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CASE FILES 

8.01 Add Case Files          

To add a case file:   

1. Select Business Units 

2. Select the parent company/subsidiary unit 

3. Select Manage 

 

4. Select Users from navigation bar and Travellers from drop-down list 

 

5. Select the traveller 

6. Select view 

 

7. Select New and then New Case from the drop-down list 
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7 Enter Case details into the Case Screen:   
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8.02 View and Edit Cases        

Note that cases cannot be deleted from the portal.  To view or edit case files: 

1. Select Business Units   

2. Select the parent company/subsidiary unit  

3. Select Manage 

 
4. From the home page dashboard select Latest Cases    

 
5. From the list of cases, that appears select view or edit against the applicable case 

 
6. If you edit the case, remember to select Update Case  
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8.03 Download Case Details         

To generate a case report:  

1. Select Business Units  

2. Select the parent company/subsidiary unit  

3. Select Manage 

 

4. Select Company from the navigation bar 

 

5. Select Cases from the drop-down options  

 

6. Select Download as CSV to generate a report that shows status, case identifier, vendor, 

case type, traveller name, creator 
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8.04 Change Case File Status          

1. Select the Clients tab  

2. Select the parent company/subsidiary unit  

3. Select Manage 

 

4. Select Users from the navigation bar and Travellers from the drop-down list   

 

5. Select the traveller 

6. Select view 

 

7. Select cases 

 

8. Select Edit Case 
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9. Select the appropriate case status from the drop-down options. Remember to select Up-

date Client Case found at the bottom of the case form.   

 

 

 


