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1. INTRODUCTION

1.1 Purpose

This user manual provides an overview of CLAIMS 3 and its workflow process. It provides
general information regarding CLAIMS 3, as well as detailed instruction on how to use CLAIMS
3 Local Area Network (LAN) DOS functions, referred to as CLAIMS 3 LAN DOS. This manual
also serves as a reference guide to the system functionality of CLAIMS 3 LAN to aid the Umted
States Citizenship and Immigration Services (USCIS) representatives responsible for handling
naturalization cases.

1.2 Scope

The United States Citizenship and Immigration Services (USCIS) developed the Computer
Linked Application Information Management System (CLAIMS) 3 local area network (LAN) to
assist in the processing of applications related to benefits and visas. Designed to meet the sharp
increase in applications, CLAIMS 3 provides a more efficient and effective process for handling
these cases, In addition to a Disk Operating System (DOS) computerized handling of forms and
receipts, CLAIMS 3 also uses a faster, more efficient technology based on a graphical user
interface (GUY). CLAIMS 3 enables the USCIS to process cases more efficiently by tracking
each case through all aspects of the naturalization and citizenship process, from application
submission to close out.

1.3 System Description

CLAIMS 3 LAN provides the USCIS with a decentralized, geographically dispersed LAN-based
mission support case management system, with participation in the centralized CLAIMS
Mainframe data repository. CLAIMS 3 LAN supports the requirements of the Direct Mail Phase
I and 1, Immigration Act of 1990 (IMMACT 90) and USCIS Forms Improvement projects.

Qriginally developed to track the receipting of applicant/petitioner remittances and to produce
notices documenting the remittance, CLAIMS 3 LAN functionality now includes adjudication,
archive, card production, case history, case transfer, on-demand reports, electronic file tracking,
image capture, production statistics, status update and electronic ingest of applicant data captured
through the Efiling web application and the BankOne Lockboxes.

The CLAIMS 3 LAN application architecture contains a set of tightly coupled, interconnected
subsystems of mode ' 1

-1
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1.4 Key Project Personnel

If users experience a problem while attempting to access or use CLAIMS 3 LAN that the local
CLAIMS 3 LAN system administrator cannot resolve, the system administrator should phone the
or via the Federal Telecommunications System on

USCIS Help Desk o

In addition, Exhibit 1-1, Points of Contact, lists the key points of contact for CLAIMS 3, both

the USCIS Office of Information Resources Management (OIRM) and CSC.

Exhibit 1-1: Key Project Personnel

CIS Benefit

"USCIS Office of the]

Rystems Program Chief Information
anager Officer (OCIO)
T.AIMS 3 System USCIS

enefits Program

CSC

anager
LAIMS 3 Project CSC
anager
ELA]MS 3Deputy  |CSC
roject Manager
LAIMS 3 Chief CSC
ystem Engineer
"LAIMS 3 LAN Team |CSC
ead
LAIMS 3 LAN CSC
eadTest Engineer
LAIMS 3 Quality  |CSC
anager
onfiguration CSC
anagement Lead
Documentation Lead  |CSC
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1.5 Project References
The following documents were referenced when developing this user manual;
»  System Development Life Cycle Manual, Version 6.0, July 1, 2002, SMI-0039-IRM-307-
MAH-30147A

» [Enterprise Systems Assurance Plan, Version 1.2, Electronic Library Management System
(ELMS) Number 158615, December 30, 2004

» Project KOOPP012500 (G504), CLAIMS 3 Operations and Maintenance Support,
Revision 3 Proposal, March §, 2000

» USCIS ITP Software Engineering Policy, January 12, 1998 (MAY00.90010-00.F*0)
s Software Engineering Process (SEP) (ZTY00.90001-01.F*0)
v User Manual for the CLAIMS 3 LAN GUI, ELMS Number 164932, June 23, 2006

s Version Description Document for the CLAIMS 3 LAN Release 6.13, ELMS Number
171410, June 23, 2006

» Requirements Traceability Matrix for the CLAIMS 3 LAN Release 6.13, ELMS Number
171246, June 23, 2006

1.6 Primary Business Functions

CLAIMS 3 is an umbrella system that incorporates casework-oriented software subsystems and
supports the USCIS application receipt, adjudication, and notification processes. CLAIMS 3 also
provides automated support for the full range of benefits functions and processes. CLAIMS 3
resides on two platforms: a LAN and a mainframe system. Thi is intended to aid
in the application of the CLAIMS 3 LAN porti

1.7 Glossary

A list defining acronyms used in this document is provided in Attachment A, Acronyms.
Attachment B, Glossary, contains a list of terms and definitions used in this document.
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2. SYSTEM CAPABILITIES

CLAIMS 3 LAN tracks cases and assists in processing applications for benefits and visas. The
system is capable of tracking a case from the time it enters the mailroom until it is closed out.

2.1 Overview

CLAIMS 3 LAN, a receipt-tracking system by which USCIS operators receipt and adjudicate
alien applications and petitions, supports the Direct Mail Program. The USCIS instituted this
program to allow the public to mail applications and petitions directly to USCIS SCs and other
locations. CLAIMS 3 LAN supports supervisory personnel and other users when they receipt
fees; adjudicate cases; process various notices; and produce manifests, cover sheets, and
signature cards for CLAIMS 3 LAN cases. Automated support includes interview and workload
scheduling and other administrative and maintenance functions. This system also supports case
and file tracking, inquiry, update, case history, and status and notice reporting.

2.2 General Description

The following five CLAIMS 3 LAN subsystems contain various processing functions: Data
Entry, Case Analysis (adjudication), Processing Support (clerical), and Automatic Data
Processing (ADP). CLAIMS 3 LAN also has special applications operating in a Windows 3.1
program environment. These special applications include data entry and capture of biometric
images, Employment Authorization Document (EAD) card production, the Integrated Card
Production System (ICPS) printer server, and Windows Scheduler.

Through the CLAIMS 3 mainframe and the Department of Justice (DOJ) mainframe interface,
CLAIMS 3 LAN interfaces with the Central Index System (CIS) and other USCIS mainframe
systems. The CLAIMS mainframe replaced the Fee and Application Receipt and Entry System
(FARES). CLAIMS 3 LAN also interfaces with other LAN systems, such as the Receipt and
Alien File Accountability and Control System (RAFACS) and Telephonic Inquiry Enhancement
to RAFACS II (TIERS).

2.2.1 Operating Environment
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(b)(2)
2.2.2 Computer Environment
(b)(2) CLAIMS 3 LAN consists of a physical medium (cables) and a softw
allow PCs to share system resources such as hard drives and printers
The network allows users to share common Iiles stored on a
hard drive and to print to common printers. The common hard drive is called a file server.
(b)2)
(b)(2)

2-2
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2.3 Privacy Act Considerations

The CLAIMS 3 automated data processing (ADP) system captures and processes non-U.S.
citizen data that are sensitive but unclassified information about individuals. This information is
covered by the Privacy Act and, therefore, must be protected against disclosure and tampering.
Any loss of, misuse of, modification to, or unauthorized access to this sensitive information
could affect the national interest, the conduct of Federal programs, or sensitive USCIS ADP
systerns. Accordingly, the CLAIMS 3 system is equipped with minimum levels of security
integrity control. Users must access the CLAIMS 3 system with a user ID and a unique
password.

The NetWare Security system’s structure is a mainframe security environment. Four types of
security at three levels of access protect information, as shown in Exhibit 21, Types of Security
and Levels of Access.

Exhibit 2-1: Types of Security and Levels of Access
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3. DESCRIPTION OF SYSTEM FUNCTIONS

CLAIMS 3 LAN processing functions are contained in the following four subsystems;

o Data Entry provides automated support for the receipting process.

¢ (Case Analysis (Adjudication) provides examiners with automated support for casework

adjudication.

e Processing Support (Clerical) provides automated support for generating notices.

¢ ADP provides a variety of system, database, and network maintenance functions.
Exhibit 3-1, CLAIMS 3 LAN User Functionality, summarizes CLAIMS 3 LAN user

functionality,

Exhibit 3—1: CLAIMS 3 LAN User Functionality

Receipt New Case

Case Status Inquiry

Batch Case Status Update

Modify Address Information

Printing Menu

Remove Fee Suspense

Record Bounced Check

Bounced Check Corrected

Bounced Check Not Corrected

Modify New Case

SAIVEEVE IV [V PR VR PR (VR PO )

Adjudicate a Case

CLAIMS WP Interface

Resend Card Order to ICF

Run Archive Procedure

>

1-797 Print Server

>4

System Table Maintenance

Programs

USCIS CLAIMS 3 LAN Integrity

Review Release Notes

b

>4

e

>

Exit

>

>

S

e
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*Function only available at AAQ
**Nonfunctional menu option

The following describes the various CLAIMS 3 LAN functions:

L]

Receipt New Cases allows you to receipt and reject new cases in CLAIMS.

Case Status Inquiry allows you to identify the status, the receipt and alien file (A-File)
locations, and the history of a case in CLAIMS,

Batch Case Status Update facilitates assigning case status and updating case history.

Modify Address Information facilitates address changes to applicant/petitioner and
attorney address information.

Printing Menu allows you to print reports, notices, cards, cover sheets, and manifests.

Remove Fee Suspense removes the fee suspense hold and allows remittance data to be
entered.

Record Bounced Check allows you to record bounced checks.

Bounced Check Corrected removes the hold placed on a case when a check bounces and
allows you to enter the new remittance data.

Bounced Check Not Corrected places a hold upon a case that is being processed and the
remittance check subsequently bounces. This feature generates a revocation notice
informing the applicant that the application will be terminated for a lack of fee.

Modify New Case allows you to modify previously receipted or rejected case data.
Adjudicate a Case allows you to approve, deny, and transfer cases.

CLAIMS WP Interface allows you to extract information from database files and import
that information into WordPerfect (WP) for processing decisions. This function is used
at the AAQ site only.

Resend Card Order to ICF allows you to update card orders sent to the Immigration Card
Facility (ICF) with current addresses, corrected information, or information to stop card
production.

Run Archive Procedure archives cases from the active database for which the last action
taken was 180 days or later and places the cases in the archive database.

[-797 Print Server loads the CLAIMS print server for network printing.

System Table Maintenance facilitates database maintenance and examination using the
Xtrieve utility.

USCIS CLAIMS 3 LAN Integrity Programs is a nonfunctional menu option. -

Review Release Notes allows you to review the current enhancements incorporated into
the system.
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» Exit allows you to access the DOS prompt without having to leave the system,

3.1 Data Entry Function

The following subsections describe or refer to a description of the Data Entry function,

3.1.1 Detailed Description of Data Entry Function
The data entry functions include the following:

Receipt New Case

Case Status Inquiry

Batch Case Status Update
Modify Address Information
Printing Menu

Remove Fee Suspense
Record Bounced Check
Bounced Check Corrected
Bounced Check Not Corrected
Modify New Case

Review Release Notes

* & & @ & & 2 » » = @

For further information, refer to Section 7, Data Entry.

3.1.2 Preparation of Data Entry Function Inputs

For further information, refer to Section 7.

3.1.3 Data Entry Function Results
For further information, refer to Section 7.

3.2 Case Analysis Subsystem Function

The following subsections describe or refer to a description of the Case Analysis Subsystem
function,

3.2.1 Detailed Description of Case Analysis Subsystem Function
The case analysis subsystem functions include the following:

Case Status Inquiry
Batch Case Status Update
Printing Menu
Adjudicate a Case
Review Release Notes

For further information, refer to Section 8, Case Analysis Subsystem.

3-3
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3.2.2 Preparation of Case Analysis Subsystem Function Inputs
For forther information, refer to Section 8.

3.2.3 Case Analysis Subsystem Function Results
For further information, refer to Section 8,

3.3 Processing Support Function
The following subsections describe or refer to a description of the Processing Support function.

3.3.1 Detailed Description of Processing Support Function
The processing support functions include the following:

Case Status Inquiry

Batch Case Status Update
Modify Address Information
Printing Menu

Resend Card Order to ICF
Review Release Notes

For further information refer to Section 9, Processing Support Function.

3.3.2 Preparation of Processing Support Function Inputs

For further information, refer to Section 9.

3.3.3 Processing Support Function Results

For further information, refer to Section 9.

3.4 Automatic Data Processing (ADP) Function

The following subsections describe or refer to a description of the ADP function.

3.4.1 Detailed Description of Automatic Data Processing (ADP) Function
The ADP function includes the following:

Case Status Inquiry
Printing Menu

Run Archive Procedure
1-797 Print Server

System Table Maintenance
Review Release Notes

For further information refer to Section 10, Automatic Data Processing (ADP) Function.

3d)
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3.4.2 Preparation of Automatic Data Processing (ADP) Function Inputs
For further information, refer to Section 10.

3.4.3 Automatic Data Processing (ADP) Function Results
For further information, refer to Section 10.
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4. OPERATING INSTRUCTIONS

CLAIMS 3 LAN provides menu-driven programs to receipt fees, adjudicate cases, notify
applicants, and perform ADP functions. You interact with the system through menu selection
and data entry. For security requirements, the system administrator, depending on your function,
limits your access to certain system functions and programs. If you attempt to access a function
or program to which you are not authorized, the system will notify you.

CLAIMS 3 LLAN provides messages that describe each error condition, including
program-identified file, record handling, and data entry errors.

You must log on to the file server

Once logged in to CLAIMS 3 LAN, you can access subsystems based on your user ID and
security permissions.

In an online operation, the optimum administrative approach to using CLAIMS 3 LAN is to
organize the Data Entry, Case Analysis, Processing Support, and ADP subsysterns for your
specific task assignments. This approach maximizes operational work flow and user efficiency.

A typical operating environment structures the work flow into the processing tasks depicted in
Exhibit 4-1, Typical Operating Environment Work Flow.

41
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Exhibit 4-1: Typical Operating Environment Work Flow

Data Entry

Data Entry personnel receipt new applications and
petitions, modify applications and petitions, update case
status, and print fee registers and individual production
reports.

Case Analysis (Adjudication)

Examiners use these functions to adjudicate cases.

Processing Support {(Clerical)

Clerical personnel print notices and individual and office
production reports, modify addresses, and update case
status.

ADP

ADP personnel maintain the database and network and
supervise the CLAIMS management system

4.1 Initiate Operation
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Exhibit 4-2: CLAIMS Login IRCA Warning Message

CLAIMS
LEGALIZATION NOTICE OF CONFIDENTIALITY

Sections 210(b)(6) and 245(c)(5) (Confidentiality of Information)
of the Immigration and Nationality Act, as amended, limit the use
of information furnished the Service in connection with
Legalization applications. Anyone using, publishing, or permitting
such information to be examined in violation of the above sections
shall be subject to a fine and/or imprisonment in accordance with
Title 18, United States Code,

WARNING! By aceessing and using this computer system you are consenting to system
monitoring for law enforcement and other purposes. Unauthorized use of or access to this
computer systerm may subject you to criminal prosecution and penalties.

NOTE: THIS SYSTEM IS NOT AUTHORIZED TO PROCESS CLASSIFIED
INFORMATION.

4-3
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4.2 Maintain Operation

The following subsections describe the available LAN utilities and the CLAIMS 3 LAN Main
menu. Refer to Sections 7 through 10 to maintain the operation of the following functions:

e Section 7, Data Entry

¢ Section 8§, Case Analysis

o Section 9, Processing Support

¢ Section 10, Automatic Data Processing

4.2.1 LAN Utilities
Use the LAN Utilities option to change passwords or select the appropriate printer.

4.2.2 CLAIMS Main Menu
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Exhibit 4-5, CLAIMS Data Entry Menu, displays the Data Entry Main menu. Section 4 explains
this menu’s options in detail.

Exhibit 4-5: CLAIMS Data Entry Menu

Exhibit 4-6, Case Analysis Menu, displays the main menu for Case Analysis. Section 5 explains
this menu’s options in detail.

nalysis Menu
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Exhibit 4-7, Processing Support Menu, displays the Processing Support Main menu. Section 6
explains this menu’s options in detail.

Exhibit 4-7: Processing Support Menu

(b)(2)
Exhibit 4-8, ADP Menu, displays the ADP Main menu. Section 7 explains this menu’s options
in detail.
Exhibit 4-8: ADP Menu
(b)(2)
46
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4.3 Terminate and Restart Operations

(b)(2)
Exhibit 4-9: CLAIMS Exit Password Prompt
(b)(2)
4.3.2 Logoff
Select the Logoff option to exit CLAIMS 3 LAN and the network, as shown in Exhibit 4-10,
CLAIMS Logoff Screen.
Exhibit 4-10: CLAIMS Logoff Screen
(b)(2)
4-7
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4.4 User Conventions

This section discusses the processing conventions that apply to forms and associated screens,

4.4.1 Form Specific

Each application or petition form to be entered in the CLAIMS 3 LAN database is numbered
closely to how the numbering appears on the computer screen. These numbers help you locate

data when entering information.

4.4.2 Validation Tables
The following fields have validation tables assigned to them:

Country of Birth (COB)
Country of Citizenship
Consulate

Country

Form Number

Port of Entry (POE)
State

Status

Type of Remittance
Eligibility

Marital Status

s & & & 5 & & & & &

If data entered into a field do not appear within the field’s validation table, the system beeps and

displays an error message.

4-8
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4.4.4 Standard Key Strokes

FExhibit 4-11, Standard Key Strokes, lists the standard key strokes used during data processing.
CCI S—

Exhibit 4-11: Standard Key Strokes

(b)(2) Help Provides online information for the

field in which the cursor is

Case Status From the Case Information screen,

Case History performs a status inquiry and shows

Search the case history if pressed a second
time; also, initiates a variable search

Soundex Search Initiates a Soundex search

View Text Allows the user fo view paragraph
text

Save, Process, or Depending on function being used,

Authorize Action saves changes, processes reports and
manifests, or authorizes supervisor
approvals

Reprint Bar-Code Labels Reprints bar-code labels for a
receipted case

Mark Toggle switch used to mark cases

Clear Screen Clears the data from the Case
Information screen

Clear Beneficiary Data Clears the beneficiary data from the
Case Information screen

Clear Receipt Number Clears the receipt number from the
Case Information screen

Cancel Cancels markings or edit changes

Void Voids a case within Data Entry

Remove Supervisor Removes a supervisor hold from a

Hold case

View/Edit Received Allows viewing and editing of the

Date Received Date

Adjudications Accesses the Adjudications menu or

Menu/Information shows the adjudication information
on the displayed case

Exit the Program | Exits the program

Retrieve USCIS Retrieves the standard USCIS codes

Standard Code Tables for current field, if applicable

49
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Exhibit 4-11: Standard Key Strokes (continued)

Move Forwdfci One Moves the cu.rs.of. férward one field:

Return to Previous Returns you to the previous menu, or
Screen exits a form
Cycle Cycles through the menus or screens

4.4.5 Ellipsis Following a Field
Each field can accommodate a certain number of characters. If a field is v1ewed and the total

data entered in the field are not always visible, an ellipsis (t
end of the field to indicate that there is more text in the fiel

4.4.6 Foreign Addresses

Some application and petition forms have foreign address fields. Use the Country and Postal
Code ficlds when entering a foreign address. Do not use the State and ZIP ficlds.

4.4.7 Fees

Various forms, such as the 1-1298S, retain a set fee; other forms, such as the 1.724, accommodate
requests for multiple benefits. The fee varies depending on specific form criteria. CLAIMS 3
LAN automatically verifies that the fee is entered correctly before it allows the case to be
processed.

4.4.8 Supervisory Override \

There are mstances when a supervisor must override a system hold, such as to waive a fee. To
avoid the need for a supervisor override, you may receive preauthonization to perform a blanket
override.

4.4.9 Applicant or Petitioner Name

When the applicant or petitioner is an individual, type only the last name in the Last Name field
and the first name in the First Name field. If the petitioner is a company, type the name of the
company in the Last Name field only.

The following words and abbreviations can be omitted from the name of the petitioner,
employer, firm name, beneficiary, or employee during fee receipting: and, Assoc., Co., Ltd., of,
and the. Furthermore, standard abbreviations can be used for business names; use abbreviations
when entering applicant or petitioner, employer, beneficiary, and employee data. Exhibit 4-12,
Standard Abbreviations for Business Names, lists these standard abbreviations.
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Exhibit 4-12: Standard Abbreviations for Business Names

Admimstration Admin
Attorney Atty
Boulevard Blvd
Building Bldg
Center Ctr
Chairman Chm
College Col
Construction Constr
Department Dept
Doctor Dr
Education Ed
Engineer Engr
Executive Exec/Ex
Foundation Fdn
General Gen
General Electric GE
Government Govt
Group Gr
Hospatal Hosp
Information Inf
Institution Inst
International Intl
International Business Machines IBM
Management Mgt
National Nat’l
North America NA
Products Prod
Rehabilitation Rehab
Roman Catholic RC
Saint St
School Sch
Service Serv
South America SA
State University of New York SUNY
United States US
University Univ
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5. ERROR HANDLING

Refer to Sections 7 through 11 to view the error messages and error handling procedures that
may be required to maintain the operation of the following functions:

e Section 7, Data Entry
¢ Section &, Case Analysis
¢ Section 9, Processing Support

o Section 10, Automatic Data Processing
¢ Section 11, Premium Processing

5-1
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The system displays a brief message descnibing what type of data relates to the
, the number of characters available for input, and how to enter the data.

If further help 1s required, refer to Exhibit 1-1.
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7. DATA ENTRY

Data Entry provides users, including supervisors, with automated support for the Direct Mail
Program’s receipting process.

Exhibit 7-1, CLAIMS Data Entry Menu, is an example of the screen that the system displays
when you log on to the CLAIMS Data Entry function.

7-1
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7.1 Receipt New Case

To receipt new cases in CLAIMS, perform the followine stens:
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Exhibit 7-3: Check Endorsement Printer Prompt

Exhibit 7-4: Enter Receipt or Form Number Screen
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o CLAIMS 3 LAN verifies that ZIP Codes reserved for Post Office boxes have
the letters “PO” in the address. If not, you are alerted.

o CLAIMS 3 LAN verifies that for ZIP Codes reserved for specific
organizations, the organization’s name is found in the address. If not, you are
alerted.

~ City and State Provided -When you enter the ¢1
verifies whether the city is recognized by the USP

78
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Exhibit 7-9: Entry of G-28 Information

Perform the following steps to complete the G-28 Information screen:

C3_Rel 6.13_DOS_UM.doc ELMS No.: 158225

Final June 23, 2006

52




Project No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 7-10: Fee Information Selections Menu

710
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Select the Receipt Remittance option from the Fee Information Selections menu. Exhibit
7-11, Remittance Screen, is an example of the screen that CLAIMS displays.

Exhibit 7-11: Remittance Screen

Complete the Remittance screen by performing the following steps:
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Exhibit 7-12: Summarized Remittance Information

7-12
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Exhibit 7-13: Supervisor Authorization Screen

Exhibit 7-14: Original CLAIMS Number Screen
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7.1.1.1 Automated Returned Check Handling (ARCH) Procedures

(b)}(2) Perform the following steps to begin the Automated Returned Check Handling {ARCH)
procedures:

7.1.1.1.1 PAYMENT FOR ONE CASE
Perform the following steps to process a single check with a single application/petition:

7-14
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Exhibit 7-16: Print Endorsement (Single Receipt Number)
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Exhibit 7-17: Insert Check in Printer

Exhibit 7-18: Check Deposit Endorsement
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7.1.1.1.2 MORE THAN ONE CASE OPTION
Perform the following steps to process a single check with multiple applications/petitions:

(b)(2)

Exhibit 7-19: Payment for One Case or More
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Exhibit 7-20: Last Case for Current Check
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Exhibit 7-21: Print Endorsement (multiple Receipt Numbers)

7-19
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Exhibit 7=22: Insert Check in Printer

Exhibit 7-23: Check Deposit Endorsement
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I

7.1.1.1.3 MULTIPLE PAYMENTS FOR ONE CASE
Perform the following steps to process multiple checks with a single application/petition:

7.1.1.2 Other Fee Options
Perform the following steps to perform the Other Fee Options functions:

See Exhibit 7-8. The following fields are also found on the CLAIMS Data Entry screen sample:
* Signatur

» Concurrent Wit This function allows you to schedule related case filings for
group interviews, schedule interviews associated with the same attorney so the attorney
can attend consecutive interviews, and list related receipt numbers and names on the
interview notice.

