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See allof acase's documents atonce
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A family's case can need dozens of documents. The Table view in the case's Workspace shows them like a
spreadsheet: one row per person, one column per document, and the status of each in its cell. You can review a
document or upload a new one without leaving the table.

The family («Yusuf, Elif and Can Demir») and the documents in this guide are fictional; every document is a
specimen.

1. Switch to Table

Open the case, click the Workspace tab, then Table at the top right. ImmCase remembers your choice, so the
next case opens in the table too.
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2. Makeroom

CASE USER GUIDE

The comments and tasks panel takes the right side of the page. Click » at its top to fold it into a slim bar; click

the bar to bring it back.
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3. Read the table
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Each row is a person on the case and each column a document. Green is accepted, blue is received and waiting

for you, red needs a replacement and orange is still missing. A dash means that document is not on that

person's list. The last row counts what is accepted in each column.
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4. Review adocument
Click a cell. The document opens in a panel on the right, while the table stays where it is.
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5. Acceptit
Click Accept if it is right, or Need Replacement to ask the client again. The cell changes colour straight away.
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6.Drop afileonacell
Got a document by email? Drag the file from your computer onto its cell. The cell is outlined while you hold it
there.
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7. Filedin the right place
The file is uploaded to that person's document and the cell turns Received, ready for you to review. It is also
filed in the case's folders.
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Good to know
« Filter the columns with the buttons above the table: show only what still needs attention, or only the

documents.
= Back to the list view any time with Queue; both show the same checklist.

« Clients fill it too. Documents a client sends through the portal land in the same cells as Received.

Questions: hello@immcase.com.
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