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The CLAIMS Scheduler dialog box will display a message with a question:

15. Click the Yes button to the question "Would you like to create available slots according to this now?”

NOTE: If you answer No, you will need to define the Gate Profile. It is not necessary fo define the Gate
Profile. The features on the Gate Profile screen such as: Advance Start Time and Defauit Stagger Time, are
not currently supported in CLAIMS 4. You may input times in the Advance Start Time and Default Stagger
Time, but they will not print on the notice that goes to the applicant or on any report.

16. Click the OK button to the confirmation that the slots were successfully created.

NOTE: Look for an “A” next to the Oath Ceremony.

Look for an “A” to the right of the
date of the Oath Ceremony you
just defined. An Oath Ceremony

DRPI0G Tuasdey 1240 1400 0470572905 OTHANLT .
j 0471372006 Wednes: IERER 1Y 7 0411312205 CTHAN4E)
mu s't be A c"ve (represented by 04/20/2005 o Wedne s::‘yj 0330 *0.00 4 D5/25/2005 CTHAN4D)

the “A"), in order for you to
schedule applicants to the Oath
Ceremony.

IMPORTANT: If the “A” does not
appear, click on the ceremony
date, and then click the Delete
button. Do steps 3 ~ 16 again and
look for the "A”".

NOTE: The “A” will disappear after all the slots for the ceremony have been scheduled (the Oath Ceremony is
filled).

17. Repeat Steps 3 - 16 to define additional dates for Oath Ceremonies (if not the same day of the week as
the previous one you defined) that will occur in the period for which you are scheduling.

18. Click the Close button at the bottom of the Oath Ceremony/Fingerprint Facility Profile screen to return to
the main Scheduler screen.
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CHECK THE OATH CEREMONY APPOINTMENT SLOTS

Now that you have created Oath Ceremony slots for your Oath Ceremony, you will want to view the slots to
make sure they are what you wanted before moving on to the process to fill the slots.

1. Select Utilities, Batch Scheduler from the menu.

2. Select Show Batch Schedule Data, Schedule Oath Ceremony/Fingerprints from the
menu.

3. Select your Office (Admin Office), Site (Scheduling Site), and Location (Oath Ceremony Service
Facility).

Specify your Office,
and the Site and
Location codes
that you built your
schedule for.

OC Judicial: _
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4. Click the Room Available Siots tab. Days with Available and Reserved Oath Ceremony appointment
slots will display highlighted blue or green based on week.

There are "slots” on the highlighted dates.
Click a date to see the Totaf Available and
Total Reserved Slots that were created,
These two numbers added together equal the
total number of siots that were created. Click
again on the Room Available Slots tab to go
back to this calendar view.

Leave this setto
“ALL” unless you
specified more
than 1 Room.

Oath Ceremony Start Time, Total Available Slots, Total Reserved Slots and Oath Ceremony Service Type are
displayed for the day. The Filled Reserved Slots column notes the number of Reserved Oath Ceremony
appointment slots currently assigned, and the Filled Available Slots column notes the number of Available QOath
Ceremony appointment slots currently assigned. To determine the number of Available or Reserved Oath
Ceremony appointment slots that are open for applicant assignment, subtract the Filled amount from the Total
amount.

8. Click the Room Available Siots tab to return to the calendar view.

NOTE: If you find that the slots that were created are not what you wanted, DO NOT “Fill the Slots with
Appointments” because Notices will be generated and the Cath Ceremony appointments will have to be
descheduled one-by-one. Instead, continue with the steps on the next page to close this screen and proceed
to “Delete the Oath Ceremony Facility Profiie”.
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9. Click the Cancel button on the Show Batch Data screen ta close it.
10. Click the Exit button to exit the Batch Scheduler.

11. Click the Yes button to return to the main Scheduler screen.

DELETING THE OATH CEREMONY FACILITY PROFILE

If you found that the Oath Ceremony slots were not what you wanted, you will need to delete the Qath
Ceremony Facility Profile and redefine it. Follow the steps below to delete the Oath Ceremony Facility Profile.

1. Select Administrator, Oath Ceremony/Fingerprint Profile, Oath Ceremony/Fingerprint Facility from
the menu.

2. Select your Admin Office, Scheduling Site, Facility and Room ID from the drop-down arrows in the
Location Information section at the top of the Oath Ceremony/Fingerprint Facility Profile screen.
e eIt e LT ) b © TR

Kb r

Click on the Qath
Ceremony to select
it and then click the
Delete button.

Once an Oath
Ceremony Profile
has been deleted, ali
slots associated with
that Oath Ceremony
will disappear.

TO REDEFINE THE SLOTS:

1) Check the Oath Ceremony Location Profile (see page 5-7) to make sure the Schedule Cases No
Sooner Than and the Schedule Case No Later Than dates are correct.

2) Go to page 5-11 and subsequent pages to complete the steps to define the Oath Ceremony
Facility Profife and create the slots.

3) Check the slots to see if they are what you wanted (see page 5-15).

b ———— pev— p—e———
—— —— —
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FILL THE SLOTS WITH APPOINTMENTS

Before applicants can be scheduled for an Oath Ceremony, Oath Ceremony appointment slots must be
available in the CLAIMS 4 Scheduler. Refer to the (previous) Processes 2 — 4 to define the Profile screens
and create the Qath Ceremony appointment siots. Use the following procedure to batch schedule applicants
for an Oath Ceremony(s). If you wish to interactively schedule an applicant for an Oath Ceremony, skip to
page 5-21 in this Reference Guide. :

NOTE: Recall that there are two types of Oath Ceremony Appointment Slots: Available and Reserved.
Applicants can be batch scheduled into Available slots only. Reserved slots can only be filled by interactively
scheduling an appiicant.

1. Select Utilities, Batch Scheduler from the
menu,

i

2. Select the Oath Ceremony radio button from the Run Schedule For: section.
; < FL Pt e

-OC Admini;;_
- OC Judicial:

3. Click the Assign Appointment for Application check box.
4. Click the House button.

5. Click the appropriate Site Code checkbox in the Locations for Oath Ceremony Appointment window. {The
Site Code is your Scheduling Site code.)

124

Click the Run Batch button.
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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 5-27 in this
chapter of the Reference Guide.

1. Select Show Batch Schedule Data, Schedule Oath Ceremony/Fingerprints from the Baich Scheduie
screen menu.

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

3. Click on the Appointments tab.

L <L &S Schedaler - Bateh Oath Ceremony

There are “appointments” on the
highlighted date(s). Click on a date to
see the actual appointments. Click again

on the Appointments tab to go back to
this calendar view. Iﬁi?:n tsh‘;et o
ALL
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7. Click a highlighted calendar day on the Appointments tab to view appointment information for that day.

duler - atch Uatk

(b)6)

—rr—
—

The specific calendar day view displays Application ID, Alien Number, Location, Room, Gate, Ceremony
Date, Ceremony Time, Administrative Office, Scheduling Site, Reporting Time, Gate Color and Service
Type for each applicant scheduled to attend the Oath Ceremony. Notices will be printed and mailed to the
applicants by the NBC approximately 30 days before they are to appear for their Oath Ceremony.

8. Click the Cancel button to return to the Batch Schedule screen.
9. Click the Exit button to close the Batch Schedule screen.

10. Click the Yes button to return to the main Scheduler screen.
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INTERACTIVELY SCHEDULING AN APPLICANT FOR AN OATH CEREMONY

Before applicants can be scheduled for an Qath Ceremony, Oath Ceremony appointment slots must be
available in the CLAIMS 4 Scheduler. Refer to the (previous) Processes 1 — 4 to define the Profile screens
and create the Oath Ceremony appointment siots.

Recall that there are two types of Qath Ceremony Appointment Slots: Available and Reserved. Applicants can
be interactively scheduled into Available or Reserved slots, however offices normally use Reserved slots for
interactive scheduling and retain the Available slots for Baich scheduling.

NOTE: Make sure that the Application is not open in another module like Adjudications or the workflow for this
case will become out-of-sync.

1. From the CLAIMS 4 Switchboard, click the Scheduling button to access the Scheduling moduie.
2. Select Schedule, Schedule Qath Ceremony from the menu.

The CLAIMS Scheduler — Query Builder screen appears.

3. Wandinor iype the Application ID in the value field.

NOTE: The Select Applications CLMM& Scheduter - Quesy Buildes N
where... field defaults to Application Quegtneta
ID; however, you can also locate an
applicant by clicking the Select
Applications where... drop-down
arrow, se]ecting A]ien Number’ and . sm e s e 4 s e e
typing the applicant's A-Number. Or, Lo Seeciophostoevters, & . f s

you can locate an applicant by B B T 2 eaudto =] 1

selecting Group 1D, and typing the i e R

group number of which the applicant

is a member, i [

Value
Field

4. Click the OK button.
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The Schedule Oath Ceremony screen displays. In order to interactively schedule the applicant for an Oath

Ceremony, applicant information must display in the Applications eligible for activity: section at the top of the
Schedule Oath Ceremony screen.

