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CLAIMS 4 REFERENCE GUIDE Introduction

CHAPTER1: OVERVIEW OF CLAIMS 4

Introduction | This chapter will introduce the user to the processing of N-400 Application for
Naturalization cases using the CLAIMS 4 software application. The CLAIMS 4
application is used by USCIS offices to track each N-400 case through all

| aspects of the naturalization process, from application submission to closeout.

CLAIMS 4 was modified in 2004 to allow /-485 Adjustment of Status cases to
be scheduled for Interviews only. All other functions for the /-485 Adjustment
of Status (including Adjudications), are done in the CLAIMS 3 software
application.

Objectives | After completing this chapter, you will understand:

= How information provided by the applicant on their N-400 Application
gets into CLAIMS 4.

= How a N-400 case progresses through the CLAIMS 4 application
* ' How to get access to the CLAIMS 4 software application

» How to login and logout of CLAIMS 4 '

= What the CLAIMS 4 Switchboard is and how it is used

= Users’ Access Rights (permissions) within CLAIMS 4

Key Terms | The following key terms are introduced in this section:

Application 1D
A unique number that is assigned to each N-400 Application that is
entered into:CLAIMS 4. This number is used throughout the CLAIMS 4
system to:
- enter and update information about the applicant
- search for a particular person’s N-400 case information
- access the status of an applicant’s N-400 application
- schedule an applicant for a Fingerprint appointment, Interview or
~ Oath Ceremony
- record the disposition of an application

Interfaces (CLAIMS 4)
Software application systems that CLAIMS 4 interfaces with. Some
examples are: FBl Name Check Interface, FBI Fingerprint interface and
the Central Index System (CIS) Verification Interface.

Participant Type Code

The code that a user is assigned within the CLAIMS 4 software application.
This code dictates which CLAIMS 4 functions a user can perform within the
application. The Participant Type Code is defined by the System
Administrator. o

Ident
A FBI Fingerprint Interface result that indicates the applicant’s
fingerprints are on record (in FBI's database).

Non-ldent
A FBI Fingerprint Interface resuit that indicates the applicant's
fingerprints are not on record (not in FBI's database).

August, 2009 1-1



CLAIMS 4 TRAINING GUIDE N-400 Applications and CLAIMS 4

WHAT IS CLAIMS 4?2

CLAIMS 4 is a software application designed to assist in the tracking of the N-400 Application for
Naturalization. The CLAIMS 4 application is used by USCIS offices to track each N-400 case through all
aspects of the naturalization process, from the N-400 application submission to closeout.

CLAIMS 4 was modified a few years ago to allow /-485 Adjustment of Status cases to be scheduled for
Interviews only. All other functions for the /-485 Adjustment of Status (including Adjudications), are done in the
CLAIMS 3 software application.

APPLYING FOR NATURALIZATION

Persons wishing to apply for Naturalization are instructed to mail in an N-400 Application for Naturalization
along with a processing fee and some documentation (photo, copy of Permanent Residency Card).

WHERE DO APPLICANTS MAIL THEIR N-400 APPLICATION?

Currently, persons applying for Naturalization are instructed to mail in their N-400 Application to either the
Lockbox or the Nebraska Service Center: ,

> LOCKBOX - for Non-Military Applicants
> LIN —for Military & Military Spouses

Prior to January 22, 2009, persons applying for Naturalization were instructed to mail in their N-400 Application
to one of the four USCIS Service Centers depending on where they lived:

» WSC - Western Service Center (California)

> LIN - Nebraska Service Center (Lincoln, Nebraska)
> 88C - Southern Service Center (Texas)

> ESC - Eastemn Service Center (Vermont)

How DOES THE INFORMATION ON THE N-400 APPLICATION GET INTO CLAIMS 47?
A person applying for Naturalization mails in a completed N-400 Application for Naturalization to either the
Lockbox or the Nebraska Service Center. The Lockbox or the Nebraska Service performs the following tasks:
* Records the date and time the N-400 application was received
= Data Enters the information the applicant provided on the N-400 form into CLAIMS 4
= Records the payment received with the N-400 application .
= Prints and mails a Receipt Notice to the applicant acknowledging receipt of their N-400 application

NOTE: For applications received at the Lockbox, the information on the N-400 Application is scanned into
CLAIMS 4.
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CLAIMS 4 UNIQUELY IDENTIFIES EACH N-400 APPLICATION (CASE)

CLAIMS 4 assigns a unique Application ID to each N-400 application that is received. The 1% three characters
of the Application ID represent the USCIS Service Center (or Lockbox) that received the application. The 4
character is an asterisks (*). The final 9 characters are numeric. The Appilication ID numbers are issued
sequentially.

Application ID Sample

N-400 Application was received at: Begins with: Application ID:
@ | Western Service Center (California) WSC WSC*009012750
® | Eastern Service Center (Vermont) ESC ESC*001000360
@ | Southern Service Center (Texas) S§SC $8C*014901847
@ | Nebraska Service Center (Nebraska) LIN LIN*000845214
Y| Lockbox (Texas, Arizona) NBC NBC*000000156
@ | National Benefits Center (Missouri) NBC NBC*000000023

August, 2009 1-3
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Lockbox
Begin N-400 Process
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and Required Fee
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Flow of an N-400 Case through CLAIMS 4
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v

v

iationel Benefis. Center (NBC) Scheduling -Rewmnn D Adjudications -oam Ceramany Munagement mCau Management
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GETTING ACCESS TO CLAIMS 4

Once a person is determined to have a need to access and use the CLAIMS 4 application, he or she should
complete a form G-872B, requesting 6304 access (for all users), or 6303 access (ONLY for Systems
Administrators). This form should be filed with your locat PICS office.

After the PICS Officer has granted access for you, he or she will provide you with a User!D and (initial)
Password to log on to CLAIMS 4. The first time you log on to CLAIMS 4, the application will indicate to you
that your password has expired.

After you click the OK button, CLAIMS 4 will present you with the Password Rules dialog box. Refer to the
next two pages of this document to log on to the CLAIMS 4 application and set your new password.

August, 2009
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CLAIMS 4 REFERENCE GUIDE Logon / Logoff Procedures
LocoNTO CLAIMS 4

1. Double click the S«itthbesrd joon located on the desktop.

The Security Warning dialog box will appear. [5:corary waseme

HOEH CONSTAL LN

2. Click the OK buitton.

The Login screen will appear. The CLAIMS 4 version # e computes
will appear on the title bar.

Aliaturma
wvl tres

PPN S

3. Typein your UserlD.
4. Press the TAB key.
5. Type in your password.

6. Click the OK button.

NOTE: If you are a new user to the CLAIMS 4 application, you will initiaily log in
using a password that your focal PICS officer provided you. After typing in your
User!D, initial Password and ciicking the OK button, CLAIMS 4 will indicate that your
password has expired. '

(b)@)
7. Click the OK button.
The Password Rules dialog box will appear:

8. Click the OK button.

1-6 ‘ | . August, 2009 9
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CHANGING YOUR PASSWORD
The Change Password dialog box will appear:

Lhange Password

1. Enter your old password in the Old Password field. Press TAB (or click inside the New Password field.)

2. Type a new password in the New Password field. Press TAB (or click inside the Verify New Password
field.)

(b)(2)

3. Retype the new password in the Verify New Password field.
4. Click the QK button.

SESSION TIME QUuT IN CLAIMS 4

After 15 minutes of inactivity, CLAIMS 4 will provide a waming
message that you be automaticaily logged off unless you click the
Stay Connected button.

LoGOFF oF CLAIMS 4
1. 8elect File, Exit from the CLAIMS 4 Switchboard

August, 2009



CLAIMS 4 TRAINING GUIDE | | " CLAIMS 4 Switchboard

CLAIMS 4 SWITCHBOARD

The CLAIMS 4 Switchboard is the first screen that you are presented with after logging on to CLAIMS 4. The
Switchboard is the “main control panel” for access into each of the CLAIMS 4 modules. The modules within
CLAIMS 4 contain functions (commands) that are related. For example, all scheduling functions (scheduling
Fingerprints, scheduling Interviews and scheduling Oath Ceremonies) are performed using the Scheduling
module. The modules are represented by buttons on the Switchboard. The module buttons that each CLAIMS
4 user sees are the modules that the user has access to. The sample Switchboard below displays all the
CLAIMS 4 modules except the Mifitary module.

Main
Menu

B CLAIMS4

B Maam%‘aantry

-

Findnos

B : L -
| wm.?‘am ‘

1-8 ' August, 2009 1 1
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USER ACCESS WITHIN CLAIMS 4

User access within CLAIMS 4 is defined by the local System Administrator and is set up when a new user is
granted access to CLAIMS 4 through PICS. Two users may both have access to the Adjudications module but
have access to different functions (commands) within the module.

This “access” is determined by the Participant
Type Code that a user is given in CLAIMS 4.
Users who schedule N-400 applicants for an
Interview would have access to some or all of the
functions in the Scheduling module at a
minimum. Users who interview the applicants
and make a decision whether to grant
naturalization would have access {0 some or all
of the functions in the Adjudications module
whereas those users who enter information about
the evidence received for an applicant would
have access to some or all of the functions in to
the Case Management module.

The participant type code is listed
in the Type column on the Users
for Location “XXX” screen in the
System Maintenance module.

The System Administer at each location defines

which activities each Participant Type Code can . Fio Profes Tables: Status Window Yy . oo

perform. Once a user is assigned to a particular @l gilml N o ,
Participant Type Code, he or she will have access e e =
to those activities within CLAIMS 4 that are . {Code Descrpiori __ -
permitted by that group. The example on the right = {85 EESAC‘%;;Z{’;;

shows a list of Participant Type Codes defined for — ﬁiﬁi‘g’ﬂw T
one of the USCIS Service Center locations. The  |—Ignsi EXAMMERREVERIFIER

System Administrator can modify which activities a  §.- &5 EXAMINERAND SCHEDULER

Participant Type Code has access to thus affecting: [ 5’5’5“” E;;:.L&‘ﬂ{gﬁi;mmsm

the access rights of all users who are assigned that LA System Adminishétol

particular Participant Type Code.

£ St Mam e asance - fleport aooess progn cade tre g ite}

Some modules, such as the Reportfing module and the
Case Status module allow alf users access to the
module. Within the Reporting module however, the
local System Administrator has set up an additional set
of access rights by making a user a member of a
particular “Report Group”.

August, 2009 1-9
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Case Management

CHAPTER 2: CASE MANAGEMENT

Introduction

The Case Management module contains four options:

CLAIMS Resolution—This option allows authorized users to resolve data
discrepancies between the Central Index System (CIS) and CLAIMS 4

and/or to enter missing required data. This function is performed at
the National Benefits Center (NBC).

Batch Status Update—This option allows the user to update case
information on an individual case or a group of cases. Within Batch
Status Update, the user can update case status, close out cases,
record no-shows, and withhold certificates.

Address Change Petition—This option allows the user to update an
applicant's mailing and/or residential address.

Federal Bureau of Investigation (FBI) Fingerprint Result—This option

allows the user to add or modify existing FBI fingerprint response(s) for

the applicant.

NOTE: Case Management is typically used to process several cases at one
time (batch). However, it may be used to process one case at a time. This
may be done so that users who do not have access to the Adjudications
module can update cases (record an address change or indicate that
information has been received, etc.).

Objectives

After completing this chapter, you will be able to:
» Enter address change information
« Enter an FBI Fingerprint Response
* Record Fingerprint/Agency Checks Requested
* Record Fingerprint/Agency Checks Received
= Record Evidence Received
* Record FBI Rap Sheet in A-File
* Record Reverify Grant
= Record Reopen Request Received
* Record Undeliverable Notice
* Record Information Received
* Record No-Shows
* Record Certificate Withheld
* Record Naturalization Certificate Withheld

* Close Out Cases

August, 2009

2-1

14



CLAIMS 4 REFERENCE GUIDE

Case Management

Key Terms

The following key term is introduced in this chapter:

Response Code

Code used by the FBI to indicate the results of a background check.

