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General Navigation: Home Page
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On the Caribou Home Page, you will see the following tiles: 

View a list of all active employees 

within your organization

View a list of all company entities 

within your organization

View a list of all open immigration 

cases within your organization

View a dashboard that provides 

various datapoints across your 

organization

Access educational resource 

documents shared by your 

Seyfarth Legal Team (if any)

View a list of all cases ready to be 

reviewed and authorized within 

your organization

Access all reports available to 

you



General Navigation: Search
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• Use the enhanced search capabilities on the Caribou Home page to quickly access a specific record.

• Use key words such as the last name, email address, or employee ID of an employee, and filter the results 

by record type: Accounts, Contacts, and Immigration Cases. 



General Navigation: List Views
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• When navigating to an item that displays information in a list view, you can change the default view to your 

preferred view. 

• For example, when viewing the Foreign Nationals list, you can change the default view (or Pinned List) from 

"Recently Viewed" to "All Active Foreign Nationals" by selecting that list view from the dropdown menu, then 

clicking on the push pin icon:

1. Click on the arrow to expose additional List views

2. Select your preferred default list

3. Click on the pushpin icon



General Navigation: Account Record Overview
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1. Highlight bar shows high-level 

information.

2. “Details” tab shows detailed 

information about the 

company profile within 

collapsable sections.

3. “Contacts” tab shows a list of 

individuals related to the 

company profile.

4. “Immigration Cases” tab 

shows a list of cases related 

the company profile.

5. “Worksites” tab shows a list of 

the company’s worksites.

6. “Files” tab is a place to 

upload or download files 

related to the company (i.e., 

not an individual employee).



General Navigation: Foreign National Record Overview
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1. Highlight bar shows high-level 

information.

2. “Details” tab shows detailed 

information about the individual 

within collapsable sections.

3. “Current Snapshot” tab shows the 

individual’s specific visa status data.

4. “Immigration Cases” tab shows a list 

of cases related the individual.

5. “Worksite Hub” tab shows a list of the 

individual’s worksites.

6. “History Records” tab shows a list of 

the individual’s jobs.

7. “Files” tab is a place to upload or 

download files related to the 

individual.

8. “Status / Status Documents” tab 

shows a list of the individual’s Status 

and Status Document records.

9. “Family Relationships” tab shows a 

list of the individual’s family 

members.

10. “Notes” tab shows any external notes 

shared by the legal team.



General Navigation: Immigration Case Record Overview
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1. Highlight bar shows high-level 

information.

2. Progress bar shows the current status of 

the case relative to the full process. 

3. “Details” tab shows detailed information 

about the case within collapsable 

sections.

4. “Worksite Hub” tab shows a list of the 

worksites related to the case.

5. “Related Immigration Cases” tab shows a 

list of other cases related the case.

6. “Status Documents” tab shows a list of 

Status Document records related to the 

case.

7. “Related Files” tab is a place to upload or 

download files related to the case.

8. “Notes” tab shows any external notes 

shared by the legal team.

9. Milestones module shows all milestones 

completed by the legal team for the case.

10. “Case Status” field displays the specific 

status of the case in real time.  



Submit Intakes: Intake Hub on Home Page
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1. To start a new case, navigate to the Intake hub on the Home Page, and click “New Intake.” 

– The Intake flow will appear as a popup window, and you can navigate through each page as directed. 

2. The default view of the Intake hub is the “Active Intakes” list, which will show you any Intakes that are in progress (i.e., Intakes that were 
started but paused for any reason).

3. Any paused Intakes will have a “Resume” button next to them, which you can click to continue with submitting the Intake. 

4. You can view a list of all submitted Intakes by clicking the “View Submitted Intakes” button.

– The default list is Submitted Intakes, but this screen features a picklist of List Views where you can filter submitted Intakes by those that are Approved, Declined, 
Need Additional Information, or Recently Viewed. 



Submit Intakes: General Navigation and Tips
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1. Fields with a red asterisk (*) are required fields.

2. Fields with an information icon (    ) will provide help text when the icon is clicked.

3. Click the “Previous” button to move to the previous page, and the “Next” button to move to the next page. 

4. Click the “Pause” button to pause the Intake if you need to stop working and complete it later.

– This will bring up a new window asking for a “Pause Reason” to include any relevant information as a reminder when you are 
ready to proceed. 



Submit Intakes: Account and Foreign National Selection
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The first step when completing a new Intake is to select the correct Account and Foreign National 

records.

• Account Selection:

– Type the relevant company entity into the 

search bar and select from the results.

• Foreign National Selection:

– Type the name of the relevant employee 

into the search bar and select them from 

the results.

▪ Please verify you have the correct individual by 

comparing their data with your own records.