Applications
eligible for
activity

Applications
NOT eligible
for activity

The Cffice field defaults to
your office but can be
changed if you need to
schedule an applicant for an
Oath Ceremony at another
Field Office.

I

NOTE: If the applicant information displays in the Applications NOT eligible for activity section,
the applicant cannot be scheduled for an Oath Ceremony at this time because the application is
not in the appropriate workflow state. Click the Application Info button for information.

5. Select the Scheduling Site from the drop-down arrow in the Service Location section.

Select
Scheduling
Site

5-22
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Once the Scheduling Site has been selected, all Oath Ceremonies scheduled for the site appear.

6. Select the Oath Ceremony for which you wish to schedule the applicant from the list of Avaifabie Oath
Ceremonies.

Available Oath
Ceremonies

Reporting
Gate Section

7. Select the Report Gate with the corresponding Report Time from the Reporting Gate section.

8. Select the Siot Type.

Slot Type
Section

Report Gate with
Report Times

NOTE: When interactively scheduling an applicant, CLAIMS 4 will allow you to choose either Normal or
Reserved as the Slot Type. However, since Batch Scheduling fills Normal slots only and Ieaves the
Reserved slots open and avaitable for the office to schedule one applicant at a time, users will normally
choose Reserved when interactively scheduling an applicant for an Oath Ceremony.
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9. Select Local, Batch, or None in the Notice Selection Options section to specify whether to print a notice,
and if so, where (at your office, or at the NBC).

1170872005

1172212005 s Schedule
Notice . el Button
Selection
Options

NOTE: Batch is the default selection and will direct notices to be printed at the NBC. If Local is selected, the
Oath Ceremony Notice will print at your office. It is recommended that you choose the Local option if the Qath
Ceremony is to occur in less than 30 days. If the Oath Ceremony is to occur 30 days or more from the date
the applicant is being scheduled for the Oath Ceremony, the Batch option should be selected. The notice will
be sent to the NBC to be printed 30 days prior to the ceremony. The user may also choose the None option if
it is not necessary to print the notice.

10. Click the Schedule button.
The Resuits of Activity dialog box will appear.

JS5C00 207428 Wes SUsmsshlly Schedaed i

il)i[icn: ATL

Scheduing Ske. ATLATE
‘$Sarvice Facily ATLAIS
- {Room 1D RM100
 {Gate ID: GATEY

11. Click the Close button on the Resuits of Activity dialog box.
You are returned to the CLAIMS Scheduler — Query Builder screen.

12. Click the Cancel button to exit.

13. Select File, Exit from the menu to exit the CLAIMS Scheduler screen.
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PLACE A CASE IN THE READY TO SCHEDULE QUEUE

The Ready to Schedule Queue for Oath Ceremonies is the holding area within CLAIMS 4 that lists the cases
(applicants) waiting to attend an QOath Ceremony. These cases are automatically placed in the Ready to
Schedule Queue for Oath Ceremony after the Adjudicator makes a decision on the case to grant naturalization.
All granted cases with zip codes associated with your office will fall into your “Ready to Scheduie Queue for
Oath Ceremony”.

In cases where the applicant has had a change of address that results in a change of jurisdiction, the case will
need to be removed from the original office’s “Ready to Schedule Queue” before the change of address is
recorded in the CLAIMS 4 Case Management or Adjudications module. Then, once the change of address is
completed, the case should automatically be placed in the new office’s “Ready to Schedule Queue”. However,
there are times when this does not happen automatically and it will be necessary to perform a CLAIMS 4
function called: Place in Queue to place the case in the appropriate Field Office’s “Ready to Schedule Queue”.

In addition, cases that were marked as a No-Show or cases whose Oath Ceremony appointment was
Cancelled, would need to be placed back in the Ready to Schedule Queue to receive another Oath Ceremony
appointment.

1. Select Schedule, Place in Queue from the Scheduler menu.

Scheduls Qath Ceremony
Schedula Fingsrprine

Remove from Quout
Ooscheduie
€ancet Bassd on Reguest,
Inker views Conducted

GCath Ceremony Cordutted
i} Fingerpont Corducted

8 Rocord o Show

2. Type or wand the Application ID (or A-Number) of the applicant that you wish
to place into the queue.

T3 ST MMS Seieduier

3. Click the OK button. o

LEEIDILITS

4. Make sure the Appiication ID you
entered appears in the Applications
Eligible for Activity section.

NOTE: If the applicant information
displays in the Applications NOT eligible
for activity section, the applicant

cannot be placed in the Ready to
Schedule Queue at this time because
the application is not in the appropriate
workflow state.
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5. Click the drop-down arrow next
to the Service Type and select
the type of Oath Ceremony
that the applicant is awaiting:

NOTE: Onjy select OTHAN400, or
QTHJN400,. Do not select any of
the other Service Types beginning
with “OTH” since these are not
currently supported in CLAIMS 4.

s

fF ! ldmi&m‘!gs:

6. Select the Administrative
Office, Scheduling Site, and
Interview (Oath Ceremony)
Location for the office in which
you want to place the case.

h_ay gf_ﬂce C:odes
oc Admm '

OC Judicial: -

| OTHAN400  Oath Ceremony - Administrative
OTHJNA400 Qath Ceremony - Judicial

After you have selected the Admin Office, Scheduling Site and Interview Location / Service Facility, the
Place in Q button becomes active.

MMOM[ATL =l
e Sc;aa&aswg,mm :

7. The Do Not Schedule Before field defaults to today’s date. You may accept foday's date or click the
drop-down arrow to select another date.

NOTE: I you want to make sure that the applicant is not scheduled prior to a particular date, you would select
the date from the drop-down calendar.

8. Click the Place in Q button.

9. Click the OK button on the confirmation window.

10. Click the Close button to return to the Scheduler screen.
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REMOVE A CASE FROM THE READY TO SCHEDULE QUEUE

In cases where the applicant has had a change of address that results in a change of jurisdiction, the case will
need to be removed from the original office's “‘Ready to Schedule Queue” before the change of address is
recorded in the CLAIMS 4 Case Management or Adjudications module.

TR CLAMS Sihedaler - Main Munu

1. Select Schedule, Remove from Queue from the Scheduler menu.

2. Type orwand the Application ID (or A-Number) of the applicant that you Bisima

wish to remove from the queue. Gl
3 Tath Leramony Conductad

Fingetprink Condeictact
Record Ko Show

3. Click the OK button.

4. Make sure the Application ID you
entered appears in the
Applications Eligible for
Activity section.

NOTE: If the applicant information
displays in the Applications NOT
eligible for activity section, the
applicant cannot be removed from the
Ready to Schedule Queue at this time
because the application is not in the
appropriate workflow state.

4 FratName .

Last N

- " . - N i i
. ,;OTHAN@‘ N4OG Dt Corprmany Administeative

5. Click the Remove button.

6. Click the Yes button.
7. Click the OK button,

8. Click the Close button to return to the Scheduler screen.
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CANCEL / DESCHEDULE AN APPLICANT FROM AN OATH CEREMONY
There are two ways to remove an Qath Ceremony appointment in CLAIMS 4: Deschedule or Cancel by
Request . The Deschedule option is used to remove applicants from an Oath Ceremony at USCIS’

request. The Cancel by Request option is used to cancel an Oath Ceremony appointment based on an
applicant’s request.

NOTE: Make sure that the Application is not open in another module like Adjudications or the workflow for this
case will become out-of-sync.

1. From the CLAIMS 4 Switchboard, click on Scheduling to access the Scheduling module.

To Deschedule an Qath Ceremony:
2. Select Schedule, Deschedule from the menu.

OR
To Cancel an Oath Ceremony:

2. Select Schedule, Cancel Based on Request from the menu to cancel.

3. On the Deschedule or Cance! Schedule screen, type or wand the Application ID.

NOTE: The default is the Application ID field; however, you can also retrieve an applicant’s case by clicking
inside the A<Number field and typing their A-Number, or by clicking inside the Group Id field and typing the

group number of which they are a member. The (Search By:) Last Name and Group Name buttons are not
currently activated.

4. Click the OK button.
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The Deschedule or Cancel Schedule screen displays. In.order to deschedule or cancel the applicant’s Qath
Ceremony, applicant information must display in the Applications eligible for activity section at the top of the
Deschedule or Cancel Schedule screen.

Applications

eligible for SemcsTipe  Thue e LGl
activity HAZD Ot Coveron. . QO TR0 0 -

Applications e g, MJ
NOT eligible T ,f-%":-“'fm’m%
for activity :

NOTE: If the applicant information displays in the Applications NOT eligible for activity section, the applicant’s
interview cannot be descheduled or cancelied at this time because the application is not in the appropriate
workflow state.

NOTE: The Do Not Reschedule radio button will default in the Action items, Deschedule Actions section. At
this time, no other option is available.

Action
ltems:
Deschedule
Actions
Section

5. Click the appropriate notice print option from the Print Options, Print Queue section.

NOTE: Batch is the default. However, if Local is selected, the Interview Notice will print at your office. If Batch
is selected, the Notice will print and be mailed by the NBC. It is not recommended to pick the None option.

6. Click the Process button.
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The Notice dialog boxes will display depending on whether Local or Batch was selected in the Print Options,
Print Queue section.

