
 
 

Generating Zipped Documents from a ​
Client Record 
 
You can use Immigration Case Management (ICM) to create a zipped download of client documents. 
Instead of creating a zip file of all documents stored in a client’s record, you may choose to zip only 
selected documents by navigating to the “process-level” OnDocs and creating a zip file of only 
documents that relate to that specific matter. 
 
Creating a Process-specific Zip File 
To create a process-specific zip file: 

1.​ Navigate to a client file. 
2.​ Click the specific process you would like to capture. 
3.​ Navigate to the process-level Ondocs. 
4.​ Select the Documents subfolder. 
5.​ From within your selected process, click the Zip OnDocs for Download button. (Clicking this 

button will generate a message indicating the zip file is being created.) 
6.​ Once the process is completed, the downloadable zip file will be loaded into the ​

client record.  
7.​ Click the Download File button to save the zip file to your preferred location. 

 
Note: The zip file will contain only documents linked to the selected process and any 
document linked to “All” processes.  

 
 
More Training Available! 
Check out additional training resources available on our site, Connections. 
 
 

The information provided is intended as general guidance and is not intended to convey any tax, benefits, or legal advice. For 
information pertaining to your company and its specific facts and needs, please consult your own tax advisor or legal counsel. 
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