August, 2009
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CLAIMS 4 REFERENCE GUIDE Case Management Screen

CASE MANAGEMENT SCREEN

% Case Manage t {Case Management]

Case Management buttons

Clicking the Case Management Module button from the CLAIMS 4 switchboard displays the Case
Management screen. The Case Management screen contains buttons for each of the main Case Management
functions.

Claims Resolution

=== Batch Status Update

i Address Change Petition

FBI Fingerprint Result

August, 2009 2-3
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Address Change Petition

ADDRESS CHANGE PETITION

When an applicant notifies your office of a change of address, the new address must be recorded in CLAIMS
4, Recording changes of address in CLAIMS 4 in a timely manner is very important since applicants receive
many notices throughout the process of applying for naturalization and these notices are addressed and

mailed to the address that is in CLAIMS 4.

A Fingerprint, Interview or Oath Ceremony Appointment Notice may have already been sent to the previous
address. After making a change of address, you will want to go to the Notices module and reprint the notice
with the Current Address or Current Data option selected. Then your office will need to mail it to the applicant.
See Chapter 7: Notices, page 7-5 through 7-8 in this Reference Guide to reprint a notice with a current address

or current data.

1. From the CLAIMS 4 Switchboard click the .= Jigu"",_ button to access the Case Management module.

2. Click the i

i (Address Change Petition) toolbar button.

3. Type or wand-in the Application ID for the applicant in the App ID Selector field.

4. Click L&

5. Select the Resident Change Only, Mailing
Change Only or Mailing and Resident
Change radio button.

6. Type in the new address:

(odle)
Street #
Street Name

2P (press the
TAB key after typing in the Zip)

7. The City field will automatically fill in or
present you with a list of choices if more than
one city covers
the zip code you entered (the state and
county populate).

¢ Chanpe Petition

=

| Faiontis adirsses

"} iato ot Acdvess Crange: [T57207505 2

Do not type anything in
Apt #. Put apartment
numbers at the end of
the Street Name.

o .

WIS AN S

: ,?J_Qg;:ggn i e =

Piesenl

Prons Logy"10-sol Renidence Sddreey
T hw'magmm, B

_ngen | gws | |

8. If you wish to enter a date other than today, type it in the Da”te‘of Addf;Ss Change field.

P o copy the Mailing Address to the Residence Address if they are the same.

NOTE: Even though you chose the Mailing and Resident Change radio button earlier, you must click the
Copy button to confirm and copy the Mailing Address to the Residence Adadress.

2-4
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CLAIMS 4 REFERENCE GUIDE Address Change Petition

10. Click the OK button to execute the update.

11. Click the OK button to close the dialog box.

12. Confirm that the Mailing Address is accurate by clicking on the Maifing Address tab.

13. Confirm that the Residential Address is accurate by clicking on the Residential Address tab.
14. Click the 28 button to return to the main Case Management screen.

15. Select Fife, Exit to exit the Case Management module.

REPRINT THE FINGERPRINT, INTERVIEW OR OATH CEREMONY APPOINTMENT NOTICE

A Fingerprint, Interview or Oath Ceremony Appointment Notice may have already been sent to the previous
address. After making a change of address, you will want to go to the Notices module and reprint the notice
with the Current Address or Current Data option selected. Then your office will need to mail it to the applicant.
See Chapter 7 Notices, page 7-5 through 7-8 in this Training Guide to reprint a notice with a current address
or current data.

August, 2009 , 2.5
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CLAIMS 4 REFERENCE GUIDE Record Fingerprint Results

RECORD FINGERPRINT RESULTS

Fingerprint check information is automatically transferred to CLAIMS 4 from the FBI Fingerprint Check
Interface. Sometimes the results of fingerprint checks may need to be input into CLAIMS 4. Fingerprint results
can be entered in the Adjudications module or the Case Management module. Because not all users have

access to the Adjudications module, CLAIMS provides the ability to record fingerprint results in the Case
Management module.

4
i
i

i button to access the Case Management module.

e
2. Click the [z FBI Fingerprint Result button.
3. Type or wand-in the Application ID for the applicant.
4. Click the Apply button.

N — Reason of Modification:

IR e e S Text cannot be entered or
| Ao enld: (TGS updated in this field on this

screen. You may see textin
this field for previous
responses if the response was
entered using the
Adjudications module.

plspe il T

FBI Control #: — —

. heeed  Adjudicator ID:
Ends with: . . ] o
I Ident FBISCRAPE automatic response sent from the FBI Fingerprint Interface (cannot be modified)
N Non-ldent LOSO05 (or other User ID) indicates that this response was entered by a CLAIMS 4 user (can
R Rejected only be modified by the user who entered it )

5. Click the drop-down arrow next to Response Code
and select the response.

6. Click the drop-down arrow next to Response Date
and select the date of the fingerprint response.

7. Click in the Adjudicator User ID field and type in the User ID of the Adjudicator.
8. Click the Add button.

2-6 August, 2009
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CLAIMS 4 REFERENCE GUIDE | Record Fingerprint Results

NOTE: If you made a mistake you can update only those responses that have your User ID. You cannot
update responses that have FBISCRAPE or another User's ID in the Adjudicator iD column. You can only
update your response before clicking the Close button.

¥ 81 Result - Adding New

" Etvosed by UseriD:

- FBI Fingerpeink Card Rasuk Historg - - = ~err - oo

L CION_] FRi Conviol 8 | 7B} Re: D.ste Faspon b Modified FB Rosporse | Dake Modfied . | Modifisd by Adia )
Q41370 Idert -Rap .. 04/22/2008 10509 10569 ]
Q270N Nonddant 0472172008 L0505 L0508 ]

Non-dent 071112007 FBISCRAPE 0771722007

The Update button is
available after you've
added a response and
before you click the
Close button.

9. Click the Close button.

10. Click the L& button to close the App ID Selector dialog box.

11. Select File, Exit to exit the Case Management module.

August, 2009
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BATCH STATUS UPDATE—FINGERPRINT/AGENCY CHECKS REQUESTED

The Batch Update tab within Batch Status Update is used to indicate that information or documents have been
requested or received, or that an action has occurred for one or more cases. Fingerprint/Agency Checks
Requested is one example of a Batch Operation. Use this function to indicate that an FBI Fingerprint Check
and/or Military Check has been requested.

i

.m\%ﬁ..;mmﬁ button to access the Case Management module.

2. Click the Ej Batch Status Update button. The Batch Status Update screen appears.
3. Click the & Fingerprint/Agency Checks Requested folder to open.

4. Click the & FBI Fingerprint Check Requested folder to open.

5. - Click in the Type Application ID field.

6. Type or wand-in the Application
1Ds (or A-Number) followed by the
ENTER key.

’ N - . . . .  angPisesEnter
Barbw: [T ppaonSascied Tl Srqumint Check Roeted: . W

TRRRUR .Y
e

1 Bud'_l Dneu?iw: . — 5 :
NOTE: If you need to delete one of i rm ek ogoses ;1 ,
the Application IDs in the list; click on et Coeka Rt it
the Application ID, click the right 2 b =i

mouse button and then select Delete.

7 Infatenation ecerved

Click the Clear List button to delete
all Application IDs. To view the Case
Status for an Application ID, click on
the Application ID, click the right
mouse button and then select Case
Status. :

7. Click the OK bution to execute the update.
8. Click the OK button to close the dialog box indicating the Batch Status Update has completed.

NOTE: If an update was not completed for a case or cases in the batch, then the user will receive a
Message indicating “Processing Complete ~ errors exist - check error log for incomplete updates”. The Batch
Status Update Error Log window will display listing the failed Application IDs and descriptions of the error.

9. Select File, Exit from the menu to return to the main Case Management screen.

10. Select File, Exit to exit from the menu to exit the Case Management module.

2.8 August, 2009
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BATCH STATUS UPDATE—FINGERPRINT/AGENCY CHECKS RECEIVED

The Batch Update tab within Batch Status Update is used to indicate that information or documents have been
requested or received, or that an action has occurred for one or more cases. Fingerprint/Agency Checks
Received is one example of a Batch Operation. Use this function to indicate that one or more of the following
has been received: FBI Fingerprint Check, Military Check, G3258 Check, FBI Name Check.

3

1. From the CLAIMS 4 Switchboard click the “r"nﬂww button to access the Case Management module.

2. Click the .El Batch Status Update button. The Batch Status Update screen appears.
3. Click the & Fingerprint/Agency Checks Received folder to open.

4. Click the & FBI Fingerprint Check Received folder to open.
5. Click the type of response received.

6. Type a date in the FBI Response Date field.

7. Click in the Type Application ID field.

8. Type or wand-in the Application IDs
(or A-Number) foliowed by the
ENTER key.

At [ i Gocnd. Wonfdd.

& Bauh ﬁwa&inns
33 Fingeiprnt/Agenty Chachs Reguestad
5§14 Fingespdnt/Agancy Chacks Received
1=+ (] FBI Fingerpriod Check Received  «ifovmmmm——m
. Ejl Imrneciate Aeject , Choor List /

) Wbﬂg_jnyzym o

(b) (6) NOTE: If entering multiple Application
IDs, all the applicants must have the
‘ same Fingerprint response.

If you need to delete one of the g ) Men RanSheot ot
Application IDs in the list; click onthe |11 © o Tketeanam et
Application ID, click the right mouse - B o G oo

button and then select Delete. Click the |.'| *&krrenw

Clear List button to delete all P D oman Recated

Application IDs. To view the Case P

Status for an Application 1D, click on the
Application [D, click the right mouse
button and then select Case Status.

9. Click the OK button to execute the update.
10. Click the OK button to close the dialog box indicating the Batch Status Update has completed.

NOTE: If an update was not completed for a case or cases in the baich, then the user will receive a
Message indicating “Processing Complete — errors exist — check error log for incomplete updates”. The Batch
Status Update Error Log window will display listing the failed Application IDs and descriptions of the error.

August, 2009 2-9
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11. Select File, Exit from the menu to return to the main Case Management screen.

12. Select File, Exit from the menu to exit the Case Management module.

2.10 . August, 2009
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BATCH STATUS UPDATE—EVIDENCE RECEIVED

The Batch Update tab within Batch Status Update is used to indicate that information or documents have been
requested or received, or that an action has occurred for one or more cases. Evidence Received is one
example of a Batch Operation. Use this function to indicate that the applicant has submitted one or more of
the following: the N-426 form, the FD258 card, photo, G325B form.

1. From the CLAIMS 4 Switchboard click the __osePessss | by stton to access the Case Management module.

2. Click the Qj Batch Status Update button. The Batch Status Update screen appears.

3. Click the & Evidence Received folder to open.
4. Click the type of evidence received.

5. Click in the Type Application ID field.

6. Type or wand-in the Application
IDs (or A-Number) followed by the
ENTER key.

NOTE: If entering multiple Application
IDs, all the applicants must have the
same type of evidence received.

j) Fingerpint/agency Checks Requestad
ingerpint/agency Checks Raceived

3 Evidence Fiacaived

- £ N426 Submited by Applcant

If you need to delete one of the Tl romesmied iy oot

. . . © ok Al a8 ;_g Hmsmmqecw-pppm

Application IDs in the list; click on the : £3 63258 Subymied by Appicant
2} Case Management

Application ID, click the right mouse | 7 ameion Recove
button and then select Delete. Click

the Clear List button to delete ail
Application 1Ds. To view the Case
Status for an Application 1D, click on
the Application ID, click the right
mouse button and then select Case
Status.

7. Click the OK button to execute the update.
8. Click the OK button to close the dialog box indicating the Batch Status Update has completed.