CLAIMS Scheduler

cheduler

Results o A e

of Activity
Boxes

8. Click the Close button on the Resuits of Activity dialog box.
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9. Repeat steps 3 — 8 to deschedule or cancel another Oath Ceremony appointment or click the Close button
on the Deschedule or Cancel Schedule screen to return to the Scheduler screen.

SRS Sehedider - Cant el Schedigle

T LLAIMS Scheduler - Das chedule

Pl
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APPLICATION INFO BUTTON

The functions interactively scheduling an applicant for an interview, placing and removing an application from
the oath ceremony queue, and canceling and descheduling an application for an oath ceremony have one
important thing in common: the function screen displays whether the application is eligible or NOT eligibie for
the particular activity. The Applications eligible for activity and Applications NOT eligibie for activity section
contain the Application Info button. By clicking this button you can see additional information about the case
such as Application Information, Scheduled Service Information, Scheduling History and case status.

Application
Info button

NGLFY, WUDGWL N

agaci i

1. Click the Application button to access tabs that display additional information. The Application Information
displays.

Asptestion i/ [55C, ounszm
 pel Natte: INoLmv
. Grest {manonvmamﬂ G

cw; ] imwnmavn.l.e sqihf f"tm :

» ont - ) A . - — .
. gcumﬂé Slatus }Semduled Interactive Oath Caremony/Finge:print

Fm ’. 1“400

Remsenmalol 2 " iV iBE”Y_L_BFABH:sucm'-. .
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2. Click the Scheduled Service Information tab. The Scheduled Service Information displays.

Sohwdng bitoy | Lk boCassStas | - 10

__‘-E‘;;"__]omzuzms -':__»%”:\a-f].na-m

N ShowCanceliations

. No Soowe:: ]

-+ BaNige Typo: OTRANG

Ot JRTLO0G ATLANTA GA FIELD OFFICE, BA ™

.cﬁricall;ubns: { '

Sfe: [TTATE -ADMIN STTE, GA

" Vocabon SATLATE “AGMIN SITE, 6A
fﬁauméitﬁfﬁum

REFR Y TP g "
T oaw:. BATEY

3. Click the Scheduling History tab. The Scheduling History information displays.

02/09/2007 11-40 Fingerptint Scheduling Seivice  03/08/2007 0

103107 1452 40O finitial) interview 04/12/2007 1205 ATLOOL  ATLO0T  2ND
0140672008 1518 N4DO Dath Catemony Admin..  01/12/2009 0800 ATLATE  ATLAIE  RM100
01/06/2003 1522 N40O Oath Caremory Adrn..  01/12/2003  08:00 ATLATE  ATLA1E RM10G

|
|

August, 2008 , 5-33

170



Scheduling Oath Ceremonies
CLAIMS 4 REFERENCE GUIDE Notes

5-34 August, 2009

171



CLAIMS 4 REFERENCE GUIDE

Oath Ceremony Management

CHAPTER 6:

OATH CEREMONY MANAGEMENT

Introduction

The Oath Ceremony Management module is used to assist Field Offices with the
preparation and printing of naturalization certificates. Cetrtificates are controlled
legal documents that must be carefully stored and available only to those who are
designated to work with them. Because of the importance of the certificate to the
naturalization process, typically one printer is solely devoted to the printing of an
office’s certificates. Certificates cannot be reused.

Objectives | After completing this chapter you will be able to:
=  Queue a Ceremony
» Print a certificate and update CLAIMS 4
= Perform a quality assurance check
*  Reprint Certificates
= Reset applicants’ information
* Reassign Certificate Numbers
* View the history of an applicant’s certificate
* Void a printed certificate
= Ciose out Cases.
Key Terms | The following new terms are introduced in this chapter:

Batch
Two or more certificates printed at the same time

Certificate Number

Unique ID number assigned to a naturalization certificate. The certificate
number is preprinted on the certificate and must be entered into CLAIMS
4 when a print request is made

Destroy

Make a naturalization certificate unusable by taking an action such as
shredding it

Naturalization Certificate

Official document that is presented to an applicant during an Qath
Ceremany and that serves as proof of citizenship

Queue Ceremony
Place a request to print certificates for an Oath Ceremony onto a print

server
Void

Record that a certificate number and its corresponding certificate are
invalid.
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OATH CEREMONY MANAGEMENT SCREEN

= Oath Covernany Manageme Qath Ceremony Management butions:

o' Cortficabs Opérakions

The first 3 buttons at the top of the QOath
Ceremony Management screen all lead
you to the same window but each button
activates a different tab within the window:

The Exit'button returns you to the
CLAIMS 4 switchboard.

The Certificate Production
tab displays the Oath
Ceremonies that have been
scheduled. Once a ceremony
is seiected, this tab allows the
user to assign cerfificate K ;
numbers to applicants and A R
print the certificates.

After clicking the Queue
button, the GoTo Assign
and Print_link appears.

Clicking the GoTo Assign and Print_link takes you to STEP 2: Assign Certificate Numbers and Print
Documents window.

o : - TR
Us Distuct Cowrt 51500 PM
Jor Us Distiict Count _.. i

A020119085 Glogrudk £ Vhixud
An89818151 Dqdwdold Fhupdqwhy Ok
ARBI4BO575 Dehodugr Mrtuhe

ADCI3T 4654 Jdsuinod Jhdoigd Gdpida
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Certificate / Applicant History tab

The Certificate / Applicant History 1ab allows the user to search for a certificate number to see who is
assigned to the number and any activities related to printing the certificate. Activities, shown in the Status
column, indicate the date and time a certificate was printed and whether the certificate was ever voided.

Certificate Production .

.. Stats * . Name

{00001835  PRINTED  TRAINER  6/23/2000 20029 P A El Salvador Vhixud, Glgudk £

Void Certificates tab

The Void Certificates tab is used to void a naturalization certificate which records that the certificate
number and its corresponding certificate are invalid.
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PRINTING NATURALIZATION CERTIFICATES

After applicants have been scheduled for an Oath Ceremony in the CLAIMS 4 Scheduling module, the
naturalization certificates need to be printed. In order to print the naturalization certificates, the user must

complete the following two processes in CLAIMS 4:

* Queue the Oath Ceremony

* Print the Certificates and Update CLAIMS 4

Queue the Oath Ceremony:

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

2. Click the Certificate Production button.

The Certificate Production tab defaults and displays Available Ceremonies to be queued.

3. Select a ceremony from the Available Ceremonies frame.

Certificate
Production
button

Available
Ceremonies

Queue
button

4. Click the Queue button to queue the ceremony.

%
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NOTE: The GoTo Assign and Print link appears at the bottom of the screen. -

LS URBURUUIRIT Lo
Us Distsict Coust Centra,
Us District Court Centra...
Us Distiict Coutt Centra...
Us Distrct Court Cantya..,

I/ 2007
08701/2001
08/0122001
06/01/20061
08/01/2001

EAs AL el
9:30:00 AM
91500 AM
3:00:00 A
8:45:00 AM

3. Click the Close button to close the screen.

GoTo Assign
and Print link
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Print the Certificates and Update CLAIMS 4:

After queuing a ceremony you are ready to assign Naturalization Certificate numbers to the applicants,
print the certificates and update CLAIMS 4 with the information.

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

2. Click the Print Certificates button.

e ik

The Certificate Production tab apbears and displays Requested Ceremonies for which certificates can
be assigned.

.. Conificata Prodiictios.

o] Dw. | . Tos.
0640142001 SEG0PM  RM?
0870172001 SA00PM  RAM1

00 S00PM  RMY

R

3. Click the button in the upper right corner of the Requested Ceremonies window to view an expanded
list of ceremonies. '

Cemﬁcate ey
Production Yoy
tab A o
This button
expands
Dt Comt [ & A oM and shrinks
Distsic Eowt 063/01/2001 Fgﬂﬂ PM RAMT BT
Dt Coirt 03/81°2000 S0000PH  AMT aTt i H
Di:lan:‘n 080122001 4.4500PM  AMY ;Tl the “St view.
Distne Count 08122000 43000P  AMY [D4]
Requested  Distu: Coun 00100 20000PW M gn1
. B 7 Distiic Court 0B/Ag12200 1.9500P  AM1 GTY
Ceremonies Ditke Cout @O0 IGOROGAM AMI  ET
Disttic Cout De/mi/20mn 74580AM  AM GTe
Diatric Couwt et/ 2000 73000AM  AMT BT1
Diskic. Count 0B/01 72008 71S00AM  AMI GT
Drstric. Cout 06/01 22007 THH0AM  AMY 532)
Distie Coent

4. Click on a ceremony to select it.
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Fields pertaining to the certificate numbers, Print Options and data concerning the oath ceremony
attendees appear on the Assign Certificate Numbers and Print Documents screen.

) B
Us Disict Court 08/01/2001
Us Distiict Cout 08/01/2001

0

(b)(6) Sonireate

Number

Certificate
Ending
Number

5. Verify that 1 defaults in the Number of Batches field. )
6. Enter the first certificate number into the Certificate Starting Number fieid.
NOTE: The Certificate Ending Number automatically calculates and displays.

