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Every firm tracks something of its own: where a client came from, an internal file number, a date that matters to
you. Custom fields let an administrator add these to contacts, cases and applicants, with no help from us. Your
team then fills them in like any other field.

I The client («Daniela Ruiz») in this guide is fictional. Only administrators see Settings = Custom fields.

1. Open Custom fields

Click Settings at the bottom of the menu, then Custom fields.

= ll ImmCase Q  search e |~ ~ BN 8 8 A B & 0 A&

HomE v
IMMIGRATION v ¢ Settings
IRee v
STUDENTS. v & Company B Identity
WORKERS A 2 Users Company Nama - Logal Name
ADMIN ¥ © Roles & Permissions Northwind Immigration Consulting
COMMUNICATIONS v
oot . = Menu Editor R000000

. Portal
@ Settings

Webph

5 Waocrony & Contact
@ Support
o 8 vor Email Phone Websita
& Apps < SMTP Servers hello@northwind.example +1604 555 0142 hitps://northwind.example

G Google OAuth

£ App Passwords

© Address
3 Devices Streot Adress
Y List Fiters 1055 West Georgia Street, Suite 1500
B Biling Y,
- State/ Province
Vancouver ES
Postal Code ol
V6E 3P3 i ks
9 Branding
e Favicon

+ Upload + Upload




ImmCase

2. Pick where it goes

Under Module, choose Contacts, Cases or Applications (the people on a case). Then click Add field.
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3. Name it and chooseits type

Give the field a name and a type: Text, Long text, Number, Date, Yes / No or Drop-down. For a drop-down,
type each choice and press Enter.

Add a custom field
Field name
Referral source

Type
Drop-down
Options

Website X Referral X Social media X

[ New option, then Enter ] +

Custom fields are always optional, so your existing records stay valid.
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4. Save
Click Save. The field is listed with its type and choices, and In use shows how many records have a value.
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5. Fillitin
Open a record and click Edit. Your fields are in their own Custom fields section of the form.
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6. Seeitontherecord

Click Update. The value now shows on the record page, and the change is in the record's history on the right.

v

< @ 1 empty field hidden

e [ Basic Information

v NEXT STEF

First Name Daniela Last Name Ruiz Nothing pla

Age 32 Birthday 1994-03-12 m c

== Custom fields —
Fields this firm added

Referral source Referral 7

& Contact Channels

EMAIL ADDRESSES

daniela.ruiz@immcasedigital.ca Personal

PHONE NUMBERS

+1 804 BBR N1R7 Mohile

Good to know

« Always optional. Custom fields never block saving, so the records you already have stay valid.

= Choose the type carefully: it can't be changed later. Drop-down choices can be renamed, but not removed
once records may use them.

« Documents don't go in a field: put them in the case's document checklist or the client's File Manager.

Questions: hello@immcase.com.
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