7.1.1.3 Concurrent Information
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Exhibit 7-24: Concurrent With Example Screen
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Exhibit 7-25: Primaﬂ Member PromEt Screen

Exhibit 7-26: Concurrent With Message Screen
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Exhibit 7-27: Concurrent With Samele Screen

Exhibit 7-28: Concurrent With Example Screen
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(b)(2)
7.2 Case Status Inquiry
Case Status Inquiry is a data inquiry function that allows you to jdentify the slatus thetacain
(b)(z) !‘l'A' acation. and the case’s history 4o Al AN
7-25
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7.2.1 Variable Criteria and Soundex Searches
In Case Status Inquiry, you can perform two types of searches: variable criteria and Soundex.

The greater the number of search criteria, the shorter the list of receipts will be. The following is
a list of possible search variables:

- e = @ * & *« & =2 & » e & & @ * & = S = @

« * * &+ =

Receipt number

Alien number (A-Number) of Applicant/Beneficiary

A-Number of Petitioner

Applicant/Beneficiary last name

Applicant/Beneficiary last and first name

Petitioner last name

Petitioner last and first name

Petitioner and Beneficiary last names

Petitioner and Beneficiary last and first names

A-Number and Applicant/Beneficiary last name

A-Number and Applicant/Beneficiary first and last names
A-Number and Petitioner last name

A-Number and Petitioner last and first name

A-Number, Petitioner last name, and Beneficiary last name
A-Number, Petitioner first and last names, and Beneficiary first and last names
Applicant/Beneficiary last name and DOB/date range
Applicant/Beneficiary last and first names, and DOB/date range
Petitioner last name and DOB/date range

Petitioner last and first names, and DOB/date range
Applicant/Beneficiary last name and city

Applicant/Beneficiary last and first names, and city

Petitioner last name and city

Petitioner last and first names, and city

Applicant/Beneficiary last name and form type
Applicant/Beneficiary last and first names, and form type
Petitioner last name and form type

Petitioner last and first names, and form type

Beneficiary and Petitioner last names and form type
Beneficiary and Petitioner first and Iast names, and form type
Applicant/Beneficiary last name, DOB/date range, and form type
Applicant/Beneficiary last and first names, DOB/date range, and form type
Petitioner last name, DOB/date range, and form type
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[ ]
[ ]
-
L ]

Petitioner last and first names, DOB/date range, and form type

Beneficiary and Petitioner last names, DOBs/date range, and form type
Beneficiary and Petitioner first and last names, DOBs/date range, and form type
Firm name

7.2.1.1 Variable Search

Exhibit 7-29: Status Inquiry Screen

1-27
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Exhibit 7-30: Status Inquiry DOB Range Screen
(b)(2)

A DOB must include not only the DOB but also an A-Number, receipt number,
Applicant/Beneficiary name, or Petitioner name.

7.2.1.2 Soundex
(b)(2) A Soundex search looks for
names that sound like the [ast name of the applicant in question. This type of search is useful for

locatmg cases where the name might have been spelled incorrectly at the time of data entry, such
as “Li” for “Lee.” Soundex searches can be performed only for names of individuals or firms.

7.2.2 Search Results
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Exhibit 7-32: Received Date Pop-Up Screen

729
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(b)(2)
(b)(2) Exhibit 7-33: Retrieved Receipt Information List
(b)(6)

Exhibit 7-34: Restore a Case Prompt
(b)(2)

7-30
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Exhibit 7-35: Status Information Screen

xhibit 7-36, Case History Screen, displays
action dates and types, and the individuals responsible for those actions.
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Exhibit 7-36: Case History Screen
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(b)(2)
Exhihit 7-37: Case Status Inquiry Invalid Data Message
(b)(2)
7.2.3 Viewing Case Information
(b)(2)

7-33
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Exhibit 7-38: Case Status Inquiry Approval Data Screen
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Exhibit 7-39: Case Status Inquiry Multibeneficiary Inquiry Screen

(b)(2)

(b)(6)

012 7.3 Batch Case Status Update
(b)) The Batch Case Status Update function enables
(L))

7-35
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Exhibit 7-40: Batch Status Update Menu

(b)(2)
7.3.1 Information Received
Select the Information Received option, and CLAIMS 3 LAN displays the menu depicted in
Exhibit 7-41, Information Received Menu.
Exhibit 7-41: Information Received Menu
(b)(2)
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Movement—Relocate In

Exhibit 7-42: Case Movement—Relocate In Menu

7.3.3 Case Movement—Relocate Out

Exhibit 7-43: Case Movement—Relocate Out Menu—District and Suboffice
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Exhibit 7--44, Transfer Out Location Screen.
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Exhibit 7-44: Transfer Out Location Screen

Perform the following steps when presented with the Transfer Out Location screen:
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7.3.3.2 Service Centers

Exhibit 7-45: Case Movement—Relocate Out Menu—Service Centers
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7.3.4 Batch Scheduler

Exhibit 7-46: Scheduler Options
(b)(2)

7-41
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Exhibit 7-47: Receipt Prompt Screen

(b)(2)
Exhibit 7-48, A-File Warning Prompt, shows the warning prompt displayed if the physical
A-File is not recorded as being in the office.
Exhibit 7-48: A-File Warning Prompt
(b)(2)
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Exhibit 7-53: Receipt Previously Placed in Schedule Queue Screen

7.3.4.2 Force Schedule an Interview
The Force Schedule an Interview option enables you to force an interview in a time slot not
(b)(2) otherwise aval

7-45
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Exhibit 7-54: Force Schedule an Interview Screen

Exhibit 7-55: Available Section Screen
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(b)}(2)
Exhibit 7-56: Force Schedule an Interview Print Notice Screen
(b)}(2)
(b)(6)
(b)2) 7.3.4.3 Descheduling
Exhibit 7-57: Rescheduling Prompt Screen
(b)}2)
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(b)(2)
Exhibit 7-58: Print Deschedule Notices Screen
(b)(2)
7.3.4.4 Cancel Based on Request
the Cancel Based on Request option to cancel interview appointments for scheduled cases.
(b)(2)
Exhibit 7-59: Cancel an Interview Rescheduling Prompt Screen
(b)(2)

7-48
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Exhibit 7-60: Print Cancellation Notice Screen

Interview Conducted

7.3.4.6 Record No-Show

Exhibit 7-61: Record No-Show Screen

7.3.4.7 Review/Change Interview Group Members

749
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(b)(2)
Exhibit 7-62: Review/Change Group Receipt Request Prompt Screen
(b)(2)
Exhibit 7-63: Review/Change Group Delete Case Screen
(b)(2)
(b)(6)
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7.3.4.8 Remove Case from Queue
Use the Remove Case from Queue option to remove cases from the sched

7.3.5 Batch Off-System Notice Sent Update

Use the Batch Off-System Notice Sent Update option to update History Files to indicate that a
notice was generated separately from CLAIMS 3 LAN and mailed to the applicant or petitioner.
This update occurs when the notice is mailed.

Select the Batch Off-System Notice Sent Update option, and CLAIMS 3 LAN displays the
screens shown in Exhibit 7-64, Batch Off-System Notice Sent Update Screen (Screen 1 of 2),
and Exhibit 7-65, Batch Off-Systemn Notice Sent Update Screen (Screen 2 of 2).
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Exhibit 7-64: Batch Off-System Notice Sent Update Screen (Screen 1 of 2)

Exhibit 7-65: Batch Off-System Notice Sent Update Screen (Screen 2 of 2)

7-52
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(b)}(2)
7.3.6 Document Production
(b)(2)
Exhibit 7-66: Document Production Menu
(b)}2)

7.3.6.1 Alien Registration Car

o]

Exhibit 7-67: Alien Registration Card Menu
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(b)(2)
7.3.6.1.1 PRINT |-89 COVER SHEET
(b)}2)
Exhibit 7-68: 1-89 Cover Sheet Generation Screen
(b)2)
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Exhibit 7-69: Completed 1-89 Cover Sheet Screen

7.3.6.1.2 PRINT SHIPPING MANIFESTS

Exhibit 7-70: Manifest Select Menu
(b)(2)
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7.3.6.1.2.1 Create New Shipping Manifests
To create a new shipping manifest, perform the following steps:

Exhibit 7-71: Manifest Generation Screen

Exhibit 7-72: Manifest Not Found Message Screen
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Exhibit 7-73: Completed Manifest Generation Screen
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7.3.6.1.3 PRINT EXISTING MANIFEST
(b)(2) To print an existing manifest, perform the following steps:

Exhibit 7-74: Manifest Reprint Select Screen

Exhibit 7-75: Date Range Options

7-58
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(b)2)
7.3.6.2 Other Document Produced Off-System
(b)(2)
Exhibit 7-76: Other Document Produced Off-System Menu
(b)2)
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7.3.6.3 Other Document Mailed

]

Exhibit 7-77: Other Document Mailed Menu
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7.3.6.4 Other Document Destruction or Return Undeliverable

ibit 7-78: Other Document Destroyed or Return Undeliverable Menu

7.3.7 Fingerprint/Agency Checks Ordered
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Exhihit 7-79: Fingerprint/Agency Checks Ordered Update Screen

(b)2)
This option is used only to record that fingerprint checks, which caused the case to be placed in
(b)2)
(b)(2)
Exhibit 7-80: Case Management Menu
(b)(2)
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7.3.9 Derivative Action

A I

Exhibit 7-81: Derivative Action Menu
(b)}(2)
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7.3.10 Update With Decision of Appellate Office

(b)(2)
Exhibit 7-82: Update With Decision of Appellate Office Menu
(b)2)
7.4 Modify Address Information
(b)(2)
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Exhibit 7-83: Status Inquiry Screen

7.4.1 Case Status Inquiry Without Exiting
You use the Modify Address Information option to perform Case Status Inguiry functions without

(b)(2)
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7.5 Printing Menu

7.5.1 Print CLAIMS Reports
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Exhibit 7--85: Print CLAIMS Reports Menu

Exhibit 7-86: Print CLAIMS Reports—Data Entry Menu
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7.5.1.1 Individual Fee Register Report
The Individual Fee Register Report option prints the total fees receipted by remittance type to
assist you in closing out the register drawer. You can request a detailed report that lists each

receipt processed.

7-68

€3 Rel 6.13_DOS_UM.doc ELMS No.: 158225
Final June 23, 2006

109



Project No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 7-88: Individual Fee Register Summary Report
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Exhibit 7-89: Action Selection Menu

(b)(2)
7.5.1.2 Individual Production Report
(b)(2)
Exhibit 7-90: Individual Production Report Request Screen
(b)(2)
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Exhibit 7-91: Action Selection Screen
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7.5.1.3 Data Entry Production Report Day by Day

Exhibit 7-92: Data Entry Production Report Day by Day Request Screen
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Exhibit 7-93: Action Selection Screen

(b)(2)
7.5.2 Print Amended Notices
Use the Print Amended Notices function to generate amended notices. To print these notices,
perform the following steps:
(b)(2)
Exhibit 7-94: Print Amended Notices Receipt Queue
(b)(2)
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Exhibit 7-95: Amended Notice Distribution Selection

7-74
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7.6 Remove Fee Suspense

(b)(2)
Exhibit 7-98: Enter a Receipt Number Box
(b)(2)
Exhibit 7-99: Case Information Screen
(b)(2)
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(b)(2)
Exhibit 7-100: Fee Info Menu
(b)(2)
012 7.7
(b)) lace a case on hold if the method of pa

5 a personal check, 18 invalid.
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Exhibit 7-101: Bounced Check Receipt Number Entry Screen

(b)(2)
Exhibit 7-102: Exit Record Bounced Check Prompt
(b)}2)
7.8 Bounced Check Corrected
(b)}(2) release a case that has a bounced check histo

from hold.
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Exhibit 7-103: Case History Screen
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Exhibit 7-104: Remittance Screen Save Changes Prompt
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Exhibit 7-105: Modify Receipt Prompt

780
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Exhibit 7-106: Exit Correct Bounced Checks Prompt

(b)(2)

7.9 Bounced Check Not Corrected
The Bounced Check Not Corrected selection allows you to place a hold on a case that is being
processed and subsequently the check bounces. This feature generates a revocation notice
informing the applicant the case can no longer be processed and will be terminated for lack of
fee.

(b)(2)

Exhibit 7-107: Supervisor Authorization Screen
(b)(2)
7-81
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Exhibit 7-108: Action Confirmed or Remanded Selection Screen

(b)(2)

Exhibit 7-109: Receipt Number Prompt
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rvisor Hold Warnin

Exhibit 7-111: Remove Hold Message

7.10 Modify New Case

Use the Modify New Case option to change new receipts and previously rejected receipts on
CLAIMS 3 LAN. Adding additional remittances for forms may be accomplished in this module.

7.10.1 Inquiry and Modify Interface
oo ]

7-83
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(b)(2)
Exhibit 7-112; Inquiry/Modify Interface Screen
(b)2)
7.10.2 Case Status Inquiry Functions
(b)(2)
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I

7.10.3 Void Case

CLAIMS 3 LAN allows you, if you have proper authorization, to void cases. Cases can only be
voided on the same day they are created and only by the user who initially receipted them. To
void a case, perform the following steps:

7.11 Review Release Notes

7.12 Exit

7.13 Data Entry Supervisor Functions

Data Entry supervisors have the same CLAIMS 3 LAN functions and menus as NONSUPErvisory
personnel, with the following exceptions:

e Print Receipt Notices is a separate Data Entry menu option.
¢ Print CLAIMS Reports has three additional report selections:

- Print Office Fee Register Report
—  Print Data Entry Section Production Report—Data
~  Print Office Production Report

Accessing the CLAIMS 3 LAN Data Entry Supervisor menu displays the screen depicted in
Exhibit 7-113, Data Entry Supervisor Menu.

7-85
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Exhibit 7-113: Data Entry Supervisor Menu

(0)(2)
7.13.1 Print Receipt Notices
The Print Receipt Notices option, which is identical to Print Receipt Notices for ADP, is
described in Section 7.1.3, Print Receipt Notices.

(b)(2)
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Exhibit 7-114: Print CLAIMS Reports Supervisor Menu

7.13.2.1 Print Office Fee Register Report

This report functions exactly the same as the Individual Fee Register Report, detailed in Section
7.5.1.1, Individual Fee Register Report, except that the Office Fee Register contains remittance
information for all data entry clerks for that location. As in the Individual Fee Register Report,
the Office Fee Register Report contains a separate register for legalization forms.

7.13.2.2 Print Data Entry Section Production Report—Data

(b)(2)
IS repo
provides a count of the files created and the number of records modified for an individual or a
section.
7.13.2.3 Print Office Production Report
(b)(2)
The Office Production Report functions
7-87
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the same as the Individual Production Report. Refer to Section 7.5.1.2, Individual Production
Report, for details on the report’s operation and functionality.

7.14 Form Library

Exhibit 7-115, CLAIMS 3 LAN DOS Forms, lists all forms presently being processed in the
CLAIMS 3 LAN DOS Receipting System. The library includes each form’s individual
processing procedures.

Exhibit 7-115: CLAIMS 3 LAN DOS Forms

1-102 Application for Initial/Replacement 1-94 Arrival Document
1-126 Nonimmigrant Treaty Trader/Investor Report
1-129 Petition for a Nonimmigrant Worker
I-129F Petition for Fiance(e)
1-1298 Nonimmigrant Petition Based on Blanket L, Petition
1-130 Immigrant Petition for Relative, Fiance(e), or Orphan
1-131 Application for USCIS Travel Document
1-140 Immigrant Petition for Alien Worker
1-19] Application for Permission to Return
1-192 Application for Permission to Enter as Nonimmigrant
1-212 Application to Reenter after Deportation
1-246 Application for Stay After Deportation
[-256A Application to Suspend Deportation
1-290A Appeal, Motion to Reopen or Reconsider
I-290AA Notice of Appeal to the Board of Immigration Appeals
1-290AP Notice of Appeal to the Board of Immigration Appeals
[-290B Notice of Appeal to the Commissioner
1-290BA Notice of Appeal to the Commissioner - Applicant
1-290BP Notice of Appeal to the Commissioner - Petitioner
1-290C Certified Appeal, Motion to Reopen or Reconsider
1-290M Motion to Reopen or Reconsider
1-352 Immigration Bond
1-360 Petition for Amerasian, Widower, or Special Immigrant
[-506 Application to Change Nonimmigrant Status
1-508 Waiver of Rights, Privileges, and Immunities
I-512 Authorization for Parole of an Alien into the U.S, (Generic Application)
1-515 Deficiency Notice to Armving F-1, M-1, ot J-1
7-88
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Exhibit 7-115: CLAIMS 3 LAN DOS Forms (continued)

[-5260 Request Determination that Prospective Immigrant is an Investor
1-538 Application by Foreign Student
1-539 Application to Extend/Change Nonimmigrant Status
1-5390 Application to Extend Temporary Stay
I-570 Application for Refugee Travel Document
[-589 Application for Asylum
1-612 Application to Waive Foreign Residence Requirements
1-687 Application for Status as a Temporary Resident
[-690 Application for Waiver of Grounds of Excludability
[-694 Notice of Appeal of Decision under Section 210 or 245A
1-695 Application for Replacement of Form [-688A or I-688
1-698 Application to Adjust Status from Temporary to Permanent Resident
1-724 Application to Waive Exclusion Grounds
1-730 Refugee Asylee Relative Petition
I-821 Application for Temporary Protected Status
1-824 Application for Action on an Approved Application or Petition
EQIR26 Notice of Appeal from Decision of Immigration Judge
EQIR29 Notice of Appeal from Decision of District Director
FTA Application for Classification - FTA (Free Trade Agreement)
I-AP66 Certificate of Eligibility for Exchange Visitor
MOTIC Motion to Reopen Before the Commissioner
MOTI) Motion to Reopen Before Immigration Judge

€3 _Rel 6.13_DOS UM.doc
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7.14.1 Form 1-102: Application for Initial/Replacement 1-94 Arrival Document

Exhibit 7-116, 1-102 Data Entry Screen, is an example of the screen used to apply for a
replacement alien registration card.

Exhibit 7-116: 1-102 Data Entry Screen

To receipt an I-102, complete the following steps:
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7.14.2 Form 1-126: Nonimmigrant Treaty Trader/Investor Report

Exhibit 7-117, 1-126 Data Entry Screen, is an example of the screen used to report a
nonimmigrant treaty for a trader or mmvestor.

Exhibit 7-117: 1-126 Data Entry Screen
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7.14.3 Form 1-129: Petition for a Non-Immigrant Worker

Exhibit 7-118, I-129 Data Entry Screen, is an example of the screen used to petition for a
nonimmigrant worker.

Exhibit 7-118: 1-129 Data Entry Screen
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Exhibit 7-119: Updated 1129 Data Entry Screen

Exhibit 7-120: 1-129W Data Entry Screen
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Exhibit 7-121: Updated 1129 Fee Info Screen
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7.14.4 Form |-129F: Petition for Fiance(e)

Exhibit 7-122, I-129F Data Entry Screen, is an example of the screen used to petition for a
fiance(e).

Exhibit 7-122: 1-129F Data Entry Screen
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714.5 Form 1-129S: Non-Immigrant Petition Based on Blanket L Petition
Exhibit 7-123, 1-1298 Data Entry Screen, is an example of the screen used to petition for a non-
immigrant based on a Blanket L petition.
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7.14.6 Form |-130: Immigrant Petition for Relative, Fiance(e), or Orphan

Exhibit 7124, I-130 Data Entry Screen, is an example of the screen used to petition for an
immigrant relative, fiance(e), or orphan.

Exhibit 7-124: 1-130 Data Entry Screen
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7.14.7 Form 1-131: Application for USCIS Travel Document

The subsequent section describes a CLAIMS 3 LAN receipting function that is available only at
the Lincoln, Nebraska, Service Center.

CLAIMS 3 LAN fully supports processing the I-131, Application for USCIS Travel Document.
Exhibit 7-125, 1-131 Data Entry Screen, is an example of the screen used to apply for an USCIS
travel document.

Exhibit 7-125: 1-131 Data Entry Screen
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Exhibit 7-126: Questions and Responses
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Exhibit 7-127: 1-131 Type A Processing Screen
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(b)(2)
7.14.8 Form 1-140: Immigrant Petition for Alien Worker
Exhibit 7-128, 1-140 Data Entry Screcn, is an example of the screen used to petition for an alien
worker.
Exhibit 7-128: |-140 Data Entry Screen
(b)(2)
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7.14.9 Form I-191: Application for Permission to Return

Exhibit 7-129, I-191 Data Entry Screen, is an example of the screen used to apply for permission
to return.

Exhibit 7-129; 1-191 Data Entry Screen
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7.14.10 Form 1-192: Application for Permission to Enter as Nonimmigrant
Exhibit 7130, 1-192 Data Entry Screen, is an example of the screen used to apply for permission
to enter as a nonimmigrant.
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Exhibit 7-130: 1-192 Data Entry Screen
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7.14.11 Form |-212: Application to Reenter after Deportation
Exhibit 7-131, [-212 Data Entry Screen, is an example of the screen used to apply to reenter after
deportation.
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7.14.12 Form |-246: Application for Stay of Deportation

Exhibit 7~132, 1-246 Data Entry Screen, is an example of the screen used to apply for a stay of
deportation,

Exhibit 7-132: 1-246 Data Entry Screen
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7.14.13 Form |-256A: Application to Suspend Deportation

Exhibit 7-133, I-256A Data Entry Screen, is an example of the screen used to apply to suspend
deportation,

Exhibit 7-133: 1-256A Data Entry Screen
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7.14.14 Form |I-290A: Appeal, Motion to Reopen or Reconsider

Exhibit 7-134, 1-290A Data Entry Screen, is an example of the screen used to apply for an appeal
or motion to reopen or reconsider.

Exhibit 7-134: 1-290A Data Entry Screen
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(b)(2)
7.1415 Form I-290AA: Notice of Appeal to the Board of Immigration Appeals
Exhibit 7-135, I-2290AA Data Entry Screen, is an example of the screen used to generate a notice
of appeal to the board of immigration appeals.
Exhibit 7-135: 1-290AA Data Entry Screen
(b)(2)
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7.14.16 Form |-290AP: Notice of Appeal to the Board of Immigration Appeals

Exhibit 7136, I-290AP Data Entry Screen, is an example of the screen used to generate a notice
of appeal to the board of immigration appeals.

Exhibit 7-136: 1-290AP Data Entry Screen
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(b)(2)
7.14.17 Form |-290B: Notice of Appeal to the Commissioner
Exhibit 7-137, I-290B Data Entry Screen, is an example of the screen used to generate a notice
of appeal to the commissioner.
Exhibit 7-137: 1-290B Data Entry Screen
(b)(2)
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7.14.18 Form |-290BA: Notice of Appeal to the Commissioner - Applicant

Exhibit 7-138, I-290B Data Entry Screen, 1s an example of the screen used to generate a notice
of appeal to the commissioner by an applicant.

