Receiving and Reviewing Webleads

Migration Manager's Webleads system allows you to receive, review and assess enquiries
and initial assessment questionnaires from your own website. This instruction page deals
with how Webleads are received and processed in Migration Manager

1. Notification - Snapshot

If a Weblead has been received by Migration Manager, all users will see a notification in
Snapshot within the Webleads cell.

B Snapshot

In the Next 7 Days, You Have
(Includes Expired Items)

Documents Tasks File Motes

Expiries Webleads
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View Latest News

2. Open the Webleads window

To see a list of all of the Webleads which have been received and that have not yet been
processed, click the Webleads number on snapshot
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Webleads

The list of Webleads received and not yet processed will now appear.

= Documents, Progress ltems & Filenotes

Home Document inboo: Progress kems
First Name Last Name Business
Wame
* Robert Fieming
Nicola Read ABC Kids
Igbal Singh

Christian Bl

Filenctes ‘Visa/Sponsorehip Expiries

Subject
isa - Join my Australian...
Visa - Waork in Australia
Visa - I'm not Sure

Wisa - Join my Australian...

Migrant/Spo...

Migrant
Migrant
Migrant

Migrant

Froposed ID Email Date/Time
FLEMRO.1 70008 6022007 6:55:08 P
READMNII7.0010 BT T0%:04 PM
SINGIQAT.0011 BM2/2007 T15:41 P

BELLCHAT.DDM 2 B8/02/20M7 25326 PM

| Review
| Review
| Review

| meview

Assign the Same RMA/Clerk/Manager/Office to All Selecied Rows:

RMA | v Mensger

h |

Clerk | | Office

- |

[[] Send Inbound Emais to Document inbox

3. Review a Weblead

To review a Weblead, click the Review button next to the relevant entry in the grid.

=% Documents, Progress ltems & Filenotes

Filenotes Visa/Sponsorship Expiries

Home Document Inbox Progress ftems
FirstName | LastName | CUsiness
Mame
* Robert Fleming
Micola Read ABC Kids
Igbal Singh

Christian Bell

Subject

Visa - Join my Australian...

Visa - Work in Australia

Visa - I'm not Sure

Visa - Join my Australian...

Migrant/Spo...

Migrant
Migrant
Migrant
Migrant

Office Proposed ID

FLEMRO.17.000% 6/02/2017 6:59:0
READMI17.0010 6/02/2017 7:09:04 PM
SINGIQA7.0011 6/02/2017 7:15:41 PM
BELLCH.A7.0012 8/02/2017 2:33:26 FM

| Review
| Review

| Review

| Review
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The Weblead details window will now appear. This window has 3 columns:

1. The list of Questions as they appeared on the online assessment questionnaire;

2. The answers provided by the person completing the assessment questionnaire; and

3. The answers/values that will be imported in to the Matter if it is created. Note that by default
the Values to Import column is left blank.

& Import

o
b

9= GoTo ~ || 4k Expand Al || = Callapse Al B Copy All

Questionnaire Answers Values to Import -
~ Application Type - Visa - Join my Australian Spouse/Partner
~ Robert Fleming - Primary Applicant

Prefix Mr
Given Names o Robert o \

e S o

Surname Fleming B> 0
Date of Birth 11/03/1983

Marital Status Married

Email example@migrationmanager.com.au

Mobile Country Code 1

Maobile Number 23234234

Passport Country United Kingdom

Passport Mumber BET11111

Current Location United Kingdom [ 0

Last Arrived in Australia
Reqguired to Depart Australia
Current Visa

Current Visa Expires

Relationship Status Marriage
‘When did your relationship commence? 1/03/2010 B> 0
What date were you married? 12/04/2014
Have you had any children together? Yes M/A
] How many children have you had together? 2
1| ~ Education for Robert Fleming
Add Qualification for Robert Fleming -
a Change Primary Applicant E Save Import ;Q'z = EB Close

