EQUIFAX

Client Training HQ

Creating a New Process Type

If you have Immigration Case Management (ICM) Administrative privileges, you can create new
process types.

To create a new process type:
1. Click your username at the top right.
2. Select Administrative Settings.
3. Click the Processes tab.
4. Inthe To Create A New Process field, enter a name for the new process.

Notes:

e Once the process has been used, it cannot be re-named.

e Inthe drop-down menu that appears directly under the field, you can select another
existing process that is similar to the one you are creating; doing so will copy that
process's default Forms, Questionnaire, Required Documents, and Activities, helping
you save time by eliminating the requirement to define these process defaults.

5. Click the New Process button. You can now create new cases using this new process type.
6. Once you've created the new process, review the process defaults and make any
desired changes.

Note: These steps may only be carried out by an Administrator. If you are unable to complete these
steps, contact your ICM Administrator(s).

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.

Copyright © 2026, Equifax Inc., Atlanta, Georgia. All rights reserved. Equifax and the Equifax marks used herein are
trademarks of Equifax Inc. Other product and company names mentioned herein are the property of their respective owners.


http://www.connections.equifax.com

	Creating a New Process Type 
	 
	More Training Available! 