7134
3 _Rel 6.13_DOS_UM.doc ELMS No.: 158225
Final June 23, 2006

174



Proiect No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 7-138: 1-290BA Data Entry Screen
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(b)(2)
7.14.19 Form |-290BP: Notice of Appeal to the Commissioner—Petitioner
Exhibit 7-139, I-290BP Data Entry Screen, is an example of the screen used to generate a notice
of appeal to the commissioner by a petitioner.
Exhibit 7-139: 1-290BP Data Entry Screen
(b)(2)
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(b)(2)
7.14.20 Form [-290C: Certified Appeal, Motion to Reopen or Reconsider
Exhibit 7-140, 1-290C Data Entry Screen, is an example of the screen used to make a certified
appeal for a motion to reopen or reconsider.
Exhibit 7-140: 1-290C Data Entry Screen
(b)(2)
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7.14.21 Form I-290M: Motion to Reopen or Reconsider

Exhibit 7-141, I-290M Data Entry Screen, is an example of the screen nsed to apply for a motion
to reopen or reconsider.

Tw141
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Exhibit 7-141: 1-290M Data Entry Screen
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(b)(2)
7.14.22 Form |-352: Immigration Bond
Exhibit 7-142, 1-352 Data Entry Screen, is an example of the screen used to apply for an
immigration bond.
Exhibit 7-142: 1-352 Data Entry Screen
(b)(2)
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(b)(2)
7.14.23 Form |-360: Petition for Amerasian, Widower, or Special Immigrant
Exhibit 7-143, [-360 Data Entry Screen, is an example of the screen used to petition for an
Amerasian, widower, or special immigrant,
Exhibit 7-143: 1-360 Data Entry Screen
(b)(2)
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(b))
7.14.24 Form I-506: Application to Change Nonimmigrant Status
Exhibit 7-144, 1-506 Data Entry Screen, is an example of the screen used to apply for a change
in nonimmigrant status.
Exhibit 7-144: 1-506 Data Entry Screen
(b))
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7.14.25 Form |-508: Waiver of Rights, Privileges, and Immunities

Exhibit 7-145, 1-508 Data Entry Screen, is an example of the screen used to waive rights,
privileges, and immunities.

Exhibit 7-145: 1-508 Data Entry Screen
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7.14.26 Form 1-512: Authorization for Parcle of an Alien into the U.S.

Exhibit 7—146, 1-512 Data Entry Screen, is an example of the screen used to authorize the parole
of an alien into the U.S..

Exhibit 7-146: 1-512 Data Entry Screen

00—
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714.27 Form 1-515: Deficiency Notice to Arriving F-1, M-1, or J-1
Exhibit 7-147, [-515 Data Entry Screen, is an example of the screen used to generate a notice of
deficiency to arriving F-1, M-1, or J-1 visa holders.

7-154
ELMS No.: 158225

C3_Rel 6.13_DOS_UM.doc
June 23, 2006

Final

194




Project No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 7-147: 1-515 Data Entry Screen
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7.14.28 Form 1-526: Immigrant Petition by Alien Entrepreneur

Exhibit 7-148, 1-526 Data Entry Screen, is an example of the screen used to petition for an
immigrant by an alien entrepreneur.
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Exhibit 7-148: 1-526 Data Entry Screen
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7.14.29 Form 1-5260: Request Determination that Prospective Immigrant is an
Investor

Exhibit 7-149, 1-5260 Data Entry Screen, is an example of the screen used to request a
determination that the prospective immigrant is an investor.

Exhibit 7-149: 1-5260 Data Entry Screen
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(b)(2)
7.14.30 Form |-538: Application by Foreign Student
Exhibit 7-150, 1-538 Data Entry Screen, is an example of the screen used to apply as a Foreign
Student.
Exhibit 7-150: 1-538 Data Entry Screen
(b)(2)

7-161
ELMS No.: 158225

(3 Rei6.13_DOS_UM.doce
June 23, 2006

Final

201



Project No. 4.2.0.1, CLAIMS 3

User Manual for CLAIMS 3 LAN DOS Release 6.13

C3_Rel6.13_DOS_UM doc
Final

7162
ELMS No.: 158225
June 23, 2006

202



Project No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.13

7.14.31 Form I-539: Application to Extend/Change Nonimmigrant Status

Exhibit 7-151, 1-539 Data Entry Screen, is an example of the screen used to apply to extend or
change nonimmigrant status.

Exhibit 7-151: 1-539 Data Entry Screen
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Exhibit 7-152: 1-539 Beneficiary Screen

7.14.32 Form |-53%0: Application to Extend Temporary Stay

Exhibit 7-153, 1-539 Data Entry Screen, is an example of the screen used to apply to extend a
temporary stay.
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Exhibit 7-153: 1-5390 Data Entry Screen
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(b)(2)
71.14.33 Form I-570: Application for Refugee Travel Document
Exhibit 7-154, I-570 Data Entry Screen, is an example of the screen used to apply for a refugee
travel document.
Exhibit 7-154: 1-570 Data Entry Screen
(b)(2)
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7.14.34 Form |-589: Application for Asylum
Exhibit 7-153, 1-589 Data Entry Screen, is an example of the screen used to apply for asylum.

Exhibit 7-155: 1.589 Data Entry Screen
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7.14.35 Form 1.612: Application to Waive Foreign Residence Requirements

Exhibit 7-156, I-612 Data Entry Screen, is an example of the screen used to apply to waive
foreign residence requirements.
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Exhibit 7-156: 1-612 Data Entry Screen
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7.14.36 Form I-687: Application for Status as a Temporary Resident

Exhibit 7-157, 1-687 Data Entry Screen, is an example of the screen used to apply for temporary
resident status.
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7.44.37 Form 1-690; Application for Waiver of Grounds of Excludability

Exhibit 7-158, 1-690 Data Entry Screen, is an example of the screen used to apply to waive
grounds of excludability.

Exhibit 7-158: 1-690 Data Entry Screen
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7.14.38 Form 1-694: Notice of Appeal of Decision Under Sec 210 or 245A

Exhibit 7159, [-694 Data Entry Screen, is an example of the screen used to generate a notice of
appeal decision under sections 210 or 245A.,

Exhibit 7-159: 1-694 Data Entry Screen
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7.14.39 Form I-695: Application for Replacement of Form I-688A or |-688

Exhibit 7-160, 1-695 Data Entry Screen, is an example of the screen used to apply for a
replacement of form [-688A or 1-688.
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Exhibit 7-160: 1-695 Data Entry Screen
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7.14.40 Form 1-698: Application to Ad
Resident

just Status from Temporary to Permanent

Exhibit 7-161, 1-698 Data Entry Screcn, is an example of the screen used to apply to adjust

status from temporary to permanent resident.

Exhibit 7-161: 1-698 Data Entn BN

3 Rel6.13_DOS_ UM doc
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(b)(2)
Exhibit 7-162: Card Type Field Codes
(b)(2)
Exhibit 7-163: The Transaction Type Help Table
(b)2)
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Exhibit 7-164: Other Fingerprint Field Codes
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7.14.41 Form |-724: Application to Waive Exclusion Grounds

Exhibit 7-165, 1-724 Data Entry Screen, is an example of the screen used to apply to waive
exclusion grounds.

Exhibit 7-165: 1-724 Data Entry Screen
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7.14.42 Form 1-730: Refugee Asylee Relative Petition

Exhibit 7—166, 1730 Data Entry Screen, is an example of the screen used to petition for a
refugee relative asylee.

Exhibit 7-166: 1-730 Data Entry Screen
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(b)(2)
7.14.43 Form |-821: Application for Temporary Protected Status
Exhibit 7-167, 1-821 Data Entry Screen, is an example of the screen used to apply for temporary
protected status.
Exhibit 7-167: 1-821 Data Entry Screen
(b)(2)
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Exhibit 7-168: Denial Data
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7.14.44 Form |-824: Application for Action on an Approved Application or
Petition

Exhibit 7--169, 1-824 Data Entry Screen, is an example of the screen used to apply for action on
an approved application or petition.

Exhibit 7-169: 1-824 Data Entry Screen
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(b)(2)
7.14.45 Form EOIR26; Notice of Appeal from Decision of Immigration Judge
Exhibit 7-170, EQIR26 Data Entry Screen, is an example of the screen used to generate a notice
of appeal based on the decision of an immigration judge.
Exhibit 7-170: EQIR26 Data Entry Screen
(b)(2)
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7.14.46 Form EOIR29: Notice of Appeal from Decision of District Director

Exhibit 7-171, EOIR29 Data Entry Screen, is an example of the screen used to generate a notice
of appeal based on the decision of a district director.
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Exhibit 7-171: EOIR29 Data Entry Screen
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(b)(2)
7.14.47 Form FTA: Application for Classification - FTA
Exhibit 7-172, FTA Data Entry Screen, is an example of the screen used to apply for FTA
classification.
Exhibit 7-172: FTA Data Entry Screen
(b)(2)
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7.14.48 Form IAP66: Certificate of Eligibility for Exchange Visitor

Exhibit 7-173, IAP66 Data Entry Screen, is an example of the screen used to generate a
certificate of eligibility for an exchange visitor.

Exhibit 7-173: 1AP66 Data Entry Screen
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(b)(2)
7.14.49 Form MOTIC: Motion to Reopen Before the Commissioner
Exhibit 7-174, MOTIC Data Entry Screen, is an example of the screen used to motion to reopen
a case before the commissioner.
Exhibit 7-174 MOTIC Data Entry Screen
(b)(2)
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7.14.50 Form MOTIJ: Motion to Reopen Before Immigration Judge

Exhibit 7-175, MOTIJ Data Entry Screen, is an example of the screen used to motion to reopen a
case before an immigration judge.
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Exhibit 7-175: MOTIJ Data Entry Screen
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8. CASE ANALYSIS SUBSYSTEM

The Case Analysis Subsystem provides cxamination uscrs, including supervisors, with automated
support for processing cases receipted in CLAIMS 3 LAN.

Select the CLAIMS Exams Main Menu from the CLAIMS 3 LAN System Menu, and the menu
depicted in Exhibit 8~1, Case Analysis Mcnu, appcars.

Exhibit 8-1: Case Analysis Menu
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8.1 Adjudicate a Case

Selecting the Adjudicate a Case option from the Case Analysis menn displays the prompt
depicted in Exhibit 8-2, Enter a Receipt or A-Number Prompt.

Exhibit 8-2: Enter a Receipt or A-Number Prompt

Exhibit 8-3: Adjudicate a Case Exit Screen
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Exhibit 8-4: Adjudicate a Case Information Screen
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Exhibit 8-5: Receipt Received Date Pop-Up Screen
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hibit 8—6: Example Adjudicate a Case Status Information Screen

Exhibit 8-7: Example Adjudications Case History Screen
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Exhibit 8-8: Adjudicate a Case Actions Menu
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8.1.1 Case Review

Selecting the Case Review option displays the menu depicted in Exhibit 8-9, Case Review
Menu.

Exhibit 8-9:

8.1.1.1 Place in Suspense

Select the Place in Suspense option from the Case Review menu. CLAIMS 3 LAN displays the
screen depicted in Exhibit §-10, Place in Suspense Screen.
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(b)(2)
(b)(6)
CLAIMS 3 LAN displays the Change Case Status prompt for each of the actions, as depicted in
Exhibit 8~11, Place in Suspense Change Case Status Prompt.
Exhibit 8-11: Place in Suspense Change Case Status Prompt
(b)(2)
(b)(6)
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8.1.1.2 Lift Suspense
Select the Lift Suspense option from the Case Review menu. The system displays the menu

Exhibit 8-12: Lift Suspense Screen

8- 10)
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8.1.1.3 Other Case Review

Selecting the Other Case Review option displays the menu depicted in Exhibit 8~13, Other Case
Review Screen.

Exhibit 8-13: Other Case Review Screen
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8.1.1.41 DOS SCHEDULER

Exhibit 8-14: Scheduler Options Menu Screen
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Exhibit 8-15, A-File Warning, is an example of the waming displayed if the physical A-File is
not recorded as being in the office.

Exhibit 8-15: A-File Warning
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Exhibit 8-16: Related and Selected Receipts Screen

Exhibit 8-17: Group Receipts Placed in Scheduling Queue

8-14
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Exhibit 8-18; Save Changes Screen

Exhibit 8-19: Site Selection Screen
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(b)2)
Should CLAIMS 3 LAN locate a receipt number already in the Ready to Schedule queue, the
warning screen depicted in Exhibit 8-20, Receipt Previously Placed in Schedule Queue Screen,
appears.
Exhibit 8~-20: Receipt Previously Placed in Schedule Queue Screen
(b)(2)
(b)(6)
8.1.1.4.1.2 Force Schedule an Interview
The Force Schedule an Interview option all
(b)(2) otherwise avai
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Exhibit 8-21: Force Schedule an Interview Screen

#-17
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Exhibit 8-22: Available Sections Screen
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Exhibit 8-23: Force Schedule an Interview Print Notice Screen

(b)(2)
(b)(6)
(b)(2) 8.1.1.4.1.3 Descheduling
The Descheduling option allows
Exhibit 8-24: Rescheduling Prompt
(b)(2)
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(b))
8.1.1.4.1.4 Cancel Based on Request
b)(2 The Cancel Based on Request option allows you to cancel
(b)) CLAIMS 3 LAN prompts vou for a receipt
Exhibit 8-25: Cancel an Interview Rescheduling Prompt
(b)(2)
(b)(6)
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Exhibit 8-26: Prompt to Print Cancellation Notice

(b)(2)

8.1.1.4.1.5 Interview Conduc
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Exhibit 8-27: Record No-Show Screen

(b)(2)
(b)(6)

8.1.1.4.1.7 Review and/or Change Interview Group Members

The Review and/or Change Interview Group Members option allows you to manage a group filed
(b)(2)
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Exhibit 8-28: Review/Change Group Receipt Request Prompt
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(b)(2)
Exhibit 8-29: Review/Change Group Add Case Screen

(b)(2)

(b)(6)
Exhibit 8-30: Review/Change Group Delete Case Screen

(b))

(b)(6)
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(b)(2)
8.1.1.4.1.8 Remove Case From Queue
The Remove Case From Queue option allows you to remove cases from the sch
(b)(2) CLAIMS 3 LAN prompts you for a receipt number,
(b)(2)
(b)(6)
8.1.1.5 Review Cl Data and Processing Screens
If the '
(b)(2) fi
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Exhibit 8-32: Check CIS Data Screen
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8.1.1,6 Case Resubmitted

Selecting the Case Resubmitted option displays the Change Case Status prompt, depicted in
Exhibit 8~33, Change Case Status Prompt.

Exhibit 8-33: Change Case Status Prompt
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8.1.1.7 Status Termination Actions

Selecting the Status Termination Actions option displays the menu depicted in Exhibit 8-34,
Status Terminations Actions Screen.

Exhibit 8-34: Status Terminations Actions Screen
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8.1.1.8 English and Civics Proficiency Update

Selecting the English and Civics Proficiency Update option displays the menu depicted in
Exhibit 835, English and Civics Proficiency Update Screen.

Exhibit 8-35: English and Civics Proficiency Update Screen
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8.1.2 Approve the Case

Setect the Approve the Case function to display the menu depicted in Exhibit 8-36, Approvals
Menu. '

Exhibit 8-36: Approvals Menu
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Exhibit 8-37: Approval Text Menu
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Select the copy to be viewed, and CLAIMS 3 LAN displays the appropriate text, as depicted in
Exhibit 8-38, Approval Paragraph View Example. This example of displayed approval text is
for an I-90 Petitioner Copy.

Exhibit 8-38: Approval Paragraph View Example

The above petirion has been approved, and forwarded to the listed consulate.
Please contact the congulate with any questions about visa issuance, or if
you would now like them to forward the petition to a different consulate.
The petiticoner can also file Form I-824, #¥JApplication for Agtion on an
Approved Application or Petition%U, with thiz office to request that we
notify another consulate of the petition approval for visa processing
purposes. THIS FORM IS NOT A VISA AND MAY NOT BE USED IN PLACE OF A
VISA.~~When the person this petition is for enters the U.S. based on this
visa, he or she will be admitted for ninety (%0) days in order to marry the
petitioner, and based on that wmarriage file for adjustment to permanent
residence status on form I-485. The marriage and £iling of the adjustment
application must occur within these 90 days. The form to apply for
adjustment can be obtained at any local INS office ot INS form center.
Please attach a copy of this notice to the adjustment application when you
file it. ~~ If the petiticner and the fiance(e} do not marry within these 90
days, status will expire, and he or she will be in violation of the
Immigration and Nationality Act if he or she does not depart. An extension
cannot be granted. If it is requested that the petitioner inform his or her
local INS office if he or she determines that the marriage will not take
place within the 90 day pericd. Please attach a copy of this notice to any
correspondence about this casge.

8-32
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Exhibit 8-39: Approval Data Screen

(b)(2)
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Exhibit 8-40; Approval Save Screen

8.1.2.2 Approve [-90 and I-90A
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Exhibit 8-41: DenyaCaseMeny

Exhibit 8—42: Denial Status Change Screen
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Exhibit 8-43: General Denial Text Screen
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Exhibit 8-44: Denial Data Screen
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8.1.3.2 I-90 and 1-90A Form Types

Exhibit 8-45: Denial Text Menu

cmal text options will vary according to the alien’s eligibility and form type.

8-40
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Exhibit 8-46: Denial Paragraph View Example

You have failed to establish eligibility for employment authorization under
8 CFR 274a.12(a) or (c).

Accordingly, your application for employment autherization has been denied.
There is no appeal to this decision. This decision is without prejudice to
consideration of subsequent applications filed with TINS.

841

C3_Rel 6.13 DOS_UM doc ELMS No.. 158225

Final

June 23, 2006

291



Project No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 8-47: Denial Data Screen

842
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Exhibit 8-48: Multibeneficiary Form Adjudicate a Case Actions Menu

843
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]

Exhibit 8-49: Multibeneficiary Selection Screen
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Exhibit 8-50: Multibeneficiary Approve/Deny Menu
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Exhibit 8-51: Split Decision Approval Text Menu
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Exhibit 8-52; Split Decision Approval Data Screen
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8.1.5 Information Recejved

Exhibit 8-53: Information Received Menu
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8.1.6 Case Movement
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Exhibit 8-55: Transfer Qut Location Screen
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Exhibit 8-56: Case Movement—Relocate Out Menu--Service
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Exhibit 8-57: Case Movement—Relocate In Menu
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8.1.7 Appeal and Motion Decisions

Selecting the Appeal and Motion Decisions option displays the menu depicted in Exhibit 8-58,
Appellate Office Decisions Ments.

Exhibit 8-
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8.1.8 Case Management

Selecting the Case Management option displays the menu depicted in Exhibit 8-59, Casc
Management Menu.

Exhibit 8-59: Case Management Menu
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8.1.9 Derivative Action

Selecting the Derivative Action option displays the menu depicted in Exhibit 8—60, Derivative
Action Menu.

Exhibit 8-60: Derivative Action Menu

8.2 Case Status Inquiry

b){(? Case Status Inquiry is a data inquiry function. It allows you to identify the status, the reccipt ot
(b)(2) ; : ; ;
A-File location, and the history of a casein (g
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8.2.1 Variable Criteria and Soundex Searches

In Case Status Inquiry, you can perform two types of searches: variable criteria and Soundex.
The greater the number of search criteria, the shorter the list of receipts. The following is a list of
possible search variables:

s & & = 5 & & & o

® & ® ® & & = 8 @ @

Receipt number

A-Number of Applicant/Beneficiary

A-Number of Petitioner

Applicant/Beneficiary last name

Applicant/Beneficiary last and first name

Petitioner last name

Petitioner last and first name

Petitioner and Beneficiary last names

Petitioner and Beneficiary last and first names

A-Number and Applicant/Beneficiary last name

A-Number and Applicant/Beneficiary first and last names
A-Number and Petitioner last name

A-Number and Petitioner last and first name

A-Number, Petitioner last name, and Beneficiary last name
A-Number, Petitioner first and last names, and Beneficiary first and last names
Applicant/Beneficiary last name and DOB/date range
Applicant/Beneficiary last and first names, and DOB/date range
Petitioner last name and DOB/date range

Petitioner last and first names, and DOB/date range
Applicant/Beneficiary last name and city

Applicant/Beneficiary last and first names, and city

Petitioner last name and city

Petitioner last and first names, and city

Applicant/Beneficiary last name and form type
Applicant/Beneficiary last and first names, and form type
Petitioner last name and form type

Petitioner last and first names, and form type

Beneficiary and Petitioner last names and form type

Beneficiary and Petitioner first and last names, and form type
Applicant/Beneficiary last name, DOB/date range, and form type
Applicant/Beneficiary last and first names, DOB/date range, and form type
Petitioner last name, DOB/date range, and form type

Petitioner last and first names, DOB/date range, and form type
Beneficiary and Petitioner last names, DOBs/date range, and form type

B-56
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e Beneficiary and Petitioner first and last names, DOBs/date range, and form type
» Firm name

8.2.1.1 Variable Search

Exhibit 8-61; Status Inquiry Screen
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Exhibit 8-62: Status Inquiry DOB Range Screen

8.2.1,2 Soundex Search

s {hal sound Jke the last name of the applicant in question and is useful for locating cases in

which the name might have been spelled incorrectly at the time of data entry, such as “Li” for
“f ee.” Soundex searches can be performed only for names of individuals or firms.

8.2.2 Search Results

After initiating a search, CLAIMS 3 LAN displays one of several scarch results. Search results
vary because more than one case can meet search criteria, such as a search that was conducted on
a common last name, the case searched for may have been archived, or perhaps no case was
found to match the search criteria.

If only one receipt is located, CLAIMS 3 LAN displays the sample screen depicted in
Exhibit 8~63, Retrieved Receipt Information Screen.

8-58
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Exhibit 8-63: Retrieved Receipt Information Screen

Exhibit 8-64: Received Date Pop-Up Screen
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If there is more than one receipt that meets the search criteria, CLAIMS 3 LAN displays a list of
receipts. This list contains information such as receipt number, form type, name of Beneficiary,
name of Petitioner, and date of birth; an example of this list is shown in Exhibit 8-65, Retrieved

Receipt Information List.

Exhibit 8-65: Retrieved Receipt Information List

Exhibit 8-66: Restore a Case Prompt
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Exhibit 867, Status Information Screen, reveals the last action taken on the case an
of the case in RAFACS.

Exhibit 8~67: Status Information Screen

C3_Rel 6,13_DOS UM.dae FLMS No.: 158225
June 23, 2006

Final

311



Project No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.1 3

Exhibit 8-68: Case History Screen
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Exhibit 8-69: Case Status Inquiry Invalid Data Message
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8.2.3 Viewing Case Information
(b)2) _he Case Status Inquiry screen, to view case approval and denial information.