NOTE: If an update was not completed for a case or cases in the batch, then the user will receive a

Message indicating “Processing Complete - errors exist — check error log for incomplete updates”. The Batch
Status Update Error Log window will display listing the failed Application IDs and descriptions of the error.

9. Select File, Exit from the menu to return to the main Case Management screen.

10. Select File, Exit from the menu to exit the Case Management module.

August, 2009 2-11
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BATCH STATUS UPDATE—CASE MANAGEMENT—PLACE FBI RAP SHEET IN A-FILE

The Batch Update tab within Batch Status Update is used to indicate that information or documents have been
requested or received, or that an action has occurred for one or more cases. Case Management — Place FBI
Rap Sheet in A-File is one exampie of a Batch Operation. Use this function to indicate that the FBI Rap Sheet
appears (that you placed the FBI Rap Sheet) in the A-File. This is required on every case that has an IDENT
fingerprint response. NOTE: Only a System Administrator can perform this function.

1. From the CLAIMS 4 Switchboard click the “*2";;!!:&""‘ button to access the Case Management module.

2. Click the Ej Batch Status Update button. The Batch Status Update screen appears.

[y

3. Click the & Case Management folder to open.

4. Click the @ Place FBI Rap Sheet in A-File folder to open.
5. Click in the Type Application ID field.

i SRR o Type or wand-in the
‘ Camicte Nt Application IDs (or
A-Number) followed

by the ENTER key.

3 Bateh Dperations
Fingerpyint/agency Checks Flnquestad

Fingerprm/Agenty Lhecks Beceived
= 47 FBI Fingerprint Chack Received
151 Nonddent
) Immediale Repect
- {&] Ydent - Rap Shaet Sent
{3 Unclassifigle Fingarprints Nontdet on Namwe Sich
{53 Miktary Check Received
{34 63258 Check Receed
81 Noma Crech Receiyed
Evidence Received
Case Management
£ Plade:FBI Rap'Sheet in:File ——
£} Update with Regquestsd Motion lo Reapen (nfounation
i Update wih R v No Shoss h i
£ Natuwalization Cetiicate lssued
3 CIS Atterded Seach
87} Revesty Giank
{3 Aeview Fee Waiver Roquost
-2y Reopen RequestRecaved
3 Undsiverabln Nolice
€5t Denial Due o Abandonment

If you need to delete one
of the Application {Ds in
the list; click on the
Application ID, click the
right mouse button and
then select Delete. Click
the Clear List button to
delete all Application |Ds.
To view the Case Status
for an Application ID, click
on the Appfication (D, click
the right mouse button and
then select Case Status.

NOTE: The ident - Rap Sheet Sent function is used to record an Ident fingerprint response. This is not the

same function as Place FBI/ Rap Sheet in A-File.

6. Click the OK button to execute the update.

7. Click the OK button to close the dialog box indicating the Batch Status Update has completed.

NOTE: If an update was not completed for a case or cases in the batch, then the user will receive a message
indicating “Processing Complete — errors exist — check error log for incomplete updates”. The Batch Status
Update Error Log window will display listing the failed Application 1Ds and descriptions of the error.

8. Select File, Exit from the menu to return to the main Case Management screen.

9. Select File, Exit from the menu to exit the Case Management module.

2-12
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BATCH STATUS UPDATE—CASE MANAGEMENT—UPDATE WITH REQUESTED MOTION
TO REOPEN INFORMATION

The Batch Update tab within Batch Status Update is used to indicate that information or documents have been
requested or received, or that an action has occurred for one or more cases. Case Management — Update
with Requested Motion to Reopen Information is one example of a Batch Operation. Use this function to
indicate that an applicant has filed a motion to reopen after the case has been denied. For exampie, the
applicant failed to attend the Oath Ceremony and was denied due to the no-show. The applicant has up to one
year to file a Motion to Reopen.

NOTE: The Update with Requested Motion to Reopen Information should never be used for an Appeal
(applicant submitted a N336 “Request Hearing on a Decision in Naturalization Proceedings”). N336s should
be handled outside of the CLAIMS 4 system.

1. From the CLAIMS 4 Switchboard click the m!g’"':"' button to access the Case Management module.

2. Click the E Batch Status Update button. The Batch Status Update screen appears.
3. Click the @ Case Management folder to open.

4. Click the & Update with Requested Motion to Reopen Information folder to open.
5. Click in the Type Application 1D field.

6. Type or wand-in the Application
IDs (or A-Number) followed by the
ENTER key.

AN, [T e Slectet: Udat i sestod oo Rodob

NOTE: If you need to delete one of
the Application [Ds in the fist; clickon | ::
the Application ID, click the right g
mouse button and then select Delete. |
Click the Clear List button to delete
all Application IDs. To view the Case
Status for an Application ID, click on
the Application ID, click the right
mouse button and then select Case
Status.

* {55 Bach Operanbns.

£33 Care Managamen: i i Ly
" £ Place FBi Fiap Shest nAfie 8 i Dearbist

Lipete, with Racusstess Wickion t flsopsn infarmalion tfemevem— . :

3 Updale with Requastad Irty No Show Informatiors

Natralention Cenficate tssusd

OIS Astanded Search

§ Reverty Grant

3 Review Fos Waiver Fraquect

FRacpen Requsst Recarvad

Unclolivorabis Nobes:

- {5 Deral Due lo Atandorment
{2} ASC Fingemiint Waiver Receivad
373 Information Recerved

i

i

NOTE: The Reopen Request Raceived function is used by the Service Center (NBC) to indicate that an
applicant whose case has been Administratively Closed has filed a Motion to Reopen. This is not the same
function as Update with Requested Motion to Reopen Information.

August, 2009 2-13
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7. Click the OK button to execute the update.

8. Click the OK button to close the dialog box indicating the Batch Status Update has completed.

NOTE: If an update was not completed for a case or cases in the batch, then the user will receive a

Message indicating “Processing Complete — errors exist - check error log for incomplete updates™ The Batch
Status Update Error Log window will display listing the failed Application IDs and descriptions of the error.

9. Select File, Exit from the menu to return to the main Case Management screen.

10. Select File, Exit from the menu to exit the Case Management module.

2.14 AUgUSt, 2009
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BATCH STATUS UPDATE—CASE MANAGEMENT—REVERIFY GRANT

After an Adjudicator makes a decision to grant naturalization to an applicant, the case must be reverified by
another Adjudicator. The Adjudications module allows a user to reverify a grant one case at a time. If the
Adjudicator wishes to reverify several granted cases, he or she may use the Case Management module to
input a list of Application I1Ds for reverification.

1. From the CLAIMS 4 Switchboard click the m‘?"‘;mﬁb'"ﬁﬁ button to access the Case Management module.

2. Click the Ej Batch Status Update button. The Batch Status Update screen appears.
3. Click the & Case Management folder to open.

4. Click the & Reverify Grant folder to apen.

5. Click in the Type Application ID field.

# Datch Status i)

6. Type or wand-in the Application
IDs (or A-Number) followed by
the ENTER key.

NOTE: If you need to delete one of Baich Dpsrators
the Application IDs in'the list; click
on the Application ID, click the right
mouse button and then select
Delete. Click the Clear List button
to delete all Application IDs. To view
the Case Status for an Application
ID, click on the Application ID, click
the right mouse button and then
select Case Status.

) Fingerpe {hecks A

£33 Fingerpdnl/Agenicy Checks Receved
(i3 Evidence Recened

= £33 Case Management

© Y Placc FB Asp SheetinAFile

£ Updats with A ted Motian to Ry

{23 Update vith Reguested Ink No § how Informatian
el Nalwakzaion Cerbificare Issued

Szgch
Revesily Grait

-+ 23 Demal Due ta Abandorment
+ £33 ASC Fingerpart Waiver Recewed
£3 trformation Received

7. Click the OK button to execute the update.

8. Click the OK button to close the dialog box indicating the Batch Status Update has completed.

NOTE: If an update was not completed for a case or cases in the batch, then the user will receive a
Message indicating “Processing Complete - errors exist — check error fog for incomplete updates”. The Batch
Status Update Error Log window will display fisting the failed Application IDs and descriptions of the error.

9. Select File, Exit from the menu to return to the main Case Management screen.

10. Select File, Exit from the menu to exit the Case Management module.

AUQUSt, 2009 2.15
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BATCH STATUS UPDATE—CASE MANAGEMENT—UNDELIVERABLE NOTICE

The Batch Update tab within Batch Status Update is used to indicate that information or documents have been
requested or received, or that an action has occurred for one or more cases. Case Management —
Undeliverable Notice is one example of a Batch Operation. Use this function to indicate that one or more of
the following notices have been marked undeliverable: Request for Fingerprint Appearance, Initial Notice,
Bounced Check Notice, and Underpayment Notice.

i

1. From the CLAIMS 4 Switchboard ciick the m%f‘l%"‘:‘mr button to access the Case Management module.

2. Click the Batch Status Update button. The Batch Status Update screen appears.
3. Click the & Case Management folder to open.

4. Click the 8 Undeliverable Notice folder to open.

5. Click on the Notice Type that you wish to record as undeliverable.

6. Click in the Type Application ID field.

A% bateh Status Update | o

e

h Statos Lhpdate|

7. Type or wand-in the Application
IDs (or A-Number) followed by
the ENTER key.

5 UWMSM i .ﬂ:‘.;‘.;;'l;":il;tﬂal;ﬂ:;!l R
NOTE: If entering multiple : i
Application 1Ds, all the applicants
must have the same type of

Undeliverable Notice.

If you need to delete one of the
Application IDs in the list; click on
the Application ID, click the right
mouse button and then select

1 Batch Dperations

¥ ) Fingempiint/Agency Chechs Requestsd
Fingemrint’Agency Checks Beceived
Evidence Recaived

5§ Plsce FBf Rap Sheetin Afile

{53 Update with Reguested Motioo te Racpen lforation
-4 Update with Requested Ints No Show Irfamation
atuighzation Certificate Issuee

Delete. Click the Clear List button IR e ratosbnrrrmet
to delete all Application IDs. To e e L e octes
view the Case Status for an ., i Undea Uncepamet e
Application ID, click on the i £5] ASC Fngamont W ot

£:£} Infemation Received

Appiication ID, click the right mouse
button and then select Case Status.

8. Click the OK button to execute the update.

9. Click the OK button to close the dialog box indicating the Batch Status Update has completed.

NOTE: If an update was not completed for a case or cases in the batch, then the user will receive a
Message indicating “Processing Complete — errors exist — check error log for incomplete updates”. The Batch
Status Update Error Log window will display listing the failed Application IDs and descriptions of the error.

10. Select File, Exit from the menu to return to the main Case Management screen.

11. Select File, Exit from the menu to exit the Case Management module.

2.16 August, 2009
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BATCH STATUS UPDATE—INFORMATION RECEIVED

The Batch Update tab within Batch Status Update is used to indicate that information or documents have been
requested or received, or that an action has occurred for one or more cases. Information Received is one
example of a Batch Operation. Use this function to indicate that a Withdrawal Request or Derogatory
Information appears in the A-file.

1. From the CLAIMS 4 Switchboard click the .F'%‘LM button to access the Case Management module.

2. Click the E’ Batch Status Update button. The Batch Status Update screen appears.

3. Click the  information Received folder to open.
4. Click on the type of information received.

5. Click in the Type Application ID field.

6. Type or wand-in the Application
1Ds (or A-Number) followed by
the ENTER key.

NOTE: If entering multiple [ [T e
Application 1Ds, all the applicants g
(bye) . *% PP I

Dpeeations

; inperpinAgeny Checks Requesied P
must have the same type of 15 ORIy Chocks Recoed —
Information Received. 4 B o e ]
If you need to delete one of the 29 'wibirains o i Reosived T

Application 1Ds in the list; click on
the Application ID, click the right
mouse button and then select
‘Delete. Click the Clear List button
o delete all Application IDs. To
view the Case Status for an
Application ID, click on the
Application ID, click the right mouse | ;-
button and then select Case b
Status.