4. Update the Values to Import column

When you first open the Weblead, the Values to Import column will have no information in it.
The reason for this is that it is up the user to decide what information will in fact be imported in
to Migration Manager if this Weblead is in fact turned in to a Prospect. You should review all of
the information contained in the Questionnaire Answers column and decide what information
should be added to the Values to Import column. There are three ways to add information to
the Value to Import column:

4.1. Click the >> copy button on each section

On the right hand side of each section of data in the Questionnaire Answers column, you will
see a button marked >> - this is the copy section button.
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Prefix

Given Mames
surname

Date of Birth

Marital Status

Email

Maobile Country Code
Maobile Number

Passport Country

Passport Mumber

Current Location

Last Arrived in Australia
Required to Depart Australia
Current Visa

Current Visa Expires

~ Robert Fleming - Primary Applicant

Mr
Robert
Fleming Do

11/03/1983

Married
example@migrationmanager.com.au
1

23234234

United Kingdom
EF111111
United Kingdom

¥

&)

&)

By clicking the >> copy section button, you will copy all of the data from the section in the
Questionnaire Answer column across to the corresponding Values to Import column.

Prefix

Given Mames
Surname

Date of Birth

Marital Status

Email

Mobile Country Code
Mobile Mumber

Passport Country

Passport Mumber

Current Location

Last Arrived in Australia
Required to Depart Australia
Current Visa

Current Visa Expires

Questionnaire Answers

~ Application Type - Visa - Join my Australian Spouse/Partner
~ Robert Fleming - Primary Applicant

Wir

Robert

Fleming |E
11/03/1983 ﬁ
MWarried

example@migrationmanager.com.au
1
23234234

United Kingdom
BF111111
United Kingdom

Values to Import

Mr—
Robert

Fleming

11/03/1983

Married

example@migrationmanager.com.au

1

23234234

| »

7|

e ————————————

¥

&)

Repeat this for each section that you want to copy the data across for.

4.2. Click the Copy All button

If you are satisfied with all of the data that appears in the Questionnaire Answers column, you
can move all of it at one time in to the Values to Import column by clicking the Copy All button.
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;_?[;Import - | X

1/® GoTo +|[ 4k Expand all | [ = collapse All| | BB Copy Al |

Questionnaire Answers

Values to Import -
~ Application Type - Visa - Join my Australian Spouse/Partner
~ Robert Fleming - Primary Applicant

Prefix Mr A
Given Names Robert I
Surname Fleming |E| |z|
Date of Birth 11/03/1983

Marital Status Married Bl
Fmail svamnle@minratinnmananer.coman

By clicking the Copy All button on the top of the page, all of the information contained in the
Questionnaire Answers column will be copied in to the Values to Import column

g_?i';lmport - O X
9= GoTo ~|[ 4 Expand Al | [ = Collapse Al | B> Copy Al
i Questi ire A ers Values to Import -
~ Application Type - Visa - Join my Australian Spouse/Partner
~ Robert Fleming - Primary Applicant
Prefix Mr Mr
Given Names Robert Robert
Surname Fleming |E| Fleming |Z|
Date of Birth 11/03/1983 # 11/03/1983
Marital Status Married Married
Email example@migrationmanager.com.au example@migrationmanager.com.au
Mabile Country Code 1 1
Maobile Mumber 23234234 23234234
Passport Country United Kingdom United Kingdom
Passport Mumber BF111111 BF111111
Current Location United Kingdom |E| United Kingdom |z|
Last Arrived in Australia
Required to Depart Australia #
Current Visa
Current Visa Expires
Relationship Status Marriage Marriage
When did your relationship commence? 1/03/2010 [B0] 1/03/2010 (&7
‘What date were you married? 12/04/2014 # 12/04/2014
Have you had any children together? Yes MN/A
] How many children have you had together? 2 2
1| ~ Education for Robert Fleming
4 Add Qualification for Robert Fleming lv
| s Change Primary Applicant | | E Save | | Import ;G'a = | | m Close |

