Snapshot - The Features

Migration Manager's Snapshot is designed to give the user a quick overview of key of tasks,
activities, filenotes and documents which are set for review or expiry during a specified
time period. The tool is designed to assist users in avoiding missing critical dates and
reminders. Clicking on the numbers within Snapshot takes the user to more detailed
reports and data about the items in question.

The Main Features

The Snapshot window will open each day the first time you login. When looking at the Snapshot
it is important to understand what each part means and does.

Today You Have
(Includes Expired ltems)

Documents Tasks File Notes

@e o@

Expiries Webleads

@)

Conanea®
oLl -1 1=

View Latest News

Y ()

1. The Title Bar

The Title Bar will tell you what time period you have choosen to view and whether that numbers
shown on the screen include or exclude items which have expired.

Note: We generally recommend that you include expired items so that you don't miss any
important dates.
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In the Next 7 Days, You Have

(Includes Expired Items)

2. Documents

The number in the Documents field represents how many documents/emails are currently in
your Document Inbox that have either been scheduled for review during the selected time
period or that have been triaged in to the Do Now or Do Later columns.

Documents

If you click the number in the Documents field, it will open up the Document Inbox. The items
shown will be filtered to the same parameters as that which applied to the Snapshot. Within
this tab you can attend to the various documents. For full details, see Snapshot - Documents

Option

"% Documents, Progress Items 8. Filenotes - O *
Home: Progress tems Filenates Visa/Sponsarship Expires Webleads
IP Search Details |
Inbox To Do Now To Do Later
FLEMOOO1 - Email Review FLEMOO00% - Email FLEMOO14 - Email
RE: Your application (Our ref: FLEMOO01) Today Photo test two Your application (Our ref. FLEMDO14)
FLEMOOO1 - Email Review BROWOO002 - Email FLEMOO004 - Email
#ZFile# How to Perform an Email Capture.p Teday RE: Information Reguired for your Assessment (Our ref: B | ZFilef 956 unlocked pdf
FLEMOOO1 - Email Review FLEMOO10 - Email
RE: Information Reguired for your Assess Today RE: Information (Our Ref: FLEMOOTD)
FLEMODOO1 - Email Review BROWO001 - Email
EFile# Training Questionnaire pdf Today #File# Training Questionnaire. pdf
FLEMOOO1 - Email Review
RE: Information Required for your Assess Today
FLEMOOQO1 - Email Review
RE: Your Enguiry (Our ref: FLEMDDO1T) Today
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3. Tasks

The Tasks number represents all of the Progress Items which have been marked as due within
the specified time period.

Note: In this example the Tasks circle has a red ring around the outside of it. This means that
there are Tasks which are now overdue.

If you click the Tasks number, it will open up the Progress Items tab of the Task Inbox and show
you all of the items which are due to be completed within the specified time period. The items
shown will be filtered to the same parameters as that which applied to the Snapshot. Within
this tab you can tick items as being complete or adjust their due date. For full details, see
Snapshot - Tasks Option.

=% Documents, Progress ltems & Filenotes — O =
Home Document Inbox Filenotes Visa/Sponsarship Expires Webleads
- | Hi
Due Date »| Range: []| Sun 04/10/2015 to ([ Sat 24102015 G~ | |4 mﬁ'ﬁcfgﬁw ;‘;gfn;ﬂf'?f:n Restore | [Rf |[3]
%em Sumame Er::_;e Progress tem / Task Due Date Resp Eoeritlne:;zg’; Done By ([ngtn;pletic-n Comments
FLEMDOOT Feming Tany Find Mew Spongor or Depart 17/10/2015 |RMA O
) Motify Department of employment T
FLEMOD14 | Feming Anthormy ,j cessation (Sponsor: JSDJDO0T) 18/10/,2015 RMA |
Advise employer of cessation of
FLEMDO14 | Fleming Arthory | |_| | employment obligations (Sponsor: RMA O
J5DJ0001)
Advise migrant of cessation of
FLEMDOOS | Fleming Tany |_| | employment obligation (Sponsor: RMA O
TREADOO1)
BENSDO01 | Benson Damien ,j Documents Required Letter sent RMA O
FLEMDO14 | Fleming Anthony Find Mew Sponsor or Depart RMA J

4. File Notes

The File Notes number represents all of the File Notes which have been marked for review or
have a deadline date within the specified time period.

Note: In this example the File Notes circle has a red ring around the outside of it. This means
that there are File Notes which are now overdue.
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File Notes

If you click the File Notes number, it will open up the File Notes tab of the Task Inbox and show
you all of the items which are due to be completed within the specified time period. The items
shown will be filtered to the same parameters as that which applied to the Snapshot. Within

this tab you can open, review, update, reschedule and mark file notes as complete. For full
details, see Snapshot - File Notes Option.