7. Click the OK button to execute the update.
8. Click the OK button to close the dialog box indicating the Batch Status Update has completed.

NOTE: If an update was not completed for a case or cases in the batch, then the user will receive a
Message indicating “Processing Complete — errors exist — check error log for incomplete updates”. The Batch
Status Update Error Log window will display listing the failed Application IDs and descriptions of the error.

9. Select File, Exit from the menu to return to the main Case Management screen.

10. Select File, Exit from the menu to exit the Case Management module.

August, 2009 _ 2-17
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BATCH STATUS UPDATE—RECORD NO-SHOWS

The Batch Status Update, Record No-Show command allows the user to document that an N-400 applicant or
applicants failed to show up for their scheduled interview or cath ceremony. Marking an Application ID as a
‘no-show”, counts against the No-Show Limit set up on the Interview Location Profile screen and the Qath
Ceremony/Fingerprint Location Profile screen in the Scheduling module, For example, if your office has the
No-Show Limit field set to “2", the applicants will be permitted up to two “no-shows" and still be automatically
rescheduled for another interview or oath ceremony appointment. If an applicant fails to show up a third time,
the applicant will not be automatically rescheduled for an interview or oath ceremony. If the Adjudicator wishes
to grant another interview or oath ceremony opportunity for the applicant who has exceeded the No-Show
Limit, he or she must interactively schedule the applicant for an interview or oath cersmony.

NOTE: This function should be performed before Closing Out Cases (closing out an Oath Ceremony).
,,:.‘

J button to access the Case Management module.

1. From the CLAIMS 4 Switchboard click the .

RS 204 31

Click the E Batch Status Update button. The Batch Status Update screen appears.
Click the No-Show tab.
Select the Qath Ceremony No-Show or Interview No-Show radio button.

Click in the Type Application ID field.

I

¥ Hoteh Siatns Update | o

Type or wand-in the Application
IDs {or A-Number) followed by the
ENTER key.

NOTE: If you need to delete one of the Figpkiart R SR el
Application IDs in the list; click on the o0 | o Nby__{ i Hgms T S YT

Application ID, click the right mouse : T l

button and then select Delete. Click
the Clear List button to delete all
Application IDs. To view the Case
Status for an Application 1D, click on
the Application ID, click the right
mouse button and then select Case
Status.

7. Click the OK button to execute the
update.

8. Click the OK button to confirm.

NOTE: If an update was not completed for a case or cases in the batch, then the user will receive a
Message indicating “Processing Complete - errors exist — check error log for incomplete updates”. The Batch
Status Update Error Log window will display listing the failed Application IDs and descriptions of the error.

9. Select File, Exit from the menu to return to the main Case Management screen.

10. Select File, Exit from the menu to exit the Case Managerment module.

2-18 August, 2009
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BATCH STATUS UPDATE — RECORD CERTIFICATE WITHHELD

The Batch Status Update, Certificate Withheld command allows the user to record the reason why an
applicant’s certificate may have been not administered to them at their oath ceremony.

NOTE: This function should be performed before Closing Out Cases (closing out an Oath Ceremony).

e

1. From the CLAIMS 4 Switchboard click the W*‘;ﬂmﬂ'i button to access the Case Management module.

2. Click the E‘ Batch Status Update button. The Batch Status Update screen appears.
3. - Click the Certificate Withheld tab.
4. Inthe Certificate Number/A-Number section,

enter one of the following pieces of applicant
data: :

A-Number: Click in the Enter A-Number field,
type the A-Number and press the ENTER key so
that the Application ID fills the Application ID
window.

OR

Certificate Number: Click in the Enter Certificate
Number field, type the certificate number and
press the ENTER key so that Applicant
Information displays in the applicant Information
window. Then select the application so that the
application ID fills the Application ID window.

OR

Application I0X(s): Click in the Type Application ID field. Type or wand-in the Application IDs followed by the
ENTER key.

NOTE: If you need to delete one of the Application IDs in the list; click on the Application ID, click the right
mouse button and then select Delete. Click the Clear List button to delete all Application iDs. To view the
Case Status for an Application ID, click on the Application ID, click the right mouse button and then select

Case Status.

5. Inthe Oath Ceremony Status section, click either the Oath Administered — Certificate Withheld button or

Oath Not Administered — Certificate Withheld button.

6. Click the OK button to execute the update.

7. Click the OK button to close the dialog box indicating the Batch Status Update has completed.

NOTE: If an update was not completed for a case or cases in the batch, then the user will receive a

Message indicating “Processing Complete — errors exist — check error log for incomplete updates”. The Batch
Status Update Error Log window will displav listing the failed Application IDs and descriptions of the error.
Contact the USCIS Service Desk

August, 2009

2-19

32



CLAIMS 4 REFERENCE GUIDE | Record Certificate Withheld

8. Select File, Exit from the menu to return to the main Case Management screen.

9. Select File, Exit from the menu to exit the Case Management module.

2-20 _ : August, 2009

33



(b)(6)

CLAIMS 4 REFERENCE GUIDE Naturalization Certificate Issued

BATCH STATUS UPDATE—CASE MANAGEMENT—NATURALIZATION CERTIFICATE
ISSUED

After an applicant's oath ceremony has occurred and an applicant's certificate has been withheld (see Repord
Certificate Withheid), the user can record that the certificate has been issued by selecting the Naturalization
Certificate Issued command.

1. From the CLAIMS 4 Switchboard click the ,ii‘::‘g;’:«“::",m button to access the Case Management module.

o

2. Click the Ej Batch Status Update button. The Batch Status Update screen appears.
3. Click the & Case Management folder to open.
4. Click the B8 Naturalization Certificate Issued folder to open.

5. Click in the Type Application ID field.

6. Type or wand-in the
Application IDs (or A-Number)
followed by the ENTER key.

NOTE: If you need to delete one
of the Application IDs in the list;
click on the Application ID, click

2 L2 E Bweh Dperations
{3 Fingsprt/Agency Chacks Requested

Fmgaiprit/Agency Chacks Hacenad

- Evidence Raceived

the right mouse button and then
select Delete. Click the Clear List

button to delete all Application IDs.

To view the Case Status for an
Application ID, click on the

Application 1D, click the right
mouse button and then select

Cas= Managemant

£y Place FBI Alap Shest in Afie

;J bUpdete with Requested Motion ko Rsaper; information

£l Undats with Recuected intv No Show Wormation
£ Netwmizalion CoaTicnts 150at Wfimmmmm———

- (2 OIS Atjended Search

- 23 Aevery Grant

- ) Review Fae Waes Asquest

eopen Requnst Regeived

. 5 Undebverstie Netice

3 Denidi Dus to Abandormant

\ ASC Fingemant Waive: Rleceived

3 Intbrenation Received

Case Status.

7. Click the OK button to execute
the update.

8. Click the OK button to close the dialog box indicating the Batch Status Update has completed.

NOTE: If an update was not completed for a case or cases in the batch, then the user will receive a
Message indicating “Processing Complete - errors exist — check error log for incomplete updates”. The Batch
Status Update Error Log window will display listing the failed Application IDs and descriptions of the error.

9. Select File, Exit from the menu to return to the main Case Management screen.

10. Select File, Exit from the menu to exit the Case Management module.
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CLoseE OUT CASES

When applicants have completed the naturalization process the cases need to be closed out in CLAIMS 4.
This function can be performed in either the Scheduling or the Case Management module; however it is
highly recommended that you close out the Oath Ceremony in the Case Management module since this is
the only place that CLAIMS 4 will update the Court Code in the Cenral Index System (CIS).

IMPORTANT NOTE: It is important that you first do the following before closing out cases in CLAIMS 4:

» Update CIS information if necessary. If any information within CLAIMS 4 fails to match C!S after
the case(s) have been ciosed out in the CLAIMS 4 Case Management module, information from
CLAIMS 4 will be rejected during the CIS upload and a mismatch will occur.

> “Record No-Shows" (see page 2-18)
» “Record Certificate Withheld” (see page 2-19)

1. From the CLAIMS 4 switchboard, click on Case Management to access the Case Management
module.

2. Click the L5228 (Batch Status Update) button.

w

Click the Close Out Case tab.
Select the Administrative close-out or Judicial close-out radio button.

Type the date of the Oath Ceremony in the Ceremony Date field.

@ o s

Enter the 3-digit Oath Ceremony Location and press Enter.

Location information appears at the bottom of the screen.

& Batedi Status Update [ Hatch Status Upslated

(b)(6)

Application IDs
for the selected
ceremony

7. In the Location Information box, select the ceremony that you want to close out.
NOTE: The Time field displays military time.

The Application IDs will appear listed in the Application ID column on the right.
2-22 August, 2009
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8. Enter the datg of the Oath Ceremony in the Naturalization Date field.

9. Click the OK button.

NOTE: Ermors may display for some applications if the case didn't properly update the CIS system or if

there is a workflow issue with one or more cases such as a case whose certificate was voided. Contact
the USCIS Service Desk ‘

10. Click the Ciear List button.

11. Select File, Exit from the menu to return to the main Case Management screen.

12. Select File, Exit from the menu to exit the Case Management module.

August, 2009 2-23
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Scheduling Interviews

Introduction

CHAPTER3: SCHEDULING INTERVIEWS

Introduction

The CLAIMS 4 Scheduling module allows users to schedule applicants for a N-400
or an |1-485 interview. Interview appointments can be scheduled by batch (multiple
appointments at one time), or interactively (one appointment at a time).

When a case is ready to be scheduled for an Adjudications interview, the Field
Office may schedule the applicant for an interview appointment. Before an
applicant may be scheduled for an interview, three (3) Interview Profile screens
must be updated: Interview Location Profile, Interview Service Type Profile and the
Interview Section Profile.

Interview Location Profiie
» update date range you want to drop the upcoming schedule for
> decide which Rooms you want to include (turn on and turn off rooms)

Interview Service Type Profile
» update date range you want to drop the schedule for by Service Type

Interview Section Profile

X

» update start time, end time, breaks and number of examiners for days of
week as well as input exception dates

After the three (3) Interview Profile screens are updated, interview time slots are
created and applicants are assigned to the time slots.

Objectives

After completing this chapter, you will be able to:
= Update the Interview [ ocation Profile
» Update the Interview Service Type Profile

» Update the interview Section Profile
o Add Exception Dates if needed

= Create Interview Appointment Slots -

s Check Interview Appointment Slots

* Assign Applicants to the Appointment Slots

»  Check the Appointments

= Create a New Section ID

= Interactively Schedule an applicant for an Interview
* Place a Case in the Ready to Schedule Queue

=  Remove a Case from the Ready to Schedule Queue
* Deschedule an Interview appointment (per USCIS)

= Cancel an Interview appointment (per applicant)

* Record a No-Show for an applicant who failed to show Up for his/her
Interview

August, 2009
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Key Terms

The following new terms are introduced in this section:

Batch Scheduling

Scheduling function that allows users to create scheduling slots and

assign appointments to groups of appllcants in the Ready to
Schedule Queue (Interview).

Interactive Scheduling

Scheduling function that allows a user to schedule an individual
applicant into a specific time slot.

Ready to Schedule Queue

Waiting list of ready to be scheduled applications. Cases in the
scheduling queue are placed into scheduling slots when the Assign
Appointments for Applications option on the Batch Scheduler is run
or an applicant is interactively scheduled into a slot.

Interview Location Profile

A screen that defines the location at which the Interview takes place
and the date range for which you want to build your schedule.

Interview Service Type Profile

A screen that defines the date range that you want to build your
schedule for, the length of each interview, and the amount of time to
add if interviewing a “group” or if represented by an attorney.

Interview Section Profile

A screen that defines the days of the week, times of day, and the
number of adjudicators conducting interviews.