4.3. Manually Add text and sections

You can at any stage manually type or edit information in the Values to Import column. To add
information, just click on the relevant cell in the grid and start typing.
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/@ GoTo ~ || gk Expand Al || = Collapse all| PP Copy All |

Questionnaire Answers Values to Import
Relationship Status Marriage

When did your relationship commence? 1/03/2010 P 7
What date were you married? 12/04/2014
Have you had any children together? Yes /A
How many children have you had together? 2
» Education for Robert Fleming
Type Diploma
Institution [ |
Caurse Name E|
Country
Postcode

End Date

Add Qualification for Robert Fleming |
Add English Test for Robert Fleming |
Add Skills Assessment for Robert Fleming |

~ Work History for Robert Fleming
Add Waork History for Robert Fleming |

»~ Health and Character for Robert Fleming

Start Date |

You can also add whole additional sections if you want to add even more information by
clicking the "Add..." button in the relevant section.

| e e e T e e g e e -
» Education for Robert Fleming

Type

Institution

Course Name [E|

Country

Postcode

Start Date

End Date

Add Qualification for Robert Fleming
Add English Test for Robert Fleming |
Add Skills Assessment for Robert Fleming |

~ Work History for Robert Fleming

Add Wark Historv for Robert Flemina |

A Important: Please note that not all of the information from the Questionnaire Answers
can be imported in to the Migration Manager database as there may be questions
asked in the Questionnaire for which there are no corresponding fields in the
database. For example, some of the Health and Character questions in the
Questionnaire are very generic for which there is no corresponding location in
Migration Manager. If a field can not be imported in to Migration Manager, the cell will
be marked N/A
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AU FVDT R DTS Y R D ITIN g Juneua
» Health and Character for Fleming Julietta
Does this applicant have any health conditions? Mo MAA
Has this applicant ever committed a criminal Mo N/A
offence?
Has this applicant previously had an Australian Mo N/A
visa refused?
Has this applicant previously had an Australian Mo /A
visa cancelled?
~ Comments and Questions _
Additional Information MSA
Hows likely are you to appoint a migration Likely N/A
agent?
When do you plan to start the process? Within 3 months M/ =
RhA
Manager
Clerk
Office =

5. Review and Remove Unnecessary Data

If you have added information to the Values to Import Column that you do not want to, you can
either edit/delete a single entry by clicking on the cell and making changes, or you can remove
an entire section by clicking the erase button next to each section

Questionnaire Answers
~ Application Type - Visa - Join my Australian Spouse/Partner
~ Robert Fleming - Primary Applicant

Values to Import

| »

Prefix

Given Mames
Surname

Date of Birth

Marital Status

Email

Maobile Country Code
Mobile Mumber

Passport Country

Passport Number

Current Location

Last Arrived in Australia
Required to Depart Australia
Current Visa

Current Visa Expires

Mr

Robert

Fleming

11/03/1983

Married
example@migrationmanager.com.au
1

23234234

United Kingdom
EF111111
United Kingdom

tWir
Robert
|E| Fleming |E|
11/03/1933
Married |
example@migrationmanager.com.d
1
23234234

United Kingdom
BF111111
(PP United Kingdom &/
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MWarital Status

Email

Maohbile Country Code
Mobile Number

Passport Country

Passport Mumber

Current Location

Last Arrived in Australia
Required to Depart Australia
Current Visa

Current Wisa Expires

Married
example@migrationmanager.com.au
1

23234234

United Kingdom
BF111111
United Kingdom

Married
example@migrationmanager.com.au

1

H

(7

6. Set the Responsible Staff Members

Before you can import a Weblead in to Migration Manager as a Prospect, you must assign some
responsible Staff members who will have conduct of the matter. To do this, go to the bottom of

the review window.

|2 GoTo ~|| dk Expand All || = Collapse Al |

| B> copyall |

Current Visa
Current Visa Expires
~ Education for Fleming Julietta

Questionnaire Answers

Add Qualification for Fleming Julietta

Values to Import

Add English Test for Fleming Julietta

~ Work History for Fleming Julietta

» Health and Character for Fleming Julietta
Does this applicant have any health conditions? Mo

Has this applicant ever committed a criminal
offence?