CLAIMS 3 LAN displays the screen depicted in Exhibit 8-70, Approval Data Screen.
Exhibit 8-70: Approval Data Screen
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(b)(2) Cases with multiple beneficiaries may have splj
Inquiry Screen
Exhibit 8-71: Case Status Inquiry Multibeneficiary Inquiry Screen

(b)(2)

(b)(6)
8.3 Batch Case Status Update
The Batch Case Status Update function enables you to update the status of a case. When a status
action is selected for a particular case, the history for that case is updated to reflect this action.
The updated history can be viewed in Case Status Inquiry. To access the Batch Status Update
menu, perform the following steps:

(b)(2)
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-72: Batch Status Update Menu

(b)(2)
8.3.1 Information Received
Select the Information Received option, and CLAIMS 3 LAN displays the menu depicted in
Exhibit 8-73, Information Reccived Menu.
ion Received Menu
(b)(2)
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(b)(2)
8.3.2 Case Movement—Relocate In
Select the Case Movement—Relocate In option, and CLAIMS 3 LAN displays the screen
depicted 1n Exhibit 8-74, Case Movement—Relocate In Menu.
Exhibit 8-74. Case Movement—Relocate In Menu
(b)(2)
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8.3.3 Case Movement—Relocate Out

Exhibit §-Z§; ggse Movement—Relocate Out Menu—District and Suboffice
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Exhibit 8—76: Transfer Qut Location Screen
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Exhibit 8-77: Case Movement-Relocate Out Menu—Service Centers
(b)(2)
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(b)(2)
(b)2)
8.3.4 Batch Scheduler
Select the Batch Scheduler option to display the menu depicted in Exhibit 8-78, Scheduler
Options.
it 8-78: Scheduler Options
(b)(2)
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Exhibit 8-79: Receipt Prompt Screen

Exhibit 8-80: A-File Warning Prompt
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Exhibit 8~81: Related and Selected Receipts Screen
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Exhibit 8-82: Group Receipts Placed in Scheduling Queue

Exhibit 8-83: Save Changes Screen
(b))
(b)(6)
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Exhibit 8-84: Select Site Number Screen

(b)2)
Should CLAIMS 3 LAN detect a requested receipt number already in the Ready to Schedule
queue, the warning screen depicted in Exhibit 8-85, Receipt Previously Placed in Schedule
Queue Screen, appears.
Exhibit 8~85: Receipt Previously Placed in Schedule Queue Screen
(b)2)
(b)(6)
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8.3.4.2 Force Schedule an Interview
The Force Schedule an Interview option enables you to force an interview in a time slot not

(b)(2) otherwi

Exhibit 8-86: Force Schedule an Interview Screen
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R E— ' R0S.2c102n
(b)(6)
Exhibit 8-88: Force Schedule an Interview Print Notice Screen
(b)(2)
(b)(6)
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8.3.4.3 Descheduling

The Descheduling option allows you to remove interviews from the schedule. CLAIMS 3 LAN
prompts you for a receipt number. Refer to Exhibit 8-79. CLAIMS 3 LAN secks the matching
record and checks for a group. All or part of the group may be deleted from the schedule.
Unless the whole group is descheduled, the time slot selected for the group case is not available.
CLAIMS 3 LAN prompts you to reschedule at another time; this prompt is depicted in Exhibit
8-89, Rescheduling Prompt Screen.

Exhibit 8-89: Rescheduling Prompt Screen

(b)2)
CLAIMS 3 LAN prompts for the generation of descheduling notices, as depicted in Exhibit 8-90,
Print Deschedule Notices Screen.
Exhibit 8-90: Print Deschedule Notices Screen
PR R e e e——
(b)2)

e —————E
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8.3.4.4 Cancel Based on Request
tion allows you to cancel interview appointments for scheduled

(b)(2)
Exhibit 8-91: Cancel an Interview Rescheduling Prompt Screen
(b)(2)
Exhibit 8-92: Print Cancellation Notice Screen
(b)(2)
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8.3.4.5 Interview Conducted

(b)(2)
No-Show
(b)(2)
Exhibit 8-93: Record No-Show Screen
(b)(2)
(b)(6)
8.3.4.7 Review/Change Interview Group Members
(b)(2)
(b)(2)

8-80
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I

Exhibit 8-94: Review/Change Group Receipt Request Prompt Screen

Exhibit 8-95: Review/Change Group Delete Case Screen

8-81
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8.3.4.8 Remove Case From Queue
The Remove Case From Queue option allows you
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Exhibit 8-96: Batch Off-System Notice Sent Update Screen (Screen 1 of 2)

Exhibit 8-97: Batch Off-Systemn Notice Sent Update Screen (Screen 2 of 2)
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8.3.6 Document Production

Exhibit 8-98: Document Production Menu

(bX2)

-84
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8.3.6.1 Alien Registration Card

Exhibit 8-99: Alien Registration Card Menu
(b)(2)
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Exhibit 8-100: 1-89 Cover Sheet Generation Screen
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An example of a completed I-89 Cover Sheet screen is shown in Exhibit 8-101, Completed 1-89
Cover Sheet Screen.

Exhibit 8-101: Completed -89 Cover Sheet Screen
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8.3.6.1.2 PRINT SHIPPING MANIFESTS

Select the Print Shipping Manifests option from the Alien Registration Card menu and press
Enter. The screen displays two options, depicted in Exhibit 8-102, Manifest Select Menu.

Exhibit 8-102: Manifest Select Menu
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8.3.6.1.2.1 Create New Shipping Manifests

To create a new shipping manifest, perform the following steps:

Exhibit 8-103: Manifest Generation Screen
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Exhibit 8-104: Manifest Not Found Message Screen
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8.3.6.1.3 PRINT EXISTING MANIFEST

To print an existing manifest, perform the following steps:

g-91
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Exhibit 8-106: Manifest R

(b)(2)
Exhibit 8-107: Date Range Options
i RSN Y bt e syt . ) %‘é’%
First date entered Manifests listed from the date specified through today
Both dates entered Manifests listed for the date range entered (inclusive)
Last date entered Manifests listed up through the date specified
(b))
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8.3.6.2 Other Document Produced Off-System

Exhibit 8-108: Other Document Produced Off-System Menu
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8.3.6.4 Other Document Destruction or Return Undeliverable

Exhibit 8-110: Other Document Destroyed or Return Undeliverable Menu
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8.3.7 Fingerprint/Agency Checks Ordered

Select the Fingerprint/Agency Checks Ordered option, and CLAIMS 3 LAN displays the update
screen depicted in Exhibit 8~111, Fingerprint/Agency Checks Ordered Screen.

Exhibit 8-111: Fingerprint/Agency Checks Ordered Screen

(b)2)
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8.3.8 Case Management

Select the Case Management option, and CLAIMS 3 LAN displays the screen depicted in Exhibit
§-112, Case Management Menu.
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8.3.9 Derivative Action

Select the Derivative Action option, and CLAIMS 3 LAN displays the screen depicted in Exhibit
8-113, Derivative Action Menu,
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8.3.10 Update With Decision of Appellate Office

Select the Update with decision of Appellate Office option, and CLAIMS 3 I.AN displays the
screen depicted in Exhibit 8~114, Update With Decision of Appellate Office Menu.

Exhibit 8-114: Update With Decision of Appellate Office Menu

8.4 Printing Menu

99
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Exhibit 8-115: Printing Menu
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(b)2)
Refer to Exhibit 8-113. CLAIMS 3 LAN displays the screen depicted n
Exhibit 8~116, Print CLAIMS Reports Menu.
Exhibit 8~116: Print CLAIMS Reports Menu
(b)(2)
8.4.1.1 Individual Production Report
(b)2)

Refer to Exhibit 8-116. CLAIMS 3 LAN
displays the screen depicted in Exhibit 8-117, Individual Production Report Request Screen.
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Exhibit 8=117: Individual Production Report Request Screen

8.4.2 Print Amended Notices
The Print Amended Notices function allows you to print notices for cases that have been
modified, such as an address change, since the notice was initially printed. To print Amended

Notices, perform the following steps:
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(b)(2)
Exhibit 8-119: Distribution Selection Screen
(b)(2)
(b)(6)
Exhibit 8-120: Completed Amended Notification Generation Screen
(b)(2)
(b)(6)
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8.4.3 Print Notices

The Print Notices function releases approval notices to the batch quene. These notices are
produced by the ADP staff responsible for the I-797 Print Server function. The Print Notices
function produces certain denial notices at your jocal printer. Denial notices are produced by
CLAIMS 3 LAN for the following form types: [-90, 1-102, 1-765, and I-817. Denial notices for
other form types are printed outside CLAIMS 3 LAN, such as printing them in WordPerfect,

§-105
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Exhibit 8~121: Notification Generation Screen
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Exhibit 8-122; Distribution Selection Screen

For more information on printing denial notices, refer to Section 8.4.5, Print Duplicate Notices.
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Exhibit 8-123: Completed Notification Generation Screen
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(b)2)
8.4.4 Print Duplicate Notices
The Print Duplicate Notices function allows you to reprint notices when required. To print
duplicate notices, perform the following steps:
(b)(2)
Exhibit 8-126: Duplicate Notification Generation Screen
(b)(2)
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select the distribution to be reprinted.

Exhibit 8-127: Completed Duplicate Notification Generation Screen
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(b)(2)
8.5 Review Release Notes
(b)(2)
This function allows you to view an electronic copy of
the current VDD.
(b)) The VDD contains a description of significant changes to the CLAIMS 3 LAN process flow or
softw:
8.6 Exit
(b)2)

8.7 Case Analysis Supervisor Functions
This section discusses additional functions that CLAIMS 3 LAN supports for Case Analysis
SUPErvisors:

o Remove supervisor hold is an additional selection on the CLAIMS Main menu.
e Print CLAIMS Reports has the following six additional report selections:

- Print TPS Reports

—  Print Office G-22 Report—Exams
- Print Office Production Report

~  Print Occupational Report

—  Print ICF Card Production Report

111
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—  Pnnt ADIT Processing Report
—  Print Case Transfer Exception Report

When not supporting the previously mentioned functions, CLAIMS 3 LAN supports the same
functions for Case Analysis supervisors that are supported for Case Analysis users.

Logging on to CLAIMS Case Analysis as a supervisor produces the menu depicted n
Exhibit 8-128, Case Analysis Supervisor Main Menu.

Exhibit 8—128: Case Analysis Supervisor Main Menu

8.7.1 Remove Supervisor Hold

The Remove Supetvisor Hold option allows you to remove the supervisor hold on cases.
Selecting this option produces the screen depicted in Exhibit 8129, Supervisor Authorization
Screen.

8112
C3_Rel 6.13_DOS_UM.doc BLMS No.: 158225
Final Tune 23, 2006

362



Project No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 8-129: Supervisor Authorization Screen

Exhibit 8-130: Action Confirmed or Remanded Screen

Exhibit 8-131: Receipt Number Prompt

8-113
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Exhibit 8-132: Exit Supervisor Hold Removed Prompt Screen

8.7.2 Printing Menu
Select the Printing Menu option to produce the screen depicted in Exhibit 8133, Case Analysis
Supervisor Printing Submenu.
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Exhibit 8—133: Case Analysis Supervisor Printing Submenu

(b)(2)
CLAIMS 3 LAN displays the reports menu depicted in Exhibit 8134, Case Analysis Supervisor
CLAIMS Reports Submenu,
Exhibit 8-134: Case Analysis Supervisor CLAIMS Reports Submenu
(b)(2)
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ibit 8-135: Individual Production Report Request screen
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Exhibit 8-137: Individual Production Report Processing Screen
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8.7.2.3 Print Office G-22.22 Report—EXAMS

8.7.2.4 Print Office Production Report

e Office Production report functions the same as the
Individual Production report. Refer to Section 8.7.2.2, Print Individual Production Report, for
details on this report’s operation and functionality.

8.7.2.5 Print Occupational Report
The Occupational Code report allows you to generate occupational statistics for approved

Ll:ZE;‘j 1—129Sj and 1-140 afflicaticms~

Exhibit 8-138: Occupational Report Request Screen
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Exhibit 8-139: Occupational Report Period Menu

&-119
ELMS No.. 158223

C3_Rel 6.13_DOS_UM doc
June 23, 2006

Final

369



Project No. 4.2.0.1, CLAIMS 3

User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 8-140: Form Type Selection Menu
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Exhibit 8-141: Sort Selection Menu

(b)(2)
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Exhibit 8~142: Occupational Report Processing Screen

8.7.2.6 Print ICF Card Production Report
The ICF Card Production report allows you to print a report that tallies the number of ICF cards

produced per month.
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hibit 8-143: ICF Card Production Report Request Screen

Exhibit 8-144: ICF Card Production Report Period Menu
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Exhibit 8-145: ICF Card Production Action Selection Menu
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(b)(2)
Exhibit 8-146: Summary ICF Report View
(b)(2)
8.7.2.7 Print ADIT Processing Report
The ADIT Processing report provides information for scheduling personnel to process approved
Phase I Legalization applicants who have not yet completed ADIT processing.
(b))
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Exhibit 8-147: ADIT Processing Report Request Screen

Exhibit 8-148: ADIT Processing Report Period Menu
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Exhibit 8-149: ADIT Processing Report Action Selection Menu

§-127
ELMS No.: 138223

C3 Rel 6,13_DOS_UM.doc
June 23, 2006

Final

377



Project No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 8-150: ADIT Report Processing Screen

(b)(2)
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Exhibit 8-151: View ADIT Processing Report
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8.7.2.8  Print Case Transfer Exception Report

The Case Transfer Exception report provides information regarding cases transferred out of the
SC or District Office for which the physical A-File has not yet been acknowledged as being
received at the transferred to location. The Case Transfer Exception report also provides
information about cases transferred into the SC or District Office for which the phystcal A-File
has not yet been acknowledged as being received from the transferred out location.
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Exhibit 8-153: Case Transfer Exception Report Screen
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Exhibit 8-154: Case Transfer Exception Report Printout

3.8 Nebraska Service Center: 1131 Form

While most USCIS form types are approved in the fashion described in Section 8.1.2, Approve
the Case, the I-131 form is unique because an I-131 requires a number of additional screens to be
completed before a case can be approved. 1-131 processing is restricted to the Nebraska Service
Center in Lincoln, Nebraska.
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8.8.2 Approve |-131
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Exhibit 8-156: 1-131 Approval Text Menu

(b)(2)
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(b)2)
Exhibit 8-157: 1-131 Approval Paragraph View Menu
(b)(2)
(P)(6)
Exhibit 8-158: 1131 Approval Paragraph View Example
(b)2)
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Exhibit 8-159: 1-131 Approval Data Screen
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Exhibit 8-160: 1-327 Label Review Screen
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9. PROCESSING SUPPORT

Processing Support provides users, including supervisors, with automated support to process
notices, change addresses, and produce manifests, cover sheets, and signature cards for cases
receipted in CLAIMS 3 LAN,
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9.1 Case Status Inquiry

Case Status Inquiry, a data inquiry function, allows you to identify the status, the receipt or
A-File Jocations, and a case’s history in CLAIMS 3 LAN.

9.1.1 Variable Criteria and Soundex Searches

In Case Status Inquiry, you can perform two types of searches: variable criteria and Soundex.
The greater the number of search criteria, the shorter the list of receipts will be. The following is
a list of possible search variables:

Receipt number

A-Number of Applicant/Beneficiary

A-Number of Petitioner

Applicant/Beneficiary last name

Applicant/Beneficiary last and first name

Petitioner last name

Petitioner last and first name

Petitioner and Beneficiary last names

Petitioner and Beneficiary last and first names

A-Number and Applicant/Beneficiary last name
A-Number and Applicant/Beneficiary first and last names
A-Number and Petitioner [ast name

A-Number and Petitioner last and first name

A-Number, Petitioner Jast name, and Beneficiary last name
A-Number, Petitioner first and last names, and Beneficiary first and last names

&« & & & & @& & & & & & & » 5 @
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e €€ ® e 5 S ° =

Applicant/Beneficiary last name and DOB/date range
Applicant/Beneficiary last and first names, and DOB/date range
Petitioner last name and DOB/date range

Petitioner last and first names, and DOB/date range
Applicant/Bencficiary last name and city

Applicant/Beneficiary last and first names, and city

Petitioner last name and city

Petitioner last and first names, and city

Applicant/Beneficiary last name and form type

Applicant/Beneficiary last and first names, and form type

Petitioner last name and form type

Petitioner last and first names, and form type

Beneficiary and Petitioner last names and form type

Beneficiary and Petitioner first and last names, and form type
Applicant/Beneficiary last name, DOB/date range, and form type
Applicant/Beneficiary last and first names, DOB/date range, and form type
Petitioner last name, DOB/date range, and form type

Petitioner last and first names, DOB/date range, and form type
Beneficiary and Petitioner last names, DOBs/date range, and form type
Beneficiary and Petitioner first and last names, DOBs/date range, and form type
Firm name

9.1.1.1 Variable Search

CLAIMS 3 LAN displays the screen depicted 1 kExhibil ¥=2Z, Status

Inquiry Sereen.

+ Status Inquiry Screen
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Exhibit 9-3: Status Inquiry DOB Range Screen

9.1.1.2 Soundex Search

(b)(2) mA Soundex search looks for
names that sound like the applicant s last name and 1s useful 101 locating cases in which the name

might have been spelled incorrectly during data ent
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Exhibit 9-6: Retrieved Receipt Informati
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Exhibit 9-7: Restore a Case Prompt

(b)(2)

Exhibit 9-8: Status Information Screen
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Exhibit 9-9: Case History Screen
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Exhibit 9-10: Case Status Inquiry Invalid Data Message
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9.1.3 Viewing Case Information

(b)(2)
15plays the screen depieted in Exhibit 911, Approval Data Screen.

Exhibit 9-11: Approval Data Screen
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Exhibit 9-12: Case Status Inquiry Multibeneficiary inquiry Screen

Address Inform
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Exhibit 9-13: Status Inquiry Screen

(b)2)
9.2.1 Case Status Inquiry Without Exitin
(b)2)
9.3 Batch Case Status Update
(b)(2) The Batch Case Status Update function enables you to update case status.

(b)2)
CLAIMS 3 LAN displays the menu depicteq 1n EXDIDI oo \

Batch Case Status Update Menu.
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Exhibit 9-14: Batch Case Statu bdate Men

Exhibit 9-15: Information Received Menu
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(b)(2)
9.3.2 Case Movement—Relocate In
(b)(2)
EXhibit9“16: +aASe Vlovement—krelacato In Man

(b)(2)

9.3.3 Case Movement—Relocate Out

This section discusses two types of processing centers: (1) District and Suboffices, and (2) 8Cs.

9.3.3.1 District and Suboffic
(b)(2)
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Exhibit 9-17: Relocate Out Menu—Distri

Exhibit 9-18: Transfer Out Locati

9-15
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Exhibit 9-19: Case Movement—Relocate Out Menu—Service Centers
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9.3.4 Batch Scheduler

o917
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Exhibit 9-20: Scheduler Options

(b)(2)
Exhibit 9-21: Receipt Prompt Screen
(b)2)
9.3.4.1 Place Case in Queue
A stososssdosssusunssnsisnionl s ——
(b)(2)

Exhibit 9-22, A-File Warning Prompt, shows the warning prompt displayed if the physical
A-File is not recorded as being in the office.
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Exhibit 9-22: A-File Warning Prompt

Exhibit 9-23: Related and Selected Receipts Screen

9-19
EILMS No.: 138225

C3_Rel 6.13_DOS_UM.doc
June 23, 2006

Final

406



Project No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 9-24: Group Receipts Placed in Scheduling Queue

Exhibit 9-25: Save Changes Screen
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Exhibit 9-26: Select Site Number Screen

IfCLAIMS 3 LAN detects a receipt number already in the Ready to Schedule queue, the system
displays the warning screen depicted in Exhibit 927, Receipt Previously Placed in Schedule
Queue Screen.
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Exhibit 9-27: Receipt Previously Placed in Schedule Queue Screen

(b)(2)
(b)(6)

9.3.4.2 Force Schedule an Interview

The Force Schedule an Interview option enable ] e an interview in a time slot not
(b)(2) otherwise available

Exhibit 9-28: Force Schedule an Interview Screen

9-22

C3_Rel 6.13_DOS_UM.doc ELMS No.: 158225
Final June 23, 2006

409



Project No. 4.2.0.1, CLAIMS 3

User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 9-29: Available Sections Screen
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Exhibit 9-30: Force Schedule an Interview Print Notice Screen

(b)(2)
(b)(6)
9.3.4.3 Descheduling
(b)(2) The scheduling option allows you to deschedule interviews,
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Exhibit 9-31: Rescheduling Prompt Screen

(b)(2)

Exhibit 9-32: Prompt to Print Deschedule Notices Screen
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9.3.4.4 Cancel Based on Request
on Reauest option allows you to cancel interview appointments for scheduled

Exhibit 9-33: Cancel an Interview Rescheduling Prompt Screen
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Exhibit 9-34: Prompt to Print Cancellation Notice Screen

(b)(2)

9.3.4.5 Interview Conducted
(b)(2)

9.3.4.6 Record No-Show
(b)(2)

Exhibit 9-35: Record No-Show Screen

(b)}(2)
(b)(6)
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9.3.4.7 Review/Change Interview Group Members

The Review/Change Interview Group Members option allows you to manipulate existing groups
and create new groups. CLAIMS 3 LAN permits you to add or remove claimants to or from the

group.

Exhibit 9-36: Review/Change Group Receipt Request Prompt Screen
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Exhibit 9-37: Review/Change Group Delete Case Screen

9.3.4.8 Remove Case From Queue
The Remove Case From Queue option allows you to remove cases from the scheduling quene.
CLAIMS 3 LAN prompts you for a receipt number.

(b)(2)
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9.3.4.9 Exit

]

9.3.5 Batch Off-System Notice Sent Update

The Batch Off-System Notice Sent update option allows you to update History Files to indicate
that a notice was generated separately from CLAIMS 3 LAN and mailed to the applicant or
petitioner. This update occurs when the notice is mailed.

Exhibit 9-38: Batch Off-System Notice Sent Update Screen (Screen 1 of 2)
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Exhibit 9-39: Batch Off-System Notice Sent Update Screen (Screen 2 of 2

9.3.6 Document Production

Exhibit 9-40: Document Production Menu
(b)(2)
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.6.1 Alien Registration Card

Exhibit 9-41: Alien Registration Card Menu
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Exhibit 9-42: 1-89 Cover Sheet Screen
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An example of a completed Cover Sheet screen is shown in Exhibit 9-43, Completed 1-89 Cover
Sheet Screen.

Exhibit 9-43: Completed |-89 Cover Sheet Screen
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Exhibit 9-44: Manifest Select Menu

9.3.6.2 Create New Shipping Manifests

Exhibit 9—45: Manifest Generation Screen
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Exhibit 9-46: Manifest Not Found Message Screen
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Exhibit 9-47: Completed Manifest Generation Screen
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0.3.6.2.1 PRINT EXISTING MANIFEST

(b)(2)
Exhibit 9-48: Manifest Reprint Select Screen
(b)(2)
Exhibit 9-49: Date Range Options
(b)2)
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9.3.6.3 Other Document Produced Off-System

Exhibit 9-50;: Other Document Produced Off-System Menu
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9.3.6.4 Other Document Mailed

Exhibit 9-51: Other Document Mailed Menu
(b)(2)
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9.3.6.5 Other Document Destroyed or Returned Undeliverable

Exhibit 9-52: Other Document Destroyed or Returned as Undeliverable Menu
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9.3.7 Fingerprint/Agency Checks Ordered

Exhibit 9-53: Fingerprint/Agency Checks Ordered Screen
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Exhibit 9-54: Case Management Menu
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9.3.9 Derivative Action

I

Exhibit 9-55: Derivative Action Menu
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9.3.10 Update With Decision of Appellate Office

Exhibit 9-56: Update With Decision of Appellate Office Menu
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9.4 Printing Menu

xhibit 9-57: Printing Menu
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9.4.1 Print CLAIMS Reports

(b)(2)
Exhibit 9-58: Print CLAIMS Reports Menu
(b)(2)
9.4.1.1 Print Clerical Production Report by Day
(b)(2)
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Exhibit 9-59: Clerical Production Report by Day Request Screen
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Exhibit 9-60: Production Report Period Selection Menu

Exhibit 9-61: Action Selection Menu
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Exhibit 9-62: Individual Production Report Request Screen
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9.4.2 Print Amended Notices

Use the Print Amended Notices function to print notices for cases that have been modified since
the initial notice was printed. For example, the applicant’s address may have been changed. To
print an Amended Notice, perform the following steps:

Exhibit 9-63: Amended Notification Generation Screen
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Exhibit 9-65: Completed Amended Notification Generation Screen
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(b)(2)
9.4.3 Print Notices

B)2) The Print Notices function pro ' roved cases that have been routed to
CLAIMS 3 LAN prints denial notices only for the following form types: 1-90,1-102, I-765, and
1-817. Denial notices for other form types must be printed outside CLAIMS 3 LAN, such as in
WordPerfect.