Interview Section Exception Profile
A screen that allows the user to input exception dates to the normal
schedule defined on the Interview Section Profile screen. Some
offices use this screen to input their entire schedule date by date
and they leave the Interview Section Profile screen empty.

Appointment Slots
Blocks of time within the day that will be assigned interviews.

Cancel Limit

Maximum number of times an applicant can cancel an appointment.
Once the applicant has exceeded the Cancel Limit, the applicant will
not be eligible to have another appointment scheduted in CLAIMS 4,
CLAIMS 4 will display a message indicating that the applicant has
exceeded his or her Cancel Limit. The user should consult his or
her local management for guidance on whether this applicant should
be given another interview appointment. If another appointment is

desired, contact the USCIS Service Des, ]
L , ask them to resolve the workflow

ISsue.

August, 2009
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No-Show Limit
Maximum number of times an applicant can not show up an
appointment. Once the applicant has exceeded the No-Show Limit,
the applicant will not be eligible to have another appointment
scheduled in CLAIMS 4. CLAIMS 4 will display a message
indicating that the applicant has exceeded his or her No-Show Limit.
The user should consult his or her local management for guidance
on whether this applicant should be given another interview

appointment. {If another appointment is desired, contact the USCIS
Service Deskl _ Iand ask
them to resolve the workflow issue.

Cancel based on Request

Remove a case from a schedule in response to an applicant's
request. Canceled cases count against an applicant’s cancel limit,

Deschedule

Remove a case from a schedule at the request of the USCIS.
Descheduled cases do not count against an applicant’s cancel limit.

August, 2009
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2 Approaches to Batch Scheduling Interviews in CLAIMS 4
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Scheduling Interviews by Section Exception Profile

Process

BATCH SCHEDULING INTERVIEWS PROCESS — BY SECTION EXCEPTION PROFILE

1 Check the Ready to Utilities The Ready to Schedule Queue tab
Schedule Queue Batch Scheduler will display all applicants awaiting an
Show Batch Schedule Data interview.

Schedule Interview

The N-400 applicants are in a
separate queue than the i-485
applicants (different Loc Code).

All N-400 Interview Service Types:
tnitial, Re-exam, or Question/Answer
are contained in the same queue.

2 Update the Interview | Administrator The Interview Location Profile
Location Profile Interview Profile contains 3 sections: Site Profile,
Interview Location Location Profile and Room Profile.
The Date Range for the scheduling
period is updated on the Site Profile
section.
3 Update the Interview | Administrator The Date Range for the scheduling
Service Type Profile Interview Profile period is updated on the Inferview
. . Service Type Profile for each Service
Interview Service Type Type that you want to build the
schedule for.
4 Update the Interview | Administrator Each date that you want to drop the
Section Profile Interview Profile schedule for is input into this screen.
. , The Start Time, End Time, Break
Interwe'w Section ) Times and the # Examiners is
Section Exceptions Button | gefined.
-5 Create the Utilities CLAIMS 4 looks at the above 3 profile
Appointment Slots Batch Scheduler screens and using the criteria on
. those screens, creates a slot for each
Create Available Slots. .. interview.
6 Check the Utilities The Section Available Slots tab will
Appointment Slots Batch Scheduler display dates that have slots
If they are not correct, Show Batch Schedule Data highiighted n biue or green on the
contact the USCIS Schedule Intery calendar. pllck on a date to see the
Service Desk before chedule Interview ranges of time that slots have been
proceeding created.
7 Eill the Slots with Utilities CLAIMS 4 fills each Interview Slot
Appointments Batch Scheduler with an appointment for the applicants
. . in the Ready to Schedule Queue.
Assign Appointments for...
-8 Check the Utifities The Appointments tab will display

Appointments

Batch Scheduler
Show Batch Schedule Data

Schedule Interview

7t

dates that have appointments
highlighted in blue or green on the
calendar. Click on a date to see the
actual appointments.

August, 2009
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CHECK THE READY TO SCHEDULE QUEUE

Always check your Ready to Schedule Queue before building a new schedule. This area will display a list of
all applicants who are awaiting an Interview with an examiner. The total number of applicants in the queue is
dispiayed at the top of the Ready to Schedule Queue screen. Knowing the total number of applicants in the
queue is helpful when determining the range of dates that you want to build the new schedule. For example, if
there are only 200 applicants in the queue and you average about 20 Interviews per day (2 Examiners, each
conducting 10 Interviews per day), you have enough applicants to fill about 10 days. Failure to check the
Ready to Schedule Queue often results in offices building slots for a month (30 or so days) but only having
enough applicants to fill the 1% 10 days of the month.

1. Select Utilities, Batch Scheduler from the Scheduler screen menu.
2. Select Show Batch Schedule Data, Schedule Interview from the Batch Scheduler screen.

3. Select your Office, and Site codes. (leave the Location field set to ALL)

1 ¥ “Rsady To Schedl Qe

are located at
_ the triple zero
3] site code
{LOS000).

- | 1-485 applicants

| Leave the Location set to
- “ALL" so you will see all

1 applicants in the Ready to
Schedule Queue. If you
select anything other than
“ALL", you will only see
applicants that were
interactively placed in the

4. Click the R queue. To sort by Service
¢ Ready to Schedule Queue tab. Type, click the Service
5. Click the Cancel button to exit this screen. Type column heading.

6. Exit the Batch Scheduler screen.

3-6 ' ‘ August, 20
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UPDATE THE INTERVIEW LOCATION PROFILE

Dates must be updated on the Interview Location Profile screen (Site radio button). Optionally, the Interview
Location and/or Room ID can be turned on or off.

1. Select Administrator, Interview Profile, Interview T

Location from the Scheduler screen menu. o M

Interview Section

ig5r i i 3
B S amx;ra:mmmammé

When you first enter this screen, your office defaults in the Admin Office field. The Scheduling Site and
Interview Location codes default to the 1% codes in the list alphabetically. The codes ending in 000 are used
for /-485 Scheduling. Codes ending in numbers other than 000 are N-400 location codes.

2. Specify the Scheduling

Site and Interview

1-485 schedule.

Location:

Leave the B mamﬁ 3. .fﬁsmmf"’..‘, '-}.ﬁa — o
Scheduling Site g g i St it
and Interview e !FF'?M?_,_ _ :3” oo DS NGELESCARLD OFFIE G4+
Location codes at b InterdewLocsion: G5t ] Desd

__000 to build the .  Rgoil: r%mh,.z’

Select ___ 001 or
some other code to
build the N-400

3. Select the Room ID.

NOTE: There may be more than one Room ID. Start by selecting the 1% on the list and proceeding. You will
come back and select the other Room IDs and repeat this process.

Select the Room ID.
The text that appears
in the Description
field prints on the
Interview Notice to the
applicants.

L

Daisspiae [RFIOGR. S0 703 R
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SITE PROFILE SECTION

The Site Profile section of the Interview Location Profile screen contains two fields that allow the user to
specify the date range that they want to build their schedule for. These two fieids: No Sooner Than and No
Later Than define the 1% date and last date for the period you wish to have appointments.

1. Click the Site Profile radio button. ""’,’;'m

»

(IAIMS’) heduler Irt!glvlowlum' n Profie

l!? [ lli.B;Qi uj ._J E

e — R -

L AdwrOffes i"LG'S“'—““j,; e {52 The No-Show Limit and
s ‘5‘=if5§"'w:3f o Mlmmwsmu SR Cancel Limit fields allow

| | you to define how many
g times an applicant can not
o /| show or cancel an interview.

..‘”"Wm

Inhmmm }msm
© Duiggers Ewanaav.lnx'r'aL

After an applicant has
exceeded the No-Show or
Cancef limit, the applicant
will not be able to have
another appointment
scheduled in CLAIMS 4
without assistance from the

USCIS Service Desk

- Stbckdn AuliD: JINT3ET
“Mdocdion Ride 0: TS G2

[m\:moon RECEFT DATE FRSTINFL m n L B
JSEQUENTIAL ALLOCATION HESO

2. Click the No Sooner Than drop-down arrow and select the 1¥ date in your scheduling range.

3. Click the No Later Than drop-down arrow and select the [asf date in your scheduling range.

NOTE: The numbers that appear to the left of the dates are the number of days from today that you are
building your schedule. You want to allow the National Benefits Center (NBC) enough time to ship the
applicants’ A-Files.

4. Click the Save button.

LOCATION PROFILE SECTION By ——

 TymeDf Piclfe. - -

1. Click the Location Profile radio button.

b 'f“fmuwx:.ucu:im-ud}.\.\ad“ C

The Effective Date on the Location Profile Section | » »
does not need to be updated uniess you wish to L R buchin e
make this location unavailable. o R, RN ALGATOR

To make this location unavailable to the scheduler,
you would choose a new Effective Date by clicking
the drop-down arrow and then checking the

Interview Location Not Availabie checkbox. Then click the Save button.

3.8 » : August, 2009
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CLAIMS 4 REFERENCE GUIDE

ROOM PROFILE SECTION

1. Select the Room {D from the Room ID drop-down arrow.

2. Click the Room Profile radio bution.

o
siplu) By 9

Ao Oiice. {55 3 Bescigtion. {Ta

Seherdng S [TG505%8 vl . Deaeiptior: JRTERVIEW SITE CA

’ Inberierew L pcakon !LOS&G ¥] ... Dwicrghon bon: {.CA

 Reew. {R R Dsorcion: AN TGREY. NITIAL

Check to see if the Room is ON or OFF:

3. Click the ellipsis button (...) next to Effective Date.

4. Select the Jatest date on the list.

5. Click the OK button.

The Room is ON (no checkmark) : The Room is OFF (checkmark)

C 1 EeiveDate

- [ [ (B £ RoanNotavatetl

August, 2009
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CLAIMS 4 REFERENCE GUIDE Process 2: Interview Location Profile

6. Click the drop-down arrow next to Effective Date.

7. Select the 1% date in your new scheduling period (this is the same date you specified as the No Sooner
Than date - step 2, page 3-8).

8. Confirm that the Room Not Available is not checked.

9. Click the Save button,

To Turm a Room OFF:

6. Click the drop-down arrow next to Effective Date.

7. Select the 1% date in your new scheduling period (this is the same date you specified as the No Sooner
Than date — step 2, page 3-8).

8. Click the Room Not Available checkbox.
9. Click the Save button.

NOTE: Go back to the top of the previous page andrepeat the steps for.the next Room ID.

3.10 August, 2009
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UPDATE THE INTERVIEW SERVICE TYPE PROFILE

Dates must be updated on the Interview Service Type Profile screen to reflect the new scheduling date range.
Other information can be edited as well: Service Duration (length of interviews), added time with or without an
attorney, and added time for each group member.

1. Select Administrator, Interview Profile, Interview Service
Type from the Scheduler screen menu.

2. Click the drop-down arrow next L e L
to Scheduling Site and select P , jLos xl o0 - Addess [LOS ANGELES CAFIELD OFFICE - CA B
the location that you are building | .= T T P ORI
the schedule for‘y uilding Smwsm]mm .% ,_Ws.::_}msma;;sgFu-:womcs-;c;x

After the Scheduling Site is selected, the Service Typss that have been ‘defined appear at the bottom of the
screen.

T CLAIMS Scheduler - Inferview Service 1 ype Profile

P {nag
. 3| aaNgoo
I REN40O

IN400 N-400 Initiat Interview
QAN400 N-400 Question & Answer
REN400 N-400 Re-exam

NOTE: If we were viewing the Scheduling Site for 1-485s (PHI000), we would see only one Service Type:
IN485. \ o

August, 2009 3-11
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3. Click on the 1% Service Type (IN400, QAN400, REN400, etc...) that you wish to include in this schedule.

