CLAIMS 4 REFERENCE GUIDE

System Maintenance

CHAPTER 10: SYSTEM MAINTENANCE

Introduction

The System Maintenance module is used to update the CLAIMS 4
database, set up new locations, and set up all user functions. Specifically,

the System Maintenance module is used to define location profiles, add new

branch locations, define the services offered at a location, and assign user
rights. The System Maintenance module is also used to assign
Naturalization Certificates numbers, display CLAIMS 4 look-up tables, view
the workflow status of a case, determine the completed elements of the
process, and view a workflow diagram of a case.

Objectives

After completing this chapter, you will be able to:
¢ Select a Location
¢ Review a Location Profile
o Change a L.ocation Address
+ Define Service Types Offered at a Location
e Assign & Reassign Zip Codes to a Site
» Define Workflow Participant Roles
e Set Up & Edit Report Access Groups
¢ Add a User Profile
e Edit a User Profile
» Discontinue a User's Access to CLAIMS 4
+ Browse and Assign Naturalization Certificate Numbers
e« Open and View Database Tables

+ View Activity History and Workflow Status
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System Maintenance

Key Terms

The following key terms are introduced in this chapter:

A-Number (Alien Number)
Number assigned by USCIS to aliens applying for
benefits or status.

Application ID
Unique number assigned by CLAIMS 4 to each new N-
400 application.

CCO {Case Control Office)

Office at which the applicant initially filed the N-400 form.

Certificate Number
Unigue 1D 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.

FCO (File Control Office)
Office having jurisdictional control over the A-file.

Naturalization Certificate

Official document that is presented to an applicant during

an oath ceremony and that serves as proof of
citizenship.

Payment ID
Unique identification number assigned by CLAIMS 4 to
each payment received with the N-400 application.

Profile
A set of information about a location, user, or group of
users.

Report Access Group
' Group assigned to users that determines which reports
they can access in CLAIMS 4.

Workflow Participant Role
Role assigned to users that determines which modules
and functions within the modules that they have access
toin CLAIMS 4.

10-2
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SELECTING A LOCATION

Selecting a Location is the 1% step you always perform in the System Maintenance module since all
subsequent commands will act on the location that you select prior to executing the subsequent
command. For example, if you wanted to view or update an address for the Location Code PHI000, you
would begin by performing the Profiles, Select a Location menu command and making sure that PHIG00
was filled in the Location field before clicking the Show Info button. If you wanted to view or update an
address for the Interview Location Code PHI0Q1, you would begin by performing the Profiles, Select a
Location menu ccmmand and making sure that PHI0G1 was filled in the Location field before clicking the
Show Info button.

To Select the Parent Site Code:
1. Access the System Maintenance module from the CLAIMS 4 switchboard.

2. Select Profiles, Select a Location from the menu.

The Location field defaults to
the Parent Location (Location
~ Prafiles Maintenance for the Lacation : -~ - Code ending in triple zero

; —— ¢ bacation Lype: T “000"). If you want to set the
- Locaten oo | location code to a Location

: ; P Code that falls under the
Parent Location (ie; Interview
Location Code, Oath
e Ceremony Location Code),

T , o | see the next page.
S .§huwlnlo ) B RN % Cancel j

NOTE: CLAIMS 4 displays the default location code for your location. This is the Location Code ending in
triple zero “000" which is the Parent location.

- w. | ocation Profifes

. Location description; - s .

Ghow Info

3. Click fo view the location type and description.

4. Click the OK button.
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To Select a Location Code that falls under the Parent:

In order to view or modify information for a Location Code that is not the Parent Location Code (does not
end in triple zero), you will either need to type in the Location Code (example: PHI001) before clicking the
Show Info button, or you can access Location Codes under the Parent Location Code by first selecting
the Parent Location Code (*000"), and then clicking the Branch Locations tab on the Location Profile for
the Parent L ocation (see below).

1. Access the Systermn Maintenance module from the CLAIMS 4 switchboard.
2. Select Profiles, Select a Location from the menu.

NOTE: CLAIMS 4 displays the default location code for your location. This is the Location Code ending in
triple zero “000” which is the Parent location.

3. Click """ |5 view the location type and description.
4. Click the OK button.

5. Select Profiles, Location Profile from the menu.

- System Mlnienance - [L ocation Preffle Tar Locarian Code: RALODO]
03 Mle Profies Tables Status Window. Hep

Genesal Indoimation I Nw:ewe;vi;;é ] LocalnnAddqsl Olhaidanm[ BvancthcaI\omi Fw:hmemmxl The Locatlon PrOfIIe, Scr?en appears for the Parent
Selecte Locan e = e Location {ending in “000"):
Loction Code: U Locaiin Type Code. | :

Lowation Type Dacipion. - P
Distiict Dffca

Locaton Desctigtion:  IRATEIGH B0 SHAM NE FELD OFFICE

IX Active Laeation Pagion Unde
Distriet Nby: 1§ Endusemant H
' Acgount Bbr
Deys Of Opevation. i Hows 0f (5~ Estenotad s
B Upesalon’ IntervienrNatics Days.
Contact Phone Numbes: - T
Fi : (seneeal Intomation | Naitre of Senvices | Locafion Address | (ther xnsann Buons |
lislNafnr Frrst Mo : ) )
{'SAFKD """"" i'JEFFREY "' ’ Locatian Cods i LocationType | Location Desciiption i
[ TRALOOT | DG US. EITIZENSHIP & IMMIGRATION SERVICES
__| raLO0? or 1S CITIZENSHIP AND IMMIGRATION SERVICES
IRALaS o1 U8 CITIZENSHIP AND IMMIGRATION SERVICES
. [ jraac? a1 FTJDHNSTON GARRISON HOUSE, SOUTHPORT
= | —
6. Click the Branch Locations tab. T raga0s or 7 BRAGE
[ “IeaLace o1 BATTLESHIP NORTH CARDLINA
7. Click the Location Code. F__‘ RALAGG ot NORTH CARLLINA EASTERN DISTRICT COURT
= FALAIE: o7 CAMP LEJEUNE
, if AALIDY o1 US ST, SOURT E4STERN DISTRICT GF NC
8. Click the Browse button. | raum o1 S DIST. COURT EASTERN DISTRICT GF NC
i RaLIo o1 US DIST. COURT EASTERN DISTRICT GF NC
i nALIM4 i) 145 OIGT_COLRT EASTEPN DISTRICT GF NC
K R :
’ Add I Biowse j [ Updale j
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Selecting a Location

The Location Profile screen displays for the Location Code (Example: RALJOT) that you selected on the
Branch Locations tab:

.- Selected Location:

LT

Lecation Code; |
k)

- Location Type Description:
: Dther Faciliy

Beneral Information t Nature of Services l LocationAddress] Other Information | Branch Locationsl Function Bunons]

Lacation Type Code: i I

Location Description:  {(JS DIST. COUAT EASTERN DISTRICT OF NC

xSAPKD

P Active Location Region EOdefg‘{ﬁ‘" Service Center Code: ;gg—lf_
District Nbr. 87 Endorsement f SectorNbr. {7
! Account Nbr: ’
Days Of Opesations [ Hours Of ! FPEwpDays: [1~  Estimated i
) ,_ Bperation’ {_ Irterview-Notice Days:
) D"icef |nf0fmaﬁon‘ [ - D — . ey
© Dificer Title: Contact Phorie Number,
jFIELD OFFICE DIRECTOR iy - :
Last Mame: First Name: Middie Name: Suffix Nams:
JEFFREY M I

NOTE: If you click the Branch Locations tab
when you are “on” a Branch Location (not the
Parent Location), you will see the screen (on
the right) indicating that there are not any
Locations that fall under a Branch Location.

The Branch Locations tab will only dispiay
branches if you are viewing the Parent
Location Profile screen.

Géneiat Informaton § Nature of Sewvices | Location Address | - Other trfarmat

| Location Code | LocalonType | Location Desciiption_| i

NO SUBORDINATE LOCATIONS
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Location Codes Indicate Service Type

LocATION CODES UNDER THE PARENT INDICATE THE SERVICE TYPE

A single USCIS Field Office uses many different Location Codes within the CLAIMS 4 system. For
example, Fingerprint Appointments are scheduled to codes beginning with “X” (Example: XPA, XPD,
XPC). The address for the 1-485 Notices is found under the Location Code ending in "485” (Example:
PHI485). Administrative Oath Ceremonies are often represented by a Location Code that has an “A” in
the 4™ position (Example: PHIAO1, PHIA02, PHIA03), whereas Judicial Oath Ceremonies are typically
Location Codes that have a “J” in the 4" position (Example: PHIJO1, PHIJO2, PHIJ03).

The foliowing example is from the USCIS Philadelphia Field Office:

Location Code:

What it Is used for:

Location Description:

Location Address:
{This will appear on Notices)

PHI485 1-485 Interviews — Philadelphia Field Office 1600 Callowhill St.
Notice Address {only) Philadelphia, PA 18130
PHI000 I-485 Interviews — Philadelphia Field Office 1600 Callowhill St.
Scheduling {anly) Phitadelphia, PA 19130
PHI001 N-400 Interviews — Philadelphia Field Office 1600 Catlownhill St., 2™ Floor
Scheduling and Notice Address Philadelphia, PA 19130
PHIDQO2 N-400 Interviews — Philadelphia Field Office 1600 Callowhill St.
Scheduling and Notice Address Philadelphia, PA 19130
PHIODS N-400 Interviews — Dover, Detaware FSO 1600 Callowhill St., 2™ Floor
Scheduling and Notice Address Philadelphia, PA 19130
DVDOQ1 N-400 Interviews — Dover, Delaware Air Force Base | 1600 Callowhiil St.
Scheduling and Notice Address Philadelphia, PA 19130
PHIAD1 Administrative Oath Ceremonies - | Philadelphia Field Office 1600 Callowhill St., 4th Floor
Scheduling and Notice Address ) Philadelphia, PA 19130
PHIAQ2 Administrative Oath Ceremonies - | Arch Street, Philadelphia National Constitution Center
Scheduling and Notice Address Kirby Auditorium
525 Arch Street
Philadelphia, PA 19106
PHIA03 Administrative Oath Ceremonies - | Penn’s Landing, Philadelphia Philadelphia Waterfront Main
Scheduling and Notice Address Stage i
Penn’s Landing
Philadelphia, PA 19130
PHIJO Judicial Oath Ceremonies — Market Street, Philadelphia Ceremonial Courtroom
Scheduling and Notice Address 601 Market Street
Philadelphia, PA 19106
PHIJO2 Judicial Oath Ceremonies — Court of Common Pleas of York County Courthouse
Scheduling and Notice Address | York County 28 East Market Street
York, PA 17401
XPA Fingerprinting — Fingerprinting Site 10300 Drummond Rd
Scheduling and Notice Address Philadelphia, PA Suite 100
) Philadelphia, PA 19154
XPC Fingerprinting — Fingerprinting Site 210 Kanwha Blvd. West
Scheduling and Notice Address Charleston, WV Charleston, WV 25302
XPD Fingerprinting — Fingerprinting Site 655 South Bay Road

Scheduling and Notice Address

Dover, Delaware

ASC Blue Hen Corp Ctr, Ste 4E
Dover, DE 19901

NOTE: The above list is most (not all} of the Location Codes that the USCIS Philadelphia Field Office uses.

