7. Navigate to Questionnaire configurations in settings.

Portals Application

D Master Letters E Questionnaire . Master Steps E Settings . nteractive Service H...
D Master Documents D Master Forms @ Task Categories . My Apps
Questicnnaire Confi... @ IMS Address @ Shipment Profiles

Cltestionnaire Configuration
Holiday Calend v RFE Issues

E Bulk Requests Contact Tags
E Categories Export Control Coun...

ynamics 365 ~ Settings

6 You need to assign security roles to new users  Click 1o see a list of users wh

Dynamics 365 Sea Assign Roles

+ NEw | DELETE | ~ e EMAILALNK | = o@FLOW ~ [F) RUN REPORT mEXCELTE\-"LATES - 53,’ EXPORT TO EXCEL | = i,\VI’DRT DATA ~ ol CHART PANE - see

o

« Active Questionnaire Configuration ¥

[ | Questionnaire Template Name 4 Created On Y O

140Forms 6/26/2018 3:10 PM

A0S Questionnaire (Family) 2/30/201710:10 . 4
D

AP/EAD Questionnaire 8/30/2017 10:10 ...

Documents Upload 6/26/2018 3:10 PM @

DS 230 Questionnaire 2/30/201710:10 . ol

DS-160: Nonimmigrant Visa Questionnaire 8/30/2017 10:10 ...

£-3 CP Questionnairs 8/30/2017 10:10 ...

E-3 D Questicnnaire 8/30/201710:10 ...

H-1B/E-3 Questionnaire 8/30/2017 10:10 ...

H-3 Questionnaire 8/30/2017 10:10 ...

HCAP Questionnaire 8/30/201710:10 ...

1- 34 of 34 (0 selected) All # A B C D E F G H 1 J K L »m N O P Q R s T U v w X Y z M4 Page1 p



9. Enter the questionnaire template name and fill the web form field as above created web
form.

Dynamics 365 ~ Settings ~

Questionnal

o You need to assign security roles to new users  Click to se= 3 st of Users

ymamics 365 Security Roles. | Assign Roles

EHsave EISAVER CLOSE 4 NEW O FLOW ~ [ FORM EDITOR

QUESTIONNAIRE CONFIGURATION : INFORMATION

New Questionnaire Configuration =

«General

Test Questionnaire 2

4 Configuration For Web Form Steps

Order of the Form 4| Web Step Form Created On

10. Add the required web form steps by clicking on “+" button

in the configuration for web
form steps tab.
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11. Add the steps and specify the order of the step to be displayed on the questionnaire
form. Save the Record. Now the step will be added in the configuration for web form

steps tab.
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13. Go to advanced find and search for web form steps.
Specify the web form as your web form name.

Click on Results.
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14. Check if all the steps configured are present in the results. If all the steps are present
there, Questionnaire configuration record is ready and can be used in any master case
configuration as questionnaire template.
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