(b)(2)

Exhibit 9-66: Notification Generation Screen
(b)(2)
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Exhibit 9-67: Distribution Selection Screen
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9.4.4 Print Duplicate Notices

The Print Duplicate Notices function allows you to reprint notices when requested. To print
duplicate notices, perform the following steps:
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Exhibit 9-70: Completed Duplicate Notification Generation Screen
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(b)(2)
9.4.5 Print Shipping Manifests
This function allows you to prepare a shipping manifest of 1-698 forms to be sent to the ICF.
CLAIMS 3 LAN allows you to print new manifests and reprint old manifests for up to 1 year.
(b)2) :

Exhibit 9-71; Manifest Select Menu

9.4.5.1 Create New Shipping Manifests
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Exhibit 9-74: Completed Manifest Generation Screen
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Exhibit 9-75: Manifest Reprint Select Screen
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(b)(2)
(b)(2)
VDD,
(b)(2) ow or software
(b)(2)
(b)(2)
9.6.1 Resend or Delete Card Order
(b)(2)
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9.8 CLAIMS WP Interface
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Exhibit 9-77: WordPerfect Interface Recei t Prompt
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Exhibit 9-78: AAQ WordPerfect Information Screen
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10. AUTOMATIC DATA PROCESSING (ADP)

This section discusses each ADP Menu option. The ADP subsystem provides network

xhibit 10-1: ADP Menu
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10.1 Printing Menu

10.1.1 Print CLAIMS Reports

10.1.1.1 Print Automatic Approval Production Report

The Automatic Approval Production report contains information about the 1-131 applications

that the system approved automatically.
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10.1.1.2 Print Individual Production Report

Exhibit 10-8: Print Individual Production Report Screen
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Exhibit 10-7: Individual Production Report Records Processed ocreen
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[0 VA

(b)(2) : . ,
10.1.1.3 Print Office Production Report

Exhibit 10-8: Office Production Report Screen
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Exhibit 10-9: Office Production Report Records Processe

10.1.1.4 Print Suspense and Aging Reports |
The Print Suspense and Aging Reports option allows you to prepare a report listing cases that are
either in suspense or are inactive. Before executing the report, you specify a range for the case’s

age and a length of time since the case was active.
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Exhibit 10-10: Suspense and Aging Report ocreen

104
3 Rel 6.13_DOS_UM.dac ELMS No.: 158225
June 23, 2006

Final

462




Project No. 4.2.0.1, CLAIMS 3 User Manual for CLAIMS 3 LAN DOS Release 6.13

Exhibit 10-11: Suspanse and Aging Report Records Processed Screen

(b)(2)
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10.1.1.5 Print Occupational Report
The Print Occupational Report option allows you to generate occupational statistics for approved

[-129, 1-1298S, and I-140.
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Exhibit 10-13: Print Occupational Report Period Menu
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—-14: Form Type Selection Menu
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Exhibit 10-15: Sort Selection Menu
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Exhibit 10-16: Occupational Report Processing Screen
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(b)(2)
10.1.1.6 Print ICF Card Production Report
(b)(2)
Exhibit 10-18: 1ICF Production Repo
(b)(2)
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Exhibit 10~19: ICF Production Report Period Menu
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Exhibit 10-20: ICF Production Report Action Selection Menu
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Exhibit 10-21: ICF Status Report View
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(b)}2)
ample ICF Card Production Report
10.1.1.7 Print ADIT Processing Report
The ADIT Processing report provides information to schedule applicants who have not yet
completed ADIT processing.
(b)(2)
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Exhibit 10-23: Office ADIT Report Screen
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Exhibit 10-24: Office ADIT Report Period Menu
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Exhibit 10-26: Office ADIT Report Processing Screen
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Exhibit 10-27: View Office ADIT Report Processing
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Exhibit 10-28: Print ADIT Report Prompt
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Exhibit 10-29: Sample ADIT Processing Report

10.1.1.8 Print Case Transfer Exceptmn Report

(b)(2)
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Exhibit 10-30: Case Transfer Exception Report Screen
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Exhibit 10~31: Case Transfer Exception Report Printout
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10.1.1.9 Document Destruction Report

The Print Document Destruction report is generated to track quality control by counting the
incidents of spoilage and other causes of destruction during a given period.

Exhibit 10-32: Document Destruction Report Screen
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10.1.2 Print Receipt Notices
The Print Receipt Notices option is provided for data entry supervisors and ADP users to print
new or previously printed receipt notices and selected approval notices in batch.

Exhibit 10-35: Print Batch Notice Selection Screen
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Exhibit 10-36: Notices Are Queued for Printing and Process Batch Queue Screen
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Exhibit 10-37: Processing Batch Screen

Exhibit 10-38: Prompt to Continue Processing
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Exhibit 10-39: Prompt to Exit Print Batch Notices
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Exhibit 10-40: Batch Range Screen
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Exhibit 10—41: Notices Are Queued and Process Batch Queue
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Exhibit 10-42: Batch Processing Display

Exhibit 10-43: Continue Processing Prompt
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(b)2)
Exhibit 10-44: Exit Print Batch Notices Prompt
(b)(2)
10.2 Case Status Inquiry
Case Status Inquiry is a data inquiry function you employ to identify the status, the receipt and A-
(b)}(2) File location, and the case’s history in CLAIMS 3 LAN
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10.2.1 Variable Criteria and Soundex Searches

X,
ing is
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Exhibit 10-45: Status Inquiry Screen
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10.2,1.2 Soundex Search

P ] A Soinds sl ks o
names that sound like the last name of the applicant in question. This type of search is useful for

locating cases in which the name might have been spelled incorrectly during data entry, such as
“Li” for “Lee.” Soundex searches can be performed for names of individuals or firms only.

10.2.2 Search Results
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Exhibit 10-47: Retrieved Receipt information Screen

Exhibit 10-48: Received Date Pop-Up Screen
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Exhibit 10-49: Retrieved Receipt Information List
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Exhibit 10--50: Restore a Case Prompt
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Exhibit 10-51: Status Information Screen
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Exhibit 10-52: Case Mistory Screen
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(b)(2)
If an invalid search is attempted, such as trying to locate a case by form type only, CLAIMS 3
LAN displays the screen depicted in Exhibit 1053, Case Status Inquiry Invalid Data Message.
=xhibit 10-53: Case Status Inquiry Invalid Data Message
(b)(2)
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(b)(2) 10.2.3 Case Approval/Denial
displays Exhibit 10-54, Case Status Inquiry Approval Data Screen.
Exhibit 10-54: Case Status Inquiry Approval Data Screen
(D)2) pe————————— _
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Exhibit 10-55: Case Status Inquiry Multibeneficiary Inquiry Screen

10.3 Run Archive Procedure

This function moves older cases from the active database to the archive database. Rejected cases
are deleted 180 days after being created. Receipted cascs are archived 180 days after the case 1s
adjudicated and the notice (or card) is mailed to the applicant or the local USCIS office. The
only exception is I-90 cases that are not archived.
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Exhibit 10-56: Archival Processing Screen

Exhibit 10-57: Continue Processing Prompt
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10.4 1-797 Print Server
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10.5 System Table Maintenance
This function is used to maintain, inquire, and report on the various CLAIMS 3 LAN tables.
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Exhibit 10-67: View Menu Options
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10.5.1.2 Field

Exhibit 10-70: Field Menu Options
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Exhibit 10-70: Field Menu Options {continued)

Exhibit 10-71: Default Display Select Prompt
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Exhibit 10-72;: Field Add Menu
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Exhibit 10-73: Data Types Selection Screen

Exhibit 10~-74: Type Menu Options
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Exhibit 10-74: Type Menu Options (continued)
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(b)(2)
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10.5.1.5 Sort

» this ontion to modify how records in the view are sorted.
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10.5.1.8 Print
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10.7 Review Release Notes

o a T oy e » o o 4 7 s - o pe n ale !
WEN A VL [ N ONRLOT IO W 1] o [t (10 ] O1] nink

J.J FU-206 Management, Tracking, and Reporting System

10.9.1 Background

The FD-258 Management, Tracking, and Reporting System’s objective is to create an FD-258
tracking and accountability system and prevent awarding benefits to ineligible applicants. The
system provides the ability to track fingerprints from the time the Service Centers receive them
until the Federal Bureau of Investigation (FBI) response is received and recorded. In addition to
tracking FD-258 records, the USCIS can reduce the cost of FBI criminal background
investigations and processing by submitting data in machine-readable data (MRD) format.

The subsequent sections detail the system and personnel actic
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11. PREMIUM PROCESSING

Premium Processing guarantees that upon the receipt of a $1000 service fee, whether paid by an
applicant, petitioner or other representative, certain cases (DOS forms I-129, [-140, and I-539,
and GUI form 1-765) are processed within fifteen (15) calendar days.
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11.2 CLAIMS 3 LAN Batch Status Update
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(b)2)

11.5  Premium Processing Reports

The Premium Processing reports are accessed through the CLAIMS Main Menu as depicted in

Exhibit 11-7, CLAIMS Main Menu — Reports. The Premium Processing system produces four

reports (Exhibit 11-8) - the Daily Aging Report, the Summary Report, the Critical Aging Report,
(b)(2) and the Request for Evidence Report.

Paragraphs 11.5.1 through 11.5.4 provide a brief description ol these
Teports.
L1--6
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Exhihit 11-7: CLAIMS Main Menu - Reports

Exhibit 11-8: Premium Processing Reports

11.5.1 The Daily Aging Report (Exhibit 11-9)
This report provides a summary of activity up to the last complete day of processing, That s, 1f
the report were generated on Tuesday June 5th it would report on activity that oceurred up to and
including Monday June 4",
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Exhibit 11-9: Daily Aging Report

11.5.2 Critical Aging Report (Exhibit 11-10)
This report provides a listing of receipts, which have not completed processing in the Premium
Processing system for eight days or longer.
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Exhibit 11-10: Critical Aging Report

11.5.3 Request for Evidence Report (Exhibit 11-11)
This report provides a listing of receipts that have a request for evidence requested.

Exhibit 11-11: Request for Evidence Report

11-9
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AAQO
ADIT
ADP
A-File
A-Number
ASCII
BDO
CIDN
CIS
CLAIMS
CPU
DQ)J
EAD
EBCDIC
EOIR
ELMS
FARES
FBI
FTA
GUI

ICF

D

INS
IRCA
LAN
MRD
NOS

OR

PC

POE
RAFACS
SCSI
TIERS
USCIS
USPS
VDD
wp

ATTACHMENT A—ACRONYMS

Administrative Appeals Office

Alien Documentation Information Technology
automatic data processing

Alien File

Alien Number

Amenican Standard Code for Information Interchange
Baltimore District Office

Contributor-Assigned Identification Number
Central Index System

Computer-Linked Application Information Management System
central processing unit

Department of Justice

Employment Authorization Document

Extended

Executive Office of Immigration Reform

Electronic Library Management System

Fee and Application Receipt and Entry System
Federal Bureau of Investigation

Free Trade Agreement

graphical user interface

Immigration Card Facility

Identification

Immigration and Naturalization Service
Immigration Reform and Control Act

local area network

machine-readable data

Novell NetWare 486 Operating System

Qutright™

personal computer

port of entry

Receipt and Alien-File Accountability and Control System
Small Computer System Interface

Telephone Inquiry Enhancement to RAFACS I
United States Citizenship and Immigration Services
United States Postal Service

version description document

WordPerfect
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ATTACHMENT B—GLOSSARY

Adjudication—The official judgment made by the examiner who is processing an application or
petition. Standard adjudications include approval, denial, and transferring a case.

Alien File (A-File}—Paper file containing all the information about a person who has applied for
benefits

Alien Registration Card—Identification card for aliens legally residing in the United States

Alien Number (A-Number)—Number assigned by INS facilities to aliens applying for benefits
or status

Applicant—A person who 1s applying to the INS for benefits or status

Archive—Function that moves older cases from the active database to the archive database.
Receipted cases are archived 180 days after the case is adjudicated and the notice or card is
mailed to the applicant or local INS office. Rejected cases are deleted 180 days after their
creation.

Associated Receipts—Receipts that are concurrent with one another

Bar-Code Label—Label attached to an A-File that, when scanned by a wand, provides the
particular case’s Receipt Number

Bar-Code Printer—Printer that prints bar-code labels. CLAIMS 3 LAN will verify a bar-code
printer connection before receipting new cases. A bar-code printer is not necessary to receipt
cases.

Beneficiary—The person who receives the benefits of the form being filed

Biographic Data—Information that identifies a person, such as address, height, weight, and
gender

Biometric Data—Digital photographs, fingerprints, and signatures permanently stored in
CLAIMS

Bounced Check Not Corrected—The Bounced Check Not Corrected function places a hold on
a case being processed and the remittance check subsequently bounces. This function generates a
revocation notice informing the applicant the case can no longer be processed and will be
terminated for lack of fee.

Btrieve—A Novell-compatible file management system that is sometimes used as a database
management system. CLAIMS 3 LAN uses Btrieve as a database management system.

B-1
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Buttons—Buttons are rectangular gray boxes containing a command word, such as OK or
Cancel. Buttons can initiate or carry out actions.

Case Statns Inquiry—Function that allows you to identify the status, the receipt and A-File
locations, and a case’s history in CLAIMS

Central Index System (CIS)—The centralized ADP system containing information on aliens
that is gathered by interacting with other INS systems

Choose—To choose in Windows™ is to carry out an action, such as activate a menu item or a
command button.

Class of Admission (COA)}—An individual’s current INS status. On some INS forms, the
current status is also called the current class.

Click—To elick an item means to mark it with the cursor. Marking can be via a highlight, a
dotted rectangle, or both. Selecting does not start an action,

Computer-Linked Application Information Management System (CLAIMS)—ADP system
that supports the receipt, adjudication, and notification processes of the Examinations program of
the INS

Concurrent—related. Cases that are concurrent are grouped together to allow you to schedule
related cases for group interviews and any other appointments that you may need to attend.

Correct Bounced Check—A function that allows you to remove the bounced check hold on a
case and enter new remittance data, including the bounced check fee

Dialogue Box—A dialog box is a special Windows™ feature that supplies or requests
information about the task being performed. Usually, information will have to be typed into a
dialog box. Click on OK or Cancel to exit a dialog box.

Direct Mail Program—INS-created program that allows the public to mail applications and
petitions directly to INS Service Centers

DownloadwThe transfer of data from a larger computer to a smaller one via a modem. The
CLAIMS mainframe downloads information to the CLAIMS 3 LAN on a nightly basis.

EAD Card—Employment Authorization Document card; allows immigrants to seek
employment in the United States

FARE Number—The receipt number issued by the original mainframe fee tracking system, Fee
and Application Receipt and Entry System (FARES)

C3_Rel 6.13_DOS_UM doe ELMS No.: 158225
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Fee and Application Receipt and Entry System (FARES)}—ADP system that provides fee
recelipt, accounting activities, and management support

Fee in Suspense—Fee that has been put on hold. Occurs when there is a question about the
proper fee amount or 1f the fee should be waived. A case can be reccipted using this option, but
any further processing is placed on hold until the fee issue is resolved.

Field—One item of information in a record

File Server—A computer that provides file storage for workstations on the network. The
workstations can use the disks on the file server as though the disks were attached to the

workstation.

Force Schedule—Function that allows you to schedule an interview for any time regardless of
what is available in the automatic scheduler

Gateway—A hardware and software combination that allows two different networks to be
attached to each other

Graphical User Interface (GUI)}—A user-friendly, Windows-based version of a software
package

Groups—People whose applications are concurrent with each other

History File—File in CLAIMS that records all the actions that have been taken on a case and the
name of the user who processed those actions.

Hotkey—A shortcut key or sequence of keys used to execute a command

I-89 Cover Sheet—Provides a synopsis of applicant information for various forms. This sheet
accompanies requests for additional documentation (such as identification cards).

Icons—Icons are small pictures or symbols with names under them. Icons represent programs
not currently open.

Image-—An electronically stored photograph, fingerprint, or signature
Jukebox—A hardware device containing multiple optical disk platters

Local Area Network (LAN)—A network system that provides a relatively small area with
high-speed data transmission at low error rate. This network may include PCs, printers,
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minicomputers, and mainframes linked by a transmission medium, such as a coaxial cable or
twisted-pair wiring. Examples of a LAN are Ethenet and token ring.

Menu Bar—Located directly below the title bar, the menu bar presents menu choices for cach
window.

Modify Address Information—}unction that allows you to change addresses for applicants,
petitioners, and attorneys in CLAIMS

Modify Case—Function that allows you to change data of previously rejected or receipted cases
Mouse—The mouse is a hand-held device connected to the central processing unit (CPU) that
allows you to manipulate items on a screen. The bottom of the mouse contains a mouse traction
ball that is rolled on a desk. As the mouse is moved, the mouse pointer on the screen responds.
The mouse has two or three buttons. The buttons are clicked and released. The left button is the
primary button used for CLAIMS 3 LAN GUI applications. To held the mouse correctly, wrap
the thumb and fourth and fifth fingers around the body of the mouse. Leave the index finger
loose over the left mouse button.

Mouse Pointer—The mouse pointer represents the movement of the mouse and takes on a
different appearance depending on the operation being performed. It will change to an arrow,
hour glass, I-beam, and other shapes.

Output Device—A hardware device for which the CPU can produce information such as a
printer or screen

Petitioner—A person applying for benefits for another person. Petitioners are usvally family
members or attorneys of the beneficiary.

Primary Receipt Number—Receipt number of a group leader
Print Queue—A list of cases ready to be printed
Print Server-—A computer that provides printer controls for workstations on the network

Production Hold Queue—Those cases in the I-765 card production queue that have been placed
on hold for supervisor review

Query—~Search or question
Queue—A series of jobs awaiting processing

Recapture Queue—Those cases in the [-765 card production queue that need to be recaptured

B4
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Receipt Alien File Accountability and Control System (RAFACS)—ADP system that tracks
A-Files and receipt files in INS Files Control Offices; uses a wand and bar codes to track the files

Receipting—The procedure of processing an application or petition in CLAIMS

Receipt Number—A number generated by CLAIMS 3 LAN and mainframe that is assigned to a
particular application or petition, The format for receipt numbers is XXXYYDDDNNNNN.
XXX represents the threc-letter code for the office that receipted the case. Y'Y represents the
fiscal year the case was processed. DDD represents the system operations day the application
was receipted. The first N represents the kind of site that receipted the case (for example, LAN
sites are represented by the number 5; mainframe sites are represented by the number 4 or lower).
NNNN represents the chronological system number assigned to that specific case.

Record Bounced Check—Function that allows you to record that an applicant’s or petitioner’s
payment invalid

Rejected Cases—Receipts that are no longer able to be processed because some information on
the receipt is incorrect or blank. Standard reasons for Rejected Cases include an incorrect fee, a
missing signature on the remittance or application, or a blank required field.

Release Notes—Documentation about system changes since the last software release

Remittance—A sum of money sent in payment

Remove Fee Suspense—Function that allows you to remove a fee suspense hold on a case and
enter new remittance data

Restoring a Case—Bringing an archived case back to the CLAIMS 3 LAN active database

Review Release Notes—Function that allows you to view the release notes for the software
version they are running

Routing-—Determining where the case should go to next in Card Production
Scanner—A hardware device used to capture static images

Signature Card—The 1-688 card that applicants sign and return to the INS. That signature is
then electronically captured and placed on the applicant’s EAD card.

Soundex Search—A database search that looks for names that sound like the name in question.
Soundex searches are useful in locating cases where the names are spelled incorrectly. In
CLAIMS, Soundex searches can be performed only on names of individuals or firms.

B-3
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Status Inquiry—Function that retrieves the history and [-765 care production status for the
current case and, therefore, can only be executed when a case has been retrieved and is displayed
on the screen.

Supervisory Hold—5Status assigned to denied cases. The supervisor’s D and password are
needed to release a supervisory hold.

Teslin—A tamper-proof plastic paper used in EAD and 1-327 production

Upload—The transfer of data from a small computer to a larger one. CLAIMS 3 LAN uploads
information to the CLAIMS mainframe on a nightly basis.

User ID—Code that identifies you to the system

v

Variable Search—A database search that searches on specific user-provided information.
Standard search variables include name, date of birth, and address.

Version Description Document (VDD)—Text that characterizes a particular software version.
VDDs are usually rewnitten with each software update.

Voided Receipts—Rcceipts that are entered incorrectly must be voided. Receipts can only be
voided on the day they were created and only by the user who created them.

Wand—Device used to read bar-code labels. The wand tip must be scanned over the label to
read the information.

Wide Area Network (WAN)—Includes nodes distributed over a larger geographic area than a
LAN can serve; typically refers to networks that include telecommunications trunks from
common carriers, satellite links, or other long-distance communications links.