10-6
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WHAT LocATION CoDES DOES MY OFFICE USE?

It is very helpful for a System Administrator to know what Location Codes his or her office uses in CLAIMS
4. For example, what is the Location Code(s) that my office schedules N-400 interviews to? What is the
Location Code(s) that my office schedules Administrative Qath Ceremonies to? What is the Location
Code(s) that my office schedules Judicial Qath Ceremonies to? What is the Location Code(s) that
headquarters schedules applicants for fingerprinting? What is the Location Code that stores the address
that prints on the 1-485 Interview Notices?

Location Code: | What it is used for: Location Description: » Location Address:
(This will appear on Notices)

|-485 Interviews —

___485 Notice Address (only)
1-485 Interviews —
___6aa Scheduling {only)

N-400 Interviews —
Scheduling and Notice Address

N-400 Interviews —
Scheduling and Notice Address

N-400 Interviews —
Scheduling and Notice Address

N-400 Interviews —
Scheduling and Notice Address

Administrative Oath Ceremonies -
Scheduling and Notice Address

Administrative Qath Ceremonies -
Scheduling and Notice Address

Administrative Qath Ceremonies -
Scheduling and Notice Address

Judicial Oath Ceremonies —
Scheduiing and Notice Address

Judicial Oath Ceremonies —
Scheduling and Notice Address

Judicial Oath Ceremonies —
Scheduling and Notice Address

Fingerprinting — . .
DO NOT NEED | gcheduling and Notice Address The Field Office does not change anything for the Fingerprinting
Location Cades

WHAT LOCATION CODE CONTAINS INFORMATION ABOUT OUR USERS?

Many USCIS Field Offices store their CLAIMS 4 Workflow Participant Roles, Report Access Groups and
User Access Rights under the Location Code ending in 007 (000" for the Sys. Admin.). There are a few
USCIS Field Offices however, that store them under a code other than the Location Code ending in 001 .

Workflow Participant Codes: ~ Report Access Groups: Users:

August, 2009 10-7
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LOCATION PROFILE

The Location Profile window is used to set up or modify a location's general information, type of location,
location address, jurisdiction information, and branch locations. You can access the Location Profile by
clicking the Profiles menu then selecting Location Profile.

1. Access the System Maintenance module from the CLAIMS 4 switchboard.

2. Select Profiles, Select a Location from the menu.

=.Locajton Protiles

+ Profiies. Mamtenance for iho Locaton: - -
-  Location lyna:
Locahor: ZEEAST L. )

Locataon dassaphon

NOTE: CLAIMS 4 displays the default location code for your location. This is the Location Code ending in
triple zero “000" which is the Parent location. ‘

3. If you need to change the Location Code to something other than the triple zero “000” code, type in the
code (Ex: RALOO1).

4. Click .=~ AR 1 to view the location type and description.
5. . Click the OK button.

4. Select Profiles, Location Profife from the menu. The Location Profile for... screen displays.

General Information tab

Location Code — Code entered in the Select a
Location window

F4 System Mainfenance - {Location Prafile fur 1 nculio; Code: LUSO(]U}
{3+ Fis Profiles Tables Ststus Window Help

(T Natue of Sezvices | Lacation Address | Othet Information | Brenich Locations | Function Butons | Location Type Code — Code identifying the type

A cssmimecue —— | ©f location as recorded in the CLAIMS 4 table
 lewt T s - structure. You cannot modify this code from this
- mo::m r;m;e screen.
Lopston Dascroliore ({55 ARRELES ‘ : Location Type Description — Description of this
e - s " | location based on the Location Type Code. This
X active Location Rlegon Code e swmtennto e | field comes from the CLAIMS 4 look-up tables
DitietNE [ Endasernen | soter 7| and therefore, cannot be modified.
Account Nbi: ¢
Z:U::D‘T’"‘ sl eI o™ | Location Description — Identifying description of
C e T ’ ' o | tHis location. Users can modify this field.
{0D i
Lot Naws: Frstame Middte ttame St e Active Location — Checkbox determines
I | = whether or not this location is in use in the
CLAIMS 4 system
10-8 August, 2009
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Selwcted Location: - -

Lacation Code: mT Location Type Code: § =

Lacation Type Rasciicn
Distiic Qifice:

LocationD escrnion: JD”EANG[J.G rree e e o e

B Agiive Location Fagion Codowﬁﬁ-- Service Canter Code: T
Distnct ibr. fiE Endorsemen | SeetorNbe T
Acgourt Nbr. i
Days 0 Operdtion. [~ Hows Qb 7 FPEspDaps [{5 £ shmated 85
| ﬂmtarion.‘ intesview-Notice Davs: *
Dffice: information:
Oifioe: Titls. Contact Phane Number
) P

Lest Name, Frrst Mame! Midefle: Naener Suftex Hame:
T f Fa—

Region Code - Identifies the USCIS Region that has jurisdiction over his location
Service Center Code - Identifies the USCIS Service Center that services this location
District Number — USCIS district number in which this location is found

Endorsement Account Number — Financial account code that prints on the back of any payments
received by this location

Sector Number — USCIS sector number in which this location is found

Days of Operation — Number of operating days pér year at this location

Hours of Operation — Number of hours per day this location is open

FP Expire Days — (Also known as the Fingerprint Lead Time.) The fingerprint lead time is the number of
days an applicant can be batch-scheduled for an interview prior to the applicant’s fingerprint expiration

date. The days are calculated from the date the batch scheduler is run, not from the date of the interview.
NOTE: This number should never be 0 because it would prevent scheduling.

Example: If an applicant's fingerprints are going to expire on 07-01-09 and the FP Exp Days = 90, then
the applicant cannot be scheduled for an interview after 04-01-09 (FP Expire Date minus FP Exp Days).

Estimated Interview-Notice Days — Number of days estimated to elapse hetween receipt of the N-400 at
the Service Center and the date the applicant is scheduled for their initial interview

Officer Title — Title of the Officer of Record. This name prints on many of the notices that CLAIMS 4
prints. This is not a CLAIMS 4 look-up field. So, any title entered appears exactly as it is entered.

{Officer) Last Name, First, Middle — Name of the Officer of Record

Contact Phone Number -- Telephone number printed on CLAIMS 4 notices for applicant case inquiry

August, 2009 10-9
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Nature of Services tab

K Systam Maintenance [Location Profite For Localion Code: (0S000]
B3. Fle Profiles Tables Status Window Help

A e— The Nature of Services tab displays
General Informati Natwe of Seracesf| Location Addieas | Dther :‘nfu:mahan] Branch Lucatir_m] Furation Buronxl Checkboxes that can be Selected for the
services located at that particular location.

The services are;

Iavinites i enaeney + Asylum Office
o Port-Of-Entry Office
R PolOFErity Clics = Adriisyeive Dath Ceremcny » Border Patrol Office
¢ Judicial Oath Ceremony
e Administrative Qath Ceremony

™ Border Patol Cifice T Irterview Site » Interview Site

Location Address tab

#* System Maintcnance - [Locatian Prafile For Localion Code: LOSA87)

3. Fe  Profies Tub|=§ “iatus Wndow  Help
el The Location Address tab displays
Genel Information | Nature of Sewices | Lacalion Addbess | OthesInfomeiion] BrershiLocations] Furin8utons | 1 iNfOrmiation pertaining to the site’s address.
Information from this tab prints on notices
T e e that are sent to applicants. For example,
the address on the screen on the left is
stnct AT ARTR DS AigELES $THEET ——— what would print on the 1-485 Interview
' Notices. How do we know this is the 1-485
o BT RRGEES Interview Notice address? Look at the
' Location Code (LOS485) that was selected
srae Code e T o T prior to viewing the Location Profile.
County Name'
IMPORTANT:
Provirce: See page 10-14 for information on
Changing Addresses for Location Codes.
Postal Code T o Cove "
10-10 August, 2009
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Other Information tab

A System Maintenance - [Location Prafile For Location Code: 10S000] |
B He Frofes Tabks Stotus Window Heb The Other Information ab contains the
PEEd" 1k ) following data:

Gcnerallnformatiml Nakurs of Sth:es’ Location Addiass{!

Jurisdiction’s Location Code - Code

dussdicton's Location Code: WCT0 ™ koo 55 emo T : identifying the Service Center that has
’ ‘ jurisdiction over this location. The user
Desciiption Of uichoton:  TMMIGRA (TGN & A1 RALEZATION SERVICE cannot change this field as it comes from a

CLAIMS 4 look-up table.

FCO - File Control Office

CCO - Case Control Office

Description of Jurisdiction — Description
of the Jurisdiction. The user cannot change

this field as it comes from a CLAIMS 4 look-
up table.

AUgUSt, 2009 10_11
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Branch Locations tab Genetal Information | Naturs of Services | Location Address | Dtherlnfmmdi@&ﬁmﬁumml
Location Code — This code ; Location Code | LocationType | Lor,“alinn D—escnption |~
, o . { DVDEDD POE DOVER DE AFB
identifies each branch location = ovo0ot car -
. . . i 2

associated with the location _jo\ . or U50s
currently selected. Typically itis [ Tovounn ot US DISTRICT COLRT GF DELAWARE
three letters followed_by tlhree 1 Jovouoz o7 US DISTRICT COURT OF WILMINGTON DELAWARE
numbers. For oath sites it can be | ovaos ot US DISTRICT COURT OF WILMINGTON DELAWARE
three letters plus "A” (for [ {Hseono 50 HARRISBURS
Administrative) or "J” (for Judicial), [ THsBags 0 HARFISBURG
followed by two numbers. Location  INFUOD s0 ALTOONA, P4
Codes that start with “X” typically |__INFuUAgs S0 ALTOONA, PA
are fingerprint sites. o 0o uscis

1 1pHioe2 0o UsCIS
Location Type — This is a two or .| PHloo3 0o uscis
three letter code that identifies the et PHIOS Do uscis v
type of branch location. Typical A ’ 2
codes are:

. 8 Updat

S0-Sub Offce w) [oey) (o]
SAT - Satellite Office

OT - Oath Ceremony Location
ASC — ASC Fingerprint Center
DO - District Office (Field Office)

NOTE: The above descriptions of the Location Types were set up many years ago. Today, there are both
District Offices and Field Offices. The DO abbreviation stands for District Office — which refers to a Field
Office today.