The information appears in the area above the list of Service Types. You can update any of the fields -
Service Duration, Buffer Times, Add Time Per Group, etc. but you must update the Schedule No Sooner
Than and Schedule No Later Than fields to either: match the 1% and last dates that you defined on the
interview Location Profile screen or fall within the date range specmed on the Interview Location Profile
screen.

Sum Typa lnﬁmmm

In the example on the
right, the user clicked

onthe Service Type: [ M0 :jﬁ

IN400. NGGD 5
GANAGO 10
REN40D 0

4. Click the eliipsis button next to Schedule No Sooner Than and select the 1% date in the range of dates
you are building the schedule for.

5. Click the ellipsis button next to Scheduie No Later Than and select the last date in the range of dates you
are building the schedule for.

6. Click the Update button.
The newly updated information for the Service Type appears in the bottom list.

7. Continue the above steps 3-6 for each Service Type that you wish to include in this running of the
schedule.

8. When finished, click the Close button.

August, 2009
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UPDATE THE INTERVIEW SECTION PROFILE

A Room ID within the Interview Location may have more than one Sectfion defined. For example, your office
may have a different Section for each Service Type or a different Section for each Adjudicator (if each
Adjudicator has a different schedule for conducting interviews). You will need to decide which Sections you
wish to include when you drop the schedule for this next period. Each Section that you wish to drop the
schedule for will need to be updated with the dates on the Section Exception Profile screen.

1. Select Administrator, interview Profile, Interview Section
from the Scheduler screen menu.

The Interview Seclion Profile screen appears.

2. Specify the Scheduling
Site, Interview Location.

000 = 1-485

____ 001 or other
number = N-400

3. Specify the Room ID. (If there is more than one Room ID, you will return to this page later to select it.)

4. Select the Section ID from the drop-down arrow.

NOTE: You may want to build the
schedule for more than one Section.

Start by selecting one of the Section IDs
and progressing to the next step. You will
return to this step later to select another
Section ID(s).

S aeE GREB O
VT e —
I8 ANGELES FRLD OFRGE h
T T T ——

See page 3-37 in this chapter if you need
to create a new Section iD.

August, 2009 313

50



Scheduling Interviews by Section Exception Profile
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Click the ellipsis {...) button next to Effectlve Date:
. Smnn, Pl'ﬂllk S, .........‘-W.'W,wV,,..........__

Secumm S —
E!fectwebah . 05/‘12!2805

5. Are there any dates listed?  — e

If there are, ALL of these dates need to be cleared (see below):

To Clear an Effective Date:

Secﬁm Pmlde
6. Click the ellipsis button (...) next to Effective Date. Eifeclwebate WU?’ZUUS_ v

7. Select the [atest date on the list of Effective Dates:

8. Click the OK button.

After you have selected the Effective Date, the bottom of the screen fills with the schedule that this Section
had as of the Effective Date that you selected in the previous step.

-Sectivn Profie. -
Effpctive Diate:

NOTE: The Days of the

M&%& . Week area must be

SuBak T ok 2B .
1 Tie# - Sta et - Fiod Tin i cleared (deleted). Click
we WEDNESDAY v] o800 430 {200 13:30 K ona Da; of the l)/Veek

Mmday 08:00 143 1200 1330 3 o (EX: Wednesday) and

; - then click the Delete
button. Repeat this for
every Day of the Week
that has data. Repeat
this process for Week 2.

9. Click on a Day of the Week that has a schedule.
10. Click the Delete button.

11. Click Yes to confirm deletion.
12. Repeat steps 10-12 for all Days of the Week (for Week 1).
13. Click Week 2 radio button.

14. Repeat the above steps 10-12 for all Days of the Week (for Week 2).

August, 2009
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Scheduling Interviews by Section Exception Profile

Process 4. Interview Section Profile

Eh‘echva Data

IMPORTANT NOTE: Once the schedule has been cleared for ALL Effective Dates, the Effective Date field
should not indicate an actual date, but have "MM/DD/YY” instead

To add the dates you want to schedule for:

15. Click the Section Exceptions button

The Interview Section Exception Frofile screen appears

Fio. Hep. :
EJ.!)

Sh

__; :

.. Desivig .

}uscrsvm»

. izuonodﬁ ‘

y {Emmuewm P FED OFFICE PR

16. Click the drop-down arrow for the Exception Date field and select the date from the calendar

Profile screen

17. Input the schedule for that date
18. Click the Save button

19. When finished inputting all the Exception Dates, click the Close button to return to the Interview Section

20. Click the Close button on the Interview Section Profile screen to return to the Scheduler screen

3-15
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CREATE THE APPOINTMENT SLOTS

Once the three Profile screens have been updated, you are ready to run the Batch Scheduler to create
appointment slots for the new scheduling period. The appointment slots will be created based on the specifics
on the Profile screens: the date range, the times during the day, the length of each interview, and the number
of Examiners. For this reason, it is imperative that you open and check the Profile screens as discussed
earlier in this document. Pay particular attention to the “No Sooner Than” and “No Later Than” dates on the
Interview Location Profile, Site Profile radio button and on the Interview Service Type Profile screen for all
Service Types that you wish to create slots for.

1. Select Utilities, Batch Scheduler from the menu.

™% CLAIMS Scheduler - bain Mene

2. Click the Create Available Slots for Application check box.
3. Click the House button.

4. Select your Site Code.

5. Click the Run Batch button.

» .
"% Batch Schedule

1agss: i

Select your site code
for N-400 or 1-485
Interviews.

3_1 6 ALIgUSt, 2009
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After the Batch Scheduler finishes creating the appointment slots, you will want to ae if they
(b)(2) re what you intended. if t not correct contact the U Servi
to have the slots removed. '

(b)(2)

Scheduling Interviews by Section Exception Profile
CLAIMS 4 TRAINING GUIDE Process 6: Check Appointment Slots

CHECK THE APPOINTMENT SLOTS

1. Select Utilities, Batch Scheduler from the menu.

T CLARS Schoduler - sain Menw

%% Batch Schedule

2. Select Show Batch Schedule Data, Schedule Interview from the menu.

3. Use the drop-down arrows to select the Site and Location.

4. Click on the Section Available Slots tab (do not use the Room Available
Slots tab).

1 Make sure you are
™ looking at the
cofrect year.

There are "slots” on the (light blue and green)
highlighted dates. In this example, no slots were 5 BB S
created on any Wednesday or May 14th because these | # % - | o L
dates were not entered on the Section Exceptions Jrp

Profile screen. No slots were created on May 25th I, Leave the
because itis a Holiday. Click a date to see the ranges [t l'T"' Room set to
of times that have slots (individual slots are not shown o] | AL

on this screen). Click again on the Section Available

Siots tab to go back to this calendar view. — ) — \

You do not want to continue with the next process (filling the appointment slots) if they are not correct
because Interview Notices will be in the system ready to be printed and be mailed to the applicants. The NBC
may print these within minutes of you finishing filling the appointments. Additionally, if you fill the slots, you
have scheduled the applicants for their interview. You may need to deschedule all or many of the interview

appointments. If the siots were not correct when you checked them above, contact the USCIS Service Dask
: to have the slots removed before proceeding.
August, 2009 ’ 3.7
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FILL THE SLOTS WITH APPOINTMENTS

After the slots have been created and you have checked to make sure they are correct, you are ready to fill the
slots with appointments. Once the slots are filled with appointments, the Interview notices will automaticaily be

generated in CLAIMS 4 and appear in the Notices module ready to be printed and mailed by the National
Benefits Center (NBC).

NOTE: CLAIMS 4 does not allow you to interactively schedule appointments for a date that has already been
Batch Scheduled. If you need to both interactively schedule and batch schedule for the same date, then do all
the interactive scheduling prior to running the Batch Scheduler.

1. Select Utilities, Batch Scheduler from the menu.

T CLAIMS Scheduler  Main Meny

Click the House button.

Select your Site Cade.

g & W~

Click the Run Batch button.

Select your site
code for N-400 or
1-485 Interviews.

1485s; -
N-4005 :

NOTE: The process of filling the slots with the appointments can take several minutes depending on how many
examiners and how many days you have built your schedule for. '

3-18 August, 2009
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CHECK THE APPOINTMENTS

After the Batch Scheduler finishes filling the slots, you will want to check to make sure you have the
appointments that you wanted. If you notice that the appointments are not what you wanted and you want to
try to prevent the interview notices from being mailed, contact the NBC (who prints and mails the notices) as
soon as possible. The appointments that you do not want will need to be descheduled. See page 3-45 in this
chapter of the Reference Guide.

1. Select Show Batch Schedule Data, Schedute Interview from the Batch Schedule screen menu.

™% Balch Schedule

2. Use the drop-down arrows to select the Site and Location.

3. Ciick onthe Appointments tab.

]
]
e

S N My Office Codes:
] T AT S0 A i B T 8 I-485s:
Ms & ; - s

4
s o8 ld .

" | There are “appointments” on the (light biue
%] and green) highlighted dates. In this

- | example, no appointments were created on
May 6, May 13 or May 14" since there were
{ no slots created on these dates. Click on a
date to see the actual appointments. Click

again on the Appointments tab to go back
to this calendar view.

Leave the
Room set to
ALL
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Scheduling Interviews by Section Exception Profile

CLAIMS 4 REFERENCE GUIDE

Process

BATCH SCHEDULING INTERVIEWS PROCESS — BY SECTION PROFILE

Process #

s: - | Menu Option:

1

Check the Ready to
Schedule Queue

Utilities
Batch Scheduler
Show Batch Schedule Data
Schedule Interview

The Ready fto Schedule Queue tab

will display all applicants awaiting
an interview.

The N-400 applicants are in a
separate queue than the 1-485
applicants (different Loc Code).

All N-400 Interview Service Types:
Initial, Re-exam, Case Review, or

Question/Answer are contained in
the same queue.

Update the Interview
Location Profile

Administrator
interview Profile
Interview Location

The iInterview Location Profile
contains 3 sections: Site Profile,
Location Profile and Room Profile.

The Date Range for the scheduling
period is updated on the Site Profile
section.

Update the Interview
Service Type Profile

Administrator
Interview Profile
Interview Service Type

The Date Range for the scheduling
period is updated on the Inferview
Service Type Profile for each
Service Type that you want to build
the schedule for.

Update the Interview
Section Profile

Administrator
Interview Profile
Interview Section

The Days of Week and Times of
Day are updated on the Inferview
Section Profife. Additionally,
Sections are “turned on” or “turned
off” here.

Create the
Appointment Slots

Utilities
Batch Scheduler
Create Available Slots...

CLAIMS 4 looks at the above 3
profile screens and using the criteria
on those screens, creates a slof for
each interview.

Check the
Appointment Slots

If they are not correct,
contact the USCIS
Service Desk before
proceeding

Utilities
Batch Scheduler
Show Batch Schedule Data
Schedule Interview

The Section Available Slots tab will
display dates that have slots
highlighted in blue or green on the
calendar. Click on a date to see the
ranges of time that slots have been
created.

Eill the Slots with
Appointments

Utilities
_ Batch Scheduler
Assign Appointments for. ..

CLAIMS 4 fills each Interview Siot
with an appointment for the
applicants in the Ready to Schedule
Queue.

Check the
Appointments

Utilities
Batch Scheduler
Show Batch Schedule Data

Schedule Interview

The Appointments tab will display
dates that have appointments
highlighted in blue or green on the
calendar. Click on a date to see the
actual appointments.

3-20
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~ Scheduling Interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 1: Ready to Schedule Queue

CHECK THE READY TO SCHEDULE QUEUE

Always check your Ready to Schedule Queue before building a new schedule. This area will display a list of
all applicants who are awaiting an Interview with an examiner. The total number of applicants in the queue is
displayed at the top of the Ready to Schedule Queue screen. Knowing the total number of applicants in the
queue is helpful when determining the range of dates that you want to build the new schedule. For example, if
there are only 200 applicants in the queue and you average about 20 interviews per day (2 Examiners, each
conducting 10 Interviews per day), you have enough applicants to fill about 10 days. Failure to check the
Ready to Schedule Queue often resulits inoffices building slots for a month (30 or so days) but only having
enough applicants to fill the 1* 10 days of the month.