Xtrieve—The program that enables you to maintain and inquire about the database tables.
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ATTACHMENT C—ACTION CODE TABLE

Received

AAQ Attorney Attached

ABA Received—Fee Waived

ABB Recetved—Fee Collected Elsewhere

ACA Received—TFee In Suspense

ACB Fee Suspense Action—Determined That Fee Required

ACC Fee Suspense Removed—Rejected Since Fee Not Paid

ADA Fee Suspense Removed—Fee Accepted

ADB Fee Suspense Removed-—Fee Waived

ADC Fee Suspense Removed-—No Fee Required

AE Case Resubmitted

AF Rejected

AFAA Rejected—Check/Mo Not Signed

AFAB Rejected—Application/Petition Not Signed

AFAC Rejected—Incorrect or No Fee

AFAD Rejected—Not Current Version Of Form

AFAE Rejected—Case Improperly Appealed

AFAI Rejected—Form Not Signed/Incorrect Fee

AFBA Rejected—Check/Mo & Application/Petition Not Signed

AFBB Rejected—Check/Mo Not Signed and Incorrect or No Fee

AFBC Rejected—Check/Mo Not Signed & Not Current Version Of Form

AFBD Rejected---Check/Mo Not Signed & Case Improperly Appealed

AFBE Rejected—Application/Petition Not Signed and Incorrect or No Fee

AFBF Rejected—App/Pet Not Signed & Not Current Version Of Form

AFBG Rejected—Application/Petition Not Signed & Case Improperly
Appealed

AFBH Rejected—Incorrect or No Fee & Not Current Version Of Form

AFBI Rejected——Incorrect or No Fee & Case Improperly Appealed

AFBJ Rejected—Not Current Version Of Form & Case Improperly
Appealed

AFCA Rejected—Check/Mo & App/Pet Not Signed and Incorrect or No Fee

AFCB Rejected—Check/Mo & App/Pet Not Signed & Not Current Form

AFCC Rejected—Check/Mo & App/Pet Not Signed & Case Improperly

Appealed
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AFCD

Rejected—Check/Mo Not Sied, Inédrrect Fee, Not Current Form

ACTION CODE TABLE (continued)

AFCE Rejected—Check/Mo Not Signed, Incorrect Fee, Improper Appeal

AFCF Rejected—Check/Mo Not Signed, Not Current Form, Improper
Appeal

AFCG Rejected—App/Pet Not Signed, Incorrect Fee, Not Current Form

AFCH Rejected—App/Pet Not Signed, Incorrect Fee, Improper Appeal

AFCI Rejected—App/Pet Not Signed, Not Current Form, Improper Appeal

AFCJ Rejected—Incorrect Fee, Not Current Form, Improper Appeal

AFDA Rejected—Check/Mo & App/Pet Not Signed, Incorr Fee, Not Curr
Form

AFDB Rejected——Check/Mo & App/Pet Not Signed; Incorr Fee, Improp
Appeal

AFDC Rejected—Check/Mo & App/Pet Not Signed, Not Curr Form,
Improp App

AFDD Rejected-—-Check/Mo Not Signed, No Fee, Not Curr Form, Improp
App

AFDE Rejected—App/Pet Not Signed, No Fee, Not Curr Form, Improp
Appeal |

AFEA Rejected—Nothing Signed, Incorrect Fee, Not Curr Form, Improp
App

AFFA Rejected—Filed Too Early

AFZZ Rejected—Other

AGA Reopened or Reconsidered on Service Motion Without Appeal

AGB Reopened or Reconsidered on INS Motion Based on Appcal

AH Reopened By Court Remand

Al Terminated Case Reopened

AJA Check Bounced—Case Not Yet Conipleted

AJB Check Bounced—Case Already Approved

AJC Check Bounced—Case Already Denied, Revoked, or Abandoned

AKA Bounced Check Corrected on Case Not Yet Completed

AKB Bounced Check Corrected on Case Already Approved

AKC Bounced Check Corrected on Case Alrgady Denied

ALA Bounced Check Not Corrected-—Rejected

ALB Bounced Check Not Corrected—Revoked

ALC Bounced Check Not Corrected on Prior Denial

ALD Bounced Check Correction Deficient

AMA Credit Card Verification Suspense
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ACTION CODE TABLE {continued)

AMB Credit Card Payment Approved

AMC Credit Card Payment Rejected

AMD Credit Card Verification Unsuccessful

ANA Refund Ordered

ANB Fee Refund Sent

BA Relocated For Processing

BAA Relocated For Processing

BB Relocated To New Jurisdiction

BC Relocated From Sc To Local Office For Standard Interview
BD Relocated From Sc For Field Review or Investigation
BE Appeal/Motion/Certification Sent To AAO

BF Appeal/Motion/Certification Sent To EQIR

BG Relocated To Origimating Office By AAQ

BH Relocated To Originating Office By EQIR

BI Relocated To Originating Office By DOS For Review
BJ Relocate To Asylum Office

BK Relocated To MFAS

BKO Motion To Appellate Body

CA Relocated Received From Other INS Center or Office
CB Relocated Received From AAO

CC Relocated Received From EQIR

CD Case Relocated Received From State Department For Review
DA Approved/Notice Ordered

DAEA Split Deciston/Notice Ordered

DB Approved & Certified/Notice Ordered

DC Approved In Part/Notice Ordered

DD Approved In Part & Certified/Notice Ordered

DE Case Ordered Approved By AAO/Notice Ordered

DF Case Ordered Approved By EOIR/Notice Ordered
DG Case Ordered Approved By Court/Notice Ordered
DH Approved on Service Motion/Notice Ordered

DI Approval Reaffirmed After DOS Return/Notice Ordered
DJ Visa Issued By DOS

EA Denial Notice Ordered

EAQ Local Office Final Decision

EAA Deny For Some Qrder Notice

EB Denial & Certification Notice Ordered
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ACTION CODE TABLE (continued)

EBA Deny For Some and Certify Order Notice

EC Demial Notice With Finding Of Fraud Ordered

ED Denial & Certification Notice With Finding Of Fraud Ordered
EE Case Ordered Denied By AAO

EF Case Ordered Denied By EOIR

EGA Revocation Notice Ordered

EGB Revocation Notice With Finding Of Fraud Ordered

EGC Revocation & Certification Notice Ordered

EGD Revocation & Certification Notice w/Finding Of Fraud Ordered
EHO Rescission

EHA Rescission Notice Ordered

EHAOQ Rescission Filed

EHB Rescission Notice With Finding Of Fraud Ordered

EHC Rescission & Certification Notice Ordered

EHD Rescission & Certification w/Finding Of Fraud Ordered
El Denial Of Motion Notice Ordered

EJ Motion Granted—Denial Of Renewed Case Notice Ordered
EK Withdrawal Acknowledgment Notice Ordered

EL Abandonment Dental Notice Ordered

EM Automatic Termination Per O1 103.2(0) Notice Ordered
EN (ase Terminated—Status Acquired Through Other Means
EO Visa Denied By DOS

EP Petition Terminated By DOS

EQ Petition Revoked By DOS

ER Service Denial Upheld By Court

ERAD Court Appeal Filed

ERBO Sve Directed Let Prior Appvl Stand

ESO Deny Other

EWO0 Automatically Revoke

EX0 Appeal Withdrawn—Administrative

EY2 Phase I Decision Changed To "T"

FA Case Return For Addittonal Evidence Notice Ordered
FAA Litigation Case Loaded

FAB CIS Add Confirmed

FBO Request Evidence

FBA Initial Evidence Request Notice Ordered

FBB Additional Evidence Request Notice Ordered
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ACTION CODE TABLE (continued)

FBC Initial and Additional Evidence Requested Notice Ordered
FC Intent To Revoke Notice Ordered

FCAQ Intent To Revoke—Fraud

FCBO Intent To Revoke—Other

FD Intent To Rescind Notice Ordered

FE Intent To Deny Notice Ordered

FF( To Fraud Unit For Analysis

FFA Overseas Investigation Requested

FFB Domestic Investigation Requested

FG Non-INS Advisory Opinion Requested

FGO Forwarded For Service Brief

FH Place In Interview Que

FHA Schedule Case For Asylum Interview

FI Force Schedule Interview

FJ Interview Scheduled/Notice Ordered

FKA Deschedule

FKB Cancel Interview Based on Request

FL Failed To Appear For Interview or ADIT Processing

FM Reschedule Interview

FN Fingerprint/Agency Checks Ordered

FOO Request File

FOA File Transfer Request Ordered—Processing Not Suspended
FOB File Transfer Request Ordered-—Processing Suspended
FP ADIT Processing Requested After Approval

FQ Request ADIT Re-Processing—Notice Ordered

FR Suspense Lifted

FS Processing Hold Placed

FSAQ Request Database Checks

FT Processing Hold Lifted

FTO Officer Processing Begun

FTAQ Database Checks Received

FU Eligible To File Supplemental Waiver or App.—Notice Ordered
FV Continued For Civics and/or English Retest—Case on Hold
FWA Terminate Action To Revoke

FWB Terminate Action To Rescind

FX0 Extension For Brief Granted

FXA Terminate Placement In Interview Que
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ACTION CODE TABLE {(continued)

Extension For Brief Denied
FYO Treat As Motion
FYD Legalization Phasc 1 1.0, Recommendation Of Demial
FYG Legalization Phase 1 L.O. Recommendation Of Grant
HA Response To Request Notice To Application/Petition Received
HAO Waiver Request
HB Notice Returned As Undeliverable
HC [nvestigative Report/Agency Checks Received
HCBO Ret From Fraud Unit Normal Process
HCCO Ret From Fraud Unit With Results
HD Correspondence Received
HE Request To Re-Schedule Interview Received
HF ADIT Processing Completed
HG Interview Conducted
HH Investigation or Field Review Not Accepted
HI 1-89 Received
HJ0 File Received
HKO Confirmed Dau Results Received
IAQ Proyesto San Pablo/ INS Note Sent
1AA Receipt Notice Sent
JAAA Receipt Notice w/Request For I-89 Processing Sent
IAB Modified Receipt Notice 1 Sent
1AC Modified Receipt Notice 2 Sent
IAD Fee Collected Elsewhere Receipt Notice Sent
IBA Fee Suspense Receipt Notice Sent
IBB Fee Suspense—Fee Now Required Notice Sent
IBC Fee Suspense Rejection Notice Sent
IBD Fee Suspense Removal Notice Sent
IC Rejection Notice Sent
ID Resubmission Acknowledgment Notice Sent
IEA Approval Notice Sent
IEB Certification Approval Notice Sent
IFA Denial Notice Sent
IFB Certification Denial Notice Sent
1G Duplicate Notice Sent
IH Amended Notice Sent
1 Notice Of Intent To Deny Sent
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ACTION CODE TABLE (continued)
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Jetinitio

1) Independent Cable Sent or POE Telephoned
IK Request For Additional Evidence Sent
1L Return Notice + Case Sent
IM Interview Notice Sent
IN ADIT Notice Sent
10 Reopening Notice Sent
IP Transfer Notice Sent
1Q Affirmation Notice
IR Revocation Notice Sent
1S Rescission Notice Sent
IT Withdrawal Acknowledgment Notice Sent
IU Notice Of Intent To Rescind Sent
IV Notice Of Intent To Revoke Sent
IWA Check Deficiency Notice 1 Sent
IWB Check Deficiency Notice 2 Sent
IWC Check Deficiency Notice 3 Sent
IWD Check Deficiency Rejection Notice Sent
IWE Check Deficiency Revocation Notice Sent
IWF Check Deficiency on Denial Notice Sent
IWG Bounced Check Correction Not Accepted—Notice Sent
IXAA Interview Cancellation By INS-—Notice Sent
IXAB Interview Cancellation Per Request—Notice Sent
IXB Continuation Notice Sent
IYA Intent To Terminate Status Notice Sent
IYB Status Termination Notice Sent
IYC Status Termination Certification Notice Sent
1Z Litigation Notice Sent
7B Litigation Terminate Mailer Sent
JA Eligibility Notice Sent
B Fee Refund Invitation Sent
JZ Notice Generated
JZA 1-90 Attorney Notice Sent
KA Supervisory Hold Placed
KB0 Hold Otherwise Removed
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ACTION CODE TABLE (continued)

Supervisory Hold Cleared-—Action Confirmed

KBB Supervisory Hold Cleared—Action Cancelled

KC Quality Review Hold Placed

KDA Quality Review Hold Cleared-—Action Confirmed
KDB Quality Review Hold Cleared—-Action Cancelled
KE Data Changed In Record

KEA Address Change

KF Case Profile Hold Placed

KF( Execute Profile

KG Case Profile Hold Cleared

KH Pending Litigation Hold Placed

KI Litigation Hold Cleared

KJ Optical Record Created

KK Previous Action Canceled

KL Previous Action Canceled—Fee To Be Returned
KM Paper Record Destroyed

KN Paper Record Archived

KO Petition Shipped To DOS After Approval or Reaffirmation
KP Petition Shipped By DOS To Consulate

KQ Prior Action Voided

KRO AAQ Conversion Record

LAA Card Order Sent To ICF

L.AB Card Order Corrected or Verified and Resent To ICF
LBA Card Order Received At ICF

LC Card Order Returned To Ordering Office For Verification/Correct.
LDA Card Produced

LDB Card Destroyed; Did Not Meet Specifications

LEA Card Mailed To Applicant

LEB Card Mailed To AMC

LEC Card Personally Given To Applicant

LFA Card Returned As Undeliverable

LFB Card Destroyed Since Undeliverable

LIC Fingerprint Not Readable

LLBB 1-89 Received No Companion Electronic Record
LLBC Electronic Record Received, No Companion 1-89
LLBD Visa or Adj. Record Received, No Companion I-89
LLBE ICF Does Not Process SB1 Visas
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ACTION CODE TABLE (continued)

Applicant Signature Does Not Mect Qﬁémﬁwtmns

C3_Rel 6.13_DOS_UM.doc
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LLGB No Applicant Signature on [-89 and Not Shown As Waived
LLH Photographs Do Not Meet Specifications
LLIA Fingerprint Not Readable
LLIB Fingerprint Missing and Not Under Age or Waived
LLIA 1-89 Damaged and Cannot Be Used
LLIB Photographs Damaged and Cannot Be Used
LLKA Card Order Data Inconsistent With Other Records
LLKB Other Records Indicate Applicant Has Naturalized
LLKC A# Previously Used on Card Issued To Someone Else
LLKD Discrepancy In A# on Material Submitted
LLKE DOB and Adj/Admission Date Incompatible
LLKF Wrong Side Of -89 Completed For This Transaction
LLKG Necessary Data For This Type Card Order Missing or Illegible
LLKH Subject's Conditional Period Has Expired
LLKI Removal Of Conditional Status Appears Premature
LLKJ Admission Code and Date Of Admission Incompatible
LLKK Data and Photo Clearly Incompatible
LLLA Venifying Signature and Data Missing, Incomplete or Illegible
LLLB Admission Data or Admission Stamp Illegible on Visa
LLLC Wrong Issue Of Card Returned With Card Order
LIM Card Order Appears To Be Duplicat
LM Duplicate Card Order :
LN Fingerprint Determined To Be Best Available
LO Card Not Produced Since Conditional Status Expires Within 60 Days
LPA Card Order Withdrawn
MO1 No Photo Available
MO1F Fingerprint Not Waived
MO1S Signature Not Waived
M02 Improper Photo
MO02S Improper Signature
MO3 Photo Mismatch
MO3S Signature Mismatch
M04 Data Mismatch
MO5 Bad Scan
M06 Bad Card Print
MO7 Bad Diecut
9
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ACTION CODE TABLE (continued)

Bad Lamination
MQ9 Bad Stock
M10 Book Number Mismatch
MI11 Mrz Not Readable
M201 Scan Successful
M202 Sent To Printer
M203 Under Supervisor Review
M207 Good Card Quality
MA EAD Card Produced
MAO EAD Signature Card Printed
MBA Reentry Permit Produced
MBB Refugee Travel Document Produced
MBC Advance Parole Document Produced
MCA Natyralization Certificate Produced
MCB Citizenship Certificate Produced
MCC Repatriation Certificate Produced
MCD Declaration Of Intent Produced
MCE Special Certificate Of Naturalization Produced
MDB Document Destroyed-—Did Not Meet Specifications
MEA Document Mailed To Applicant
MEBA Document Mailed To Domestic Office For Distribution
MEBB Document Mailed To Overseas Office or DOS For Distribution
MEC Document Personally Given To Applicant
MFA Document Returned As Undeliverable
MFB Document Destroyed Since Undeliverable
MFC Document Filed Since Undeliverable
MO EAD Not Produced Since Adjustment Granted
NA OSC Ordered
NB 0OSC Produced
NC 0SC Served
ND OSC Returned As Undeliverable
NE 0OSC Canceled
NF Bond Posted
NG Bond Canceled
NHA English Proficiency Demonstrated For Natz. Purposes
NHB Civics Proficiency Demonstrated For Natz. Purposes
NHC English and Civics Proficiency Both Demonstrated For Natz. Purp.
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T e

Intentio

ACTION CODE TABLE {continued)

Dot

n To Terminate Status Notice Qrdered

!’;%gi‘f;g't @:ex

o

NJA Status Termination Notice Ordered

NJB Status Termination Certification Notice Ordered

NK Automatic Invitation To File For Next Step Of Staged Benefit No
0A Appeal Sustained

OB Appeal Dismissed

OC Case Remanded

oD Extension For Brief Granted

ODo Decision Affirmed on Appeal/Cert.

ODD0 Decision Reversed on Appeal/Cert.

QE Extension For Brief Denied

OF Appeal Terminated

0G Appeal Withdrawn

OH Certified Decision Affirmed

OHA Certified Approval Affirmed

OHB Certified Denial Affirmed

Ol Certified Decision Reversed

OlA Certified Approval Reversed/Case Denied

OIB Certified Denial Reversed/Case Approved

WK Appeal Filed

WL 1-698 Appeal Filed

MAS0 (Card Request Sent to ICPS

MA90 Bad/Missing Data in Card Request (e.g., Address Missing)
MAGSI Bad/Missing Data File During Card Production

MAS2 Bad/Missing Data in Stream

MA93 Duphcate Application ID in Same PRODREQ.DAT
MA94 Duplicate Application ID Received While Card in Production
MA95 Unknown Return Address

MA96 OCR-B Field Missing (Blank)

MA97 Misging Card Media or Card Format in PRODREQ.DAT
MA98 Reserved for Future ICPS Use

MA99 Reserved for Future ICPS Use

KAA Supervisory Hold/No Inspector Stamp

KAB Supervisory Hold/No Inspector Signature

KAC Supervisory Hold/No Applicant Signature

KAD Supervisory Hold/189 Not Attached

KAE Supervisory Hold/Missing Biometric Data

KAF Supervisory Hold/Missing Biographic Data
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ACTION CODE TABLE (continued)

LSP Stop Card Production

KAG Supervisory Hold/No Adjudicator Stamp

KSB Class SB1 - Processing Complete

MI Interim 13(d) EAD Card Produced Off-System
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ATTACHMENT D—NONROUTINE PROCEDURES

D1 NONROUTINE PROCEDURES

D1.1  Error/Recovery From System Failure

In the event of a system crash (CPU failure), power loss at the terminal, or excessive response
time, contact the system administrator for information and instruction on how to proceed. In the
event of a network or application error, record all error message information displayed by the
application/network and a brief description of the scenario. Follow the suggested instruction
included in the error message. If this action 1s not successful, contact the system administrator.
Always report all incidents, including those that appear to be resolved, to the system
administrator.

D1.2  Corrective Action for Restart
Contact the local system administrator for instructions regarding corrective action procedures.
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ATTACHMENT E—SAMPLE OUTPUTS

E1 SAMPLE OUTPUTS

All system output samples have been included in the body of the user manual. Screens are
recreated in the logical sequence with your progression through the system. Sample reports and
system outputs are included in their respective manual sections. Refer to these sections for
additional information. -
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1.0 INTRODUCTION

1.1 Purpose

This User Manual provides an overview of the Computer-Linked Application Information
Management Systern (CLAIMS) 3 and its workflow process. It provides general information
regarding CLAIMS 3, as well as detailed instruction on how to use CLAIMS 3 Local Area
Network (LLAN) Graphical User Interface (GUT) functions, referred to as CLAIMS 3 LAN GUL
This manual also serves as a reference guide to the system functionality of CLAIMS 3 LAN to
aid the United States Citizenship and Immigration Services (USCIS) representatives responsible
for handhing naturalization cases.

1.2 Scope

The USCIS developed CLAIMS 3 LAN to assist in the processing of applications related to
benefits and visas. Designed to meet the sharp increase in applications, CLAIMS 3 provides a
more efficient and effective process for handling these cases. In addition to a Disk Operating
System (DOS) computerized handling of forms and receipts, CLAIMS 3 also uses a faster, more
efficient technology based on a GUL. CLAIMS 3 enables the USCIS to process cases more
efficiently by tracking each case through all aspects of the naturalization and citizenship process,
from application submission to close out.

12.1 Organization

This manual is organized into 18 sections. Sections 1 through 4 contain overall system,
subsystem, and operating information. This information includes, but is not limited to, system
summaries, conventions, and system initiation.

o Section 1: Introduction
o Section 2; System Capabilities
o Section 3: Description Of System Functions
o Secction 4: Operating Instructions
Sections § and 6 describe error handling procedures and available help facilities.

¢ Section 5: Error Handling
¢ Section 6: Help Facilities

Sections 7 through 18 detail the specific instructions to perform each subsystem’s functions. The
subsystem’s functions include the following:

e Section 7. Deceipting
e Section §: Receipting
s Section 9: EAD Card Production

o Section 10: Integrated Card Production System

e Section 11: Scheduler
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Section 12: GUI Processing Support
Section 13: Case Transfer

Section 14: C3UBRU
Section 15: Adjudications

Section 16: Premivm Processing
Section 17: Printing

Section 18 Security Administration

Appendices A through G provide additional information for reference while using CLAIMS 3
LAN GUI. The appendices are as follows:

1.3

Attachment A: Acronyms
Attachment B: Glossary

Attachment C: Action Code Table
Attachment D: Non-routine Procedures
Attachment E: Sample Outputs

Attachment F: FBI Country Codes
Attachment G: FBI ORI Codes

System Description

CLAIMS 3 LLAN provides the USCIS with a decentralized, geographically dispersed LAN-based
mission support case management system, with participation in the centralized CLAIMS
Mainframe data repository. CLAIMS 3 LAN supports the requirements of the Direct Mail Phase
I and 11, Immigration Act of 1990 IMMACT 90) and USCIS Forms Improvement projects.

Originally developed to track the receipting of applicant/petitioner remittances and to produce
notices documenting the renittance, CLAIMS 3 LAN functionality now includes adjudication,
archive, card production, case history, case transfer, on-demand reports, electronic file tracking,
image capture, production statistics, status update and electronic ingest of applicant data captured
through the Efiling web application and the BankOne Lockboxes.

interconnected
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1.4

Key Project Personnel

If users experience a problem while attempting to access or use CLAIMS 3 LAN that the local
CLAIMS 3 LAN sysiEm affifistrator cannot resolve, the system administrator should phone the

USCIS Help Desk o

r via the Federal Telecommunications System on

Exhibit 1-1 lists the key project personnel for this release.

Exhibit 1-1: Key Project Personnel

1.5

yystem Owner USCIS OIT
CLAIMS 3 OIT (JSCIS OIT
Program Manager

CLAIMS 3 Project CSC
Manager

Document References

The following documents were referenced when developing this manual:

System Development Life Cycle Manual, Version 6.0, Electronic Library Control Number
(ELCN): SMI-0039-IRM-307-MAH-30147A, July 1, 2002

Enterprise Systems Assurance Plan, Version 1.2, Electronic Library Management System
(ELMS) Number: 158615, December 30, 2004

Software Engineering Process (SEP), ELCN: ZTY00.90001-01.F*0
INS ITP Software Engineering Policy, ELCN: MAY00.90010-00.F*0, January 12, 1998
ICPS Guide, ELCN: CLY00.50012-00.F*0-EDS, April 20, 2000

USCIS WAN Redesign document, ELCN: SMI-0039-S1D)-306-HIS-40073 A, July 31,
2002

Requirements Traceability Matrix, CLAIMS 3 LAN, Release 6.16, ITDL Number:
176823, September 16, 2008

Test Plan, CLAIMS 3 LAN, Release 6.16, ITDL Number: 176785, September 16, 2008
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o Version Description Document, CLAIMS 3 LAN Release 6,16, ITDL Number: 177722,
September 16, 2008

1.6 Primary Business Functions

CLAIMS 3 is an umbrella system that incorporates casework-oriented software subsystems and
supports the USCIS application receipt, adjudication, and notification processes. It also provides
automated support for the full range of benefits functions and processes. CLAIMS 3 resides on
two platforms: a LAN and a mainframe systen). This User Manual is intended to aid in the
application of the CLAIMS 3 LAN portion of the system. The LAN component is implemented
at the four USCIS Regional Service Centers, the Administrative Appeals Office (AAQ), and the
Baltimore District Office (BDO). The mainframe system provides batch process
interconnectivity between the four Service Centers, the AAQ, and BDO.

1.7 Glossary
A list defining acronyms used in this document is provided in Attachment A, Acronyms.
Attachment B, Glossary, contains a list of terms and definitions used in this document.

14
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2.0 SYSTEM CAPABILITIES

CLAIMS 3 LAN tracks cases and assists in processing applications for naturalization visa and
other benefits. The system is capable of tracking a case from the time it enters the mailroom
until the naturalization certificate is printed and given to the applicant and the case is closed out.

2.1 Overview

CLAIMS 3 LAN, a receipt-tracking system by which USCIS operators receipt and adjudicate
alien applications and petitions, supports the Direct Mail Program. The USCIS instituted this
program to allow the pubhc to mail applications and petitions directly to USCIS Service Centers
and other locations. CLAIMS 3 LAN supports supervisory personnel and other users when they
receipt fees; adjudicate cases; process various notices; and produce manifests, cover sheets, and
signature cards for CLAIMS 3 LAN cases. Automated support includes interview and workload
scheduling and other administrative and maintenance functions. This system also supports case
and file tracking, inquiry, update, case history, and status and notice reporting,.

2.2 General Description

The following CLAIMS 3 LAN subsystems contain various processing functions: Data Entry,
Case Analysis (Adjudication), Processing Support (Clerical), and Automatic Data Processing
(ADP). CLAIMS 3 LAN also has special applications operating in a Windows 3.1 program
environment. These special applications include data entry and capture of biometric images,
Employment Authorization Document (EAD) Card Production, the Integrated Card Production
System (ICPS) Printer Server, and Windows Scheduler.

Through CLAIMS 3 mainframe and the Department of Justice (DoJ)} mainframe interface,
CLAIMS 3 LAN interfaces with the Central Index System (CIS) and other USCIS mainframe
systems. The CLAIMS Mainframe replaced the Fee and Application Receipt and Entry System
(FARES). CLAIMS 3 LAN also interfaces with other L.AN systems, such as the Receipt and
Alien-File Accountability and Control System (RAFACS II) and Telephonic Inquiry
Enhancement to RAFACS II (TIERS).

ating Environment
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222 Computer Environment

CLAIMS 3 LAN consists of a physical medium (cables) to allow PCs to share system resources
such as hard drives and printers. The network allows users to share common files stored on a
common hard drive and to print to common printers. The common hard drive is called a file

server.