Location Description — Description of the location usually based on geographic location or on services
offered.

Displaying More Information about the Branch Location

1. To see more detail about a branch location, click the checkbox for the location, then click Browse.
CLAIMS 4 opens a new Location Profile window for the branch iocation. Ali of the tabs are now
available and display the profile information for the branch location..

Close the Branch Location Profile window by...

2. Click the Function Buttons tab.

3. Click the Close button.

10-12 August, 2009
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Function Buttons tab

ﬁSystem antenance [Locatmn Profile For Locatlon Code LDSODO]
B. File Proffes Tables Status Window Help

SEal=IE
— - T ———
Gensial Information ! Nature of Services f Location Address ] Other inlarmation] Branch Locations { Function Buttons

i Belete ] Save i

Befreij . Close i

The Function Buttons tab contains the following data:
Delete — Deletes the lacation profile from the CLAIMS 4 database.

Save - Stores the changes the user has just made to any/all of the tables in the location profile. (You can
also use the Save button on the toolbar to save changes.)

Refresh — Restores the data in each tab to the values recorded in the CLAIMS 4 tables. If clicked before
saving the data, the Refresh button erases any changes made in the Location Profile tabs and restores
the previous data. Refresh doesn't restore data that has been saved already.

Close — Closes this location profile and returns the user to the main System Maintenance screen.

August, 2009 : 10-13
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CHANGING LOCATION ADDRESSES

The Location Profile, Location Address tab displays the current address for the selected Location
Code. Inthe event that an office moves to a different address, the Location Address tab will need to be
updated for the Parent Location Code (the one ending in triple zero “000") as well as for all Location
Codes that are associated with this new office address. For example, the Location Codes for both the N-
400 and the [-485 Interviews, as well as the Location Codes for the Administrative Oath Ceremonies (and
sometimes a Judicial Oath Ceremony) will need to be updated. The Location Address for the Location
Codes determines what address prints on the Notices to the applicants.

First, determine which Location Codes need to be updated:

Type of Service: Location Code: | Comment:

Parent Location Code ___0o0 The Parent Location Code is always _ _ _000 for ALL
Field Offices.

N-400 Interviews 001 (example)

N-400 Interviews 002 (example)

N-400 Interviews _003 {example)

1-485 Interviews __ 485 Although 1-485 Interviews are scheduled to the

__ _000 Location Code within the CLAIMS 4 Scheduling
module, this is NOT the code that you change for the
address that prints on the 1-485 Interview Notices.

Within CLAIMS 4, the address that prints on the 1-485
Interview Notices is always stored to the _ _ _485
Location Code. This is true for ALL Field Offices.

QOath Céremony - Administrative AQ1 (example)
Oath Ceremony — Administrative A02 (example)
Qath Ceremony — Judicial J01 (example)
Qath Ceremony - Judicial J02 {example)
Oath Ceremony — Judicial _J03 (example)

1. Access the System Maintenance module from the CLAIMS 4 switchboard.
2. Select Profiles, Select a Location from the menu.

3. Type in your Parent Office Location Code (Examples: LOS000, PHI000, NYC000, RALQQO0).

4. Click .. 2hirfe {44 view the location type and description.
5. Click the OK button.
5. Select Profiles, Location Profile from the menu. The Location Profile for... screen displays.

6. Click the Branch Locations tab.

10-14 ’ » - August, 2009
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Changing Location Addresses

The Branch Locations tab displays all the Location Codes under the Parent Location except the ___ 485

Location Code.

General Information l Nature of Sepvices i Location Address i Othet Infesmation Wmmlim Buttons ]

i

Leeation Descrigtion i

Location Coda : Locswon Type
00
a1
ar
ot
)
o)
a1

jRALADE ot
i raum o1
[ Trausn2 o
| iRaLIo3 o1
[ _iRALID4 ok

U.S. CiTIZENSHIP & IMMIGRATION SERVICES
US CITIZENSHIP AND IMMIGRATICN SERVICES
US CITIZENSHIP AND IMMIGRATICM SERVICES
FT JOHNSTON GARRISOM HOUSE, SOUTHFDRT
FT BRAGG

BATTLESHIP NORTH CARDLINA

NCRTH CARGLINA EASTERM DISTRICT COURT
CAMP LEJEUNE

US DIST. COURT EASTERN DISTRICT OF NC

 USDIST. COURT EASTERN DISTRICT OF 1C

U5 BI3T. COURT EASTERN DISTRICT OF NC
US DIST. COURT EASTERN DISTRICT OF NC

,. - __

7. Click the Location Code that you want to update the address for. Make sure you see a checkmark.

8. Click the Update button.

The General Information tab displays for the Location Code you selected:

dimtena ccatio D 0

P3: Fle Profies Yables Status Window Help

"

Location Code: !@m

Location Type Desciiption:
Other Faciity

ature of Services i Location Address I Uther Informationl Branch Localions] Function Buttons ]

Lacation Type Code: r_ -

Location Descripon:  {US LIST. COURT EASTERN DISTRICT OF MC

& Active Location Begion Cod_:EEFT- Service Center Code: ré—s—c“«
Distict Nbr: {87 Endorsement j SectorNbr. [
Account Nbr: ’
Daps Of Operation: | Hows OF 7 FPEspDaps: {177 Estimated i
: Qpetation’ ! Interview-Notice Days:
Dfficet Information: -
Officer Title:
{FIELD OFFICE DIRECTOR
Last Name: Fitst Name: Middle Name Suffix Name:
T E— GERERETT 5 e e
éSAF’I(G ,.J EFFREY i M i =

August, 2009
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Changing Location Addresses

9. Click the Location Address tab.

7 Spstem aintenaioe - [Lo¢ o Pratii For Location Cade: RALMIF - ..

5. Pl Prolles Toblec Fabas Windw Heln

3akdng HameFoom tiumber, $uARMCA! Hill

3ree, 08331 AT aruEE

StalnCode, - Zplode DED
U Hane LERAL

Frovinea

Frsta Coce 77T towtytess

10. Type in the new address.

11. Click the Functions Buttons tab.

12. Click the Save button.

13. Click the Close button.

1-485 Interview Notices Address

The 1-485 Notice address is stored to the _ _ _ 485 Location Code. If you do not see this Location Code

on the Branch Locations tab:

1. Select Profiles, Select a Location from the menu.

2. Typein 485 (your Office Code plus 485).

3. Click the Show Info button.

4. Click the OK bhutton.

5. Select Profiles, Location Profile from the menu.

6. Click the Location Address tab.

7. Type in the new address.

8. Click the Functions Buttons tab.

9. Click the Save button.

10. Click the Close button.

10-16
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DEFINE SERVICE TYPES

Service Types are defined for éach zip code that an office services. For example, an office that offers
Initial N-400 Interviews, the IN400Q Service Type is added to the List of Services Locations for every zip
code that the office offers this service.

Access the System Maintenance module from the CLAIMS 4 switchoboard.

Select Profiles, Select a Location from the menu.

w lacation Protiics
Protilsy Moyrianance o the § neabon

Locmon, R T

Lo wtice d pe:

Lncahon desrnpinn,

NOTE: CLAIMS 4 displays the default location code for your location. This is the Location Code ending in
triple zero “000” which is the Parent location.

3.

If you need to change the Location Code to something other than the triple zero “000” code, type in the
code (Ex: MIA400).

Showlnfo

to view the location type and description.

Click the OK button.

. Select Profites, Services from the menu. The List of Service Locations screen displays.

4 System Maintenance - {List of Service Locatians]
o. Fis Profles Tables Status Window Help
;9_1 i}
Service Locations
p . Zip Code |Zip Codg |5tate Defsut- |Default Sub |Locatian ] Temporary | L EMP 2
Seivice Type from T? ode Founty Name Start Date End Date Location lLocation  |Rue Lomy Lou:al X
INaG0 P47 26547 BUAKE, 1998 4:11.35 FM T7179999,CLT
N4 TIE5;BERD NG AVERY i3 : :
{N400 ; 126654 WILKES )
| _{IN400 ‘ /E
INADD
NGB0
OTHINAGE 199690955 AM; TAASSIT 3BE
GTHINADD [HERFURD 1996 90357 AM! T/1/9535 LT
OTHIN4GG N iMA 1998 §.0357 aM 1779988 LT
OTH/N4DD ‘NC SHENDERSON 1938 9.0857 AM 1/179809° LT
BRGES ‘HC_GUILFORD 5/23/2007; _XAD 1000
. JOFD2568 7 . XD
IN485 1 17179989, CLT
IN485 120 A8 FM: __ 1A/889 LT
QTHANAQ 1938 3:03.54 AM 11/9389 LT
OTHIN4DD _
QTHINGDD <278

NOTE: The Service Types are defined for each zip code in your office’s jurisdiction. In
the above example, we can see five different Service Types defined: IN40Q (Initial N-
400 Interview), OTHJIN400 (Oath Ceremony-Judicial), OFD258 (Fingerprinting), IN485
(Initial 1-485 Interview) and OTHAN400 (Oath Ceremony-Administrative).
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CLAIMS 4 REFERENCE GUIDE

5. Click the 2| (Add New Record) button.
Clicking this button opens the Service Location
Maintenance screen.

6. Click the Default Service Location >} and
select the location desired,

7. Click the OK button.

8. Click in the Service Type Code field, and then
click the ellipsis button (...).

Detault Service Locatan~ - Sarvice Type Code -~

+

State Code Zp Cadz Rangs (#BBRHY

e . From, {o5d66 ™ Te, {060

" Enter zip-code range withrin & singls tounty.

