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Inbox: the firm’s email, next toits clients

ImmCase - guides.immcase.ca - 2026-10-20

Connect the firm’s mailbox once and read and answer email inside ImmCase. When a client writes, ImmCase
recognizes them, and your replies are saved on their record for the whole team.

I The firm, its staff, the client («Daniela Ruiz») and the new contact («<Omar Haddad») in this guide are fictional.

1. Open the Inbox

In the left menu, open Home and click Inbox. The first time, click Add Account at the bottom of the folder
column.
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2. Name and sender
Keep Standard IMAP / SMTP. Give the account a name your team will recognize, then the From Email and
From Name your clients will see. For Gmail, Yahoo or iCloud, Quick setup fills in the servers for you.

Add Email Account

Account type.

5 Standard IMAP/SMTP | G Gmail (Google) B Outiook (Microsof)

Quicksetup: G Gmail  E Yahoo @& iCloud

Outiook,
available.

Account Name *

Northwind inbox

From Email * Erom Name.

northwind @immcasedigital.ca [ Northwind Immigration Consulting ]

Sync days Syne interval (min)

30 10

o Auto-log sent emails to CRM

Save unlinked attachments to
My Files (private)

When an emailfsn inked {0 a contact,lead or company, s atachments are saved hee.

IMAP (Incoming) & Tt

Host® Port
imap gmail.com 993
Encrpton Usomame*
ssL You@example.com
Password*

Cancel

3. Incoming mail
Under IMAP (Incoming), type the server, your email address as Username and the mailbox password (for
Gmail, Yahoo or iCloud, an app password). Your email provider gives you these. Click Test.

Save unlinked attachments to

My Files (private) v
When an email isn't linked to a contact, lead or company, its attachments are saved here.
IMAP (Incoming) & Test
Host * Port
zmail.zaaztech.com 993
Encryption Username *
SSL v northwind@immcasedigital.ca
Password *
SMTP (Outgoing) & Test

Host * Port
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4. Outgoing mail
Under SMTP (Outgoing), the same for sending. Most providers use the same username and password.

Password *

SMTP (Outgoing) & Test

Host * Port

zmail.zaaztech.com 465

Encryption Username *

SsSL b [ northwind@immcasedigital.ca }

Password *

Cancel v/ Add Account

5. Your mail arrives
Click Add Account. ImmCase copies the last 30 days of mail; after a few seconds, click ® to show your folders.
From then on it checks for new mail on its own.

= "” ImmCase Q  Search Ctrisk v

HOME ~ @ > @ Home > Inbox

¢
Search emails...

£ Calendar
Northwind inbox v
Qi Chat
m ¢ |8 &
&
Notes
& No messages in this folder
) Tasks
© No folders yet.
IMMIGRATION v
Add an email account to get started
IRCC v
STUDENTS v
WORKERS v
ADMIN v
COMMUNICATIONS v
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6. ImmCase knows the client

Open an email. When the sender’s address is one of your contacts, their name appears at the top right: click it to
open their record.

= ,f] immCase Q  search k| v A N % B ¥ QA B &0 A
HOME n @ > @ Home > @ Inbox
Q
@ Dashboard My letter of acceptance
Search emails.
o Daniela Ruiz <
Northwind inbox v
Q Chat Daniela Ruiz 1005am g
TS @ Deviels P Reply | r> ReplyAl - Foward @ Link to CRM & & 8 8
© Tasks (@ox (-] Omar Haddad Tootam. o
Work permit for a job offer in Vancouver & [ ettorotaccoptance pdf )
IMMIGRATION v g Sent
IRCC v (> Drafts Marc Tremblay 10:03am. o  HiSarah,
Document review with Daniela on Thursday
STUDENTS. v £ Trash The college sent my letter of acceptance today, it's attached. Is anything else missing for my study permit?
e v O dunk Thanks,
AomIN “ Daniela
COMMUNICATIONS v
TEMPLATES v
TooLs v
@ Setlings
® Support
& Apps
+ Add Account

7. Reply, and keep a copy on file

Click Reply and write above the quoted message. Leave Log to CRM on: the email is saved on the client’s record.
Turn it off for a message that shouldn’t be kept there.

Reply
Northwind inbox (northwind@immcasedigital.ca)

Type a name or email
2, Danila Ruiz <daniela nuiz@immcasedighal.ca> X

Subject | Re: My letter of acceptance.
Heading ¢ SansSerif $ B

Thank you, Daniela. We have everything for now: Il review the letter and get back to you before Thursday.

On Oct 20, 2026 at 5:05 PM, Daniela Ruiz wrote:
Hi Sarah,

The college sent my letter of acceptance today, it attached. Is anything else missing for my study.
permit?

Thanks,
Daniela

&, Attach from computer @ Attach from File Manager

@ Lostocru | Cancel
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8. Send

Click Send. It goes out from the firm’s address.

it my letter of acceptance today, it's attached. Is anything else missing for my study

iter @ Attach from File Manager

OLogtoCRM Cancel

9. Someone new
When someone who isn’t in ImmCase writes, click + Contact. Check the name and email ImmCase took from
the message, then click Create: the contact is made and the email is linked to it.

Create Contact

Confirm the details before saving — we guessed these from the
sender.

First name *

(omer

Lastname
Haddad
Email*

omar haddad@immcasedigital.ca

Caneel
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10. On the client’s record

On the client’s record, Linked Emails lists the emails sent with Log to CRM, so anyone at the firm can see what
the client was told.

= Il immCase Q  searcn | | v A B B B B R B SO A
R o > @ Home > [ Contacts >
IMMIGRATION v ) "
& @ Daniela Ruiz # conzeo1o

IRce v
STUDENTS v
WORKERS S @ Information 3 Applicant [ Tasks () Comments 0 &3 Cases @ < LinkedEmails @) [ File Manager
ADMIN e - Write a comment... (Ctri+Enter)
COMMUNICATIONS v < .

Linked Emails
TEMPLATES v ¢
TooLs v NexT sters

Account Subject 11 Correspondent m AddedBy  Status 1L Actions -
@ Setings o

A Emai

NA Re: My ltter of acceptance daniela.niz@immcasedigitalca 202610201006 Sarah Martin somt >

® support y L * e o 4
& Re:Wylotterof

e acceptance
= ¥ « > 15 v ruiz@immcasedigital.ca
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Good to know

« A shared mailbox: the gear above the folders opens the account; under Shared with, give colleagues
access to read and send from it.

« Which folders: the folder icon next to the gear chooses which mail folders ImmCase copies.

« From aclient’s record: Email at the top of a contact starts a message from one of the firm’s email
templates.

« Several addresses: add one account per mailbox; Add Account stays at the bottom of the folder column.

Questions: hello@immcase.com.
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