2.3 Privacy Act Considerations |

The CLAIMS 3 ADP system captures and processes non-U.S. citizen data that are sensitive but
unclassified information about individuals. This information is covered by the Privacy Act and,
therefore, must be protected against disclosure and tampering. Any loss of, misuse of,
modification to, or unauthorized access to this sensitive information could affect the national
interest, the conduct of Federal programs, or sensitive USCIS ADP systems. Accordingly, the
CLAIMS 3 system is equipped with minimum Jevels of security integrity control. Users must

access the CLAIMS 3 system with a user ID and a unique password.

: 2-2
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3.0 DESCRIPTION OF SYSTEM FUNCTIONS

CLAIMS 3 LAN GUI consists of a set of programs for IBM-compatible computers. Windows
98/95 or Windows 3.1-DOS are operating systems that provide computer startup instructions and
contrel the information flow to peripheral devices such as printers and image scanners. The set of
GUI programs enhances DOS by enabling users to perform DOS functions in a user-friendly,
graphical environment through menus, icons, and dialog boxes. Users can employ a mouse instead
of keyboard commands. The following modules comprise CLAIMS 3 LAN GUI processing
functions:

. mReccipting: Provides antomated support for data entry and receipting, for
fee-based forms, and a means to capture biometric data

Receipting: Provides automated support for data entry, card production, and
receipting, for Immigration Card Facility (ICF) forms, as well as a means to capture
biometric data

o EAD Card Production: Performeuality Assurance (QA) form processing for
approved EADs

o [CPS: Supports processing [-327 travel documents for DOS-based 1-131 forms

¢ Scheduler: Provides examiners with automated support to schedule casework

» (ase Transfer: Enables ADP staff to transfer (and repeat case transfers) from one USCIS
office to another

¢ Printing: Allows users to print notices and access the I-797 print server

Exhibit 3-1, CLAIMS 3 LAN GUI User Functionality, summarizes user fanctions in CLAIMS 3
LAN GUI Note: ICPS is not included in this table, as this functionality is covered in the ICPS
Guide, which is referenced in Section 1.5 of this document,

Exhibit 3-1: CLAIMS 3 LAN GUI User Functionality

ounce
Check
Corrected
Bounced X
Check Not
Corrected
Case Statas X X X X
Inquiry
Fee X
Authorizatio
n

EAD Card X
Production
Insert New X
Control
Documents
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Modify X X X
Address
Information
Modify Data X X
Modify X X X
| Image
Modify New X X
Case
Print EAD X
Cards
Quality X
Assurance
Receipt New X X
Case
Record X
Bounced
Check
Remove Fee X
Suspense
Remove X X x
Hold
Restore X X
Archived
Cases
Scan X X X
Schedule an X
Interview
Supervisor X
Resolution
Update
Void Receipt X
Order Card X
Production
Stop Card X
Production
Cash X
Recovered/
Not
Recovered :
Transfer X
Cases
Case X
Transfer
Resend
Printing : X
1-797 Print X
Server

34
CLAIMS 3 LAN Release 6.16 UM FINAL.doc ITDL No.: 164932
Final September 16, 2008

26



User Manual

CLAIMS 3, LAN Release 6.16

The following describes the various CLAIMS 3 GUI functions:

Bounced Check Corrected removes the hold placed on a case when a check bounces and
allows you to enter the new remittance data

Bounced Check Not Corrected places a hold upon a case that is being processed and the
remittance check subsequently bounces. This feature generates a revocation notice
informing the applicant that the application will be terminated for a lack of fee

History allows users to view the status, the receipt and alien file (A-File) locations, and
the history of a case in CLAIMS

Fee Authorization allows users to determine fee actions
Card Production allows users to print EAD cards and view and modify biometrics data
Insert New Control Documents allows users to sign out a block of controlled forms

Modify Data allows users to modify name, address alien number (A-Number), and other
information

Modify Image allows users access to the toolbars required to darken, lighten, or crop
images

Modify a Case allows users to modify the data of previously receipted or rejected cases

Print EAD Cards allows users to send requests for EAD cards from the Card Production
Module to the EAD print server

Quality Assurance allows users to accept or fail final EAD cards

Receipt/Modify allows users to receipt and reject new cases in CLAIMS and facilitates
modifying previounsly receipted case information

Receipting allows users access to data entry functions
Record Bounced Check allows users to record that a check has bounced

Remove Fee Suspense removes the fee suspense hold and allows remittance data to be
entered

Remove Hold allows authorized users to remove a supervisor hold from a case

Restore Archived Cases allows users to work in a case that has been dormant more than
180 days

Scan allows users to capture biometric images
Schedule an Interview allows users to schedule an interview

Supervisor Resolution Update allows supervisors to confirm or remand actions on cases
examiners have routed to them

Void Receipt allows users to void a receipt on the day it was created

3-5
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o  Order Card Production allows users to order card production for
auto-adjudicated cases

o Stop Card Production allows users to cancel card production for cases where card
production was previously ordered

» Card Recovered/Not Recovered allows users to record recovery of cards that are no
longer valid and lost cards

¢ Transfer Cases allows users to relocate a CLAIMS 3 case from one USCIS office to
another electronically

» Case Transfer Resend allows users to relocate a CLAIMS 3 case from one USCIS office
to another electronically, subsequent to the initial attempt to transfer the case

» Printing allows users to pnint forms, notices and reports

o 1-797 Print Server loads the CLAIMS print server for network printing

3.1 Receipting
The Receipting function provides automated support for data entry and receipting,
for fee-based forms, and a means to capture biomefric data, It provides users, including

supervisors, with automated support for the Direct Mail Program’s Data Entry and Receiptin
processes. i I

The system automatically verifies the connection of a UMAX scanner used for image capture.
To avoid an error message, power on the scanner before powering on the PC and logging in to
CLAIMS 3 LAN.

3.2 Receipting

The eceipting function provides automated support for data entry, card production,
and receipting for ICF forms, as well as a means to capture biometric data. It provides users,
including supervisors, with automated support for the data entry and receipting processes for ICF
forms.

36
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The systern automatically verifies the connection of a UMAX scanner used for image capture.
To avoid an error message, power on the scanner before powering on the PC and logging in to
CLAIMS LAN.

Note: Thmﬁmctionality has been combined withE

321  Detailed Description ofm Function

Please refer to Section 8=16ceipting.

322 Preparation o unction Inputs
Please refer to Section 8.

323 m Function Results
Please refer to Section 8.

3.3 EADCardP ction

This function perform QA form processing for approved EADs. It provides users,
including supervisors, with automated support to verify and modify biographic and biometric
applicant information and to print EAD cards.

The system automatically verifies the connection of a UMAX scanner used for image capture.
To avoid an error message, power on the scanner before powering on the PC and logging in to
CLAIMS LAN.

331 Detailed Description of EAD Card Production Function
Pleasc refer to Section 9, EAD Card Production.

332 Preparation of EAD Card Production Function Inputs
Please refer to Section 9.

333 EAD Card Production Function Results
Please refer to Section 9.

3.4 Integrated Card Production System

The CLAIMS 1-131/1-327 Production System 1s used only at the Nebraska Service Center.
Instructions for using this application were developed in a separate document, which can be found
in Attachment A—CLAIMS 1-131/1-327 Users Manual (CMY90,70012-00.F*0, September 16,

1993).

341 Detailed Description of Integrated Card Production System Function

Please refer to Attachment A—CLAIMS [-131/1-327 Users Maral (CMY90.70012-00.F*0,
September 16, 1993).

3-7
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342 Preparation of Integrated Card Production System Function inputs
Please refer to Attachment A~-CLAIMS 1-131/1-327 Users Manual (CMY90.70012-00.F*,
September 16, 1993).

343 Integrated Card Production System Function Results
Please refer to Attachment A—CLAIMS I-131/1-327 Users Manual (CMY90,70012-00.F*0,
September 16, 1993).

3.5 Scheduler

CLAIMS LAN GUI Scheduler gives users, including supervisors, automated support for
scheduling interviews, reflecting interview status (conducted, no-show, canceled), viewing and
printing schedules for offices and individuals, and viewing and printing four separate schedule
reports. Users with scheduler administrator rights have access to scheduler configuration and
maintenance functions such as determining the local office profiles, generic office hours, and
when the office 1s closed.

351 Detailed Description of Scheduler
Please refer to Section 11, Scheduler.

352 Preparation of Scheduler Inputs
Please refer to Section 11.

353  Scheduler Results
Please refer to Section 11,

3.6 GUI Processing Support

GUI Processing Support is a separate module that provides CLAIMS LAN users with access to
the FD-258 Immediate Reject and Contributor-Assigned Identification Number (CIDN)
Wanding functions. Both functions support the FD-258 Reporting, Management, and Tracking
System.

36.1 Detailed Description of GUI Processing Support
Please refer to Section 12, GUI Processing Support.

362 Preparation of GUI Processing Support Inputs
Please refer to Section 12.

363  GUI Processing Support Results
Please refer to Section 12.

3.7 Case Transfer

USCIS personnel use the CLAIMS LAN Case Transfer function to electronically relocate a
CLAIMS case from one USCIS office to other USCIS offices. The Case Transfer Resend

application builds on this.

3-8
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371 Detailed Description of Case Transfer
Please refer to Section 13, Case Transfer.

372 Preparation of Case Transfer Inputs
Please refer to Section 13.

173 Case Transfer Results
Please refer to Section 13.
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3.9 Adjudications
The Adjudicate Menu options allow users to adjudicate, view data, and enter 1-89 card
information for the following USCIS Benefits forms:

o ]-485, Application to Adjust to Permanent Resident Status
¢ [-765, Application for Employment Authorization

¢ 1-817, Application for Family Unity Benefits
o 1-914, Application for T Nonimmigrant Status

39.1 Detailed Description of Adjudications
Please refer to Section 15, Adjudications,

3.9.2 Preparation of C3l Function Inputs
Please refer to Section 15,

393 G3l Function Results
Please refer to Section 15.

3.10 Premium Processing

Premium Processing guarantees that upon the receipt of a $1000 service fee, whether paid by an
applicant, petitioner or other representative, certain cases (DOS forms 1-129, 1-140, and 1-539,
and GUI form [-765) are processed within fifteen (15) calendar days. '

3.10.1  Detailed Description of Premium Processing
Please refer to Section 16, Premium Processing,

3102 Preparation of Premium Processing Inputs
Please refer to Section 16.

3103 Premium Processing Resuits
Please refer to Section 16.

3.11 Printing
Printing functionality allows users to print forms, notices, and reports. Prior to CLAIMS 3 LAN
Release 5.14, this functionality was performed on the DOS side. With Release 5.14, it moves to

the GUIL

3.11.1 Detailed Description of Printing
Please Refer to Section 17, Printing

3-10
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3.11.2 Preparation of Printing Inputs
Please refer to Section 17.

3.11.3 Printing Results
Please refer to Section 17.
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4.0 OPERATING INSTRUCTIONS

CLAIMS 3 LAN provides menu-driven programs to accomplish CLAIMS 3 LAN GUI

Receipting, Card Production, Scheduler, and ICPS processing functions. Users interact with the
(b)(2) system through menu selection and data entry. In some cases, the s stem’s security features
allow users to select only a subset of functions

CLAIMS 3 LAN provides a descriptive message for each possible error, including
program-identified errors that result from errors in handling files and records and in data entry.
Log in to the file server before accessing CLAIMS LAN.

41 Initiate Operation

4-1
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4.2 Maintain Operation
Refer to Sections 7 through 13 to maintain the operation of the following functions:

eceipting
EAD Card Production
ICPS
Scheduler

GUI Processing Support
Case Transfer

e & & » & B 3

4.3 Terminate and Restart Operations
The following subsections describe the procedures for terminating and restarting CLAIMS 3

LAN GUL

4-2
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uttons

Exhibit 4-1; Windows Terms

Cancel. Pressing buttons initiates or carries out actions.

Choose

To choose in Windows is to carry out an action, such as activating a menu
item or a command button. Choose an item by placing the mouse pointer on
the item and clicking once, or highlight the appropriate option using the up
or down arrow keys and press Enter.

Dialog Box

A dialog box is a special Windows feature that supplies or requests
information about the task being performed. Usually information will have
to be typed into a dialog box. Click on OK or Cancel to exit a dialog box.

Icons

Icons are small pictures or symbols with names under them. Icons represent
programs not currently open.

Menu Bar

Located directly below the title bar, the menu bar presents menu choices for
each window.

Mouse

The mouse is a hand-held device connected to the CPU that allows users to
manipulate items on a screen. The bottom of the mouse contains a mouse
traction ball that is rolled on a desk or mouse pad. As the mouse is moved,
the mouse pointer on the screen responds. The mouse has two or three
buttons. The user clicks and releases the buttons. The left button is the
primary button and is used for CLAIMS 3 LAN GUI applications. To hold
the mouse correctly, wrap the thumb and fourth and fifth fingers around the
mouse’s body. Hold the index finger loosely over the left mouse button.

Click

To click an item means to mark it with the cursor. This mark can be a
highlight, a dotted rectangle, or both. Selecting does not start an action.

Mouse
Pointer

The mouse pointer represents the mouse’s movement. The pointer takes on
a different appearance, such as an arrow, hourglass, I-beam, and other
shapes, depending on the operation being performed.

Title Bar

Located at the top of the screen, the title bar displays the active program.

Select

To highlight or activate an item; does not carry out an action.

Task Bar

Windows 95/98: Located at the edge of the screen, with a START button —
Task Bar sows all open.

CLAIMS 3 LAN Release 6.16 UM FINAL.doc ITDI No.: 164932
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442 Windows Operations
Exhibit 4-2, Windows Operations, describes the new navigational methods to operate Windows
graphical environment programs and displayed screcns.

Exhibit 4-2: Windows Operations

Mouse Operation

s Click: To click on an item or choose a menu command, point at
the item or command with the mouse pointer and quickly press
and release the left mouse button.

» Double-click: To access an item and bypass the menu, point to
the desired item and quickly press the left mouse button twice in
rapid succession. The double-click speed is relatively fast.

¢ Click and Drag: Point at the item and click and hold the left
mouse button. Without releasing the button, move the pointer to
the desired location and release the button.

Menu Operation | Menu items consist of commands or the names of menus that list
additional commands.

¢ To open a menu, click on it with the mouse.

¢ To choose an item from the drop-down menu, click on the
highlighted entry or press Enter.

* To close a menu without choosing an item, click anywhere
outside the menu.

Button Operation | Buttons are used in the data entry screens and within dialog boxes
and have the following characteristics:

¢ Unavailable buttons have gray instead of black type.

» The currently selected button has a border darker than the
borders on the other buttons.

¢ To choose a command button, ¢lick the button with the mouse
or press Tab until the button is selected and press Enter.

e To close a dialog box without carrying out a command, click the

Cancel button or press Ese.
Keyboard Windows operations can be performed with the keyboard if a mouse
Operation is not available. Keyboard navigation conventions appear in the
following format:

o Aplus (+) sign between keyboard names means to press and
hold down the first key while pressing the second key.

o Example: Shift+Tab means to press and hold down the Shift
key and press the Tab key and then release both keys.
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4.4.3

Form Specific

Each section of the application or petition form to be entered into the CLAIMS 3 LAN database is
numbered in the same way that it appears on the computer screen. These numbers help locate data
when keying in information.

444

Validation Tables

The fields listed below have validation tables assigned to them. Any field with three ellipses (three

consecutive dots) appearing at the end also has a validation table.

e & & €€ 5 » & & = & ¥

If data entered in a field does not appes
displays an error message

COB (Country of Birth)
Country of Citizenship
Consulate

Country

Form Number

POE (port of entry or arrival)
State

Status

Eligibility

Place of Last Entry
Manner of Last Entry
County
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Exhibit 4-3: Standard Key Strokes

HELP
Quit HELP
Choose a menu

Retrieve USCIS
standard code tables
Field right ]
Field left

Choose an item l

Home
End

446 Foreign Addresses
Some application and petition forms have foreign address fields. Use the Country and Postal
Code fields when entering a foreign address. Do not use the State and ZIP code fields.

447 Fees

Various forms, such as the 1-1298, retain a set fee, while other forms, such as the 1-724,
accommodate requests for multiple benefits. The fee varies depending upon specific form
criteria. CLAIMS 3 LAN automatically verifies that the fee is entered correctly before it allows
the case to be processed.

448 Supervisory Override—Blanket Authorization

There are several instances, such as waiving a fee, when an authorized supervisor must override
a system hold. To avoid the need for a supervisor to override a hold, users may be given
preauthorized permission to allow blanket overrides.

449 Applicant or Petitioner Name and Standard Abbreviations

When the applicant/petitioner 18 an individual, type only the last name in the Last Name field and
the first name in the First Name field. If the petitioner is a company, type the name of the
company only in the Last Name field.

The following words and abbreviations can be omitted from the name of the petitioner,
employer, firm name, beneficiary, and employee during fee receipting: “and, Assoc., Co., LTD.,
of, and the.” Standard abbreviations can be used for business names. These abbreviations are
used when entering applicant/petitioner, employer, beneficiary, and employee data, as shown in
Exhibit 4-4, Standard Abbreviations for Business Names.

4-6
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Exhibit 4-4: Standard Abbreviations for Business Names

Administration | Admin

Attorney Atty
Boulevard Blvd
Building Bldg
Center Cur
Chairman Chm
College Col
Construction Constr
Department Dept
Doctor Dr
Education Ed

 Engineer Engr
Executive Exec/Ex
Foundation Fdn
General Gen
General Electric GE
Government Govt
Group Gr
Hospital Hosp
Information Inf
Institution Inst
International Intl
International Business Machines | IBM
Management Mgt
National Nat’l
North America NA
Products Prod
Rehabilitation Rehab
Roman Catholic RC
Saint St
School Sch
Service Serv
South America SA
State University of New York SUNY
United States us
University Univ

7
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5.0 ERROR HANDLING

Refer to Sections 7 through 13 to view the error messages and error handling procedures that
may be required to maintain the operation of the following functions;

Receipting
Receipting
EAD Card Production
ICPS
Scheduler
GUI Processing Support
Case Transfer

a & & = o ¢ 8
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(b)2)

1¢ld, the number of characters available for input, and how to enter the data.

If further help is required, refer to the personnel listed in Exhibit 1-1.
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b)(2
) 7.0 ECEIPTING

Receipting provides uscts, including supervisors, with automated support for the
Direct Mail Program’s Data Entry and Receipting processes.

7-1
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(b)(2) hibit 7-11: No Endorsement Printer Warning
Exhibit 7-12: CLAIMS Main Menu acreen
(b)(2)
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Exhibit 7-17: Supervisor Authorization
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712 lmage Utilities

The Image Utilities function allows users to display and view stored images

48 Image Utilities Drop-Down Menu

Exhibit 7-19: Image File Utility
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EXe) 7.2 Receipt/Modify

The Receipt/
Menu, provides access (0 the Data Entry op

Modity drop-down ment, shown in Exhibit 7-24, Receipt/Modily Drop-Down

tion.

eipt/Modify Drop-Down Menu

(b)) 721 Data kntry

ata Entry option allows users (o create a new recerpt or to modify existing rocelpts.

Exhibit 7-25! Receipt/Modify a Case
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7.4 Financial Update
Exhibit 7-52, Financial Update
several remittance management options,

Drop-Down Menu, iilustrates the menu that provicdes access to

Exhibit 7-52: Financial Update Drop-Down Menu
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7.5 Help
xtensive help

(b)(2) Exhibit 7-64, Help Dro Dowr Menu. shows the menu that gives users access to ant
system‘ ’

Exhibit 7-64: Help Drop-Down Menu
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7.7 Form Library

Exhibit 7-65, CLAIMS LAN GUI Forms, lists all forms presently being processed in the
CLAIMS LAN GUI Receipting System. As more forms are added to the system, the library will
include their individual processing procedures.

Exhibit 7-65: CLAIMS LAN GUI Forms

I-17 Application by a School to Accept Foreign Students
1-131 Application for USCIS Trave] Document
1-193 Application to Waive the Passport/Visa Requirements
1-485 Application to Adjust to Permanent Resident Status
1-600 [mmigrant Petition for Orphan
1-600A Immigrant Petition for Orphan (Advance Processing)
1-601 Application to Waive Excludability
1-765 Application for Employment Authorization
I-817 Application for Voluntary Departure Under Family Unity Program
1-914 Application for T Non-Immigrant Status
1-90 Application to Replace Alien Registration Card
[-90A Application to Replace Special Agricultural Worker (SAW) Alien Registration
Card
FD-258 IBI Fingerprint Card
N-400 Application to File Petition for Naturalization
N-470 Application to Preserve Residence-Naturalization
N-565 Application for a New NATZ/Citizenship Certificate
N-600 Application for a Certificate of Citizenship
N-643 Application for Certificate of Citizenship for an Adopted Child
N-644 Application for Posthumous Citizenship

771 Receipt NACS Forms

Specific Naturalization Casework System (NACS) forms have been identified for incorporation
into the CLAIMS LAN system. The initial NACS data are captured in CLAIMS LAN and
uploaded through the CLAIMS LAN/Mainframe Interface to NACS. All subsequent processing
of these cases occurs through NACS.

7711 Form N~400: Application to File Petition for Naturalization

7.7.1.1.1 MANUAL ENTRY OF N-400 INFORMATION
The following steps are the form-specific procedures to complete the data entry process for an
N-400 form, shown in Exhibit 7-66, N-400 Data Entry.
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b)(2 77.2.3.3IRS-9003
(b)(2) Perform the following steps to input data into [RS-5003:
Exhibit 7-91: IRS-9003
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7.7.2.3.10 SUPPLEMENT A TO FORM 1-485
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Exhibit 7-93: 1-485 Supplement A Screen
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Exhibit 7-95: Blank 1485 Image Acquisition Screen

(b)(2)
7.723.16 USE SCAN
Use the Scan function when an 1-89 is provided with the application. The scanner automatically
scans a predetermined area of the scanning bed. Perform the following steps to use the Scan
(b)(2)
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7.7.23.17 USE PRESCAN
I[a scan is unsuccesshul, the images are unsatisfactory, or the images to be captured are loose, usc
the PreScan function to identify the area of the scanning bed to be captured by performing the

lowing ste

Exhibit 7-96: PreScan Preview Screen
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Note: Make the smallest box possible, which surrounds as much of the fingerprint as possible,
without missing any important fealures.

Exhibit 7-98: Fingerprint PreScan Screen
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Exhibit 7-100: 1-485 Image Acquisition Screen
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772318 PHOTOGRAPHIC ADJUSTMENTS
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(b)(2) Exhibit 7-104: Finger Identification Screen

)(2) 77.2.3.22 FD-258 PROCEDURES

he following ficlds will be populated with
information from the I-485 application, if entered:

o Last Name
s [irst Name
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¢ Middle Name

s  Alas

e Reason Fingerprinted
e A-Number

s SSN

o Sex

o Daic of Birth

Exhibit 7-105: 1-485 FD-258 Data Entry Screen-

o At 3101 1112 AN 0258 "
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7.7.24 Form [-600: Immigrant Petition for Orphan

The following steps are the specific procedures to complete the Data Entry process for an 1-600
form, shown in Exhibit 7-106, 1-600 Data Entry. Refer to Section 7.2 {or standard data entry

information.
(b)2) Exhibit 7-106: 1-600 Data Entry
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7725 Form 1-600A: Immigrant Petition for Orphan (Advance rocessin

The following steps are the specific procedures 10 complete the Data Lntry process for an I-600A
form, shown in Exhibit 7.107, 1-600A Data Entry. Refer to Section 7.2 for standard data entry

information.