County Name To service Closs county 2ip coda

T T—— * 1anges. create arecord for sach

1 different county :

Date Range IMM/DDAYYY] o

St 1 End 1y,

|,

9. Select the Service Type that you wish to assign a . Cose
Zip code to for this site.
Select ONLY one of the
‘ e following Service Types:
Code { Descrigtion Naturalization:
[ICRMA00  N40DCase Review
: l! IN400 N400 (Inital] interview - IN400
|| INJODH MN400 (Initial) Inteiview High Complexity _
N40D finitial) interview Law Complesity QAN400
N400 {initial) |nterview Medium Complexity - REN400
[ 1485 Interview .
FUFDESS Fingerprint 5cheduling Servics Adjustment of Status:
|_{OTHAGEN  Qath Ceremony Administrative for Forms .. - IN485
. OTHAN4GO | N400 Oath Ceremony Administrative
|_IOTHBGEN  Oath Adrin Or Judicial for Forms not listed Fingerprints:
[_TOTHEN40D M40 Oath Ceremony Judicisl Or Adminis.
% DTHIGEN  Dath Cersmony Judicial for Foims nat ist... - OFD258
DTHINAOG  N400 Dath Ceremony Judicial .
I asN400 N400 Question And Answer Qath Ceremony:
‘[ 0aN400H M40 Question And Answes High Comple... - OTHAN400
‘I TQANMDOL  N40O Question And Answer Low Complexity
B | QAN40OM  N4OD Question And Answer Medium Com... - OTHJN400
: DUv Ret xaminglion
NOTE: Do not pick any item above that is not indicated by a black
box. Only those items with a box are activated in CLAIMS 4.
10. Click the OK button.
11. Click in the State Code field and type the 2-character state code.
12. Click in the (Zip Code Range) From: field, and then click the ellipsis button (...).
13. Type in the county name that is associated with this new zip code.
10-18 August, 2009
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— — ot

Service Location Profite

Please Enter County Name [# knawn}

fMacon

14. Click the OK button‘.
15. Select the zip code.

16. Click the OK button.

A text string will appear in the (Zip Code Range) From: field and the zip code you chose will appear in the
To: field.

- Zip Code Range (#H#H#)

From: ]nuu UtriDg To: ]31 057

Enter zip-code range within a single county,

17. Click in the (Date Range) Start: field and type in today'’s date.
18. Leave the End: field empty.

,,,,, Date Hange [MM/DDW] it s 5t

Start: [02/02/2007 ‘ End {77

19. Click the M| (Save) button.

20. Click the Yes button.

imerview Scheduling Precaution

¥ Ensure LOS16 exists in table [BS_SC_L_INTLOC.
before attempting t schedule it as an office-location Interview site.

21. Click the OK button to acknowledge the Interview Scheduling Precaution.

NOTE: Users must contact the USCIS Service Desk (888-220-5228, uscisservicedesk@dhs.qgov) to have
the site added to thé Interview Scheduling Table. Modifying this table is not something a System
Administrator in the field has permissions to do.
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22. Click the = % |putton to acknowledge that the new Service Location has been added successfully.
The screen returns to the List of Service Locations.

Service Locations

NRRREREREN

WILKINSON

31090
ok
131791

S . Tempe
: P tion | Temporar ]
Sarvice Type F;g"l:,ode ‘f:g’ Lode g:;: County Name Start Date End Date E:;‘::zn E:éaat'ig'?w hulf:” Luca‘:inny ngm
| IN485 3079 GA WILCOX . 5/1/2003. 17177089 ATL
[ JINdgs 1084 MWILCOK 2088 A

[ |iNags LWILKES 171720931 AT
|1 ‘WILKES 171220991 ATC
o 003 VI/Z098ATL
“WILKINSON 9N/200% " 141720991471

~3n/z003
34172003

17i72009:ATL

1/1/2099;ATL

TA2099ATL D

17172099 ATL

{31789
31791
131796

1A72099 ATL

/172088 ATL
1/1/2099:ATL

CHEROKEE 1/1/2093/A7L
FAYETTE JAneens T 1//A8ATL G o
MACON - 22172007 17179398 ATL r
. MACON 2/172007 1/1/9999ATL )
| *
23. Click the -Hose_ | button to close the List of Service Locations screen and return to the main System

Maintenance screen.
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ASSIGN OR REASSIGN ZIP CODES TO A SITE

New zip codes can be assigned to a site or an existing zip code can be reassigned from one site to
another. For example, a site (ATL002) now services a particular zZip code that was serviced by another
site (ATLOO1) in the past. This new zZip code needs to be disassociated with the old site and associated
with the new site for each service type (IN400, OFD258, OTHAN400, OTHJN400).

You will need to identify the following for each zip code before performing one of the processes below:
» Site Code, Site Sub Code, Parent Site Code, Service Type(s), County

NOTE: If you need to have many zip codes assigned or reassigned to a site contact the USCIS Service
Desk (888-220-5228, uscisservicedesk@dhs.qgov).

Assign a New Zip Code to a Site:

1. Access the System Maintenance module from the CLAIMS 4 switchboard.

2. Select Profiles, Select a Location from the menu.

< Locatlon Proffies

Probtes Mamiorance for Ihe Laxation,

Locaton: Gz ..

T Lototon descrotion

NOTE: CLAIMS 4 displays the default location code for your location. This is the Location Code ending in
triple zero “000” which is the Parent location.

3. If you need to change the Location Code to something other than the triple zero “000” code, type in the
code (Ex: MIA400).

4. Click ﬁ_h".'f”_lfff,] to view the location type and description.

5. Click the OK button.
@3- Fie Frofies Tables *Status - Window Help

IR

6. Select Profiles, Services from the
menu.

Default Setvice Location Service Type Code

State Code : Zip Code Fange (BEH1H)

8. Click the ellipsis button (...) next o :
to the Default Service Location ;
field.

7. Clickthe L (Add) button.

9. Select the Site Code that you wish o Bl oy, 115"
to assign the new zip code to. . Dale Range (MM/DDAYYY)
) * Stat: AV
10. Click the OK button. '
| -
O :
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11. Click in the Service Type Code field, and then click the ellipsis button (...).

12. Select the Service Type that you wish to assign this zip code to.

Select ONLY one of the
following Service Types:
TN ’ Naturatization:
Code f Description E -
[1CRM400  N40DCase Review - IN400O
1 Bnaoo N4OT fIritial] Interview
: ] [TIN*!UUH N400 {Initial) Interview High Complexity - QAN400
: EINI&OUL N400 (Initial) Interview Low Complexity - REN400
! r—, IN400M N400 {Initial] Interview Medium Complesity
- lnass 1485 Interview Adjustment of Status:
: FOFDZSB Fingerprint Scheduling Service
i {DTHAGEN  QOath Ceremony Administ ative for Forms n... - IN485
: I OTHANS00  N40D Dath Ceremony Administrative Fingerprints:
: !_‘Q‘DTHBGEN Gath Admin Or Judiciat for Forms not listed
" TOTHEN4CO  M40GOath Ceremony Judicial O Admiris.. - OFD258
[ JOTHIGEN  Oath Ceremany Judicial for Forms not list.. )
1 EOTHINGOD  N400 Oath Ceremony Judicial Oath Ceremony;
1 BlQANCO M40 Question And Answes - OTHAN400
I | QANMDOH  NaOD QuestionAnd Answer Kigh Comple..
“[TT0AN4OOL ~ N40O Question And Answer Low Complesity - OTHJN400
{ [ 0ANADDM  N40D Question And Answer Medium Com.
1 MEAENJD0  N40DReExamination o

NOTE: Do not pick any item above that is not indicated by a black
box. Only those items with a box are activated in CLAIMS 4.

13. Click the OK button.
14. Click in the State Code field and type the 2-character state code.
15. Click in the (Zip Code Range) From: field, and then click the ellipsis button {...).

16. Type in the county name that is associated with this new Zip code.

Service Location Profile

Piease Enter County Name (if known):

17. Click the OK button.
18. Select the zip code.

19. Click the OK button.
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A text string will appear in the (Zip Code Range) From: field and the zip code you chose will appear in the
To: field.

Zip Code Range (i1}

CFrom founouog..]  Ter [3i067

Entes zip-code range with-in a single county.

20. Click in the (Date Range) Start: field and type in today’s date.

21. Leave the End: field empty.

Start: [02,02/2007

23. Click the Yes button.

24. Click the OK button to the confirmation message.

Service Lacations
" " Tempt o
; Zip Code [Zip Code |State Default | Default Sub [Location | Temporary ]
Service Type From To Code County Mame Start Data EndDate Lovation [Location  |Rule Location E::ati-

WILCOR 8/1/2003. 1/1/2093ATL 000

_8AUZ00% T AF0ISIATL TG0

9/1/200% 1712099
9172003 17172089
972003 1AI2083ATL
_9A72003 17172089 ATL
9/1/2003 ATL
91172003 ATL
ATL

ol

9/1/2003 1A/2083ATL

97172003 17172099 ATL

: 97172003 1H72089 AT

.IWORTH SH /2003 1M/2098; 871

i{CHEROKEE 94172003 17172089 ATL
{FAVETTE 18R /2003 1772088 ATL

CMACERN SH 72007 TAA858:ATL

IMACOH 2172007 17179988 ATL

25. Scroll all the way to the bottom of the list to view the newly added zip code.

26. Repeat the above steps for each Service Type associated with this zip code.
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Reassign a Zip Code from one Site to another Sité:

If you wish to reassign a zip code from one Site Code Code to another, you may do this by following the
below procedure.

1. Access the System Maintenance module from the CLAIMS 4 switchboard.

2. Select Profiles, Select a Location from the menu.

. Location Profiley

Frabics Martenance For the Lacaton .

[RENTPD - ]

Locasan typee = = oo

. Lusaton desaription.

Showtedo | i Concel |

NOTE: CLAIMS 4 displays the default location code for your location. This is the Location Code ending in
triple zero “000" which is the Parent location.

3. If you need to change the Location Code to something other than the triple zero “000” code, type in the
code (Ex: MIA400).

to view the location type and description.
5. Click the OK button.
6. Select Profiles, Services from the menu.

7. Click in the box to the left of the Service Type you want to edit.

A7 System Maintenance - {List of Service Locatinns] -
0y« Fie Profles Tables Status window Help

Service Locations

N N - Tempt »
. Zip Code |Zip Code |Siate Dafaut  (Dofault Sub |Location | Temparary phad
Sewvice Type Fom o ) County Name Stait Date End Date Location |Location |Rule Locali Eub ;

. 1BAINT CLAR 1714713 1/1/9939- ATL o

1VisIEATL
717959

IEGLGES
1anseel

11179595 ATC
1/1/9995 ATL

171/9999°ATL
14179998 ATL

8. Click the@' (Edit) button.
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9. Click the ellipsis button (...) next to the Default Service Location field.
10. Select the new Site Code that you want to assign this zip code to.

You will be returned to this screen with the new Site Code displayed.

1. File Profiles Tables Status Window Help

BRI
Default Service Location Service Type Code B
(‘EfLD-Dﬁn__ EIN]TJ_DN"_—— -
- State Code . er Code Rangs (#8488 - -~
AL me {Guii Guidg To {3513

Enter 2ip-code range within a single county.

County Name 5 .
To service cioss county 2ip code
Er ranges, create & recoid for each
jcoosa diferert Gounty.
Date Range [MM/DDAYYY]
Sttt 017471898 End [ 7T

vl Ensure ATLOQ3 exists in table IBS_SC_I_INTVLOC
before attempting to schedule it as an office-location Interview site.

msysmnt
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14. Click the _EK__J button to acknowledge that the new Service Location has been updated
successfully.

