How to Merge a Department PDF Form

Migration Manager allows users to merge data from a matter in to fillable PDF forms made
available by Immi.

1. Open the relevant Matter

In order to be able to merge a Form, you must first open the relevant Matter.

9 To merge a form for an employer Sponsorship, the relevant Business Sponsor must be
the active Matter. If you want to merge a Visa, Nomination or Family Sponsorship form
you must have the relevant Migrant matter set as the Active Matter.

() LEAP Migration Manager
File Lchedules Tools Help
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2. Click the Forms button

[ |= O ®

Letters CIQ Forms dge Browse

3. Select the Form to merge

When the Form Filler window has appeared, select the Form you want to merge from the Select
Form dropdown.

Bt
Active Client |FLEMRO.16.0001: Feming. Robert (457 - Temporary Work (Skilled)) | Freview
1. Select Form
Select Form w
Last Downloaded | @ Download Latest
2. Select Person
Select Person | Robert Fleming ~
Relationship to PA |F‘riman‘r Applicant Show All Persons an this file
Output
Case () UPPER (® As Storedin Database
Filename |
Append With Date/Time Add User's Inttials
4
“3

4. Use the most up to date version of the Form

It is important to check when you last downloaded a version of this Form from Immi. It is your
responsibility to ensure that you are using the most up to date version of the form. Migration
Manager will not "automatically" download forms for you, but does provide you with details of
when you used the program to download a form.
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4.1. Check the date you last downloaded this Form

The date this selected form was last downloaded from Immi Account will be displayed.

i}

Active Client |FLEI"-'1HD.1E.DDD1: Fleming, Robert (457 -
1. Select Form

orary Work (Skilled)) |

Select Form | 20

| ast Downloaded | 18/05/2016 10:45 ;‘9 Download Latest

2. Select Person

4.2. Download the latest version

If the Form is old/out of date you can download an up to date version of this particular form

from Immi by clicking the Download Latest button. This will download this one form as currently
published by the Department of Immigration.

Et
Active Cliernt |FLEMRO 16.0001: F . Robert (457 - Temporary Wars (Skilled)) |
1. Select Form
Select Farm | 20 e
| ast Downloaded | 18/05/2016 10:45 | g Download Latest
2. Select Persan

When the Form download has completed the Last Downloaded field will show an updated date
and time.

i}

Active Client |FLEMHO.1E.I}DD1: Fleming, Robert
1. Select Form

- Temporary Work (Skilled)) |

Select Form | 20 w
Last Downloaded |T|::da§,r at 12:09 | 52 Download Latest
2. Select Person
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5. Select the person to merge the Form for

Use the Select Person dropdown to choose the person you wish to merge the Form for.

I_f'llj

Active Client |FLEMRO.16.0007: Fleming, Robert (457 - TempWgny Work (Skilled)) |
1. Select Form

Select Form | 20

| ast Downloaded |Today at 12:09 | I@ Download Latest

2. Select Persan

Select Person | Robert Fleming e

Relationship to PA |F‘rimE|r'_.r Applicant Show All Persons on thisfile [ ]

Cutput

6. Modify how the text appears or the filename used

By default the Form will be merged with text in the Case as it is recorded in Migration Manager.
You can choose to have the Form fill out entirely in Uppercase by selecting the option UPPER.
You can also change the file name that the Form will be saved as and whether the file name
should include the Date/Time and the Users initials.

Helationship to FA |I-'rimar'_.rf-‘-p|:uli|:ant | Show All P

Output

Case () UPPER (@) As Stored in Database
Filename |F|:urrn 80 Robert Feming. FLEMRQ.16.0001.K5
Append With Date/Time Add User’s Initials

--'zl* [l [E—— [ | D

7. Click Merge Form

When you are ready to merge the Form, click Merge Form.
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Active Client |FLEMRO .16.0001: Fleming, Robert (457 - Tempaorany Wark (Skilled)) |

1. Select Form
Select Form |20 ~
Last Downloaded  |Today at 12:09 | Ig; Download Latest
2. Select Person
Select Person | Fobert Fleming i
Relationship to PA |F‘rimE|r'_.r Applicant Show All Persons on thigle []
Output

Cazse () UPPER (®) As Storedin Database
Filename |Form 80.Robert Fleming. FLEMRO.16.0001.KS |
Append With Date/Time Add User’s Initials

|'@ Report Form Bug ‘ | Merge Form |

8. Read and Accept the notification

@ Itisimportant that you remember that it is your responsibility to check a Form after
merging.

MOTICE: You must check the form pod

YOU MUST CHECK THIS FORM AND AMEND AS MECESSARY PRIOR TO
SEMDING TO YOUR CLIENT OR TO DIBP.

It is YOUR responsibility to:

(&) check that you have used the correct and current form;
(k) check that the form has merged correctly;

(c} make any necessary amendments.

Use of Migration Manager is subject to the End User Agreement.
Migration Manager does not accept responsibility for errors arisin
from use of this software or otherwise,

Click OK to merge the form or Cancel to abort.

QK Cancel
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9. Review the Merged Form

The merged Form will now appear. You should review the Form and make any amendments

necessary.

Home Tools 80 - Personal partic.. % @ E Sign In

B ®6 = Q ® o r M O®

%)

*

[
Form

Personal particulars for assessment
including ch 80

SIS TN

Part A — Applicant details

1 et 3 ey e nyour ol dncamerss

10. Save and Close the Form

When you have finished reviewing/amending the Form, you must save it before you close it. If
you do not save the form before closing, the Form may appear blank the next time you open it.
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~
R
- Form
a g Personal particulars for assessment 80
Australian Government including character assessme
@ Departmept of Tnmiamnatl
and Bon 4 ohat Reader b
mﬁ:‘a Do you want to save changes to 'Form 20.Robert Jaj leming. FLEMRC.16.0001.KS FFTTERS.
ﬁ strongly ady 9-Jun-2016 1217.pdf' before closing?
This form is mT-
16 years of
application
Inteqrity o Ves | | No | | Cancel
The Depart]
departmentyu r — _— - - -
and :LLi:nl:ns'lr'lip programs, Please be aware that if you provide us 1 Mmmm ﬁmgyapm”" fmrmmm
with fraudulent documents or claims, this may resultin For eample, passport, identity document, traved document, birth
processing delays and possibly your application being refused. cericate.

11. The merged Form is saved in the Documents tab

The merged Form is now saved as an entry in the Documents tab in the active Matter.

3F Client Detail: FLEMRO.16.0001 - Fleming, Bob == |[=]
Cover Page Applicants  Sponsor Contacts RMA  DIBP  fSppeal Filenotes Accounts Progress Documernts
Display: 103 @ ME M M oher [0 ] Details 33>
In Out Date Brief Title To/From Content Status
| | [ | 2/06/2016 2... | Welcome to the MMCPD Secure Client Portal (Our Ref: FLEM... |MMCPD
| | [ | 2/06/2016 2... | Information has been Added to the MMCPD Secure Client Port... | MMCPD
T & | [ | 3/06/2016 1... | Client Questionnairs(1) Partal To be Revie...
[+ | [] | 9/06/2016 1... |Client Questionnaire(1)ml

Video Guide
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