Progress Items - How to Create/Edit a
Progress List template

The Progress List allow users to create document and task checklist on a matter and set up
'‘progress worklfows'. There are a number of inbuilt checklist templates in Migration
Manager but users can also create their own checklist templates.

This article covers how to create a Progress List template.

1. Open the Progress List schedule

All of the Progress List templates are contained with the Schedules. To access these, in the top
menu, go to Schedules > Progress Lists > Configure Progress Lists
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The Configure Progress Lists window will now appear
The Configure Progress Lists Window consists of three panes:

+ The left pane is the Progress Category. This is so you can group Progress Lists into
particular Categories for ease of use.

« The middle pane is the Progress List. If you click a particular Category in the left Pane, you
will see which Progress Lists exist for that Category.
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+ The right pane are the Progress Items. By selecting a Progress List in the middle pane, you
can see what Progress Items are available for that list.

In the below example, we are looking at the Visa Application Category and by selecting
the '010- Bridging (Class A)' Progress List we can see the Progress Items for that list.
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2. Select a relevant Category

To create a Progress List you must first select a
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relevant Category from the first column
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dh Configure Progress Lists

Progress Category Progress List
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¢ [Ifthereisn't a category relevant to the list you want to create, click the Add button to

create a new Category.
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3. Add a Progress List

In the Progress List column (the second column), click the Add button on the bottom of the

screen (or use the right click options) to start creating a new list.
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( o Configure Progress Lists
Progress Category Progress List |
Favourites Admin File
Appeal Prospect
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The Add Progress List window will appear. Enter the name of the new Progress List and then
click OK
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The new Progress List will appear and is now ready for you to add Progress Items.
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gk Configure Progress Lists
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4. Add Progress Items

To add Progress items to the list, you have two options.

1. Manually add new items using the Add button; or
2. Import items from another list using the Import button under the More button
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4.1. Using the Add button

To add a new Progress Item click the Add button in the Progress List column (the third column)
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=]l Mare |~ || g Add *

The Add Progress Item window will now appear. You should insert details in to some or all of
the following fields:

1. Progress Item/Task (required) - this is the name of the task or document

2. Type (required) - select whether the item is a Document or an Activity

3. Group (optional) - setting the Groups has an affect when importing a checklist in to a matter
as it can automate the setting of the Required From information as well as whether the
visibility filter will control the availability of the item on the import view. For full details on
how Groups work, see: Progress Item Groups - How do Progress Item Groups work

4. Default Comment (optional) - The information inserted in to this field will automatically
appear as a comment on the Progress Item when it is added to a matter

5. Default Portal Instructions (optional) - If the item is a document, you can set the default
instructions which will appear on the Portal if this item is uploaded to the portal

6. Add to all lists in this category (optional) - If this new item is one that you want to have
appear on all of the Progress List templates in this Category, slide this to Yes. Note that the
item will appear on the bottom of all of the lists.
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When you have finished inserting the relevant information, click Save and Close (or 'Save and
New' to add another)

gk Add Progress Item x

Progress Item,/Task:
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[ 5ave and Close

The created item will now appear in your template Progress List

Progress [tem

E Primary Applicant Passport (Current)

Repeat this process to add as many items as needed.

4.2. Using the Import option

If there is already a Progress Item (or a number of Progress Items) on another Progress List
template that you would like to add to your new list, you can import these items by going to the
More button in the Progress List column and clicking Import
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Select the Progress List you wish to add the new items to.
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In the Progress Item Pane, click More, then Import.
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The Import Progress Item window will now appear. Using the Select Category and Select List
dropdown, you can search for the existing template list that you want to import items from.
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A gk Import Progress [tem
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Next, select the items that you want to import by ticking each applicable item using the

tickboxes on the left.
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Tip: If you want to select everything in the list, click on the Selection button and
choose Tick All
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When you have finished selecting the items you want to import, click Insert.

L|[Z] Primary Applicant Primary Applicant - Military Service and Discharge Records
|:|E| Primary Applicant Primary Applicant - Passport
|:|E| Primary Applicant Primary Applicant - Passport Photos

[1[Z] secondary &App - Spouse Spouse - Birth Certificate

-

|iE selection v|  Search B3 Close || insert |

re '||=H- Add| |E|MOFE*

( ro0

The items will now be imported in to your new list.

- B X

Progress List Progress ltem
489 - Skilled - Regicnal (Provisional) .= Initial Contact from Prospect -
491 - Skilled Work Regional (Provisicnal) = Initial Consultation | Assessment
494 - Skilled Employer Sponscred Regional (Provisicnal) = VEVO Search
500 - Student = Confirmation of Instructions Letter sent
500 - Student (Subsequent Entrant) =[E Fee Estimate
590 - Student Guardian = Corsumer Information Sheet Provided to Client
600 - Visitor = Cost Agreement - Migrant

[ 601 - Electronic Travel Authority = Paymenit of Deposit

a 602 - Medical Treatment = Client Questionnaire
651 - eVisitor = Request Documents Required
676 - Tourist (Short Stay) = El Primary Applicant Primary Applicant - Birth Certificate
771 - Transit = [Z] Primarv Applicant Primarv Aoolicant - Deed Poll or Mame Chanae

¢ Note: You can import items from different lists to build your new list.
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5. Editing Items

To Edit a Category, Progress List or Progress Item, simply right-click on the item you wish to
edit and select the Edit option.
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6. Close

When you have finished building your new list, click the Close button in the right hand corner of
the window.
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