15. Click the ._E?L’f_._j button to close the Service Location Maintenance screen.

16. Click the _ Elose . jf button to close the List of Service Locations screen.
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DEFINE WORKFLOW PARTICIPANT ROLES

Users' “access” is determined by the Participant Type Code that a user is assigned in CLAIMS 4. This is
assigned by the System Administrator using the Profiles, Users menu option in the System Maintenance
module. The System Administrator at each location defines which activities each Participant Type Code
can perform. The Participant Type Codes are found under Profiles, Workflow Participant Roles menu
option. Once a user is assigned to a particular Participant Type Code, he or she will have access to those
activities within CLAIMS 4 that are permitted by that group. The System Administrator can modify which
activities a Participant Type Code has access to thus affecting the access rights of all users who are
assigned that particular Participant Type Code.

1. Access the Systemn Maintenance module from the CLAIMS 4 switchboard.

2. Select Profiles, Select a Location from the menu.

Many sites have the Participant
Type Codes set up under their
Location Code ending in “001".
Check the bottom of page 10-7
in this document to see which
code your office stores this
information to.

NOTE: CLAIMS 4 displays the default location code for your Iocatton This is the Location Code ending in
triple zero “000” which is the Parent location.

3. If you need to change the Location Code to somethlng other than the triple zero “000" code, type in the
code (Ex: MIA400).

4, Click M to view the location type and description.

5. Click the OK button. ’

6. Select Proflles, Workflow Participant Roles from the menu. The Participant Type Codes List

displays.
List of Parlicipant Tvpe Codas
Code Desciiptior
p |aC Adjudication Clerk
Alg ADJ INFORMATIOM OFFICER
ELE Clerical Staff
EX " |EXAMINER
EXREV EXAMINER/REVERIFIER
EXSUP EXaMINATION SUPERVISOR
10 ) INFORMATION OFFICER
August, 2009 10-27
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To Add a Participant Role:

i

Define Workflow Participant Roles

7. Click the QJ (Add New Record) button. The Participant Roles screen displays. NOTE: The
Location and Sub Location automatically display, but are “grayed out.” You cannot change the-

Location or Sub Location from

Pa pa

. Fie Profiles Tables Status Window Melp

this screen.

Patticipant Infarmation

Patcipant Type Dasciption

Lecation  Sublocabon  Patticipant Typs Code

Data Eniy Supasisor

Gererol Servive Center Assistant
Afile hanctes in swatvice center

Any program that petfties unatlended actwvity
Sernor Adjucic star

Clevical warker at Dislict Office
Jatch partng uf nosces

Test Adminstiator

Prirting ot cenificates

Adjudeaiion Zletk

Adhce Reporting

Semor Payriart Clek

Payment Clerk

Scheduier

FDZBHEE Warcer

Ev.deme/Basic Date Undete Jlok.

IRARNRRN N R

~ LTI

Requast far Molan in Reaper receivad from Apphicant
Cancet lingsrprnt inquast
Case Review
Derogatory information Recarvad
Procass on Hold
Apphcant nteeview tuiiog Adudication
Applicant Irferview duing Adudcation Enty drect fiom ANATS
Muotion to Recpen and Reconsider
- ¢ Pedition fot name change

i Update ANALS to record that the case is waiting for an cath cer...

i Remave case rom Suspense

: Review Misting Data

! Reguest 10 ship NALS Actile

: Bequest to ship HATS Afile

. Upidate RNACS to record that the case has beer: schwdulad fof ..,
Update ANACS 10 1ecord that the case has been scheduled tor ..
Awaiting a decisicn &s 19 how to proceed
ShpNATS Afile

v Update fingerpinting s:atus on Exterrat Systam [Clams 2 ANAC. .

Wailing for infarmation
Ghin & fila

DN |8 dpaihie2tors
Paiticioont HoleCo:b Dreseription e o Brtivites T e e VT T
iL.f Oista Entry Qlerk ~  Demal due 1o Ahandonment -~
H ;] Mait Foom Clesk Adyudication Decston -
i

8. To enter a new participant role, click in the Participant Type Code field and enter the code to identify

the user role. NOTE: The Participant Type Code cannot exceed 5 characters.

9. Click in the Participant Type Description field and type a description that matches the role (i.e.,

“Adjudicators”).

10. Choose the participant role codes to be associated with the new role by clicking X in the box to the left

of each applicable description in the Parficipant Role Code Description section.

Pa pant Role

9. File Proties Tabes %tats Window Help

AL 13

~ Patticipant Information -~ .

Location  Sublocaon  Palicoont Type Code  Participant Tyos Deseviplion

; RGITR TAdudicstors
; Porticipont Fiole Cade Desciiplion Acliviier
i _FData Entry Olenc . Denial due Io Abandonment ~
™ Mt Poom Cietk *" Adqucication Deciyion :
— W - RequesLIor Mation to R sopen rzceived om Apphcant
% 9 ata Enery 5 b g::;l :mnmt request
LS -Jg_nem! Servica Ceriter Assistant Derngataly Infomation Heceived
Lt AFile handset Ir service vertes Pragess an Hold
Lod A0 D103 that parforme unattenced &ty Appleant Interview duting Adudeations
i3 Servor Adudicatar Apphcant intersiew durng Adudicatar: Envty drect from RNATS
1] Dsical worker ¢ Ditiict e Mo:on t'o Reopon ::nd Reconude:
™. of etz Fetten fof name change
1 5:?;:.‘:"-9;1 nties Updats ANACS to iacord that the case is waitng tes an cath cer...
Laarg 238 PGSBS Aemave caze lig Susperse
Lo f‘"'“ﬂ of celt!hcal B3 Review Missing Diata
L Adudicatian Cesk Flequast ta ship NACS Acfile
[_tAdhar. Regoteng Rsquest to ship NATS Afie
] Servn Saymenit Clork " Update ANALS tq recard thet the c ase has beeq scheduled far . .
Papment Clerk Update RNALS tq recond that the case has been schaduled 'or -
=] Scheculet . Awating 3 decision 8s to how tu proceed 2
] Ship HATS Achle it
= FO2EE Wodker o Usdaps Fingerpritiog statis on Erlema Syctem [Thanas 3, NAC.. .
2 Evidence/Banc Data Jodate Cleh Y Wating I Irformation v,

7 ctinddie

: Cloce

After clicking
a Participant
Role Code, a
list of
activities
associated
with the role
appear in the
Activities
section.
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11. Click the & (Save Changes) button.

12. Click 2| to confirm that you want to add the new Participant record.

13. Click .‘._QK__] to acknowledge the role has been added successfully to this location.

14, Click the _ Clese | button to close the Participant Roles screen.

15. Click 8% __ 1o close the Participant Type Codes List.

To Edit a Participant Role:

1.

2.

3.

4.

Select Profiles, Workflow Participant Roles from the menu to open the Participant Roles screen.

Click the code that you want to edit.

Click the LI (Edit) button.

In the Participant Role Code Description section, select another description(s).

NOTE: This adds the activity(s) to the activities already assigned to the role you defined earlier.

Click the & (Save Changes) button.

Click the =X | button to confirm that you want to save the changes to this participant record.

Click the .._QK_] button to acknowledge the role has been updated successfully.
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SET UpP REPORT ACCESS GROUPS

Report Access groups define which reports the users of the Report Access Group have access to in the
CLAIMS 4 Reporting module.

1. Access the System Maintenance module from the CLAIMS 4 switchboard.

2. Select Profiles, Select a Location from the menu.

~ tccatior ocotics ’ Many sites have the Report Access
;- Fiolas Mardorancy fu tha Locaion: | o - AR Groups set up under their Location
; ' Code ending in “001". Check the
bottom of page 10-7 in this document
to see which code your office stores
this information to.

L Loratan descrigtion

NOTE: CLAIMS 4 displays the default location code for your location. This is the Location Code ending in
triple zero “000” which is the Parent location. .

3. If you need to change the Location Code to something other than the triple zero “000” code, type in the
code (Ex: MIA400).

' lnfu

4. Click : Ito view the location type and description.

5. Click the OK button.

6. Select Profiles, Report Access Groups from the menu. If any Report Access Groups have been
defined for this location, they will display in the list.

,P System Mamtenance [Repurt access gmup cude for a sne]

B File Profies Tables Status Wrndow He]p

EEEE]

Location Code Sub L ocation FReport Code  |Dascrption

p |PHI oo ADJ Adjudicators
PHI (1) ADJ SUP Adjudications: supervisor
PHI oo ALL_RPT All Repoits
PHI oot CLERK . {Clerical Staff
FHI om CL_SUP Clerical Supervisor
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To Add a Report Access Group:

7. Click the 2 (Add New Record) button.

The Report Data Profile screen displays.

F s ystom Maintenance - [Report Data Profile]
0. File Profies Tables Status Wedow Help

B~ 1

Site o . Report Access Group Profile

Localion. 1o Report Accass Giowp Cote: | : : NOTE: The Location and Sub
Sublocsion. i ; Repon Acosss Bip Diesc | e ‘| Location automatically display. You
: ‘ - i 1 can change the Location or Sub
S O ' | Location from this screen.
" Funetional Area; !"_"__“m ; .

Report Name |

<.

8. To enter a new Report Access Group Code click the Report Access Group Code field and‘enter the
code representing the group that you want to add.

NOTE: The Report Access Group Code cannot exceed 7 characters.

8. Click the Report Access Grp Desc field and type the name of the group.

10. Click the Functional Area field. The .**=] displays beside the field. Click it to display a list of all

functional areas available in the Reporting module. From the list select one functional area (i.e.,
Scheduling EXAM.)

11. Click the OK button to display a list of all of the reports available in the functional area you selected.

;‘;yslcm Mawl;\—l;;;n:e »—[Repur—l‘[;;; P.rr;nle} - )
5. Flo Profles Tables Satus Window el

Sis sccess Group Profie

- Leeatio i4os Repon Access GroupCode: D176 ———
* SublLosation oo Repoit Access Gtp Dese: Adudcators
Repoit Detads ) Report Name

o9

st By 'ntervisw and Schedule |

: | Fick List Gummary Received Fat Nan-Associsted Lo..

- | Reaty To Scheduie Queue for Inteview

© Faerview Schedule By Location And E xaTaner

{ Intesview Scheduie By E xaminer .

i “Repart Mot Avalable n T4* - Interview Schedui B.

1 "Rpt. bt Avadabie in C4* - Pick List Summary Rete .

{ Pick Litt Summary

; Examination:Case Review Pick List

$ Avalable Appa rimert Siots Report

{ Avalable Appirtment Stots Fro E xaminess
rel/ba Show Fepert
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12. In the Report Name section, click reports that you want to add to the group.