7. Click the Assign button to assign the certificate numbers to the Applicant names.

Us District Gout . ' E1500PM AM1
s Distict Coutt . 50000PH  AMI

(b)(6)

Assign button Expénd View
button
6-6 August, 2009
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CLAIMS 4 REFERENCE GUIDE Printing Naturalization Certificates

Perform a Quality Check Prior to Printing the Official Certificates (optional}):

You can verify the information that will be printed before actually printing certificates by printing the
certificate information on plain paper.

1. On the Certificate Production tab click the L button.

NOTE: The button toggles to View. The Expand View button provides a full screen view of the fields to
be printed on a certificate. The check button next to the Country field prints a list of the applicants’ data.

sis r PR

~1 This button
prints a list of
applicants’ data.

2. Click the L ] button to return to normal view.

3. Clickl

4. Click the button.
5. Click the Yes button to proceed with a test print.

Print the Certificates on the Official Certificate Paper:

6. From the Print Options box select the OC Location, OC Date and Cert.Print/CLAIMS4 update

checkboxes.
Jm s Distriet Court ... 08/01/2001 §1500PM  RM1
o Us Distiict Cour C8/01/200] - S0000PM  RM
R - - DBARZ200) ) IB00 P AMYS
Print Option
checkboxes ™
Print
button
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7. Click the Print button.

The Print Certificate dialog box appears.

Certificate Prat/CLAIMS4 update has been selected
& Certifieaty Print s CLAIMSE ypgate " LLAIMS 4 Undate Oniy
" Check Prirfer setings, place Certificates in the Printer ey,

Click [¥&5] to proceed with Printing Certificates and_No |
for making necessary adjustments.

8. Click Yes on the Print Certificate dialog box to accept the default Certificate Print and CLAIMS4
update.

9. Click the Close button on the Certificate Production tab.

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

6-8 August, 2009
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Reprint Naturalization Certificates

REPRINT NATURALIZATION CERTIFICATES

You may need to reprint a certificate if you forgot to place the official certificates in the printer. Certificate

information may have printed on plain paper. Once you place the certificate(s) in the printer, you can click

the Reprint button.

1. From the CLAIMS 4 switchboard, click on Oath Ceremony Management to access the Oath

Ceremony Management module.

~ Oalh L remeny Monugerest

2. Click the Print Certificates button.

The Certificate Production tab appears and displays Requested Ceremonies for which certificates can

be assigned.

3. Click the button in the upper right corner of the Requested Ceremonies window to expand the view.

4. Select the ceremony that contains the certificate(s) that you need to print again.

NOTE: Since you already printed the certificates, the Reprint Certificates radio button is active.

equesied Coremanies. . -

. bocalion” - TECode | . Dme . o Tane .
LO3 Jo Us Distict Count ... 08/01/2001 1:4500PM  RM1 G671
LBS J1 Us Distiict Cout ., 00PM R

08/01/2001 130 M1 G
pELEt TR Xl Tt

REg Rl
-ty 1w T LR T nrs

& Us Distict Cout Cersial Disict, on 0B/01/2001. & 1-15.00 P 1 RM1, GT1: Fited Slets- 4. Prnted Cavtficates - 4
ot Code [ e

§iNumbet of Cerfificatos to Repnat 11

;Fioom [ BB | G0k | - Fited. ] Prted”

21 This button
expands
and shrinks
the list view.

continued on next page...
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Reprint Naturalization Certificates

Select all of the certificates by: clicking the first certificate, hoiding down the SHIFT key, and then clicking
the last certificate. You can use the SHIFT key whenever you are selecting consecutive certificates. You
may also select several non-consecutive certificates by clicking the first certificate, holding down the CTRL

key and clicking on the other certificates that you want to select.

squestad Ceremonies..

10s 01 _Us District Court .., 08/01/2001  500.00PM  RM1 GT1

R LOS I o IR U Diskict Cowt . o Lo OROL00T TABDOPM - RMTCTRT L L - 4 g
: Las 401 Us District Court .. 08/01/2001 - 7:3000AM  RM1 G
i Iyes ore NSRS Onm et~ emnaati s vy

§ D Distict Count CernalDisinct. on GR/01/2001. ot 11500 PM n AMI. GT : Flled S -4, Prved Cemicates 4
1 Nuir ofCaticats w Papir. 1

" Canificote Production. ~ | . Coniicawe/ApplicantHistlary. ] . Void Garficaies. .

LooCods | ScbioiCods|. .. Localon | CiCade ] Date | Twme. .| Hoow. | .GNbi ] GiCi-| Fésd | Pinted |@)

Ceremony that
contains
certificates {o be
reprinted

Al certificates
have been

selected for
reprinting.

5. Click the |i5&

6. Click the ¥ e button on the Certificate Production tab.

7. Select File, Exit from the menu to exit the Oath Ceremony Management module.

6-10
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RESET APPLICANTS’ INFORMATION

You may need to reset one or more certificates so that the information on the certificate(s) matches the
information in CLAIMS 4. For example, a batch of certificates may need to be reset because a blank piece
of paper was between the certificates when the user placed them in the printer. -

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

2. Click the Print Certificates button.

The Certificate Production tab appears and displays Requeted Ceremonies for which certificates can
be assigned.

This button
expands
and shrinks
the list view.

Select all of the certificates
by: clicking the first certificate,
hold down the SHIFT key, and
then click the last certificate.
You may also select several
non-consecutive certificates
by clicking the first certificate,
holding down the CTRL key
and clicking on the other
certificates that you want to
select.

(b)(6)

3. Click the button in the upper right corner of the Requested Ceremonies window to expand the view.
4. Select the ceremony that contains the certificate(s) that you need to reset.
NOTE: Since you have printed the certificates, the Reprint Certificates radio button is selected.

5. Select the certificates that printed incorrectly (i.e., second, third, fourth). Select all of the certificates
by: clicking the first certificate, hold down the SHIFT key, and then clicking the last certificate. You can
use the SHIFT key whenever you are selecting consecutive certificates. . You may also select several
non-consecutive certificates by clicking the first certificate, holding down the CTRL key and clicking on
the other certificates that you want to select.

6-11
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Reset Alent

Certificates
have been reset

o] [men]

8. To see the certificates that you reset, select the ceremony that contains the certificate(s).

NOTE: The certificates appear. Since you have reset the certificates, the Print Certificates radio button

is selected.
This button
expands
and shrinks
the list view.
Resat
(b)(6) Certificates
Close
| button
9. Click the Close button on the Certificate Production tab.
10. Select File, Exit from the menu to exit the QOath Ceremony Management module.
6-12 August, 2009
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REASSIGN CERTIFICATE NUMBERS

Once you have reset certificates, you need to update CLAIMS 4 to métch the actual certificate numbers
with the correct applicant information.

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

2. Click the Print Certificates button.

The Certificate Production tab appears and displays Requested Ceremonies for which certificates can
be assigned.

3. Click the button in the upper right corner of the Requested Ceremonies window to expand the view.
4. Select the ceremony that contains the certificate(s) that you need to reset.

NOTE: Since you have reset the certificates, the Print Certificates radio button is selected. Enter 1inthe
number of certificates in the Number of Certificates to Reprint field.

5. Enter the first certificate number that needs to be assigned in the Certificate Starting Number field.
The number will default in the Certificate Ending Number field.

6. Select the applicant's name that you want to reassign.

7. Select the Cert.Print/CLAIMS4 update
checkbox.

8. Click the

9. Click the

This button
Us D;n;ug!ow! : ’ expa nds
Us Distrod Coutt - 0 1. and shrinks
e T NI — the list view.
Certificate
Starting Reset
Number Certificates
Certificate
Ending
Number
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The Print Certificate dialog box appears.

CLAIMS4
| Update
Only

g Click - Yec] t5 . proce with: CLAIMSA dpdate end Noi :
t formeking agcessary adjusiments. : :

10. Click the CLAIMS 4 Update Only radio button.

NOTE: You are updating CLAIMS 4 only so that the data matches the data that appears on the official
document. You are not reprinting this certificate.

11. Click the Yes button to proceed.

12. Complete steps 6 — 11 to reassign additional certificate numbers.

13. Select . Bas siee lon the Certificate Production tab to review the certificate numbers and
their assngned apphcants

NOTE: If all certificates have been reassigned, the Reprint Certificates window will appear at the
conclusion of reassigning.

Reassigned
certificates

14. Click the Close button on the Certificate Production tab.

15. Select File, Exit from the menu to exit the Oath Ceremony Management module.
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VIEW THE HISTORY OF AN APPLICANT’S CERTIFICATE
You can view activities of the certificate by viewing it in the Certificate/Applicant History tab.

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

2. Click the Certificate Operations button,

NOTE: The Certificate/Applicant History tab is selected.

3. Enter a certificate number in the Certificate Number field and click or press Enter on the [
button.
OR

Enter an A-Number in the A-Number field and click or press Enter on the [

You can enter a
certificate number or an
A-Number to search for
applicant and certificate
h|story

e —troeT
thud leudk E

Clear Close
button button

information appears for the Certificate Number or A-Number that you entered.