25/10/2014 0800  FLEMOOOT

[

=% Documents, Progress ltems & Filenotes - O *
Home Document Inbazx Progress tems Visa/Sponsorship Expiries Webleads
Al | From |No Date Set @~ | [ clear | to [Sat 240ct 2015 B~ | [ Clear || 4 My Fies Only My Notes Orly =)
Cate Client 1D Client Mame Title Status Dreadline Review Resp.
06/03/2015 0811 SMITD005 SMITH, James call 06/03/2015 08:10 <KS> [FMN# 28) Incomplete 22/10/2015 RMA
17/10/2015 1500  ABCPOOO1  ABC Pty Ltd Call to Sponsor 09/03/2015 15:20 <kS=> [FN# 30) Incomplete 21/10/2015 RMA
17/10/2015 1501 FLEMOO01  FLEMING, Anthory.. Mote Reissues 09/03/2015 15:20 <KS= [FMN# 313 Incomplete 21/10/2015 RMA
17/10/2015 1502  FLEMOO0S  FLEMIMG, Anthony.. Call to Client 11/03/2015 1431 <KS> [FMN# 32) In Progress 21/10/2015 RMA
FLEMIMNG, Anthory.. Cover Page Summary Filenote Incomplete 171072015 RMA

5. Expiries

The Expiries number represents all of the Visa and Sponsorships which are set to expire during
the specified time period.

Note: Visas and Sponsors will only be shown on the Snapshot if those items have been ticked to
be tracked in Snapshot (this is the default setting on all visas and sponsorships created).

Expiries

If you click on the number in the Expiries circle on the Snapshot it will open the Visas/
Sponsorships Expiries tab and filter to show all of the Visas and Sponsorships due to expire
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during the specified time period. Double clicking on an item in this tab will open up the relevant
Matter and take you to the item in question. For full details, see Snapshot - Expiries Option.

= Documents, Progress ltems & Filenotes - O x
Home Documert Inbox Progress kems Filenotes Visa/Sponsorship Expines Webleads
Al v From NoDateSet [~ |[ Clear | [Sat 24 0ct 2015 [+ | [ Clear | &2 (2] My Files Only [ Track in Snapshot' tems Only
Matter |D Client Mame Type Expiry Date
* ABCPOOO3 ABC Pty Ltd Sponsarship - 457 21/10/2015
FLEMOO10 Anthany Tany Fleming 457 - Temporary Waork (Skilled) 22/10/2015

6. Webleads

The Webleads number shows the number of emails currently waiting to be reviewed and
attended to in the Webleads tab.

Webleads

If you click the Webleads number it will open the Webleads window. Within this tab you can
review and convert emails into prospect files, or delete as necessary. For full details, see
Receiving and Reviewing Webleads.

=

Home Document Inbox Progress tems Filenotes Viza/Sponsorship Bxpires Webleads %
I I == Subject Migrant/Spo... RIMA IManager Clerk Office Proposed ID | Email Date/Time
MName MName

+ Migration Mewsl... Migrant ALAADDDT 18/10/2015 6450,

7. The Home Page Button

The Home Page on Snapshot is a quick link to open the Home Page window.
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The Home page window is designed to provide you with a detailed overview of what is
happening in the practice. Clicking the Home button on Snapshot will default the Home page to
show this users statistics and pipelines

‘=% Documents, Progress ltems & Filenotes

Document Inbox Frogress tems

Top Users - Number of Current Files

All Users I 66

Kelly Seal 55
Marcus Wattle [ 14
Amelia Jay [ | 9
Kylie Cooper [ | 7
Administrator 0
Category

Visa Application [N /4
Appeal

Sponsorship
Mo Categony

— tnoen

Sub-Category
457 Visa

100 Visa

189 Visa

485 Visa

888 Visa

4 Mare ..

Status
Client I 5
Prospect 10
Weblead

W W W e

Filenotes isa/Sponsorship Expiries Webleads

Milestones Pipeline
Initial Consultation |
Confirmation of
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Client Questionnaire
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All Milestones Complete  [INREREGEGT
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8. Time Period

The Time Period controls let you set the time period you want Snapshot to show you

choose to show:

* Only expired items.
All items due Today

Controls

All items due within the next 7 days (including today)
All items due within the next 31 days (including today)
All items due within the next 90 days (including today)

.You can

When you click any of these buttons you will see the Title Bar change to tell you what time
period is being shown in the Snapshot.
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9. View Controls

The View Controls let you set who and what you want to view in the Snapshot.

+ Clicking the asterix button will change the Snapshot to either show or exclude in the
numbers items which have expired or become overdue i.e. if you are view all items due
today and you click the asterix then it will show all items due today including expired items.

* Clicking the You button will make Snapshot show all the items for which you have been
marked responsible.

+ Clicking the Team button will show you all items for everyone in your practice.

+ Clicking the dropdown next to the Team button will let you choose to see the snapshot for
another person in your practice. Note that users can only use this option if their user
preferences have been set accordingly.

* Click the refresh button will update Snapshot to reflect any changes made elsewhere in the
program.

0 & 0

10. View Latest News

If you click the View Latest News link you will be taken to our online Blog which contains all of
our recent news items. We recommend that you regularly review the news items to keep up to
date with everything that is happening with Migration Manager.

[

View Latest News

11. The Snapshot User Options

The Snapshot Options button opens the user Options window which allows the user to modify
Snapshot's default viewing behavior.
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In the Options window for Snapshot, you can set the default time period that Snapshot will
display data for and whether the numbers displayed in items which have become overdue or
expired. For full details on how to use the Options window please see: Snapshot User Settings

g7 Options - = X
| Smapshot | File Motes  Time Billing =
Default Period | Mext 7 Days ki

Include Expired ltems by Default

If you have the snapshot open, you will need to close it and re-open it before
any changes take effect.

|m [I-:us&| |E Save and Close

Video Guide
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