F system Maintenance - [Repor Dsta Profte]
Py. Fle Proffes Tables Staus Window . Hebp

- | I
ERCE
St . e . Repat Accés.s Glouo Profie ="
Location: fLOS . . Repart Access Group Code:
 Sublacation: }ugu " Report Access Grp Dese: |

: Clicking on a report will add it
. RepotDetals »  Report Nane f to the group. If you want to

. Examination/Case Review Pick List
: Functional Area. ig;heduﬁ,.g EXAM Available Appaintment Slots For Examiners add all of the reports from a

Cancel/Mo Show Report - o . .
1435 Canceled/Deschedhuted Cases functional area, you must click
1485 Examination/Case Review Pick List every individual report to add

1485 Ready To Schedule Queue for Irterview -
it to the Access Group.

;| Report Name
* { Daily tinerary For INS Facilties

Demographic Repoit 3y Mail Datz

Demographic Repoit By interview Date

" | Daily Schedule Per Examiner

Examiner Appoirtment Slote Baoked Statistics

. List Of Assigred Examiners

. { Interview Section Booked Statistics

: { Applicants Scheduled tor CBD Interview

>+ ] Applicants Scheduled for CBO Inierview by Locatio...
-+ ] 1485 Canceled/Desched.led Cazes

11485 Evamination/Case Review Pick List
i"".v B Leies for intecviey v

le o> C e S S

13. If you want to select reports from another Functional Area, click the Functional Area field. The =
displays beside the field. Click it to display a list of all functional areas available in the Reporting
module. From the list select a different functional area (i.e., Adjudication.)

NOTE: The System Administrator may allow users to access any or all functional areas. Similarly, within
a given functional area, users may be granted rights to access as many reports as needed.

14. Click the E (Save Changes) button.

15. Click the Y= | button to confirm that you want to add the new report group record.

16. . Click the __&9* | hutton to close the Report Access Group Code list.

To Edit a Report Access Group:

1. Select Profiles, Report Access Groups from the menu.
-2. Click the Report Access Group code that you want to edit.
3. Click the 7 (Edit) button.

To Delete Reports:

4. Click the report that you want to delete,

5. Press the Delete key.
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To Add Reports:

6. Click in the Functional Area field. The ellipsis button displays beside the field. Click it to =] display
the functional areas list.

7. Select the area of reports that you would like to edit.
8. Click the % | button.

9. Click any reports that you want to add.
10. Click the . (Save Changes) button.
11. Click the —¥*__| button to confirm that you want to update the report group record.

12. Click the _£%*_| button to close the Report Access Group Code list.

To Delete a Report Access Group:

1. Select Profiles, Report Access Groups from the menu.

2. Click the Report Access Group that you want to delete.
3. Click the [} (Edit) button.
4. Click the |2l (Delete) button.

5. Click the _Y=* | button to confirm the deletion of this Report Access Group.

6. Click the 2% button to confirm that the Report Access Group deleted successfully.

13. Click the ._E%% | hutton to close the Report Access Group Code list.
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Add a New User Profile

ADD A NEW USER PROFILE

After a user has been granted access to CLAIMS 4, the System Administrator needs to define the new
user's Workflow Participant Role and Report Access group within CLAIMS 4. The User Profile Record
option defines a user’s access level at the selected location.

1. Select Profiles, Users from the menu. The list displays all users at that location level.

..... J——— S ————r—

ﬁ System Mamlenance

Forms

e a ena -3 0 atio 0
N Fils Profiles Tables Status Window Hal
Fie ESGC8 Tablss Status Window Halp il i * e
L ... Selsct alocation v .
. \iser Pyofife Recor
Location Prefile Regg_lAccm Lae Nane ]Fustamu Mlddc Name Sumx Location Sub Code Slai Dae Endbale
Servltes [ __[TRNRO2 X ;Bd(e: L :Lmda i -
[ liRNRGs g Boket Uinda
kaﬂow Partlopcnt Roie» [ ITRNACS ;
TRNROS
Report Access Graups UGG ®
| {TANRGE Baker
TANRTY |
THNADR
Appllcahnn D, Pa yrnenk Io, izn Marrber TR
"""" [}
Certificate Muribers 3 ‘AL RPT A

2. Click the O

}; System [T {User Prafile Rccord]
M. Fle Profiles Tables Status Window Help

NOTE: The User
_‘ section should display
User Start/End Dates (MM/DDAYYYY] .
the appropriate
Location Sub Lacation hin] . 1 n
e : s [T it [ location based on your
R ! : security setting. You
User omatian ¢ e e cannot modify this field
Lest Name First Name Middie Name Sult from this screen. The
[ 1 . 3
v ! R Sub Location field
" Wokflow PnrhcpamAccsss T Repott Astess ShOUId dlSp Iay the
| Paticpant Typa Cade  Group Codo location code. If you
[ f T need o change the
Palicipant Type Code Description Growp. Eode Description sub Iocaﬂon, you can
I i change it from this
e screen.
,,,,,,,, Close ¢

3. Click in the ID field and type the User ID you wish to add.

NOTE: This is a PICS ID that consists of the 3-letter location code plus the last 4 digits of the user's
Social Security Number plus a single letter.)

4. Enter a date in the Start field (format mm/dd/yyyy).

5. Enter a date in the End field (this should be a date 2 years from the Start date)
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6. Enter the name of the user -- LAST, FIRST, and MIDDLE, in the User Information section.
NOTE: Type the user’s last, first and middle names in ALL CAPS.

7. Inthe Workflow Participant Access section, click the Participant Type Code figld. The ellipsis button
(=) displays beside the field. Click it and select the Pamc:pant Type Code you wish to add the user
to (i.e., Adjudicator Participant Type).

NOTE: The Participant Type Code Descnptlon field fills automatically based on the Participant Type
Code.

8. Click the -2 |putton.

9. Inthe Report Access section, click the Report Access Group Code field. The ellipsis displays
beside the field. Click it and select the Report Access Group code that you desire.

prem—

P Sy:rlem Ma]ntendnce [User Pto!;le Recard]

#3. File Profiles Tables Status Window Help
ECEN
User - Slat/End Dates MM/DDAYYY) -
Location Sub‘Loceliun it R
e 000 HICLRRRES Stat 15371773683 End 3273173008
Uset nformation ™+ mn e
Last Name First Nme Middie Name Sulfx |

v JWmn iJames IJmph {

- Workow Patcant dcces e ”E?Zﬁj‘éﬁﬁ:‘ . Click the Group Code field to
Paricipant Typs Code ; > display the ellipsis (=)
. oo ['%f button. Click =i to display a

- Panticipant Type Code Description Group Code Descgtion . list of Report Groups that
[SUFER USER o : have been defined for your

e . O . : location.
Close
10. Click the .22 ] button.

11. Click the i {Save Changes) button.
12. Click the .—¥**_| button to confirm that you want to add the user.

13. Click the —%_| button to confirm that the User ID has been added successfully to the selected
location.

14. Click the __Hose ’button to close the User Profile Record screen.

15. Click the .-Clese: | button to close the Users for Locatfon... screen.
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EDIT A USER PROFILE

1. Access the System Maintenance module from the CLAIMS 4 switchboard.

2. Select Profiles, Sefect a Location from the menu.

<, tucation Prefiles

Many sites have the Users set up under
their Location Code ending in “001”. Check
. : the bottom of page 10-7 in this document to
| hesmanemen ‘ T see which code your office stores this

information to.
Coorowne Iy P s

NOTE: CLAIMS 4 displays the default location code for your location. This is the Location Code ending in
triple zero “000” which is the Parent location.

: Froliles Maintenance tor the Locancen :

Louahon ZEFER ..

3. If you need to change the Location Code to something other than the triple zero “000” code, type in the
code (Ex: MIA400).

Click ghow.,]ffd to view the location type and description.

Click the OK button.

Select Profiles, Users from the menu to reopen the Users for Location screen.

N o o

Ciick the desired profile you wish to update.

Glick the L2l (Edit) button.

®

9. In the Workflow Participant Access section, click the Participant Type Code field. The ellipsis button
(=) displays beside the field. Click it and select a new Participant Type Code for this user if needed.

%=]) displays beside the

10. In the Report Access section, click the Group Code field. The ellipsis button (
field. Click it and select a new Report Access Group for this user if needed.

11. Click the —-%__| button.

12. Click the M (Save Changes) button.

13. Click the __¥= | button to confirm the changes to this user profile.
14. Click the 2| button to confirm that the changes have updated successfully.

15. Click the _ Lese button to close the User Profile Record screen and return to the Users for Location
screen. '

16. Click the .- 9% | hutton to close the Users for Location screen and return to the main System
Maintenance window.

NOTE: When adding new users (or editing the name of existing users), type the user's name in ALL
CAPS.
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DISCONTINUE A USER’S

AcCCEss TO CLAIMS 4

1. Access the System Maintenance module from the CLAIMS 4 switchboard.

2. Select Profiles, Select a Location from the menu.

= laralton Profiles

Prukias Masperonca o1 the: | pration

Locmor (RURRT

- Location yoe,

LB st descripion:

< Show bela ;?

Discontinue User's Access to CLAIMS 4

information to.

Many sites have the Users set up under
their Location Code ending in “000”. Check
the bottom of page 10-7 in this document to
see which codes your office stores this

NOTE: CLAIMS 4 displays the default location code for your location. This is the Location Code ending in
triple zero “000” which is the Parent location.

3. If you need to change the Location Code to something other than the triple zero “000" code, type in the

code (Ex: MIA400).

4. Click ._Showlinfo

5. Click the OK button.

6. Select Profiles, Users from the menu to reopen the Users for Location screen.

Jto view the location type and description.

7. Click the desired user profile you wish to update.

8. Click the L2 (Edit) button.

A« Fle Profies Tables Status Window Help

Sub Location

Location

- User bnfomation

= Stat/End Dates (MM/DD/YYYY) -~

: 04 End [05/21/2000

. Last Name Fist Name: Migdle Name Sufix
: JGPTSVIM [RCLI { i

. Worktlow Paticipant Access RepottAccess 7 v

© Paricipant Type Code "+ Group Codo

[ T WCRPT

. Participant Typa Cnde Description Group Code D esoription

i {AM Repoits

Close

The End: date field was
automatically filled with a
date in the future when the
user was first set up in
CLAIMS 4. When you wish
to end a user’s access to
CLAIMS 4, enter the
effective date here.

IMPORTANT NOTE: DO NOT click the Lﬂj button! Even though the User Profile Record screen has a
delete button (large red X), User Profile Records should not be deleted. When a user no longer requires
access to CLAIMS 4, the User Profile Record should be edited by adding an end date that indicates when
the user's access to CLAIMS 4 ended. If a user profile is deleted, no one will be able to modify any
case that has that User ID attached to it. »
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9. Click the End field and enter a termination date. NOTE: By entering the effective termination date in
the End field, the user will no longer be able to access cases as of that date in CLAIMS 4.