4. When finished reviewing the information, click the

5. Click the &

button on the Certificate/Applicant History tab.

6. Select File, Exit from the menu to exit the Oath Ceremony Management module.
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VoID A PRINTED CERTIFICATE

If a naturalization certificate becomes damaged or has printed with inaccurate applicant information, the
actual certificate will need to be shredded. Additionally, CLAIMS 4 will need to be updated to indicate that
this certificate number is no longer valid and cannot be assigned to an applicant in the future.

1. From the CLAIMS 4 switchboard, click on Oath Ceremony Management to access the QOath
Ceremony Management module.

= Dath Ceronony

2. Click the Certificate Operations button.

NOTE: The Certificate/Applicant History tab is selected.
3. Select the Void Certificates tab.
4. Inthe Starting Certificate Number field, enter the certificate number.

NOTE: The number defaults in the Ending Certificate Number field.

~Certificate-Production.

T T T T T L A

' |l Search
button

Void
button

5. Click or press Enter on the |2

6. Select the certificate to be voided.

7. Click the

8. Choose Yes to confirm void.
9. Click the Close button to exit the Void Certificates tab.

10. Select File, Exit from the menu to exit the Oath Ceremony Management module.
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CLOSE OUT CASES (OATH CEREMONY)

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 Qath Ceremony in the Case Management module since this is
the only place that CLAIMS 4 will update the Court Code in the Central 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 CIS after
the case(s) have been closed 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 228 (Batch Status Update) button.
3. Click the Close Out Case tab.

Close
Out
Case
tab Naturalization
Date field
Ceremony
Date/Location
field
s Clear List
button
App IDs for
selected
ceremony
Location
Information

4. Select the Administrative close-out or Judicial close-out radio button.
5. Type the date of the Qath Ceremony in the Ceremony Date field.
6. Enter the 3-digit Oath Ceremony Location and press Enter.

Location Information appears at the bottom of the screen.

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 in the Application ID field on the right.

8. Enter the dafe of the Oath Ceremony in the Naturalization Date field.

6-17
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9. Click the OK button. v

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

there is a workflow issue wi m es such as a case whose certificate was voided. Contact
(b)(2) the USCIS Service Desk

10. Click the Clear 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.
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Notices (Field Office)

CHAPTER 7:

NOTICES

Introduction

CLAIMS 4 Notices are generated automatically by several different modules
within CLAIMS 4: Mailroom, Finance, Scheduling, and Adjudications. Original
Notices are normally batch printed and mailed to applicants by the National
Benefits Center (NBC). However, sometimes a Field Office needs to print a
Notice locally. For example, if the Field Office is interactively scheduling an
applicant for an Interview with less than 60 days lead time or an Oath
Ceremony that is to occur within 30 days, the office would want to print the
Notice locally, and mail it to the applicant.

Other times, a Field Office needs to reprint a previously printed Notice. For
example, if an applicant's address has changed, a Notice may need to be
reproduced and sent to the new mailing address. All reprinted Notices are
generated in the CLAIMS 4 Notices module. This Chapter explains how Field
Office staff would use the Notices module to reprint Notices.

Objectives

After completing this chapter, you will be able to:
* Reprint an original notice
* Reprint a notice with the current address
* Reprint a notice with current data

Key Terms

The following new terms are introduced in this chapter:

Duplicate Original

A reprint of a Notice as it appeared when it was originally
_ printed.

Current Address
A reprint of an original notice that reflects any address changes
that have been made after the original notice was printed.

Current Data
A reprint of an original notice that reflects any changes that
have been made since the printing of the original notice -
applicant's name, address, or scheduled appointment.

August, 2009

190



CLAIMS 4 REFERENCE GUIDE

Notices Screen

NOTICES SCREEN

% Notices

File Operaticns Help

N
7] i
|

\-zew MDt}CE Hlstory

Manatl

b
Exit

Not 1ces

Clicking the Notices module button from the CLAIMS 4 switchboard displays the Notices screen. The
Notices screen contains buttons for each of the main Notices functions. Each is described in more detail

in the following sections.

Clicking the View Notice History or Manage Print Job button will bring up the corresponding tab. You
may select another function by clicking the toolbar button or clicking the corresponding tab. The image
below depicts the View Notice History tab displayed after an Applicant’s Alien Number was entered and
the Search button was clicked. All notices that have been printed for this applicant appear listed. Any of
the notices can be reprinted as the original, or with current address or with current data.

PN l'*ii-}

D

creation slyle and press the Repnnt button below.

Close

iew Notice History Manage Print Job Help Exit
View Notice History T Manage Print Job )
Alien Number: Ja [_Seach |
Nolice Type | Creation Style {Noti. | JobID ] Fiint Date { Printed By | { Printer Name
‘RECEIPT : INITIAL NOTICE CREATION 7975.. 4893 9/11/200810.. ESC 1050208 32
RECEIPT CURBENT DATANOTICE CR... 7987 45834 9/11/200810... E£SC HP Laseret 2300 Series ..
FD258 INITIAL NOTICE CREATION 8024, 4630... 9/23/200884.. NBC
INITIAL INTERVIEW  INITIAL NOTICE CREATION 8128, 4591, 10/30/,200811.. NBC
CONTINUANCE INITIAL NOTICE CREATION 8176.. 0 12/8/2008 BOS
INITIALINTERVIEW  INITIAL MDTICE CREATION 8249 4770... -12/30/20087.... BOS
| ¢ e ( F2
e I T
Eiefwsh Printers !
)ﬁp ior Mew Uisers -
Enter the Alien Number and press the Search hutton in order to display all notices for the applicant. nghllghnhe desited notice

and press the View button in order {o see the notice in advance. in Drderto print, select the desired notice(s), the printer, and the
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REPRINT AN ORIGINAL NOTICE

Original Notices are normally batch printed and mailed to applicants by the NBC. However, sometimes a
Field Office needs to reprint an Original Notice to give or mail to an applicant.

1. Click the Notices button to access the
Notices module.
. ‘ View Notice History T _ Hea092 Prt Job |
2. Click the |lyemnserss| button.
J—— P @
hotiezLige \Vegmnive  Toe®: JRID] PuiOe | Prkelty. | | Ftehacs
3. Type in the applicant's
A-Number. :
¢ s
4. Click the . J button. " ' Rereinprien]
\p:ﬁ:’;mzmr and prass ihe Search kiton in arderto display all nolees for the #policant Highughtshy dvonr;: m‘:u;e
antpresstha ew 3ulon In arder 1o seé the Aclice Ir: $8varLe, In 6;087 10 PETT, SEI0CEME desires nehice(s), e pricter, and the H
Ereston skl e RRonnt baston Eeiow :
P
View Notice History IR Manage Print Job 1
Alien Number: A100001561 l iSeaich i‘
. | Natice Type [CrestionStfe 1 MolicelD| Job1D{ PikDate | PintedBy |} | Printer Nome
RECEIPT INITIAL NOTICE. . 5468 27T 3/24/2003430.36 .. WSC
FD258 DUPLICATE NO... 5463 27 472/20029:36:21 M WSC .
_ < ; been printed for the
b = » ~ — ™~~~ applicant are listed
i e Reftesh Pies in the View Notice
o e o e —_—— . History window.
;7 i)ﬁp/ﬂlﬂe»"(/s‘els e e .
¢ Entor tha Alien Numbar and prass tha Search button in order to dispfay all notices for the appticant, Highlight the desirad notice

i and press the View hulton in order to see the notice in advante. In arder to print, select the desired notice(s), the printer, and the
. treation style and press the Reprint button below,

| .
1 Dl 5 Llose

5. Select the notice that you want to reprint.
6.  Click the Duplicate Original radio button.

7. Click the View button.

NOTE: The date that is at the top of the Notice is the current system date, not the date that printed on the

original Notice. Open up the application in the Case Status module to see the original date that the Notice
printed.
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8. Click the Print button.

9. Click the OK button to close the Print dialog box.
10. Close the Viewer window.

11. Click the Close button to close the View History tab.

12. Select File, Exit to close the Notices module.
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Reprint a Notice with Current Address

REPRINT A NOTICE WITH THE CURRENT ADDRESS

If a notice was sent to an applicant before they notified the Field Office of an address change, the notice
will have been sent to the old address. After the change of address has been recorded in CLAIMS 4, the
Field Office can reprint the notice (updated with the new address) and send it to the applicant.