▪ When an existing employee is selected, any

relevant data we have in our records will 

auto-populate in applicable fields on the Intake.

– If you are submitting an Intake 

for a new employee, or the relevant employee doesn’t appear in the search results, leave the search bar blank and 

check off “Check this box if the Individual is a new hire/candidate, or they don’t appear in the search bar above.” 



Submit Intakes: Type of Intake Selection
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When completing an Intake for a 

U.S. Immigration Matter, you will 

need to select the type of Intake:

• Specific Case Type:

– This is the standard Intake type that will prompt the legal team to initiate a specific case (e.g., H-1B or L-1) for an 

employee. 

• Assessment:

– This is a new Intake type that can be used when you require assistance or input from the legal team either prior to or 

instead of initiating a specific case for an employee. 

– If selected, you will be asked to select the Assessment Type: 

▪ New Hire Assessment: For assessing the immigration needs of a new hire candidate. 

▪ Job Change Assessment: For assessing whether changes in job characteristics warrant a new case. 

▪ Family Member Case Assessment: For assessing what types of benefits are available to an employee’s family members. 

▪ International Travel Assessment: For assessing risks and/or required actions of an employee prior to international travel. 

▪ Other Assessment: For any other assessment needs not otherwise listed above. 



File Management: Where to Access Documents
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You can upload and/or download documents from any of the “Foreign Nationals,” “My Company(ies),” 

“Immigration Cases,” and “Educational Resources” tiles on the Home screen: 



File Management: Access from the “Foreign Nationals” Tile
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• Select an employee 

from the list.

• Click on the “Files” tab.

• File Manager is where 

you will be able to 

upload new files

• Related Files is where 

you will be able to 

download files



File Management: Access from the “My Company(ies)” Tile
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• Select a company from 

the list.

• Click on the “Files” tab.

• File Manager is where 

you will be able to 

upload new files

• Related Files is where 

you will be able to 

download files



File Management: Access from the “Immigration Cases” Tile
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• Select an Immigration 

Case from the list.

• Click on the “Related 

Files” tab.

• File Manager is where 

you will be able to 

upload new files

• Related Files is where 

you will be able to 

download files



File Management: Access from the “Educational Resources” Tile
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• If your legal team has uploaded any Educational Resources documents, you will be able to download them 

from here.

• If there are no documents listed here, it means that your legal team hasn’t uploaded any documents. 

• Click the “   ” icon in the “Download” column to download a document. 



File Management: Uploading a File
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1. From any File Manager, you can either click 

“Upload File” to select file(s) from your computer, 

or drag and drop file(s) from your computer into 

that space.

2. Your file(s) will upload to the system; click “Done” 

to continue.

3. Set the document properties for the file(s); these 

give the legal team context for the file(s). 

4. Click “Done” once all document properties are 

set, and your file(s) will finish uploading.

5. Once uploaded, your file(s) will be in “Awaiting 

Review” status until the legal team reviews and 

accepts the file(s). 



Reports and Account Overview Dashboard: Where to Access
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You can access reports and the Account Overview Dashboard from the “Reports” and “Account Overview 

Dashboard” tiles, respectively, on the Home screen: 



Reports: Locating Available Reports
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1. Click on All Reports to view all available reports:

• Active Cases: All immigration cases that are not closed

• Current Employees: All Foreign Nationals that have an Active record status in Caribou

• Opened Cases (last 12 months): All cases (including closed cases) that have been opened in the last 12 months

2. Click the hyperlink in the “Report Name” column to view a report.



Reports: Navigating and Sorting a Report
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1. Some columns 

have hyperlinks 

that take you to 

the specific 

record.

2. Use the scroll 

bars and 

arrows to view 

additional rows 

and columns. 

3. Click on any 

header to sort 

the report using 

that column. 

4. Use toggle 

buttons to 

group data by 

numbers.



Reports: Filtering a Report
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1. Click the Filters button to 

expose the Filters panel.

2. Click on a filter to adjust 

the values, then click 

"Apply.” The report will 

update to show results 

based on the applied 

filter(s).



Reports: Exporting a Report
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1. Click the “Export” button 

to download a report as 

an Excel spreadsheet. 

2. A popup window will 

appear to finalize the 

export process.

3. Select “Details Only” and 

leave the “Format” and 

“Encoding” as the default 

values.

4. Click “Export” to 

complete the process, 

and the report will 

automatically download 

to your computer. 



Account Overview Dashboard: Navigating Dashboards
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1. Click “Refresh” to 

update data in real 

time.

2. Click the dropdown 

arrow to expose 

the Download 

option.

3. Click the expand 

icon to view a chart 

in a larger window. 

4. Click on any field 

in a chart to open 

the source report.

5. Click on any “View 

Report” hyperlink 

to open the source 

report.
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