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CLAIMS 4 SCHEDULING

BUILD INTERVIEW Scheduler TO FILL IN THE INTERVIEW LOCATION INFORMATIO!
LOCATION
‘::g;:‘g”“’“‘ Administrator A. GO TO LOCATION INFORMATION SECTION AND
ENTER IN APPROPRIATE INFORMATION.
INTERVIEW 1. ADMIN OFFICE CODE
Locmm 1CON 2. SCHEDULING SITE CODE : THE NO-SOONER-
3. INTERVIEW LOCATION CODE THAN/NO-LATER-
4. ROOMID THAN DAYS WILL
OR GO TO B. GO TO PROFILE INFORMATION SECTION AND | DETERMINE THE
SCHEDULER/ ENTER IN APPROPRIATE INFORMATION. SPECIFIC DAYS
ADMINISTRATOR/ 1. SITE PROFILE i SLOTS WILL BE
NTERVIEW a. SCHEDULING NO-SOONER-THAN/NO- CREATED.
PROFILE/INTERVIE LATER-THAN (THESE DATES DETERMINE
W LOCATION THE BRACKETED PERIOD FOR WHICH
APPOINTMENT SLOTS WILL BE CREATED) FOR THE ROOM
IN ORDER TO b. NO-SHOW/CANCEL LIMIT ALLOCATION
ACTIVATE THE c¢. SCHEDULING RULES RULES SELECT THE
SCHEDULING d. ALLOCATION RULES DEFAULT RULE,
ICONS, YOU MUST 2. LOCATION PROFILE CIESESERNE
ENTER THROUGH a. EFFECTIVE DATE
THE b. ROOM ALLOCATION RULES THE LOCATION
ADMINISTRATOR 3. ROOM PROFILE FIESERSNE PROFILE EFFECTIVE
SECTION a. EFFECTIVE DATE DATE SHOULD BE
b. ROOM SECTION ALLOCATION RULE ID CHANGED ONLY
c. ROOM EXAMINER CAPACITY . WHEN THERE ARE
TO SAVE PWFORMATION, CLICK BN CHANGES TO THE
AND THEN . INTERVIEW
PROFILE.

NCY00.30016-00.UD(-EDS
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CLAIMS 4 SCHEDULING

SERVICE TYPE
PROFILE

. Sche(‘i‘l‘ller
Administrator

Interview service type

L

To Fill in Service Type Information:

A. Go to Lecation Information scction and enter in the appropriate

information.
1. Admin Office Code
2. Scheduling Site Code

B. Go to the Service Type Information scction and enter in the
appropriate information.

1.
2.
3.
4.

5.

Service Type, e.g. IN400 - Initial Intervicw, REN40D — Re-exam,
or QAN400 - Question and Answer.

Assign duration of appointments

Schedule No-Sooner-Than/No-Later-Than days by service type
Make the Add Tinse per Group Member the same length as the
service duration.

Assign priority status.

Click on the ellipsis button Il to view list of services.
f{ﬁview previously chosen services, click on the down arrow

Do not delete Interview
slots.

The No-Sooner-
Than/No-Later-Than
days will determine the
specific days
appointments will be
assigned.

We recommend assigning
N400s as priority I,
QAN400s as priority 2,
and REN400s as priority
3.

NCY00.30016-00.UDO-EDS
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BUILD INTERVIEW
SECTION PROFILE

CLAIMS 4 SCHEDULING

Schedulér

Administrator

Intcrviemion icon

To Fill in Site and Section Information Fields:

Create various sections and assign two-weck schedules with start
time/end time, breaks, and lunch scheduled for each section. Supervisors
can also assign service types to sections and create section exceptions as
needed.

Crick EBEIM .. j o MNP 1, Scction Profite,
choose the current effective date to continue using the existing
profile. Otherwise add a new effective date to change or add a
profile.

Click 8 B 10 set up profile for week one and &
set up profile for week two. Ip the Day of the Wecek field, click
on the drop down box ﬂo choose day and then update
interview times. Click . Repeat above steps for each
MWeek. When section profile is complete, click

NCY00.30016-00.UDO-EDS

August 19, 1999
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CLAIMS 4 SCHEDULING

Scheduler

FACILITY PROFILE

A._Go to the Location Information section and enter in the appropriate

BUILD To Filt in the Qath Ceremony Location Information:
OATH CEREMONY
LOCATION . . . .
PROFILE Administrator A. Go to the Oath Ceremony Location Information section
and enter in the appropriate information.
Oath Ceremony location !. Admin Office
icon: 2. Site
ﬂ 3. Service Facility
4. Room Number
5. Reporting Gate
B. Go to the Profile Information scction and enter in the
appropriate information Be sure that the Oath
1. Site Profile ETEES Ceremony date fits between
a. No-Sooner-Than/No-Later-Than Days the NST/NLT period.
b. Cancel Limit
¢. No Show Limit
d. Schedule and Allocation Rules As 0f5.0.1 the Advance
2. Facility Profile ESSSRMnS Start Time and Stagger Timc
a. Room Allocation Rules are not functioning and
3. Room Profile should be lefi blank.
a. Gate Allocation Rules
b. Advance Start Time You must save a gate
c. Stagger Time profile. If necessary, use
4. Gate Profile E RN the default profile.
a. Gate Color Code _ ‘
mﬁk information, click & & and then
BUILD Scheduler To Fill in Profile Information Fields:
BUILD OATH CEREMONY

NCY00.30016-00 UDO-EDS
August 19, 1999
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CLAIMS 4 SYSTEM MAINTENANCE

Solution:
The certificate must be voided, the information corrected in the Adjudications module, the ceremony queued, and validate the ceremony.