1. Click the Notices button to access the
Notices module. g i
0@
e NI Fatliny _ManvIge bt PN Heg i =0
Viaw Nobco distory 1 Maaag2 Punt fcb )]
2. Click the Lvesssiaian | hutton.
. Alien Numhar: AT T 1 iSeach 3
texc [pd, Dieshon Stde ! NoienID: Jab10 i P Dae PoutedBy | | PoeesNane
3. Typein the applicant's
A-Number.
) t—— < >
4, Click the 4 button. - et i |
:‘\i() Efn"wmx;vﬁ;: and prese the Search buften in arder 1o display all nnllcnl(av ‘thc anali:w: Linnhom ) ;e;na nalicy )
» Andpress the view pJtian / orter o see the Folick It aavanze In nyoer fa per seleds e gesired rclice(s), the printer. end e .
‘era3hans iyl 3nd press the Reprint bulion below,
! i) e )
View Natice History T Manage Print Job ]
Alien Numbaer: 14100001561 {__iSeacti !
| Notica Type { CrostionStje | NoticelD]| JobID] PintDate | PintedBy _§| | Printer Name
BECEIPT INITIAL NOTICE ... 5468 27.. 3/24/20034:30:36... wSC
FD258 DUPLICATE NO... 5469 27.. 872/20033:36:21 AM  WSC
\. ; All notices that have
< = \ been printed for the
: - ~ : — : applicant are listed
- Ressh Binvrs | in the View Notice
N [P e History window.
’\i)ﬁp b, ”P»’US‘&’S e e ee—————— . . b s+ L 3 ’y
Enter the Alien Number and press the Search butlon in order lo display all notices for the applicanl. Highlight the desired notice |
. and press the View hutton in order to see the notice in advance. in ordar to prini, select tha desired natice(s), the printes, and the
. treation style and press the Reprint button below.
{ t f Close
5. Select the potice that you want to reprint.
6. Click the Current Address radio button.
7. Click the View button.
8. Click the Print button.
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~ Reprint a Notice with Current Address

9. Click the OK button to close the Print dialog box.

10. Close the Viewer window.

11. Click the Close button to close the View History tab.

12. Select File, Exit to close the Notices module.
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Reprint a Notice with Current Data

REPRINT A NOTICE WITH CURRENT DATA

The Current Data option may be used to reprint an original notice that will reflect any changes that have
been made since the printing of the original notice (i.e. applicant’'s name, address, or scheduled

appointment).

1. Click the Notices button to access the bl ——
Notices module. Q
viow Nctue Hotory Mo
- ‘ View Nolice Hy I
.
2. Click the Lvewsaemuey| button. N :
Allan Number: H1231670) Seacri >
NamelTwpe | JmwinShlc { NepeiG: dohiD:PitDae i Pimted3y . 3] | Fricter Noioe
3. Type in the applicant's
A-Number.
3 > :
. R Prevers §
4. Click the e
j)gﬁeﬁ;:ﬁ;;lﬁi:’l‘:&l Ing press the Search buon an or391 1o gI5Ktay all nosces. lm;m .i.ﬂb;lltnl hlgh!n‘h‘l N‘w Aesred noble
. A0 press the View buttor in drger tu see the revice ir advance in criertc prat s2(2 1e deswed nistcels), b printer, and e
cieaton sivie and (eSS tha Ke pant bulton beisw.
Ciore
View Notice Histary 1 Menage Print Job ]
Alien Number: {A100001561 [semcrt ]
 NolicaType | CrestionStle | Notice/D] JobiD] PintDate [ PrintedBy || | Pinter Name ]
RECEIPY INiT1al NOTICE 54569 27, 3724/20034:30:35 ., WSC ;
FD258 DUPLICATE NO... 5489 27.. 4/72/2003936:214M  WSC t
3 All notices that have
< \ been printed for the
. y ; ™= applicant are listed
r r [ i ;
: Pi : . . Ny
. - *——JREf'f’h— it in the View Notice
i‘) 77,0 tor New Usars e P e e s v+ J N . H ’StOIy wmdow.
¢ Enter the Alien Number and press the Search button in order to display all notices for the spplicant. Highitght the desired notice
and press the View button in order to see the notice in advance. In order to print, select the desired notice(s), the printer, and the
crealion siyle and press the Reprint button below.
A -
5. Select the notice that you want to reprint.
6. Click the Current Data radio button.
7. Click the View button.
7-7
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8. Click the Print button.

9. Click the OK button to close the Print dialog box.
10. Close the Viewer window.

11. Click the Close button to close the View History tab.

12. Select File, Exit to close the Notices module.
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CHAPTER 8: CASE STATUS

Introduction | The Case Status module allows the user to find information about Naturalization
cases (N-400s) or Adjustment of Status cases (I-485s). The information includes
CLAIMS 4 activities that have already occurred and those activities that are
pending.
* For N-400 cases, CLAIMS 4 tracks every activity about the case from
receipt of the application to adjudication decision and oath ceremony.

= For[-485 cases, the activities that CLAIMS 4 tracks are limited to only
interview scheduling activities. The complete case status for an 1-485
case is maintained in the CLAIMS 3 application.

Objectives | After completing this chapter, you will be able to:

» Search for applications within CLAIMS 4 by:
(b)(6) o Application ID

o Applicant Name

o  A-Number

o Payment ID

o Mailing Address
* Anaiyze information in the Case Status screen.

August, 2009
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Case Status

'

Key Terms

The following key terms are introduced in this chapter:

Workflow
Ordered sequence of activities through which an application must
progress during the naturalization process. When “WkFiow” or
“CLMS_DMN?" appear in the User column on the Case Status screen,
it indicates that an activity was initiated automatically by the CLAIMS 4
system rather than by a particular user.

History
The History section lists all workflow activities that have been
completed. Activities are sorted with most recently completed
activities at the top of the list and the older activities towards the
bottom of the list.

Status
The Status section lists any pending or active workflow activities.
CLAIMS 4 tracks the User ID of everyone who executes an activity.
Some activities are performed by the CLAIMS 4 system without direct
user intervention. You will see these identified in the User column:

CLMS_DMN “CLAIMS Domain” or WkFlow

Within the Status section, there is a Status column. The following
status codes are used to indicate workflow status:

Active ,
Indicates that the workflow activity is currently in progress

Inactive
Indicates that the workflow activity is pending

Error
Indicates that the workflow activity began, but did not complete due to
an error

Suspended

Indicates that the workflow activity was halted prematurely. This
happens when a user saves the case in the Adjudications module and
chooses the option: Save Decision — Place on Hold for Me for Later
Processing.

If another user attempts to open the case, he or she will receive a

message such as: “This Key Already is Associated with an Element in
this Case” or “Adjudications Suspended”. If this occurs, and the user

who suspended the a work with the case, contact the
USCIS Service Desk o

reset the activity.

If a user other than the user who suspended the case needs to work
with the case, he or she can open the case in the Adjudications
module, proceed to the Decision screen, and type in their CLAIMS 4
User ID in the Adjudicated By: (User ID) field. The user should now
be able to make a decision on the case.

August, 2009

199



CLAIMS 4 REFERENCE GUIDE ' Case Status Screen

THE CASE STATUS SCREEN

§ File Options  Help

Bt Mg

S ———————— — e PR e T R T e

Case Stafus - WSC*002175234

[

{

(b)(6)

b 6 Last Name: T T  Application 1D T : W“h_
( )( ) First Hame: T Adlumber Recd 3772272006 320000~
’ e Quanet Locatior: NATIONAL BENEFITS CENTER
Sheet - DOB: 06/03/7943
Cy: PASADENR — —  Ste A ZipCode: KT i Country: [T
Province: { Postzl Code: E """ Natz Date: i
e T e e A
Payment info: . )
. 1D MWSTH0TE2500% Status: | ‘ Application Fee: 575
j Status: R :
! Appiication ID { User ! Deseription | Status- i StateDate  § Evpected Sttt | Fupected Expire
WkFlow Applicant Interview during Addication Inactive 09/18/2008 1118/2008 111972008 :
(b) ( 6) | I WhFlow  Request to shin NATS Afle lnactve ~ 09/18/2008 0382008 09/18/2008
< B
e C
{ Ancii o  User | Description ] | Date/Time | End Condiion | ~
’ WkFlow Praduce Interviews Nolice 08/22/2008 01:56 PM NtSent :
(b)(6) LOS4968A  Schedulé the Interview 09/18/2008 01:19 FM Sched
COWA4BS3E  Requust Initial interviev 08/22/2008 08:12 AM Placerin _‘
CiMS DMN  FD-258 Card Raceived by the Service Cerder 08/20/2000 01:32 PM w

Displays any scheduled appointments associated with this case. If there
Scheduled are no scheduled appointments, a message will appear - “There is
: nothing scheduled”. Click the X button to close the window.

If the applicant is being represented by an attorney, a window will display
the information from the G28 form that the applicant filed with his/her
application._Select File, Close to close the window.

Displays information about both the fingerprint results and the name
FBI Result check result. Select File, Close to close the window.

Displays payments that have completed (Pay History section), and
payments that are currently pending (Current Pay Status section). Select
File, Close to cigse the window.

I

2 Attorney

Payment Details

g ] 7] [&

Print Labels Prints barcode labels for the application.

_t;_:ﬂl Print Case Status Prints Case Status information to your local printer.

NOTE: The screens that each of the above buttons display, can be found on the following three pages.

August, 2009 83
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Case Status Screen

Case Status Screen Buttons

are no scheduled appointme
nothing scheduled”. Click th

i

Scheduled

Displays any scheduled appointments associated with this case. If there

nts, a message will appear - “There is
e X button to close the window.

