Progress Items - How to add a Document
and Tasks Checklist to a Matter (Pre Version
8.8.1.0)

The Progress Items function within Migration Manager allows a user to set a list of
documents and activities/tasks in a matter and tack when these tasks/documents are
required to be attended to or have been completed. Migration Manager has a built in set of
Progress Items checklists available for most visa types that based on the Immigration
Department's issued document checklists.

The information in the Progress tab also directly links into Snapshot which allows users to
quickly and easily keep track of their caseload activity.

This article covers how to add a basic checklist to a Matter.

1. Open the Matter

First click the 'Open' button in the main menu to open the relevant Matter that you want to add
a checklist to.

2. Go to the Progress Tab

Once the matter window opens, click the Progress tab. If this is the first time you have opened
the Progress tab for this matter it will contain a blank screen.
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Creating a Checklist from a Template

1. Right Click and select 'Add Progress Items' > 'From Template'

Now right click anywhere on the grey screen and from the context menu choose 'Add Progess
Item(s)' and then select 'From Template'.
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2. Select the Checklist to use

From the 'Matter Type' dropdown, select the checklist that you want to use. In this example we
will be using the 'Short List'.
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- Maritime crew

- Statutory Visitor

- Diplomatic (Temporary)
AAT - Business sponsor approval refusal or varigtion
AAT - Business sponsor bar

AAT - Business sponsor cancellation

AAT - Nontevocation of a visa cancellation

AAT - Other

AAT - Poirts test assessment

AAT - Refusal of nominated activity or position

AAT - Visa cancellation

AAT - Visa refusal

FC - Application for leave to appeal

FC - Application for review

FCC - Application for review

HC - Application for special leave
M - Ministerial Intervertion

o5l Add Progress Items Based on Matter Type — O
Client |FLEMRO.1B.[I]]1 - Fleming. Bob
1. Review/Modfy Progress Template Filters Apply Fiters [+
Matter Type =
y 884 - Contributory Aged Parent (Temporary) A
Marital Status | 395 - Skilled - Independent
. |B86 - Skilled - Sponsaored
Spouseis |8g7 - Skilled - Regional
888 - Business Innovation and Investment (Pemmanent)
850 - Business Owner III
891 - Investor
892 - State/Temitory Sponsored Business Owner
893 - State/Temitory Sponsored Investor
5956 - Blectronic Travel Authority (Business Entrant - Long Validity)
- Blectronic Travel Authority (Visitor)
2. Review/Madify Prg Blectranic Travel Authority (Business Entrant - Short Validity) icked Presets [] tems in View:

Clar Selection | | Select Preset | Select Al Prefix tems with Group [ ] |

3. Untick the items you don't want in your checklist

The next step is for you to review the pre-set list of documents/tasks and determine if all of the

pre-set items are relevant to the matter at hand. Those items which you determine are not

relevant to the matter at hand should be unticked.

85 Add Progress ltems Based on Matter Type — m} x
Ciiertt |FLEMRO.16.0001 - Fleming. Bob |
1. Review/Modify Progress Template Filters Apply Fiters []
Matter Type  Short List T
Marital Status -
Spouse is -
No. of Migrating Dependants:  Under 16 yrs®
Age of Eldest Migrating Dependant El
No. of Non-Migrating Dependants EI
2. Review./Modify Progress ttems Selection Hide tems Already Added [] Hide Linti s [ tems in View: | 12
Number
UserDefinedFigldName Group Selection to add
D Initial Consultation | Assessment Starting Activities [~ 1
Confirmation of Instructions Letter sent Starting Activities 1 1
Consumer Information Sheet Provided to Client Starting Activities 1 1
(]| Cost Agreement - Migrant Starting Activities = 1
Payment of Deposit Starting Activities [ 1
D Client Questionnaire Starting Activities [ 1
Request Documents Required Starting Activities O 1
Receive Documents Required Lodgement Activi.. O 1
Lodge Visa Application Lodgement Activi.. O 1
Decision Decision O 1
Send final Statement of Services File Closing O 1
Close File - Archive File File Closing 1
Clear Selecton | | Select Preset | | Select Al Prefix tems with Group [ Cancel 3. Commit
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4. Click 'Commit’

Click the 'Commit' button to add the selected items to this matters Progress tab.

| | sl AUrSReT L - vngiari SLIILINIY FCLVILIES 1
Fayment of Deposit Starting Activities 1
._j Client Questionnaine Starting Activities 1
Request Documents Required Starting Activities
Receive Documents Required Lodgement Activi... 1

Lodoge Visa Application

Decision

Lodgement Activi...

Send final Statement of Services
Close File - Archive File

O0O0nnE|&EE

File Closing

Clear Selection Select Preset Select Al Prefix ttems with Group [] Cancel 3. Commit

ng Dependants | 0|

The selected Progress tems have been added to the cliert’s file.

EL=

ded to Client [ Starting Activitie

5. Basic list created

The selected Progress Items from the template will now be added to this matters Progress Tab
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Add a One-Off Progress Item

If you wish to just add a one-off Progress Item for this Matter (An Item that is not in a progress
template and wont be used again), then you can add a One-Off Progress Item.

1. Right Click and select 'Add Progress Items' =>‘One-Off’

Right click anywhere on the grey screen and from the context menu choose Add Progress
Item(s) and then select One-Off.
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2. Enter the Description

When the Add Progress Item window appears, enter the Description of this Progress Item, then
click OK.

Add Progress ltem \ >
Please enter name of new Progress tem

Dietails on Criminal History h |

3. The item will appear on the Progress list
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4. Choose Progress Item Type

A Progress Item can either be a Document Item or an Activity. Example:

« A Document Item may be a Request for a Form, or a Form needing to be sent.
+ An Activity Item is usually a task that needs to be completed.

Double click the Document icon on the left of the row to toggle between the item being a
Document or an Activity.

(Blank means Activity, Document icon means Document)
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o Once you have started adding items to the Progress tab of a Matter you can then do a
number of different things with this list including:

+ Add additional items to a matters checklist

Tracking due and completed dates using the Progress list and Snapshot
+ Scan or Bookmark received items

R ments via th re Client Portal
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