Adding a Relation to a Matter

After you have created a Matter, you may wish to manually add additional relations to the
Matter. These people may be family included in the Application, or non-migrating relatives,
acquaintances etc.

Note: If you import a questionnaire completed by the client, then all relations in the
Questionnaire will automatically import into Migration Manager. The below procedure
is how to manually create additional relative records.

There are 2 methods of creating Relations on a Matter:

1. Creating an ‘Included in Application’ Relation from the Cover
Page

These Relations will automatically be included in the Application

1.1. Open the Matter.

+ Click the Open button on the Main Toolbar and select the Matter.
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1.2. Click the Add button.

+ On the Cover Page, click the Add button in the lower right corner.
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1.3. Complete the new Applicants section.

When the Add Applicant window appears, complete the required fields, then click Save & Close
(or Save & New if you wish to add more relatives).

OMd Applicant - FLEMSU.19.0007 - Fleming, Susan x
Surname
|F|errhg
Given Names
|Robert James
Preferred Name Prefix
|Robert | [me
Date of Birth Gender

oo G [nem | e .

Relationship to Primary Applicant
Spouse./Partner i
Relationship to Primary Applicant’s Spouse

Marital Status

Country of Passport
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o Date Set v | | Reser
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v| |flc Date Set Reset

|m Cancel |E Save & New | | = save & Close
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€ Note: Using this method will automatically include these new people as included
applicants. If you wish to add non-included applicants, use the method below.

2. Create a Relation from the Relations tab

2.1. Open the Matter.

+ Click the Open button on the Main Toolbar and select the Matter.
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2.2. Go to the Relations tab.

Select the Applicants tab, then the Relations sub-tab

% Client Detail: FLEMSU.19.0001 - Fleming, Susan 'T‘
Cover Page Applicants Spomsor Contacts FMA  Dept  Appeal Filenotes Accourts Progress Documents g‘@@ Active
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Sumamt Given Gender DOB Martal Status Dependent  Included Sponsor mdated Supp. licant Birth Subur Courtry of Relationship

2.3. Click Add

At the bottom right of the Relations Grid, click the Add button
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2.3.1. Adding a Previously Recorded Person.

If the person has already been recorded in the Matter (as a Relation of another applicant), they
will automatically appear in the list of previously recorded people. You can add them as a
relation to this person.

1.
2.
3.

Click the Add box.

Select how this person is related to your applicant.

You can also choose if the person is Included in the Application and if they are Dependent
on the Primary Applicant.

Then click Apply.
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2.3.2. Adding a new person to the Matter.

1. Click the Other Non-Migrating Person box.
2. Enter the Person’s details.
3. Then click Apply.

How related to . )
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Siter v| : v
Mate: Sﬁmﬂiswmhanminpum.mMUﬁnﬁﬁwwwro‘
Spensor file. If the Family Sponsor is not shown in this dropdown list
“create new” and 3 new Family Sponsor fie will be created and linked
* indicates mandatory fild Cancel | | Aeply |

Adding a Relation to a Matter

Page 5



2.4. Select any Attributes for this person

Once the person has been added, you can select their row, then choose certain attributes for

that person.

CoverPage Appicards  Sponsor | Corfacts RMA  Dept | Appeal | Fienotes Accourts Progress | Documents @ | &2 newve |

Person | Susan Jane Fleming v [ include Non-Applicants Relationship to Primary Applicant |

Paticulars Citz./Passpot Addresses Employment Education Language Business Skils  Asmt  Visas  Visits Heakh Character Relations Future

Sumame Sven Gender DOB  MamalStatis  Dependent hcuded Sponsor foooroct®®d 500 Winess AppicantBithubu Soom o Relaionshio
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Given N, Jane Primary Appicant
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