Re-Downloading a Document from the
Secure Client Portal

When a customer uploads a document to the Secure Client Portal, the document will then
flow into Migration Manager as a document in the Documents tab of the Matter.

However, there may be a time when an Agent needs to re-download a document into
Migration Manager from the Secure Client Portal. This would usually occur if the agent has
accidently deleted the document, or if the agent's network is having syncing issues and the
file has not synced to their machine.

In the below example, we can see a Progress Item on the Progress Tab which has been
downloaded.

8 Client Detail: SMITBR.19.0009 - Sith, Brian == =]
Cover Page Applicants Sponsor Contacts RMA  Dept  Appeal Flenctes Accounts FProgress  Documents E‘E@ Active
Date Range: (][ Fi 17/05/2019 @~ |to [J[ Fi 17/05/2019 [~ | [ My Tasks Only [ Hide Completed @ Pota | Restoe | [ 3]

Progress tem / Task Due Date Respons gmmﬁf Done By B:tn;pleﬁon Comments
E 1ws2ms | O Downloaded 17/05/19.

However, when we look at the Documents tab, we can see that the document is greyed out.
This means the document did download to Migration Manager, but is not longer available (the
document is no longer located where it should be).
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Re-Downloading a Portal Document

The Portal Document can be re-downloaded via the Progress tab

1. Go to the 'Progress' Tab of the Matter

(=2 s

;‘:n Client Detail: SMITBR.19.0009 - Smith, Brian
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1.1. Go to the Documents sub-tab of the Progress item

1. Double-click on the item to open the side panel.
2. Go to the Documents sub-tab.
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1.2. Right click on the Document to be re-downloaded, then select
'Redownload Portal Document'

Progress Item x

Progress Item D || |§“ﬁ| E|

Wedding Certificate

Comments | Documents | Portal

Document Mame Status Linked Date

g Wedding Certificate (File Mot Found)... |To be Reviewed 3/03/2020 5:34.38 AM
Open Document

Preview Document
Edit Document Details
Rename Document to Default

Femove Document Link

Redownload Portal Document

Reject Portal Docurment
Reject Portal Docurent and Notify Client by Email
Reject Portal Docurent and MNotify Client by SMS

1.3. Say Yes to the message to Re-download

MigrationManager

Are you sure you wish to re-download the following portal documents:
Wedding Certificate

Proceed?

* Yes No

The Item on the Comments Tab of the Progress Item, it will now show that it has been re-
downloaded:
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On 01412019 at 1112 Marco Palo:

Portal document “Wedding Certificate’ was rejected. The instructions were changed to:
There was a problem with the original file, the quality was too poor. Please re-upload the
file.”

On 03032020 at 0934 Marco Palo:
Downloaded 1 document from the portal.

On 034032020 at 0942 Marco Palo:
Redownloaded 1 document from the portal.

Add Mew Comment
Mote - |03/03/2020 0942 ~ [ MP - Marco Polo ~

As well as this, the document will now appear in the Documents tab of the Matter, ready to be
reviewed.
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Note: Documents are only available on the Portal for a set time after they have been
downloaded to Migration Manager. After this time, they are no longer available in the Client
Secure Portal and will need to be re-uploaded to the Portal by the customer.

To view or change the number of days to keep in the file in Portal after download, go to Tools
=> Administrative => Preferences => Portal tab.
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