1. Select Utilities, Batch Scheduler from the Scheduler screen menu.

2. Select Show Batch Schedule Data, Schedule Interview from the Baich Scheduler screen.

3. Select your Office, and Site codes. {leave the Location field set to ALL)

®% CLAIMS Scheduler -

Baich Interview

{¥ Ready To' deddeﬂuwa @ RoomAvalabla susl @ Sechun Avdable smu! " Appmnm

Jogn o e 4 scapwmmﬂmnw
mnm ls Tme TSkGowo ] : O -
WwoL IN4QD -} 1-485 applicants
e NGO ey A7€ lOCatEd at
RS | e Hie00 - the triple zero
wgg mgg site code
i IwSEr IN40D (LOS000).
A1 lwsee IN4GD
S| WsCs IN4OD
WSEC* iN40D
i [ wsce IN400 ,
WSC* IN4GO : B S | S
WSECx IN400 ST e | 4], LOCAROR -}
WS iN400 R USRNSSR B |
4 wsex IN40D
i fwser N40D R
' $§3 Eﬁﬁ tgé - .} Leave the Location set to
4 Jwser IN400 LOS | “ALL" so you will see all
SR s oo i applicants in the Ready to
11 - Schedule Queue. If you
i i S select anything other than
e : “ALL", you will only see

applicants that were
interactively placed in the
queue. To sort by Service
Type, click the Service
Type column heading.

4. Click the Ready to Schedule Queue tab.

5. Click the Cancel button to exit this screen.

6. Exit the Batch Scheduler screen.
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Scheduling Interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 2: Interview Location Profile

UPDATE THE INTERVIEW LOCATION PROFILE
Dates must be updated on the Interview Location Profile screen (Site radio button). Optionally, the Interview
Location and/or Room ID can be turned on or off.

1. Select Administrafor, Interview Profile, Interview | Sthed :
Location from the Scheduler screen menu. ' W

| Interview Section
R BRI B

When you first enter this screen, your office defaults in the Admin Office field. The Scheduling Site and
Interview Location codes default to the 1% codes in the list alphabetically. The codes ending in 000 are
used for /-485 Scheduling. Codes ending in numbers other than 000 are N-400 location codes.

2. Specify the et

Scheduling Site and | Bj2| 8] B d%|a
Interview Location: |  Location Infomeation:
Leave the

Scheduling Site

and Interview
Location codes at
000 to build the
1-485 schedule.

Select 001 or
some other code to
build the N-400

3. Select the Room ID.

NOTE: There may be more than one Room ID. Start by selecting the 1% on the list and proceeding. You will
come back and select the other Room IDs and repeat this process.

Select the Room ID.
The text that appears
in the Description
field prints on the
interview Notice to the
applicants.

aiciptin: 155 ANGELES FIELD OFCE 04

* . Bewapton, [R5 FOOH S0TTE 553, — <

August, 2009
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Scheduling Interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 2: Interview Location Profile

SITE PROFILE SECTION

The Site Profile section of the Interview Location Profile screen contains two fields that allow the user to
specify the date range that they want to build their schedule for. These two fields: No Sooner Than and No
Later Than define the 1* date and last date for the period you wish to have appointments.

1. Click the Site Profile radic button.

The No-Show Limit and
Cancel Limit fields allow
you to define how many
times an applicant can not
show or cancel an interview.

LdS -

.[L'o.st'ms o]l

After an applicant has
exceeded the No-Show or
Cancel limit, the applicant
will not he able to have
another appointment
scheduled in CLAIMS 4
without assistance from the
USCIS Service Desk

WA H0M RECEIFT OATE - FRSTIN A © .. 4
‘[GEGUENTIAL ALLCATION T

(b)(2)

2. Click the No Sooner Than drop-down arrow and select the 1¥ date in your scheduling range.

3. Click the No Later Than drop-down arrow and select the Jast date in your scheduling range.

NOTE: The numbers that appear to the left of the dates are the number of days from today that you are
building your schedule. You want to allow the National Benefits Center (NBC) enough time to ship the
applicants’ A-Files.

4. Click the Save button.

LOCATION PROFILE SECTION

1. Click the Location Profile radio button. e o) rmm

The Effective Date on the Location Profile Section does

, ol s} Vs tocsion o
not need to be updated unless you wish to make this R
location unavailable. } T R A
To make this location unavailable to the scheduler, you | =+ -3~

would choose a new Effective Date by clicking the drop-
down arrow and then checking the Interview Location
Not Available checkbox. Then click the Save button.
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Scheduling Interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 2: Interview Location Profile

ROOM PROFILE SECTION
1. Select the Room ID from the Room ID drop-down arrow.

2. Click the Room Profile radio button.

Dantgenionr fin

7] oot [N (D88Y. AL

This is where you furn on or turn off a Room ID. Your office may have more than one Room defined under the
Interview Location Code.

For example, your office may have set up different Rooms for /nitial N-400 interviews than for the follow-up
interviews (Re-exams, Q&As).

RM1 = Initial N-400 Interviews
RM2 = Re-exams, Q&As

Each time you want to drop your next schedule, you will come to this screen and turn on or furn off the Room
IDs. Ask yourself the question — “Which Room IDs do | want to run the schedule for this time?”

Some scenarios based on the above example: \
If you want to drop the next schedule for both the Initial N-400 Interviews and the Re-exams and Question and
Answer Interviews, you would make sure both Room {Ds are ON.

If you want to drop the next schedule for only the Initial N-400 Interviews and not the Re-exams and Question
and Answer Interviews, you would make sure Room |ID RM1 is ON and Room ID RM2 is OFF.

If you want to drop the next schedule for only the Re-exams and Question and Answer Interviews and pot the
Initial N-400 Interviews, you would make sure Room iD RM1 is OFF and Room |D RM2 is ON.

IMPORTANT: Failure to turn off a Room ID(s) that you do not want to inciude in this dropping of the schedule,
may result in getting toc many slots (and if filled, too many appointments) because CLAIMS 4 may create slots
for the Room 1D, depending on how the Interview Service Type and Interview Section Profile screens are set

up.

3-24
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Scheduling Interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 2: Interview Location Profile

Check to see if the Room is ON or OFF:

e [ALGBRY WAL

3. Click the ellipsis button (...) next to Effective Date. 4

.memmv R

Tw-&mﬁa%m—? N
. | TV Fidn. Pty 3L 2. S
4, Select the latest date on the list. ! " e

5. Click the OK button.

i
1
i

The Room is ON (no checkmark) The Room is OFF (checkmark)

To Turn a Room ON:

6. Click the drop-down arrow next to Effective Date.

7. Select the 1 date in your new scheduling period (this is the same date you specified as the No Sooner
Than date — step 2, page 3-23).

8. Confirm that the Room Not Available is not checked.

9. Click the Save button.

To Turn a Room OFF:

6. Click the dropfdown arrow next to Effective Date.

7. Select the 1% date in your new scheduling period (this is the same date you specified as the No Sooner
Than date — step 5, page 3-23).

8. Click the Room Not Available checkbox.
9. Click the Save button

NOTE Go back to tha top of the prevnous page 3-24 and repeat the ste‘ s for the next Room ID. |
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, Scheduling interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 3: Interview Service Type Profile

UPDATE THE INTERVIEW SERVICE TYPE PROFILE

Dates must be updated on the Interview Service Type Profile screen to reflect the new scheduling date range.
Other information can be edited as well: Service Duration (length of interviews), added time with or without an
attorney, and added time for each group member.

% CLAIMS Scheduler  Main Menu

1. Select Administrator, interview Profile, Interview Service .
Type from the Scheduler screen menu. 2 Oath Ceremery/Fngerort Prole b e §

Sl

I ATRMENE R R TSRS

When you first enter this screen, your office defaults.in the Admin Office field.

2. Click the drop-down arrow next

to Scheduling Site and select L O 105 =]
the location that you are building Vo i

the schedule for. 5 2Chesng & lmsum 'l§ _ ,

st [L0% ANGELES CA FIELD DFFICE - CA

. Addiess G5 ANGELES ELD OFFICE -CA

Atfter the Scheduling Site is selected, the Service Types that have been defined appear at the bottom of the
screen.

si: [PRIADELPHIA PA FIELD DFFICE - PA

Addess; [GEE FA

IN400 N-400 Initial Interview I =
QAN400 N-400 Question & Answer S N B
RENADD  N-400 Re-exam BT S LN AL

l;lqO;E: If we were viewing the Scheduling Site for 1-485s (PHI000), we would see only one Service Type:
IN485.
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Scheduling Interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 3: Interview Service Type Profile

3. Click on the 1 Service Type (IN400, QAN400, REN400, etc...) that you wish to include in this schedule.

The information appears in the area above the list of Service Types. You can update any of the fields -
Service Duration, Buffer Times, Add Time Per Group, etc. but you must update the Schedule No Sooner
Than and Schedule No Later Than fields to either: match the 1% and last dates that you defined on the
Interview Location Profile screen or fall within the date range specified on the Interview Location Profile
screen.

In the example on the
right, the user clicked on
the Service Type: IN400.

4. Click the ellipsis button next to Schedule No Sooner Than and select the 1% date in the range of dates
you are building the schedule for.

5. Click the ellipsis button next to Schedule No Later Than and select the /ast date in the range of dates you
are building the schedule for. A

6. Click the Update button.
The newly updated information for the Service Type appears in the bottom list.

7. Continue the above steps 3-6 for each Service Type that you wish to include in this running of the
schedule.

8. When finished, click the Close button.
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Process 4: Interview Section Profile

CLAIMS 4 REFERENCE GUIDE

UPDATE THE INTERVIEW SECTION PROFILE

A Room ID within the Interview Location may have more than one Section defined. For example, your office

may have a different Section for each Service Type or a different Section for each Adjudicator (if each

Adjudicator has a different schedule for conducting interviews). When you are creating a schedule for a new
scheduling period, every Section should be checked and updated if necessary. Additionally, you will need to

decide which Sections you wish to include when you drop the schedule for this next period.

T (LAIMS Scheduler - Main Menu

1. Select Administrator, Interview Profile, Interview Section
from the Schedufer screen menu.

The Interview Section Profile screen appeafs.

2. Specify the Scheduling

Site, Interview Location.

LCIS ANGELES Dﬁ FIELD. UFFICE Ul

SRR i

H ‘: :- ! .
|
000 =1-485 sl ‘

__ 001 or other

number = N-400

| My C c“?::z.“;

1485s:

N-400s:__ —

T i
i
=

" Chise

3. Specify the Room ID. (If there is more than one Room /D, you will return to this page later to select it.)

4. Select the Section ID from the drop-down arrow.

NOTE: You may want to build the

schedule for more than one Section.

Start by selecting one of the Section IDs
and progressing to the next step. You will
return to this step later to select another
Section ID(s).

See page 3-37 in this chapter if you need
to create a new Section ID

]LBS ANGELES & FIELD CIFFICE CA

. [IOSANGELES FieD omuz

.{ms ENGELES F!ELD nmcs u\

NG ELOCR, SUITE 203 '
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Scheduling Interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 4: Interview Section Profile

5. Click the ellipsis button (...} next to Effective Date.

Gectiin P(o(ag I
6. Select the [atest date on the list of Effective Dates: E“ecmwa- oo !m«

fizmim
,mnwzm; e Decanen 15206

7. Click the OK button.

After you have selected the Effective Date, the bottom of the screen fills with the schedule that this Section
had as of the Effective Date you selected in the previous step.