No

Has this applicant previously had an Australian
visa refused?

No

Has this applicant previously had an Australian
visa cancelled?

No

~ Comments and Questions
Additional Information

How likely are you to appoint a migration
agent?

vl

RMA
Manager
Clerk
Office

Likely

Add Skills Assessment for Fleming Julietta

Add Work History for Fleming Julietta

For all or any of the rows, click on the Value to Import column and select from one of the

available staff members.
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Visa cancelledy

~ Comments and Questions
Additional Information

/A
?;:;Jli?kelyare you to appaoint a migration Likely NAA
When do you plam to start the process? Within 3 months M/A =
Rh A Kelly Smith
Manager
Clerk
Office Amelia lay _T
| s ChangEPrimar}'rKEl_lySEEI Close
= " |Kylie Cooper
Marcus Wattle
If you have Offices set up, you can also select one of these in the Office row.
~ Comments and Questions |
Additional Information M/A
:gu:;}li?kelyare vou to appaoint a migration Likely N/A
When do you plan to start the process? Within 3 months M/A =
RMA Kelly Smith
; Manager Amelia lay
B Clerk Marcus Wattle it
] Office Sydney -
N | s Change Primary 4 Close
—  Perth
Sydney

7. Import the Weblead as Prospect

When you have finished reviewing and editing the Weblead, you can convert the Weblead in to
a matter in Migration Manager by clicking the Import button or the Import and Open button. If
you select Import and Open, the matter will be opened once the import has been completed.

NIy ET
Clerk
Oiffice

AN Jdy

Marcus Wattle

ey
| a Change Primary Applicant lmport{g'g

ks

-

= |m Close |

Import

Impaort and Open

After you have clicked the Import button, you will need to specify a Matter ID. Click the OK
button to complete the import.
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1{ o Matter |D

4 The matter will be imported with this Matter |D:

| FLEMRO.17.0009

i \ |[3 Cancel H oK

@ Note: If details of a business or family sponsor have been included in the Initial
Questionnaire, you will be asked to confirm a Matter ID for this file as well.

) sponsor Matter ID
C

W The matter will be imported with this Sponsor Matter 1D:

[uLiFL17.0010) |
|[:] Cancel H oK l

TCr TR

@ Note: If the client has marked the incorrect person as the Primary Applicant, you can
Change the Primary Applicant at time of import.

Changing the Primary Applicant

1. Click the ‘Change Primary Applicant’ button.
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Hustralia

| -

e Backups Before Import s Change Primary Applicant | E Save | | Impart g‘!'a '| | m Close |

2. Select who you would like as the Primary Applicant.

OChange Primary Applicant - =B X

Who should be the primary applica o

Bobby Smith ~

What is each person’s relationship to Bobby Smith?

Relative This person is Bobby Smith's

Jack Smith Parent

& Susan Smith Farent -

| s Set as Primary Applicant | | m Cancel |

3. Select the relationship of that person to the other applicants in the Weblead.
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oChange Primary Applicant =

= X
Who should be the primary applicant? o
Bobby Smith - N_/

What is each person's relationship to Bobby Smiith?

Relative This person is Bo Smith's

Jack Smiith Parent

& Susan Smith Farent -

I s 5et as Primary Applicant | Im Cancel |

4. Click 'Set as Primary Applicant’

oChange Primary Applicant - =B X

Who should be the primary applicant?

Bobby Smith - o

What is each person’s relationship to Bobby Smith?

Relative This person i bby Smith's

Jack Smith Parent

& Susan Smith Parent -

[ s Set as Primary Applicant | I m Cancel |
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