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Keep aclient's filesin one place

ImmCase - guides.immcase.ca - 2026-10-21

Every client in ImmCase has their own folder, made for you the moment you create them. The File Manager tab

on the client's record shows it: upload any document there, open it in one click, and find each case's files in their
own folders below.

I The client («<Daniela Ruiz») and her bank statement in this guide are fictional; the document is a specimen.

1. Open File Manager

Open the client's record and click the File Manager tab.

= ,f| immCase Q  searcn | | v A B B B B R B SO A
o - y > @ Home > [ Contacts >
IMMIGRATION v ) . .
& @ Daniela Ruiz # conzeo21 2/9 ¢ > [@Email ([ POF (S AddaCase [ AddaQuote WP
IRee v
STUDENTS. v
D Dras »
WORKERS S @ Information &3 Applicant [ Tasks () Comments 0 &3 Cases @ 7 Linked Emails 0 [ File Manager >
ADMIN e _ Write a comment... (Ctri+Enter)
CCOMMUNICATIONS v © 1 empty field hidden
TEMELATES! N © Basic Information
TooLs v NExT sTEPS
First Name Daniela Last e Ruiz
@ Settings Age 32 1994-03-12
® Support Today
£ CfProvenance Du Client 31
, & Contact Channels &= o6
& Apps.
£ CfReferral Source 4 1d
EMAIL ADDRESSES = Jaliirtin

# daniela ruiz@immeasedigital.ca

PHONE NUMBERS o Age ‘Saran Martn - 04:24 PM
32

He +1604 555 0187

© Addresses

g 450 Maple Avenue, Apt 12, Vancouver, BC V5N 2T5, Canada

© 2026 Northwind Immigration Consulting. All rights reserved.



|mmCase IMMCASE USER GUIDE

2. Folders made foryou

The client's folder already has 00_agreements, Cases and Quotes. ImmCase files agreements, case documents
and quotes there on its own.
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3. Upload afile
. .
Click Upload File and choose the document on your computer.
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4. It'sontheclient

The file is listed in the client's folder with its type, size and date, and stays there for the whole team.
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5. Openit

Click the eye in the file's row to open it right in ImmCase. From there you can Download it or, for an image, Edit
it.

= Daniela Ruiz - Bank statement.png

110,52 KB 20261021 13:45

& Download | | ¢ Editimage

Maple Coast Credit Union

Account statement

Account holder: Daniela Ruiz
Account no.: 0000-555-0187
Period: 2026-07-01 to 2026-09-30

Opening balance CAD 18,420.00
Deposits CAD .9,600.00
Withdrawals "CAD 6,215.40
CloSing balafice CAD 21,804.60
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6. Each case has its folder

Open Cases, then a case: there is a folder for each person on it. Documents uploaded to a case's checklist are
filed there automatically.
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Good to know

« Documents for an application go on the case's checklist (see «Collect and review documents»): they are
filed in the right person's folder and tracked until accepted.

« Everything else (correspondence, old permits, notes from the client) can go straight in the client's folder.
« The breadcrumb at the top of the list takes you back up a level.

Questions: hello@immcase.com.
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