(IM&W chedtiter  inte

}Lnsmmss AELD DFHCE T
s TLUSANGELES FIELD GFPICE - =3

NOTE: The Days of
the Week area may
be empty if this
Section has been
built by Exception
Dates only. If you
wish to build

T EEeE

Yoy %0 schedule by each

Wednesday 0300

Thusy w1 date, refer to pages
(| Satury ' 3-5 through 3-19 in

this chapter.

Is this schedule what you want for this next scheduling period for Week 1 and Week 3?7
HYES:

Do not change anything.

8. Click the Week 2 radio button.

Is this schedule what you want for this next scheduling period for Week 2 and Week 4?
I YES:

Do not change anything.

8. Click the Close button.

NOTE: If you need'to make any changes to the schedule for ither Weak 1 or Week 2, see the next page.
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Scheduling Interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 4. Interview Section Profile

To Make Changes to the Schedule:

1. Click the Week 1 radio button.

2. Click on the Day of the Week (Monday, Tuesday, etc...).

The information for that day moves above the Monday through Friday area:

| EftectiveDatg | 0971872007 [wl' iyl T Weekl

Dol Wesk

3. Update the Start Time, End Time, Break Times and No. of Examiners as needed.

4. Click the Save button.
5. Repeat the above steps 2 — 4 for the other Days of the Week as needed.
NOTE: To NCT have any interviews on a particular Day of the Week, update the No. of Examiners to § {zero)

if you want to keep the Day of the Week for future scheduling. If you do not want the Day of the Week for now
or in the future, click on the Day of the Week and then click the Delete button.

To Add a Day of the Week:
1. Click the drop-down arrow under Day of Week and select the day (Monday, Tuesday, efc...).

- [MONDAY

[ T T Y R T T R VT
0300 1M 0B 045 130 14

3
3
| 18X 1630 1845 13.00 1400 3
000 15:00 me 1045 1300 1400 3

2. Input the Interview Start Time, Interview End Time (time the last interview ends), 15! Break Start Time,
1*' Break End Time, 2™ Break Start and End (if needed), 3" Break Start and End (if needed), and the
No. of Examiners,

3. Click the Add button to move the information to the bottom for this day.

4. Click the Week 2 radio button.

5. Repeat the above steps to modify, add or delete the Days of the Week.

August, 200
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CLAIMS 4 REFERENCE GUIDE

Scheduling Interviews by Section Profile
Process 4: Interview Section Profile

6. When finished entering the schedule, click the Save button in the middle section of the screen.

orcdphon  SRITIAL NG NTEFVIEWSS

. {SEGDENT L ALLOCATION

5m
]
1506
1508

oy

7. Click the OK button to the confirmation message “Room Section information successfully saved.”

To add Exception Dates:

If there are any dates that will not follow the “standard” schedule, they can be entered in the Section
Exceptions screen. For example, maybe on a particuiar Monday all the adjudicators will be tied up in a training

session and will not be available to conduct interviews. The date of that Monday would be put on the Section

Exceptions screen.

NOTE: Some offices do not have any schedule defined by the Days of the Week — this area is empty. Instead,
they input the schedule for each individual date using the Section Exceptions Profile screen. See pages 3-5
through 3-19 in this chapter to schedule Interviews by the Section Exception Profile screen.

1. Click the Section Exceptions button.

| | Wednesday

E | Thursday
Friday
Satuday

| Sunday,

continued on the next page...

August, 2009
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CLAIMS 4 REFERENCE GUIDE Process 4: Interview Section Profile

The Interview Section Exception Profile screen appears:

(T SR

i s 1% Basi mmm 25 o Eapho .
‘ilinmeEnﬂm Sok Time£od Time: ypinert Bamor - -

FWF‘ i SO T S G T

Az | oA a0 1148 1360 18 TADI OUT ONLEAVE ~
S o 3 ALLADJ IN TRAINING

2. Click the drop-down arrow for the Exception Date field and select the date from the calendar.
3. Input the schedule for that date.

NOTE: To indicate “no interviews on that date” check the Section Unavailable check box and then type in the
Exception Reason.

4. Click the Save button.

5. When finished inputting all the Exception Dates, click the Close button to return to the Interview Section
Profiie screen.

To Turn off a Section:

It is important that you check every Section ID that falls under the Room /D and make the updates to the
Monday through Friday schedule as discussed above. If there is a Section that you do not want to schedule
any appointments to, you will need to turn off the Section |D. This is accomplished by “zeroing out” the No. of
Examiners for all days of the week for both Week 1 and Week 2.

| Monday
1 Tuesday
- | Wednesday '
A Thursday 0300 =00 1030 1045 1300 14:00
. { Friday 0300 1500 1030 1045 1300 1400
¢ od Saturcday
4 Sunday
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o Scheduling Interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 5: Create Appointment Slots

CREATE THE APPOINTMENT SLOTS

Once the Profile screens have been updated, you are ready to run the Batch Scheduler to create appointment
slots for the new scheduling pericd. The appointment slots wili be created based on the specifics on the
Profile screens: the date range, the times during the day, the length of each interview, and the number of
Exarniners. For this reason, it is imperative that you open and check the Profile screens as discussed earlier in
this document. Pay particular attention to the “No Saoner Than” and “No Later Than” dates on the Interview
Location Profile, Site Profife radio button. '

1. Select Utilities, Batch Scheduler from the menu.

(33

Click the Create Available Siots for Application check box.
Click the House button.

Select your Site Code.

o kWM

Click the Run Batch button.

% Batch Schedule

Select your site code
for N-400 or 1-485
Interviews.
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CLAIMS 4 REFERENCE GUIDE Process 6: Check the Appointment Slots

CHECK THE APPOINTMENT SLOTS
* After the Batch Scheduler finishes creating the appointment slots, you will want to ¢ ’e if they

(b)(2) . e T STt TeTo v ==

1. Select Utilities, Batch Schedufer from the menu.

2. Select Show Batch Schedule Data, Schedule lnter\(iew from the menu.

3. Use the drop-down arrows to select the Site and Location.

4. Click on the Section Available Slots tab (do not use the Room Available Slots tab).

"% CLAIMS Scheduler - Batch fnluvmw

1 Make sure you are
looking at the
correct year.

ﬂeadyTnSéneMeMl @ RmAvdabb’Sﬂﬁ

My Office Codes:
~—| | t485s: - _
. LF'S o —: N~4008.m

%anwé’gﬁuﬁn”sx g Sy

There are “slots” on the highlighted dates. In
this example, no slots were created on
September 1* because itis a holiday. No slots
were created on September 15™ because it
was an Exception Date. Click a date to see the
ranges of times that have slots {individual slots

are not shown on this screen). Click again on g e T S . Room - ' Leave the
the Section Available Siots tab to go backto [} | 1 1 T I e }_ Room set fo
this calendar view. ias aﬁz‘% E-4 L ALL

a4

You do not want to continue with the next process (filling the appointment slots) if they are not correct
because Interview Notices will be in the system ready to be printed and be mailed to the applicants. The NBC
(b)(2) may print these within minutes of you finishing filling the appointments. Additionally, if you fill the slots, you
have scheduled the applicants for their interview. You may need to deschedule all or many of the interview
[ammmﬁ_mmmw;mﬂ?n fou checked them abovej contact the USCIS Service Desk
o have the slots removed before proceeding.
2.34 August, 2009
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. Scheduling Interviews by Section Profile
CLAIMS 4 REFERENCE GUIDE Process 7: Fill the Slots with Appointments

FILL THE SLOTS WITH APPOINTMENTS

After the siots have been created and you have checked to make sure they are correct, you are ready to fill the
slots with appointments. Once the slots are filled with appointments, the Interview notices will automatically be
generated in CLAIMS 4 and appear in the Notices module ready to be printed and mailed by the National
Benefits Center (NBC).

NOTE: CLAIMS 4 does not allow you to interactively schedule appointments for a date that has already been

Batch Scheduled. If you need to both interactively schedule and batch schedule for the same date, thendo all
the interactive scheduling prior to running the Batch Scheduler.

1. Select Utilities, Batch Scheduijer from the menu.

7% CLRIMS Scheduler Main ienu

2. Click the Assign Appointment for Application check box.

3. Click the House button.

4. Select your Site Code.

5. Click the Run Batch button.

Select your site
code for N-400 or
_ 1-485 Interviews.

NOTE: The process of filling the slots with the appointments can take several minutes depending on how many
examiners and how many days you have built your schedule for.

August, 2009
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CLAIMS 4 REFERENCE GUIDE Process 8: Check the Appointments

CHECK THE APPOINTMENTS

After the Batch Scheduler finishes filing the slots, you will want to check to make sure you have the
appointments that you wanted. If you notice that the appointments are not what you wanted and you want to
try to prevent the interview notices from being mailed, contact the NBC (who prints and mails the notices) as
soon as possible. The appointments that you do not want will need to be descheduled. See page 3-45 in this
chapter of the Reference Guide.

1. Select Show Batch Schedule Data, Schedule Interview from the Batch Schedule screen menu.

% Batch Schedute

Schedule Oath Ceremo
Exit

2. Use the drop-down arrows to select the Site and Location.

3. Click on the Appointtﬁents tab.

There are “appointments” on the highlighted
dates. In this example, no appointments

were created on September 1% or September

15" because no siots were created for these ;i?; g‘; o
two days. Click on a date to see the actual ALL
appointments. Click again on the —

Appointments tab to go back to this
calendar view.
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CREATING A NEW SECTION ID: (ONLY IF NEEDED)

When your Field Office was first set up in CLAIMS 4,
one or more Section IDs were created under each
Room ID for each Scheduling Site and Interview
Location Code:

T T
I T TR

The example on the right shows 2 Section IDs set up
under Room ID: RM124, Scheduling Site and
Interview Location: A7TL001.

Under what circumstances may you need to create a new Section ID?

#» You need to add more appointments for a date that you already have appointments:

- Ifyou have already dropped the schedule for a particular date using an- existing Section /D and
then you are instructed to create more appointments on that date, you would have to use a
different Section /D because you cannot run the Batch Scheduler again for the same date with
the same Section ID. If you do not have a Section ID to use you would need to create a new
Section ID.

» You need to change the number of examiners (bundles) within a given day or date:

- If you need to have the ability to switch the number of Examiners within the same day, you
would need to create enough Section IDs to break up the day into blocks of time with a different
number of examiners assigned to each block of time. Once these Section IDs are created, they
can be used each time you drop your schedule.

New Section IDs can be created by typing in the Section ID field (see steps below).

1. Select Administrator, Interview Profile, Interview Section from the Scheduler screen menu.

Specify the Scheduling Site, Interview Location.
Specify the Room ID. e

smsl:ﬁ";:;m - -
Click the Section ID drop-down arrow. R

- Alocatiop BudelD

Type in the pame of the Section ID (limit 5 characters).

Click in the Description field and type a longer description (limit 39 characters).
Click the ellipsis button (...) next to Applicant to Examiner Allocation Rule ID field »and select INTSQ2.

© N o o AW

Click the Add button.

9. Click the OK button on Section information successfully added.
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Scheduling Interviews

Creating a New Section ID

10. The Effective Date field will automatically fill in with foday’s date.
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11. Click the Assign Services button.

- Aol pig Exariver (750
e hrsaz

{abox £ B

e JRITAL INTE

W - ADDITIONAL BUNDLES

! Dwotgon  TSEGUENTIALALLOCATION

The Assign Service Type screen appears:

Available Services for this Scheduling Site and
interview Location code are listed in the box on the
left side of this screen.

12. Click the Service Type code

(IN400, QAN400, REN400) that you
wish to associate with this new Section 1D.

13. Click the Add button.

14. The Service Type will move from the Available -
Srves box (left side) to the Assigned Srves box on the right.
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15. Repeat the above steps 12 - 13 to assign additional Service Types if needed.

16. Click the Save button.

17. Click the OK button on the Service Type Changes Were Successfully Saved dialog box.
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