1.

Void and/or destroy the current certificate.

- = =

1

Go into Document Production

Click on the Void/Destroy toolbar button

On the “Void/Destroy Certificate’ screen, type in the cettificate number and click on the Search button

After the certificate number appears on the screen, click on the Void button to void the certificate or click on the Destroy button to
destroy the certificate :

Click on the OK buttons to verify and confirm the request

Update applicant information.

Ll i i )

i I R B

Go into the Adjudications module

Click on the Preview/Open button on the toolbar

On the ‘Preview/Open’ screen; enter the Application ID and click on OK

Click on the Yes button to open application for Case Review

Update the appropriate applicant information and click on the Save button on the toolbar
Exit Adjudications

. Print new certificate.

Go into the Document Production module

Click on the Request/Print Batch Certificates button (the printer icon)
Select Reprint Certificates Radio Button

Highlight and select the Oath Ceremony

Click on the button marked Validate Ceremony Data

Select the Request/Print Batch Certificates button

Select the Certificate Print Serverradio button

Hightlight the Oath Ceremony and then click Select

Go through and check the Modify Sort, Print Instructions and Certificate Size buttons
Click on the Batch Print button. The voided A numbers will appear.
Enter in the Certificate Range and click Save

Click Print Certificates and then OK

NCY00.30016-00.UDD-EDS
August 19, 1999
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S 4 END USER

Help Desk Ticket Reporting Procedures

The following process has been established to guide Service Center and District Office supervisors and ADP staff in reporting CLAIMS 4
system problems.

RESPONSIBILITIES IN THE PROCESS

Supervisor Role

Responsible for contacting the service center or the field ADP staff to report CLAIMS 4 problems. In contacting the staff, detailed information
about the problem must be provided to your ADP staff and they will work with you to resolve it The ADP will call the CLAIMS4 Help Desk
if they are unable to resolve it.

ADP Role

Will field all calls from supervisors who are experiencing CLAIMSA4 system problems. The ADP will attempt to resolve the problem if possible
and they will contact the appropriate Help Desk if they are not resolvable. When contacting a Help Desk the ADP must assess what the
problem is for the INS Help Desk (Network or database problems) or CLAIMS 4 (Application Specific) and then make the appropriate call
to the correct Help Desk to open a separate ticket for each unique problem. Do not group multiple problems. Each problem must be
submitted separately.

Examinations Development Duty Manager

Responsible for all aspects of problem resolution as well as communications with the Developer, Testing, Configuration Management, Division
Manager, and OIRM.

NCY00.30016-00. UD0-EDS
August 19, 199%
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S 4 END USER

Help Desk Ticket Reporting Procedures

Process Procedures and Contacts

(b)(2) Contacts

CLAIMS 4Help Desk
Examinations On-Call Representative
Examinations Division Manager

Process Procedures During Business Hours (9:00am to 5:00pm)

(b)(2) 1. The ADP will call the CLAIMS 4 Help Desk at:to report all application problems. A separate ticket will be opened for
each problem. ‘

2. When calling, provide the following to the Help Desk Receptionist:

U Your name, your department/functional group, your phone or pager number, and site location. You are the user Point of Contact
(POC) unless you designate a different name and phone.

U The functional group where the problem occurred (e.g., Mailroom, Data Entry, Adjudications).
Application ID.

1 A briefand concise description of the problem, Which part of the N-400 (e.g., 1&2, 3A, 3B) or screen, (e.g., G-258, Evidence,
FD258) where the problem occurred.

1 The exact error message and if possible the error code number.

1 What efforts have you undertaken to resolve the problem.

Provide the appropriate priority level to the problems that you're reporting to the Help Desk. Priority levels
and their criteria are as follows:

NCY00.30016-00. UDO-EDS
August 19; 1999
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S 4 END USER

Help Desk Ticket Reporting Procedures

Process Procedures After Business Hours (7:00pm to 9:00am)

(b)(2) 1. For gritical and high priority reports, the ADP will page the Examinations On-Call Representative at
2. When you call, provide the following information to the Examninations On-Call Respresentative:
* Your name, your department/finctional group, your phone or pager number, and site location. You will be the point of contact (POC)
unless you designate a different name and phone number.
* Functional group where the problem occurred Mailraom, Data Entry, or Adjudications.
* Application ID.
* A brief and concise description of the problem, including: .
B Part of the of the N-400 (e.g....Part 1&2, Part3A, 3B) or screen (e.g.,...G-28, Evidence, FD258) where the problem
occurred.
B Exact error message and if available error code number.
B Your efforts undertaken to resolve the problem.
* The appropriate level of priority based on the following criteria:
CRITICAL: Your site cannot perform any production work on CLAIMS 4.
HIGH: Your site cannot perform production work on some system modules or parts of the N-400.
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