Blpath Caremany Schedule for EHODUPL
: Dath Ceremony Location Infomation :

QR,FDVWDQH(E[;

{950 N. MERIDIAM STREET ROOM 400

ilNDIANAPULl‘S

T leeesss

_ Room Numter {MAIN FINGERPRINT FACILITY

Gate Number {MAIN FINGERPRINT GATE

Type: JADMINISTRATIVE

§
Attorney

application. Select File, Clo

If the applicant is being represented by an attorney, a window will display
the information from the G28 form that the applicant filed with his/her

se to close the window.

0
File

Altomey denthcation umbers.

USCIS Atorhey & Attomey State Licerse #;

- .

© Name:

Ybas) 654455 i

" Tyve of Appomancs

Last o R First Middie: Tite:

 EHuPDl y Marskhn !G nnn e oo

i FamAOLAG:  STEPHEN D BERMAN

0 o B is'TE125 e

i SteetNbe BT ShestNane: BRGWK FODON A 2 GBEGZ T
City: ﬁﬁéﬁ - Stater j-lL

¢ Piovince: [ Postai Code: |——'— """"""" Country, |—' T

Phone: - e

FAX/Baspay e e

Motie ’[.,. o o i

8-4
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& FBI Result

check result. Select File, Close to close the window.

Displays information about both the fingerprint results and the name

i Result (View Only)
FBI Fingesprint Card Rasult

{ FBIControl # ¢ FBI Response | Date Response | Adidicator 1D | Entered By | Modiied FBl Response | Date Mediied | Medified by Adiudicator i
Nen-ident 08:/13/2008 FDZBEEE :

i<

o B
Reason of Modffication: | :
i
™ An ASC Fingerpiint Waiver has been ived for this applcati
L CDN F8: Conirel#_{ FBI Response [ Date Aesponse | Adudicatar(D_| Entered By | Modiicd FBI Resporse | Date Modied. | Mediied -
No Record CR/07/2008 FEIN :
Ordered 08/01/2008 FMU
No Recewd 08/07/2008 FBIMN
e >
Reason of Mudilil:ahorr% B
Displays payments that have completed (Pay History section), and
ﬂ Payment Details payments that are currently pending (Current Pay Status section). Select
— File, Close to close the window.
Pay De
File
Current Pay Status: 3 T
i Payi | User | Description | Status | Expectad Start | Expected Expire
F” "iﬂDle - - PR
pAuolialion { Bescuption { Date/Time { End Condiior [~
: Co&r‘ngile Hie workflow pay process .. UGJ;BIZCDB 1257 PR = =
Lompilete the workflow piocess instan...  08/26/2008 12:57 PM
Recancdation of payment with the fee...  07/29/2008 1015 AM
04 §usqvigow Audit of the Pagment gzigglgyg !?E fM -
Apprlcunlsﬁl_'flh Same Papment ID ) . e
| Agghcation ID { LostName | Fist Name | Middh: Name [
Remillances _ .
[ RemitanceSeqlt | PadAmoustt | Remi Recept Date T Userin ]
75 G7/22/2008 1200 AM COWBESTA,
8-5
August, 2009
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Case Status Screen

| Print Labels

Prints barcode labels for the application.

iabel Printing

Labels

W Application 10 ﬁ_
W A Number i’ﬁ """""
W T Number 53—'
W Maling Address 19

Human Readable f[T" :
i f# CIDN .

H —t

¢ ¥ Foim Number i

X1

Application D
W3C002175234

Malling Address Preview: Close f

DUWRAULD ¥ SLOHGD
701 G PDU YL\VwWD DYH
PASADENA CA 91106
Us

2]
Print Case Status

Prints Case Status information to your local printer.

You will be prompted to automatically print to your current printer:

PRrwr————

Case Status Printing

Yfour Case Status report will be printed to your default prifter

{"\\essrvinsprt2iINS-COPYRM-LD1 110"}, OK? (If you seksct No you will be asked to select a

different printer)

Yes No i

If you choose No, you will receive the following prompt:

# Selpct a printer

Bdobe FOF # |iSelect Printer
Mescsivinsprt2VINS-11-LD 275 R 1
WesearvinsprZMNS -281-HPCLJ4E
\\esearvinsprt2 NS -281-HPCLJAE
\escsivinsprt 28NS -3-LD 335¢
\esesivinsprtZ INS-7-HPLIBO00
MesestvinsprtZ\NS-7-LP2220
Yvoaosvingpit AN S-Z6-HPLIA

Print Cancel g

Use the Scroll bar to
see the printer options.
Click the printer and
then click the Select
Printer button. Finally,
click the Print button,

You cuteent printet is: \\Gsosrvinspri2AINS -COPYBMLD"

“August, 2009
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SEARCHING FOR A CASE

In order to view information about a case, you must search for the case in the Case Status module. To
search for a case, the user must input information about the applicant such as:

* Application ID

+ A-Number

» Name

e Address

» Attorney (for N-400 cases only)

* Payment D (for N-400 cases only)
Searching by inputting the Application ID is the most direct way to access a specific application.
Searching for an A-Number could produce multiple applications, since a single applicant may have
submitted more than one application. :

1. Click the Case Status button to access the Case Status module.

Personal | Mailing Address } Attorney ] Other I ‘ ™ wildCard
NOTE: ltis

Application ID: |__* important to

click the Clear

ANumber | Clear | button prior to
! — performing a

, . new search.
Fom & j ‘ -J The Clear

button removes

Last Name: |

* ame} all search

First Name; } crlterla that was
previously

Social Security #: l .- :eant)tgred on ALL

Date of Birthy: I__.J'_.o’__
Counyof Bith [ .|

2. Type or wand in the A-Number for the case you want to open or enter other information about the case
{(Application 1D, Name, etc.)

3. Click the Search button.

The Case Status screen displays information about the activities that have occurred or are waiting to occur
for this applicant. (See next page).

August, 2009 8-7
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Searching for a Case Using WildCards

SEARCHING FOR A CASE USING WILDCARDS

The WildCard field, when checked, allows you to enter only the 1 few characters in any of the following
fields: Last Name, First Name, Zip Code, and Owner Location Code. CLAIMS 4 will list all applications
that meet the criteria. This is helpful when you may not know the exact spelling of the last or first name, or

the complete zip code or owner location code.

In the exampie below, we are looking for an applicant whose last name is two words — the first word is

“Gonzalez” and the second word begins with “M".

Pessonal

Application ID: | *

A-Number:

Form‘#:f T J

R ——

Maiiing Address I Attamey ] Bther l

- Last Name: %EUNZ&LEZ M

Click the checkbox
next to the

: FilstName.:i
Sociat Securily #: ,{ -
Date of Binth- {2/

Country of Birth:i ' o ]

WildCard field to
place a checkmark.

If more than 250 applications are found that match the search criteria you putin, you will see a message
giving you options to display the first 250, All or to modify the search (add more criteria to narrow search).

Show All

You can sort the list by
any of the fields

Modify Seach

{except D.O.B.). To

After clicking the Show First 250 or the Show All button, a list of the

sort, click on the field
name in the column

applications meeting the search criteria that you entered, appear: heading.
| Application D | A-Number | Fom # IFiegtMama oo lcaos -
: !Eﬁ‘ A FI430 06/12/1583  MEXIC
- L CH A N40D 01/09/1950 MEXIC
L eHie A N400 06/27/1976 MEXIC
{cHr A gD vaaors MBS
CICHI A N400 y :
: §"I,-H§ A Mmdan 09/03/1981 %EZ}E A
i L >

Click on the Application ID that you wish to open the Case Status for and then click the Select button.
You may also double-click on the Application ID to open it.

8-8
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Reviewing Case Status Information

REVIEWING CASE STATUS INFORMATION

The Case Status window displays a lot of information about the application. Personal information such as
name, address, and date of birth is displayed at the top, along with the Application ID, A-Number, and the

date the application was received.

The middle of the screen displays the information that is in the Central Index System (C1S) for this

applicant.

The bottom half of the screen lists CLAIMS 4 activities that have already occurred (History section) as well
as activities that are currently going on or are expected to occur next (Status section).

Case Status - WSC*001862747

The date and time displayed at the top
right side of the screen next to the words
"Rec'd” is the actual date and time that the
application was stamped as being
received in the postal area of the USCIS
office. This is the CLAIMS 4 official date
that the application was received and it is
this date that is used in calculating how
“old” the application is.