10. Click the & (Save Changes) button.
11. Click the _¥=_ | button to confirm the changes to this user profile.
12. Click the —2%__| button to confirm that the changes have updated successfully.

13. Click the _ Elose button to close the User Profile Record screen and return to the Users for Location
screen.

14. Click the E"""_‘ button to close the Users for Location screen and return to the main System
Maintenance window.
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BROWSE CERTIFICATE NUMBERS
You may view details and history of assigned and printed naturalization certificates.

1. From the System Maintenance module menu, select Profiles, Select a Location. Type in the location
to which you want to view Naturalization Certificate information.

2. Click .8 |40 view the location type and description, then click__&_|:

3. Select Profiles, Certificate Numbers from the menu. The Naturalization Certificate Number
Maintenance screen appears.

pe System Maintenance
Fie QEra® Tables Status Window Help
» Select i

Locatior Profile

Services

... ——— rmem———

Workflow Participant Roles Fram. To |

Report Accsss Groups e, .
Users

Appticaton 1D, Payment I, Alen Number Activity,

<ot ® Browse LOCAL Certificate Contiol Irdormation DNLY.

Fluate Nurmbets

Forms

€ Brawse ALL Certifieate Control Infoimation

T Assign Certticate Numberfs)

" UNDO-Assigrment Of Certifizate Numberfe}

2. Verify that @ Browse L OCAL Certficate Control Information ONLY. is selected.

3. Click [Eee | The List of Naturalization Certificate(s) Created For Location: AAAXXX screen
appears.

Document || et Staus Date User 18 Last Adranstiolivg

|Cenicate Nuwber Stats O Docurens [JoTument | o ron P o
ﬁ' nngaD : 3‘%5333133323‘? m : The Status of Document
[t wéioe column shows both
— e ASSIGNED and PRINTED
o certificates. You may view
E the details and history for

Certificates that have been
printed. Certificates that
have an ASSIGNED status
do not have any details or
history.

00000617

000003 N
oeoongTe

onoponts:

00000016

00060017

AT S
0

fijiodoy
00080022
0060023

Wil

Show Catais Show glistoy Close
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Browse Certificate Numbers

4. Scroll through the list to view all currently assigned certificates for your location.

5. Click in the box to the left of a Certificate Number that shows a status of PRINTED.

6. Click the Show Details button.

NOTE: The List Certificate Data screen appears. You may scroll to the right to view biometric,

naturalization, and oath ceremony details.

;‘ System M&i:;l&namc - [L,islarliﬁcgtg Data)
0 Fle Profies Tables Status ‘Window Help

w ¥

INS AdminLoc Code  {0C Sch Sitw Loc Code  |OC Sch Sita Lo Sub Code

OCtocCode |OF Loc SubLode

OCRoomID  [QC Date ch:

KX 105 0t

:L0S

M1 TiRA200 0B

ol

E Llose I

7. Click the L___l‘;_,“,  button to close the List Certificate Data screen and return to the list of assigned

certificates.

8. Click the box to the left of another certificate number.

9. Click the ..f..“?.t'.%’i‘iﬂ button to see the certificate history. The Certificate History screen appears.

):‘vt‘.ysiem minlenunce [Ccrtififala Hish:ryjw -

Date Of Status Change User 1D Stahss Code

Statuz Reason

[Location Code

Lovation Sub Code

9/8/2003 1:0452PM {WSCOE PRINTED

PRINTED

iL0S

1060

Clicking the Show History
button shows the following
information for the chosen

certificate number:

Certificate Number
Date of Status Change
User ID

Status Code

Status Reason
Location Code
Location Sub Code
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10. Click the . B¢ . button to close the List Certificate Data screen and retum to the list of assigned
certificates.

11. Click the _B=e__ putton to return to the Naturalization Certificate Number Maintenance Window.

12. Click the _%__ button to close the Naturalization Certificate Number Maintenance window and return
to the System Maintenance screen.
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AsSSIGN CERTIFICATE NUMBERS
In order to print certificates, you need to assign a range of Oath Certificate Numbers for your location.

1. From the System Maintenance module menu, select Profiles, Select a Location. Type in the location
to which you want to assign Naturalization Certificate numbers to.

2. Click 8 |5 view the location type and description, then click _2__].
4. Select Profiles, Certificate Numbers from the menu.

The Naturalization Certificate Number Maintenance screen appears.

}JIMS)-stem Maintenance - [Naturalization Certificate Number Maintenance]
By. File Profles Tables Status Windaw Help

NOTE: Certificate numbers must consist

KRN bE | of 8digits. You must include leading
Zeros.
Pleass Enter The Range Df Cedificate Numberfg), v
From: fww- To l =

- Activity
" Browse LOCAL Certificate Control information GNLY

(7 Biowse ALL Cestificate Conleo! Informalion

@ Assign Certiicate Number(s}

7 UNDO-Assignment Of Cartificate Number(s)

_ Evecute

5. Enter a new certificate number range in the From: and To: fields.

6. Click the @ Assign Certificate Numberfs) by itton.

7. Click the E button to assign the certificate numbers.

8. Click the __¥=_|button to confirm the assignment of these certificate numbers.

9. Click the —2_|button to acknowledge that the certificate numbers were assigned successfully.
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To View Your New Certificates Number Assignments

1. Click @ Biowse LOCAL Certificate Control Information ONLY

2. Click e ]

Law Adminsnative
Chorve Locetion

o0 LS

Socument |Dacument
065

Lart dounstie &
henge ot

3. Click 8= _ito return to the Naturalization Certificate Number Maintenance Window.

To Undo the Assignment of Naturalization Certificate Numbers for a Location:

1. Select Profiles, Certificate Numbers from the menu.
2. Enter the certificate number range desired.

2. Click ®/UNDO-Assignment Of Certificate Number(s)

3. Click £ _]t5 undo the assignment of the certificate numbers.

4. Click 2 _|to confirm the undo request.
5. Click —%_lto acknowledge that the certificates assignment was successfully undone.

8. Click 22 |to close the Naturalization Certificate Number Maintenahce window and return to the
System Maintenance screen.

To Confirm that Certificates Numbers Have Been Released:

1. Select Profiles, Certificate Numbers from the menu. The Naturalization Certificate Number
Maintenance screen appears.

2. Click ‘® Browse LOCAL Certificate Control Information ONLY

3. Click _Erecue ]

4. Confirm that the certificate numbers that you entered previously are listed with the word RELEASED in
the Status of Document column.

5. Click 8= _to return to the Naturalization Certificate Number Maintenance window.

6. Click %= |to return to the System Maintenance screen.
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OPEN AND VIEW TABLES
You can research information in the User ID table.

NOTE: Most data in the CLAIMS 4 database tables can and should be updated through various system
maintenance features described in previous sections of this reference manual. This section explains how
to open the database tables and review data in them. Any changes that you make to the table can affect

system operation. Do not make changes to the tables unless you are certain of the effects of these

changes,

1.- Select Tables, Open Table List from the System Maintenance menu.
The Table List window appears.

2. Select the table you wish to view.

3. Click deenTa% o display the selected table. e

HBS_LP_SERVICE_LOC
IBSLPISERVICE_LOC_AUD
- (IRS_LPSM_PERMSSITN
* {IBS_LP_SM_PERM:SSITN 41D
- - {B3 LI SORT DEFALLT

LP_RP™_ACCESS_GRP_DEYAa_AuC

= }IBS_LP_USER_ALD
S_MACHINE_ERROP
S_MACHINE FILE_INFO v

4. The selected table displays. Click the Maximize button in the top right of the opened table to enable
full view of it.

S System Maintenance - (BSLP_USTR]

Navigating the table
Next Record: Lzl | or ¥}

Previous Record: [£8eves | or [€]
1% Record: [___E# | or [l
or

To delete a record, ennne the table is in & vefreshed state,
place cuesor in fise cell of recozd 1o be delered, aud click the
red “x™ an the toolbar.

Last Record: .

Sorting the table

DO NOT do this! Click any column heading to sort
the table according to the values
in that column.

W] 4 [Recand 1 ot 379 »m] Click the column heading again to

sort the table in reverse order.
1 Fist ljlevious i Next | Last i rﬁ‘nm .
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Using the Table LookUp Scan

1. Double-click on any_column heading to launch the Table LookUp Scan. |

Single-click on any column to
sort by that column.

USER_ID_JPARTICIPANT TYPE_CUDE JLUC_COGE |LOC, SUB_CODE

SEROB67A CLE
SPHS20A CLE Double-click on any column
heading to launch the Table
LookUp scan.

The Table Lookup Scan
allows you to search for value

in the 1% column: User ID

w [able Looklp Scan

Ta delete a vecord, ensurd
place caxor in first cell o
red "x" on the toolbai,

'ope!afu - . .
. EqalTa € Less Than ¢ Less Than OrEquat Th

+ € NoEquatTo ( Gieater Than { Greater Than Oy Equat T

M| 4 |Record 1 ci 379 >l

o) (o] [(om] e ] (oo

2. Click any of the following radio buttons to set search parameters:

a. Click to display all rows in the table containing a value equal to the value in the
USER_ID column of the table. Equai To is the default value in the Table LookUp Scan.

b. Click to display all rows in the table containing a value different than the value in the

USER_ID column.

¢. Click to display all rows in the table containing a value lower than the value in the

USER_ID column.

d. Click to display all rows in the table containing a value greater than the value in the

USER_ID column.

e. Click [ Less ThanOrEaualTo |4, gislay all rows in the table containing a value equal to or lower than

the value in the USER_ID column.

f. Click [ Greate Than Or Equa To to display all rows in the table containing a value equal to or greater

than the value in the USER_ID column.

3. In the white box below the operators, enter a value to be matched in the USER_ID column.

4. Click the 2% _ | button to begin the search.

5. To refresh the table, click the __Betesh | putton,
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6. Click the __g] control button located in the upper right corner of the Table window (the window on the
right) to close the table.

7. Click the _—?S] control button located in the upper right corner of the Table List window to close the Table
List and return to the main System Maintenance screen.
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ACTIVITY HISTORY AND WORKFLOW STATUS ’

You can use the Workflow Case Status screens in System Maintenance to view a case’s workflow history,
as well as its present status.