Last Name: ;‘NKD

Fom#: jN 400

. Fast Name: MD

Rec'd: {i5/12/2007 12:00.00 FM

£/0: l

Dwner Location: ;EALIFDHNIA SERVICE CENTER

Street:-jﬁsz Y RUDQJH DYH

DOB: [p4/20/1955

City: {MONTEREY PARK State: [T ZpCode:[§T755 Country: {75
Province: | - Pastal Code: {777 T NatzDae: |
CIS Match Info st s 1 e s e i < oot 0
CIS Data Name: INKD DOB:  [GF720775s COB: FAETR
FCo: iNSt - Last Updatad: 0672772607 -
- Papment Info: e e

Status: |

. 1D RWST3001975636 Applcation Fee: [0
: S‘a'u’: . e E P B s bt s s e s+ .. ............ ..V _._..mew ‘“I.V Jrep— - i ‘:‘
* | Appiication 1D | User { Description Status | StateDate | Expacted Stait Expected Expie
- kFlow Applicant Interview during Adjudication |nactive 0471772008 06/27/2008 D6/28/2008
kFlow Pequest to ship NATS Aditle Inactive 0417/2008 04/17/2008 04/17)2008
< R
! Bophoation [ User { Desaipion T DaterTime: VEnd Cordiion__ 1 ~<
EE— 0471772008 05:41 FM Schedwolit S
04/17/2008 08:24 AM Placedind
04/15/2008 01:28 PM 0K
04/46/2008 01:28 PM
This is the date and time that the
application was first entered into the
Data Entry module of CLAIMS 4. This
is not the official “received date”,
August, 2009 8-9
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STATUS SECTION ACTIVITIES

The Status section of the Case Status screen displays activities that are in progress or activities that are
expected to occur next. The Status column within the Status section will indicate one of four entries:
Active, Inactive, Error or Suspended.

Case Stafus - WSC'PO1862747

272007 120000 FM
™ Qwner Location: [EALIFORNIA SERVICE CEMTER
Steet EEZVRUDGIH OYH DOB: [aIZ0/1355
City. MONTEREY BARK State: {fA" Zip Code: jg7785 Countiy {5
Province: { Postal Code: [~ mmm——— Natz Dste: i
.- Payment into: N PR [N
iD: ;!wch Status: } Application Fee: {400
Status: .
Appication ID § User { Descipbion Status State Date | Expected Start___ | Expected Expre_
WiG WhFlow Applicant Interview during Adiudication Inactive 04/17/2008 06/27/2008 06/28/2008
AT WkFlow Request 1o ship NATS Afile |naclive 04217/2008 04/17/2008 04/17/2008
ie . P
- History: . e
 { Apphcalian 1 Uger i " Date/Time | EndCondtion | a
P iwsk COW2002F B4/17/2008 05:41 P Schedwolt -
L wsce YL Request Initial Interview 04/17/2008 08:24 AM PlacedinG
- jwsee Pequest to ship NATS Adile 04/15/2008 01.28 PM oK R
Siwser Ship NATS Afile 04/15/2008 01:28 PM o

Active »
indicates that the workflow activity is currently in progress

Inactive
Indicates that the workflow activity is pending

Error
Indicates that the workflow activity began but did not complete due to an error

Suspended

Indicates that the workflow activity was halted prematurely. This happens when a user saves the
case in the Adjudications module and chooses the option: Save Decision — Place on Hold for Me
for Later Processing.

If another user attempts to open the case, he or she will receive a message such as: “This Key
Already is Associated with an Element in this Case” or “Adjudications Suspended”. If this occurs,

and t who suspended the activity needs to work with the case contact the USCIS Service
Desk . and have the activity reset.

If a user other than the user who suspended the case needs to work with the case, he or she can
open the case in the Adjudications module, proceed to the Decision screen, and type in their

CLAIMS 4 User ID in the Adjudicated By: (User ID) field. The user should now be able to make a
decision on the case.

8-10 August, 2009
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Stuck Cases

STUuCK CASES

Sometimes, a user may encounter problems when trying to perform an operation on a case. For example,
the user is trying to place the case in the Ready to Schedule Queue for an Interview or trying to make a

decision on a case inthe Adjudications module. When the user encounters a problem, the user will
normally receive an “Error message” sometimes stating that “The case is not in the correct workflow to

perform this operation.”
if this occurs, the best thing to do is:

1. Click the Case Status button to access the Case Statfus module.

Pesond | Malingadde:s | avorey | Oher )

ApplicationD: [~

ANumber:

Fram #: | -]

Last Narne:
FostMame: |
Secial Securty >
Dateof Bith .7 7

Countzp of Bith: * )

£~ WidCud

) Clear

NOTE: Itis important
to click the Clear
button prior to
performing a new
search. The Clear
button removes all
search criteria that was
previously entered on
ALL tabs.

2. Type or wand in the A-Number for the case you want to open

NOTE: It is best to use the A-Number (not the Application ID) because using the A-Number will indicate if
there is more than one application in CLAIMS 4 for the applicant.

3. Click the Search button.

The Case Status screen displays information about the activities that have occurred or are waiting to occur
for this applicant. Look in the History section of the window. You may find that the applicant's fingerprints

have expired:

Fie Options Help

Bluinis] W3

Street: {7B70IURHT VW

DOB: {E/11/532

1D: §wSTS00T7Z55E

Ok ATETE TR Qe :'")‘_A ZipCode. 1331 Courlry. |75
Brovince ; PaddCode """ "7 s pate [ (U —
Paywent info:
Statuy: } Aglication Fee: J{g T T —

Status: L LI - .
A%%EallonlD | Status . [ Stale Date | Eupected Stat __‘_Eapealed Evpin -
940 | inactive 1075 001 E 0,02/ 2008
WSCO0IETERI  wiFiow qsquaal toship? JATS Adle Inactive 08/1:5/2008 08192008 08/,9,2008
< >
Hiskors: - ) "
;hwaﬁon Lty T Desciption i Dote/ e | End Condtion This Case has ex'plred
FWSCTCD1618960  CLMS_DMM  niialize Firgerprint scheculing an SID mawiir.. 11/10/2006 0349 &M ﬂngerpr‘]nts_ Nonce the
LWSCT01678560 WkFlow Stat Request o scnedié fingerplining 11102006 0330 AM Expued  ffrme—— e
WSCOOI618980  WAClow  Mlergx for equest 2o schedule frgemirtrg 1171072006 0353 AM End Condition of
1 WSRC01616980 WinFlow Merae for Iilial Motice production conttol point 1177 022006 08:58 AM .
Expired.
¢ . = T
272003 835AM  TRANER | LOSO00

4. Contact the USCIS Service Desk|

Provide the Application ID, and the message you saw in Case olatus.

Jor assistance.

August, 2009
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CLAIMS 4 REFERENCE GUIDE

HISTORY SECTION: Activity Descriotions & End Conditions

Activity Description - End Condition End Condition Description Activity Code
requested

Denial due to Abandonment AbnB Application Denied due to abandonment, Batch notice requested Abandonment

Denial due to Abandonment DataChange Case Data Change Abandonment

Denial due to Abandonment SupvRev Supervisory Review Abandonment
WF Key-word. Used in ACT_TRANSIT to specify next Not

Derogatory Information Received ANY EndCond dependen activity. DeroginfoRecd

Distribute the Naturalization Centificate OK OK. CiNatzissue
WF Key-word. Used in ACT_TRANSIT to specify next Not

Extract CIS Close out data from Claims 4.0 ANY EndCond dependen activity. ExtCISClose

Extract CIS Close out data from Claims 4.0 OK oK. ExtCiSClose
WF Key-word. Used in ACT_TRANSIT to specify next Not

Extract Full NACS data from Claims 4.0 ANY EndCond dependen activity. ExtNACSFull
WF Key-word. Used in ACT_TRANSIT 1o specify next Not

Extract Initial NACS data from Claims 4.0 ANY EndCond dependen activity. ExtNACSinitial

Extract Initial NACS data from Claims 4.0 OK QK. EXtNACSInitial

Exiract Initial NACS data from Claims 4.0

RNACSUpFailed

Failed to successfully update RNACS with case status

ExtNACSinitial

Extract NACS Close out data from Claims

OK OK. ExtNACSClose

FBI Name Check AS App Stamp-Background investigation,favorable FBINameChk

FBI Name Check oD Duplicate FBINameChk

FBl Name Check DS Dissemination Stamp-Obtain FBI Report from LESC FBINameChk

FBl Name Check E Error FBINameChk

FBI Name Check Expired Time expired FBINameChk

FBI Name Check H Possible Hit FBINameChk

FBI Name Check 1 Possible Hit FBINameChk

FBI Name Check P The FBI sent an INDEX POPULAR from a FBI name check FBINameChk

FBI Name Check Lo Locate FBINameChk

FBI Name Check MN Manual Response FBINameChk

FBI Name Check ND Non-derogatory FBINameChk

FBI Name Check NP Not Pertinent FBiNameChk

FBl Name Check NR The FBI sent a No Record from a FBI name check FBINameChk

FBl Name Check ocC Qutgoing Communication-Obtain FBI Report from LESC FBINameChk

FBI Name Check RP Report-Obtain FBI Repart from LESC FBINameChk

FBI Name Check RS Resubmit FBINameChk

FBi Name Check UN Unknawn Response FBINameChk

FBI Name Check XX Administratively closed FBINameChk

WF Key-word. Used in ACT_TRANSIT to specify next Not

FD-258 Card Received by the NBC ANY EndCond dependen activity. CardRevdUpdateExt
FD-258 Card Received by the NBC oK QK. CardRevdUpdate Ext
FD-258 Card Received by the NBC RNACSUpFailed Falled to successfully update RNACS with case status CardRcvdUpdateExt
FD258EE Ad Hoc Reply’ NONE WF Key-word. Used in ACT_TRANSIT to specify next Activity if FDEEAdHocRep

8-16
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