1. Select Status, Workflow from the menu.

f:‘ Sysiem Maintenance
Fie FProfiles Tablas VIl window Help

7 Wgrktlow Case Sistvn. - by Coe

F e TSigl e TEnl Ve,

Enter an Application or Payment
ID. When finished, click Fmd Case

ait Narm

Sereh |

Number PR S R UL SO el Spudin Towe [ ProcesyedBy 0 ._Alﬂ-lla j

Uxe |

2. Inthe Find Case Number field, enter the Application ID number or the Payment ID number you wish
to research.

3. Click the Find Case Number button.

“ Workdlow Case Sialus - by Case

. i s ——— e T — . X -
Hdoo. WS Coa015183” e R Ty To .VI.e_W the hlgtow of
; e activities for this case,
: - click the Activity History
i gl button.
| Moy
: Shaw N
; Woddon To view the workflow for
Diagram .
: e the selected case, click
the Show Workflow
""" Diagram button.

[ EpecedStn Tne | ExpectodExpation Tme [ Processedy 1 potesh J
ClNgl Create Imadiive 06/0/7001 G207 78PN 0B/20/2001 020718 PM — WikFlow Activities
‘NlDC inative D700 120000AM  07/02/2001 120000 MM WkFlow —
{ OathCoremany Inactre JOCI/2A1 120000 AWM OB/02/2008 120000 AM WkFlow
; BNACS gdatal Inarstive FCA22001 620350PM  01/04/2001 020390 PM WkFlew
i ANALCSUpdate? inactrse 1C/12°20001217:37 P 16/12/2000 121737 PM WhFlow
SelOCRMACSUpdale  (nactve 0E/Z0ACOT 02 071EPM  0&/20/2000 D2.6/)BPM  WhFlow

Close. }

. Activty | . . .
4. Click the _Hsoy. | button to view the list of activities for the case.
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The Activity History screen appears.

" Workflow Case Status - Activity History.

WwSC*080151622 R
LActvitgMame | Statys. i Stale Time 1 PiocessedBy | oa

Eecioon Aclive 02703/2001 120000 A 1.OS08638
933394012 ADecision Compleled 02/03/2001 12.00.00AM .~ LOS0O5638
83934012 Ajlecision Inactive 02/03/2001 1200:00 AM  LOSOBE3B .
833534012 ADecision Inactive 07/31/20001200.00 AM  WiFlow Retresh |
83686233 AiDecision Active 07/27/200012.00:00AM  SFRE3134 m— -
83686238 AjDecision Completed 07/27/2000 120000 A8 ~ SFRE313A . i
33686238 ADecision Inaclive 07/27/72000 120000 AM  WkFlow o i
54437761 ADecision Active 08/31/199312.00.00 AM  SFRI557A i
54437761 ADecision Completed 08/31/199912.00:00AM  SFRYEETA
54437761 ADecision Inaclive 087211999 120000 AM  WkFlow Back |
83626197 AjTest Aclive 07/27/2000 120000AM  SFRB313A ,.______J
83686197 AjTest Completed 07/27/2000 120000 AM  SFRE334
54437703 AjTest Active 08/31/1993.1200:00 4M  SFRI557A
54437703 Ajfest Completed 08/31/1933120000AM-  5FRI5574
44915404 BkgCompRNALCSU.. Completed 05/28/1939 1200:00AM  CLMS_DMN
84315404 Rkri"amnRNACSI Inartive MRA2771933 1200 NMAM  WkFlnw hd

End Condiion i o ‘ E
[0

The Activity History screen displays the following information:
Activity ID — Unique identifier for each activity.
Activity Name — Activity Code as it reads in the CLAIMS 4 workflow.

Status — Status code indicating whether the activity is active, inactive, completed, canceled or suspended.

Active: Indicates that the workflow activity is currently in progress
_Inactive:  Indicates that the workflow activity is pending

Completed: Indicates that the workflow activity is finished
Canceled: Indicates that the workflow activity was begun, but not completed
Suspended: Indicates that the workflow activity was halted prematurely.

State Time ~ Date and time at which the listed status took effect.

Processed By — User ID of the user who executed the activity.

5. Click the L28=_| button to close the Activity History window and return to the Workflow Case Status —
by Case screern.

Show : .
6. Click the v‘:m “button to view the workflow diagrams for the selected case.
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Activity History and Workflow Status

The Workflow Activity Monitor screen appears.

Mait Raom through Data Entry £,
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The color of the activity
indicates the status of that
activity.

7. Click the various tabs located at the top of the screen to view the workflow progress of the application.

8. Click the X] button in the upper right corner of the window to close the Workflow Activity Monitor
screen and return to Workflow Case Status — by Case screen.

9. Click the __m J button to close the Workflow Case Status — by Case screen and return to the main

System Maintenance screen.

10. Select File, Exit from the menu to close the System Maintenance module ahd return to the CLAIMS 4

Switchboard.
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CHAPTER G: KEY TERMS
Key Term Definition

Active

Indicates that the workflow activity is currently in progress

Address Change
Petition

This option in Case Management allows the user to update an applicant's mailing
and/or residential address.

Administrative
Close

Closing a case for a reason other than naturalization, denial or withdrawal.

A-File (Alien File)

Physical file that contains the applicant’s history with USCIS, including supporting
evidence, as well as any other notes or correspondence relating to the applicant.

A-Number

Number assigned by USCIS to aliens applying for benefits or status.

Adjudications
Officer

USCIS personnel who conduct interviews with applicants who are applying for
naturalization. After interviewing the applicant, administering and recording exam
results and recording evidence, the Adjudications Officer (or Adjudicator) makes a
decision on the case (whether to approve, deny or continue the case.

Alien Registration
Card (1551)

An ID card issued by USCIS to an individual when he or she becomes a lawful
permanent resident of the United States. The card is now officially called a
Permanent Resident Card (PRC).

Application ID

A unique number that is assigned to each N-400 Application that is entered into
CLAIMS 4. Some samples of what this number is used for include:

- 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

Appointment Slots

Blocks of time within the day that will be assigned interviews or oath ceremonies.

Available Slots (aka
Normali Slots)

Siots from the Total Capacity of slots that are unreserved and available to be filled
by the Batch Scheduler.

Batch (certificates)

Two or more certificates printed at the same time

Batch Scheduling

Scheduiing function that aliows users to create scheduling slots and assign
appointments to groups of applicants in the Ready to Schedule Queue
(Interview).
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Key Terms

Key Term

Definition

Batch Status Update

This option in Case Management 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.

Cancel Limit (for
interviews and oath
ceremonies)

Maximum number of times an applicant can cancel an appointment {either
interview or oath ceremony). Once the applicant has exceeded the Cancel 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 Cance/ Limit. The user should consult his or her local
management for guidance on whether this applicant should be given another

appointment. If the user wishes to schedule the applicant for another interview,
contact the USCIS Service DesK i

CCO {Case Control
Office)

Office at which the applicant initially filed the N400 form.

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.

CLAIMS Resolution

This option in Case Management 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).

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
appcintment.

Date Range (From:
To:) '

The Date Range area asks the user to input a From: and a To: date. The From:
and To: dates dictate the period of time that the report’s data is displaying for.

Destroy (certificate)

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

Duplicate Original

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

Error

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

FBI Fingerprint
Result

This option in Case Management allows the user to add or madify existing FBI
fingerprint response(s) for the applicant.

FCO (File Control
Office)

Office having jurisdictional control over the A-file.
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Key Term Definition

FD-258 Today, fingerprints are taken electronically rather than with ink and a fingerprint
card. The FD-258 is the name of the fingerprint card that applicants used to be
fingerprinted on. CLAIMS 4 still has references to the FD-258 which no longer
just refers to the card but also to the electronic process of checking the
applicant’s fingerprints with the FBI.

G-28 Form submitted with a N-400 Application that indicates the applicant is
represented by an attorney.

G-325 Term applied to the FBI Name Check process. The form is actually called the
G325A or the G325B. The G325A is used by non-military applicants to submit
the name check. The G3258B is used by military applicants to submit the name
check.

Gate Profile A screen that defines the station and time that applicants may start appearing for
their Oath Ceremony.

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.

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

Inactive Indicates that the workflow activity is pending

Interactive Scheduling function that allows a user to schedule an individual applicant into a

Scheduling specific time slot.

Interfaces (CLAIMS | Software épplication systems that CLAIMS 4 interfaces with. Some examples

4) are: FBI Name Check Interface, FBI Fingerprint Interface and the Central Index

System (CI8) Verification Interface.

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.

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 Section
Profile

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

Interview Service

A screen that defines the date range that you want to build your schedule for, the

Type Profile length of each interview, and the amount of time to add if interviewing a “group” or
if represented by an attorney.
N-400 Application form submitted for naturalization.
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Key Terms |

Key Term

Definition

Naturalization
Certificate

Official document that is presented to an applicant during an Oath Ceremony and
that serves as proof of citizenship

NFTS (National File
Tracking System)

An automated system for tracking the location of an A-File. This application
replaced the RAFACS application in the Field Offices, and the NBC.

Non-ldent

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

No Show Limit (for
interviews and oath
ceremonies)

Maximum number of times an applicant can not show up for either an Oath
Ceremony or interview. 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 ano i . f
another one is desired, contact the USCIS Service Des 'and ask

them to resolve the workflow issue.

Oath Ceremony /
Fingerprint Facility
Profile

A screen that defines the date range that you want to build your sche'dule for, the
length and time of each Oath Ceremony, and the number of slots.

Oath Ceremony /
Fingerprint Location
Profile

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

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.

Payment ID Unique identification number assigned by CLAIMS 4 to each payment received in
the Service Center.
Profile A set of information about a location, user, or group of users.

Queue Ceremony

Place a request to print certificates for an Qath Ceremony onto a print server

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 Appcintments for Applications
option on the Batch Scheduler is run or an applicant is interactively scheduled into
a slot.

Report Access

The group that your System Administrator has assigned you to that dictates which
reports will be available for you to run.

Group

Reporting Gate Station at which applicants are scheduled to report for an Oath Ceremony. At
least one reporting gate must be set up for each Oath Ceremony location.
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Key Term
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Reserved Slots

Slots from the Total Capacity of slots that are reserved and unavailable to be filled
by the Batch Scheduler. Reserved Slots may only be assigned (filled) by
Interactively scheduling an applicant(s) for an Oath Ceremony.

Sort By

The Sort By area of the report screen allows the user to specify which field or
fields the report should order the records by.

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
activity needs to work with the case, call the Benefits Service Desk (800-892-
4831) 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.

Total Capacity
(Slots)

Total number of appointment slots needed for the Oath Ceremony for which you
are building a schedule.

Void Record that a certificate number and its .corresponding certificate are invalid.
Ordered sequence of activities through which an application must progress during
Workfl the naturalization process. When “WkFlow” or “CLMS_DMN" appear in the User
orkilow 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.
Workflow Role assigned to users that determines which modules they can access in

Participant Role

CLAIMS 4.

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 wuthout 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:
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