Exhibit 7-107: 1-600A Data Entry
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2727 Form (-765: Application for Employm
ete the Data Entry process for an [-765

The following steps are the specific procedures to cotnpl
fer to Section 7.2 for standard data entry

form, shown in Exhibit 7.109, [-765 Data Entry. Re

information.
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Exhibit 7-115: Signature PreScan Screen
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7728 Form 1-90: Application to Replace Alien Registration Card

The following steps are the specific procedures to complete the Data Entry process for an 1-90 form,
shown in Exhibit 7-121, 1-90 Data Entry. Refer to Section 7.2 for standard data entry information.

(b)(2) Exhibit 7-121: 1-90 Data Ent
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7726 Form |-601: Application to Waive Exclu
The following steps are the specific procedures to complete the Data Entry process for an 1-601
form, shown in Exhibit 7-108, 1-601 Data Entry. Refer to Section 7.2 for standard data entry
information.
(b)(2) Exhibit 7-108: 1-601 Data Entry
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1729 Form i-90A: Application to Replace Special Agricuitural Worker (SAW)
Alien Registration Card

The following steps are the specific procedures to complete the Data Entry process for an I-90A
form, shown in Exhibit 7-123, I-90A Data Entry. Refer to Section 7.2 for standard data entry

information.

Exhibit 7-123; (-90A Data Entry
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LAN GUI Receipting module. Exhibit 7-125, FD-258 Data Entry Screen, displays the FD-258
electromc format.

-258 Data Entry Screen
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Exhibit 7-126: FD-258 Reprint CIDN Labels Option
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Exhibit 7-127: 1-485 Data Entry Screen
(b)(2)
(b)(6)
Exhibit 7-128: 1-485 Fingerprint Activities Screen
(b)(2)
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7.8 Reports

Exhibit 7-129, Reports Drop-Down Menu, illustrates the menu feature that provides access to
National Benefits Center reports, Premium Processing reports, or Others reports inquiry. Refer to
the appropriate Quick Reference Guide for further details.

Exhibit 7-129: Reports Drop-Down Menu
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®@ 80 [____JRECEIPTING
(b)(2) The: module provides users, including supervisors, with automnated support for the

data entry and receipting processes for Immigration Card Facility (ICF) forms.

The system automatically verifies the connection of a UMAX scanner used for image capture.
Exhibit 8-1, UMAX Error Message, illustrates the system message that displays if a UMAX
scanner is not located. To avoid this message, power on the scanner before powering on the PC

and logging in to CLAIMS LAN.
Exhibit 8-1: UMAX Error Message
(b)(2)
The system automatically verifies the connection of a bar-code printer. Exhibit 8-2, Bar-Code
Printer Error Message, illustrates the system message that displays if a bar-code printet
connection is not located.
Exhibit 8-2; Bar-Code Printer Error Message
(b))
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Exhibit 8-3: CLAIMS ICF GUI Main Menu Screen

8.1 File Drop-Down Menu
The File drop-down menu provides access {0 several file maintenance options, as shown in
Exhibit 8-4, File Drop-Down Menu.

Exhibit 8-4: File Drop-Down Menu

.01 System Administration
Exhibit 8-5, System Administration Drop-Down Menu, shows how to access the Set Permissions

option.
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Exhibit 8-5: System Administration Drop-Down Menu

8.1.1.1 SetPermissions

The Set Permissions option allows users with system administration privileges to give or take away
permissions from other users and to set or change permission levels. Permissions should be set in
accordance with management-established workflow practices. Exhibit 8-6, Set User Permissions
Table, depicts this option.

Exhibit 8-6: Set User Permissions Table
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Exhibit 8-7: Permissions Definitions
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Exhibit 8-8: Supervisor Authorization

image Utilities

8.1.2
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Exhibit 8-9: Image Utilities Drop-Down Menu
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Exhibit 8-10: Image File Utility
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Receipt/Modify

(b)) g21 DataEntry

The Data Entry option allows users to create a new receipt or to modify existing receipts.

Exhibit 8-16: Receipt/Modify a Case
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Exhibit 8-17: Receipt Preview Screen
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Exhibit 8-18: Biometrics Information Screen
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Exhibit 8-31: Photograph Scan Preview Screen
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Exhibit 8-32: Fingerprint Scan Preview Screen
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Exhibit 8-33: Signature Scan Preview Screen
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Exhibit 8-34: Image Acquisition Screen
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Exhibit 8-35: Image Improvement Tools
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$2.3  Supervisor Hold
(b)2)
The Supervisor Hold function is used in this module to keep a casc from
being sent to the ICPS Print Server for processing prior to being completed. There is a series of
- system edits that a case must comply with prior to the print request being generated.
(2)
There is a specific order that required intormation 18
Bresented as missung lor the forms processed through the module.
8.3 Inquiry/Modify
The Inquiry/Modify Drop-Down Menu, shown in Exhibit 8-38, Inquiry/Modify Drop-Down
Menu, provides access (o the Inguiry/Modify a Case function.
(b)(2) Exhibit 8-38: Inquiry/Modify Drop-Down Menu
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Exhibit 8-39: Inquiry

(b)(2) The Inquiry function allows users to review the statug, history, and data associated with a case
check the physical file’s location in RAFACS. This option allows users to modify certain data.
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8.4 Other Services

wn Menu, shown in Exhibit 8-40, Inquiry/Modify Drop-Down

The Other Services Drop-Do

Menu, provides access 1o the Card Recovered/Not Recovered and Stop Card Production

functions.

Exhibit 8-40: Inquiry/Modify Drop-Down Menu
,MMMM,MM
428
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Card Production

b
(b}(2) chibit 8-42: Stop
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8.5 ICF GUI Form Library

Exhibit 8-45, CLAIMS LAN ICF GUI Forms, lists all the forms being processed in the CLAIMS
LAN ICF module. Each form’s individual processing procedures are included in this library
section.

Exhibit 8-45: CLAIMS LAN ICF GUI Forms

Form Number |~ . 0 ‘Form Name

CR-189 Conditional Residency Card
I-181 Creation of Record of Lawful Permanent Residence
1190 Application for Border Crossing Card
1-407 Abandonment of Lawful Permanent Resident Status
1-865 Sponsor Change of Address

LV-139 Low Volume Replacement for Citizenship Card

08-155A Immigrant Visa and Alien Registration

851 Supervisor Hold

The ICF GUI module uses a Supervisor Hold function to restrict print request generation for
cases missing required card production information. Required system information includes the
following:

e An -89 attached

« Biometric images attached or waived

§-33
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s Required biographic information, such as Last Name, Address, and DOB
o Adjudicator or officer stamp

When a case is placed on Supervisor Hold and subsequent processing is required, it 1s not
necessary for a supervisor to release the Supervisor hold. It is the responsibility of the data entry
clerk to determine why the hold has been placed on the case. This hold determination is
conducted by viewing the case history screen. The following sections describe the various
Supervisor Hold actions in detail.

¢« KAA SUPERVISORY HOLD/NO INSPECTOR STAMP

e KAB SUPERVISORY HOLD/NO INSPECTOR SIGNATURE
« KAC SUPERVISORY HOLD/NO APPLICANT SIGNATURE
+ KAD SUPERVISORY HOLD/I-89 NOT ATTACHED

« KAE SUPERVISORY HOLD/MISSING BIOMETRIC DATA
o KAF SUPERVISORY HOLD/MISSING BIOGRAPHIC DATA
« KAG SUPERVISORY HOLD/NO ADJUDICATOR STAMP

Once all required information is provided to the system, all Supervisor Hold reasons are removed
from a case. The case 1s ready for the verification step prior to generating the print request.

852 Form CR |-89: Conditional Residency |-8%

Conditional Residency 1-89 forms are used for conditional residents who are eligible to change
their status to permanent residents. The Form [-891s completed with a Code | in the Card Type
field.

CLAIMS LAN ICF GUI provides a screen to capture the CR 1-89 biographic form information
and gencrates a Receipt Number and five bar-code labels, 1f all the required fields are not
supplied on the Conditional Residency 1-89 form, or the Conditional Residency 1-89 data does
not pass the CLAIMS LAN onling edits, CLAIMS LAN places the case on supervisor hold. A
data entry supervisor is responsible for removing the supervisor hold and supplying missing data
or correcting the errors.

If the photograph is not attached, CLAIMS LAN provides a notice and the case is placed on
supervisor hold. According to the notice, the alien is advised that an ARC cannot be produced
until the alien goes to the Local Office to complete the photograph for the -89 Form. When the
Local Office forwards the completed [-89 to the Service Center, a data eniry supervisor is
respensible for removing the supervisor hold.

Exhibit 8-46, CR 1-89 Data Entry Screen, depicts the CR [-89 screen.

8 -34
CLAIMS 3 LAN Release 6.16 UM FINAL doc ITDL No.: 164932
Final September 16, 2008

201



CLAIMS 3, LAN

User Manual

Release 6.16

Exhibit 8-46: CR 1-89 Data Entry Screen
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Exhibit 8-47: 1-864 Affidavit Screen
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853  Form 1-181: Creation of Record of Lawful Permanent Residence

8.5.3.1 Initial Processing
Adjustment of Status (1-485) forms are presently receipted and adjudicated at the Service Centers
and District Offices. District Offices will forward their Copy 2 I-181s to the Service Centers.
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Exhibit 8-48: 1-181 Data Entm
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Exhibit 8-49: 1-89 Data Entry Screen
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54 Form 1-190: Application for Border Crossing Card

Border Crossing Cards (BCC) are issued to Mexicans and Canadians who reside and work in
their respective countries but frequently travel to the United States. BCC holders arc restricted to
traveling no more than 25 miles from the border, and they cannot stay more than 3 days without
additional permission.

Completed BCC applications are received in batches from the POEs. BCCs should be sorted in
the mailroom based on the transaction type for the card. Transaction 1 will be grouped as inifial
card applications, Transactions 2, 3, 4, and 7 will be grouped as replacement card applications.
CIS must be checked fo determine if the card is an initial issue or a replacement BCC.

For Transaction 1, clerks must ensure that an A-Number does not exist for the alien in CIS.
When the clerk determines, CIS that no A-Number exits for the alien, the CIS generates an
A-Number for the new BCC application. Clerks write this numbet on the 1-190 application and
forward the application for data entry.

For Transactions 2, 3, 4, and 7, clerks must ensure that the A-Number listed on the 1-190
corresponds to the A-number, name, and date of birth in C1S. If there are no discrepancies, the
1-190 will be forwarded for data entry.

CLAIMS LAN ICF GUI provides a screen to capture the [-190 biographic form information and
generates a Receipt Number and five bar-code labels. If all the required fields are not supplied in
the BCC packet or, if the BCC packet does not pass the CLATMS LAN online edits, CLAIMS
LAN places the case on supervisor hold. A data entry supervisor is responsible for removing the
supervisor hold and supplying missing data or correcting the errors.
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1f the 1-89 is missing from the packet ot the photograph 1s niot attached, CLAIMS LAN provides
4 notice to the POE advising the POE that a BCC cannol be produced until an [-89 is provided.
The case will be placed on supervisor hold to prevent the production of & card. When the POE
forwards the 1-89 to the Qervice Center, a data enlry sSupervisor 1s responsible for removing the

supervisor hold.
Exhibit 8-51, 1-190 Data Entry Sereen, depicts the 1-190 screen.

Exhibit 8-51: 1-190 Data Entry Screen
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Exhibit 8-52: 1-89 Form
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Form 1-407: Abandonment of Lawful Permanent Resident Status
lications and petitions that have been
be instigated by an applicant as a

855
The purpose of the [-407 1s to update records of app
withdrawn or otherwise dropped. Abandonment of status may
result of the following:
o Changing personal circumstances (such as an applicant’s decisi
country and cancel a proposed visit to the Untied States)

on to remain in the native

« USCIS action (for example, 2 ruling of incligibility)
o Results of a U.S. law-enforcement investigation (such as a decision to deport an applicant

for conditional residence)

Exhibit 8-53, 1-407 Data Entry Screen, depicts the 1-407 screen.
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Exhibit 8-53: 1-407 Data Entry Screen
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<56 Form 1-865: Sponsor Change of Address

The 1-865 form is used to submit a change of address for an [-864 Affidavit of Support.
CLAIMS LAN generates a Receipt Number and a notice to the sponsor acknowledging the
receipt of the change of address information.

Exhibit 8-55, 1-865 Data Entry Screen, is an example of the sereen used for a Sponsor’s Notice
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of Change of Address.

Exhibit 8-55: 1-865 Data Entry Screen
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557 Form LV-189: Low Volume |-89

Low Volume 1-89 forms arc used for Replacement Citizenship Cards for Kickapoo Indians and
inhabitants of the Northern Marianas Islands. The Form 1-89 is completed with a Code 5 or 7 n
the Card Type field.

CLAIMS LAN ICF GUI provides a screen to capture the LV-I89 biographic form information
and generates a Receipt Number and five bar-code labels. If all the required fields are not
supplied on the Low Volume 1-89 form, or the Low Volume 1-89 data does not pass the
CLATMS LAN online edits, CLAIMS LAN places the case on supervisor hold. A data entry
supervisor is responsible for removing the supervisor hold and supplying missing data or
correcting the errors.

1f the photograph is not attached, CLATMS LAN provides a notice and the case is placed on
supervisor hold. According to the notice. the alien is advised that an ARC cannot be produced
until the alien goes to the Local Office to complete the photograph for the 1-89 Form. When the
Local Office forwards the completed 1-89 to the Service Center, a data entry supervisor is
responsible for removing the supervisor hold.

Exhibit 8-56, LV-189 Data Entry Screen, depicts the LV-189 screen.

Exhibit 8-56; LV-189 Data Entry Screen
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33. If required biographic or biometrie information is missing from the application, the Receipt
Number is placed on Supervisor Hold, Check the history record to see what information is
missing.

858 Form 08-155A: Immigrant Visa and Alien Registration

The process a new immigrant follows to gain access to the United States may begin with the
filing of a petition (for example, an 1-130 or 1140 form), which 1s submitted to a Service Center,
The information from the petition is entered in CLAIMS and adjudicated, and the eligibility date
1s established. The USCIS processes the packet and forwards it to the Department of State (DoS)
National Visa Center. The DoS consular office interviews the alien and, if eligible, the alien is
provided with a sealed visa packet. When the alien arrives in the United States and is processed
at an USCIS POE, the USCIS Inspectors stamp the hmmigrant Visa (IV) form with the
Admussion stamp and complete the [-89 form. The Inspector then sends the IV packet to the SC
for card production. The IV packet from the POE bzcomes the initial input for the ARC card
production request. The packet may also include the 1-864, Affidavit of Support form.

Before data eniry, a CIS check verifies the [V number and/or the USCIS file number. A shell
record for the IV number exists in CIS i the 1V packet has been processed as a record in the IV
Data Share Project. Otherwise, the IV number will not exist in CIS.

If the 1V packet is a SB-1 packet, CIS is checked to verify the SB-1 namber (IV number) and the
A-Number (USCIS File number). With the exception of classification SB1, the I'V number
contained on the packet is used as the A-Number, [V packet SBlclassifications of use the
USCIS file number as the A number. For SB-1 cases, a new card is produced only if the alicn
has a lost/stolen ARC, and submitted the 1-90 application. The 1-90 application is processed in
CLAIMS LAN GUI Receipting.

I an TV packet is received by the SC without the Inspector’s stamp. the IV packet is receipted
into CLAIMS LAN and placed on supervisor hold. A notice is generated and sent to the
applicant, requesting that applicant appear at the local District Office for further processing. An
off-line notice is produced and sent with the 1V packet to the local District Office to complete
processing.

It all the required fields arc not supplicd on the TV packet or the 1V packet does not pass the
CLAIMS LAN onfine edits, CLAIMS LAN places the case on supervisor hold. A data entry
supervisor is responsible for removing the supervisor hold. If any biometric data is missing, the
casc 15 placed on supervisor hold. CLAIMS LAN provides a notice to the applicant, advising
that an ARC cannot be produced until the missing biometrics are provided. When the local
office forwards the I-89 form 10 the Service Center, a data entry supervisor 1s responsible for
removing the supervisor hold.

The following steps are the form-specific procedures to complete the data entry process for an

_155A.
(2)
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Exhibit 8-57: 0S-155A Data Entry Screen
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Exhibit 8-58: 1-89 Form
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Exhibit 8-59: 1-864 Data Entry Screen
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<50 Form I-914: Application for T Nonimmigrant Status

The USCIS has established the 1-914 form - Application for T Nonimmigrant Status, The
purpose of Form 1-914 1s to provide temporary immigration benefits to aliens who are victims of
severe forms of trafficking, and to their immediate family members, as appropriate. Form [-914
shall be filed initially by the victims themselves, who may also include eligible family members
on their application at that time. The form may also be filed subsequently, to petition for eligible
family members whom the victim did not inctude in the original application, but for whom the
victim subsequently wishes to file.

Every [-914 applicant, primary or derivative, must be fingerprinted. The fingerprint result must
be valid at the time of final case approval.

Every application will have a picture attached. The picture and the applicant’s signature will be
scanned and stored in the system.
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The USCIS may only approve 5000 1-914T Nonimmigrant Status applications per fiscal year.
The USCIS may, however, place an unlimited number of cases on the T-1 Waiting List that will
then wait until they can receive final case approval in following fiscal years.

For the primary applicant an Employment Authorization Document (EAD) will be produced
when the casc is approved. All associated derivative applicants must submit an 1-765 form in
order to receive a work authorization (EAD card).

All approved applicants present in1 the United States will receive an 1-94 form that will serve as
their proof that they have becn granted T Nonimmigrant Status.

8.59.1 1-914 - Receipting
To receipt an 1-914 (Exhibit 8-60, 1-914 Main screen) perform the following steps:

Exhibit 8-60: 1-914 Main screen
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(b)(2) |
8593 1914 — Data Entry
To enter information on an 1-914 Part C Form (Exhibit 8-61, 1-914 Part C screen), perform the
following steps:
(b)(2) Exhibit 8-61: 1-914 Part C screen
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Exhibit 8-63: 1-914A Part C Screen

Exhibit 8-64: 1-914 Supplement B Screen
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Exhibit 8-65: 1-914B Supplement B Part B Screen

Exhibit 8-66; 1-914 Safe Mailing Address
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510 Form 1-131: Application for USCIS Travel Document
The subscquent section deseribes a CLAIMS LAN receipting function that is available only at
the Lincoln, Nebraska, Service Center.

CLAIMS LAN fully supports processing the I-131, Application for USCIS Travel Document.
Exhibit 867, I-131 Data Entry Screen, is an example of the screen used to apply for an USCIS
travel document.

Exhibit 8-67: 1-131 Data Entry Screen
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Exhibit 8-68: Questions and Responses

Exhibit 8-69: 1-131 Part C Processing Screen
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8511 Form 1-817: Application for Voluntary Departure Under Family Unity
Program

Exhibit 8-70, [-817 Data Entry Screen, 1s an example of the screen used to apply for voluntary
departure under the family unity program.
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9.0 1-765 EAD CARD PRODUCTION

1-765 EAD Card Production functions provide users, including supervisors, with automated support
to verify and modify biographic and biometric applicant in formation and to print EAD cards.

9.1 Function Descriptions and Procedures

9-1
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Exhibit 9-3: System Administration Submenu
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Exhibit 9-5: Set Permissions Screen
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Exhibit 9-6: Supervisor Authorization Screen

9.1.1.2 Image File Utility
The Image File Utility function allows uscrs to display and view images on the sereen and fo hist the
associated image files for valid receipt numbers. Exhibit 9-7, Image File Utility Screen, presents

this screen.

9—4
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Exhibit 9-7: Image File Utility Screen
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Exhibit 9-8: Jukebox Retrieval Screen

9..2  Card Production

The Card Production drop-down menu, depicted i Exhibit 9-9, Card Production Drop-Down
Menu, includes the following functions: Print Card, Quality Assurance, Marking Cases for
Supervisor Review, and Supervisor Case Review.
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Exhibit 9-9: Card Production Drop-Down Menu

9.1.2.1 Print Card

The Print Card function allows users with print permissions to review the biographic data and
biometric images associated with a Receipt Number and to perform limited adjustments to either
the data or images before sending the case to print. Exhibit 9-10, Employment Authorization
(Print Mode) Screen, depicts this function.

Exhibit 9-10: Employment Authorization (Print Mode) Screen
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Exhibit 9-13: Image Improvement Tools
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(b))

9.1.2.1.2 FINGERPRINT ADJUSTMENT
(b)(2) fipuerpr the EAD card helps users in the field identify the person resenting the card.
(b)(2)
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Exhibit 9-16: Finger Identification Screen
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9122 Quality Assurance

The Quality Assurance function allows users to review the biographic data and biometric Images
associated with a Receipt Number before marking the case for supervisor review. Exhibit 9-17,
Employment Authorization (Quality Assurance Mode) Screen, depicts this function.

Exhibit 9-17: Employment Authorization (Quality Assurance Mode) Screen
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Exhibit 9-18: Fail (Quality Assurance Mode) Screen

Exhibit 9-19: Marking Cases For Supervisor Review Screen
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it 9.-20: Number of Cases Put Into Supervisor Review Screen

9.1.2.4 Supervisor Case Review

The supervisor functions are enabled for users with supervisor permissions. These permissions
allow supervisors to view and modify cases, update case status, rerodte cases to the document
production module, or instruct that documents be mailed to the applicant.
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(b)(2)
Exhibit 9-22: Case Destination Screen

(b)}2)
Exhibit 9-23: Update Status Screen
(b)(2) '
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Exhibit 9-30: Supervisory Resolution Update Screen
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Exhibit 9-31: Help Menu
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(b)(2) 10.0 INTEGRATED CARD PRODUCTION SYSTEM
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11.0 SCHEDULER

CLAIMS LAN GUI Scheduler gives users, including supervisors, automated support for
scheduling interviews, reflecting intervicw status (conducted, no-show, canceled); viewing and
printing schedules for offices and individuals; and viewing and printing four separate schedule
reports. Users with scheduler administrator rights have access to scheduler confi guration and
maintenance functions such as determining the local office profiles, gencric office hours, and
when the office is closed.

The system displays the Scheduler Main Menu screen, as depicted in Exhibit 1 1-1, Scheduler
Main Menu Screen. The system displays active menus in bold type and disabled menus in gray.

Exhibit 11-1: Scheduler Main Menu Screen
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Exhibit 442 Josopao . o o a

(b)2)
1.2 Interview Scheduler
The Interview Scheduler submenu provides access to additional CLAIMS Scheduler functions as
depicted in Exhibit 11-3, Interview Scheduler Submenu.
Exhibit 11-3: Interview Scheduler Submenu
(b)(2)
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Exhibit 11-5: Example of Warning Message

Exhibit 11-6: Assigned Site Number for Place in Queue
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Exhibit 11-11: Daily Interview Schedule
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Exhibit 11-12: View/Print Examiner Schedule
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Exhibit 11-13: View/Print Examiner Schedule

11-11
ITDL No.: 164932

CLAIMS 3 LAN Release 6.16 UM FINAL.doc
September 16, 2008

Final

286



CLAIMS 3, LAN

User Manual
Release 0.10

Exhibit 11-14: Schedule Inquiry Screen
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Exhibit 11-15: Schedule Inquiry Screen
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hibit 11-16: Sample Case History Screen
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11.2.1.6 Force Schedule an interview
The Force Schedule an Interview function allows uscrs to schedule an interview on a specific

(b)2) date and time regardless of whether a time slot and/or examiner is available.
Exhibit 11-17; Force Schedule an Interview
Foree Sehedula an Intem‘m
Choose Dption Fiom Meny
(b)(2)
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Exhibit 11-18: Interview Force Schedule Screen

CLAIMS 3 LAN Release 6.16 UM FINAL.doc
Final

I'TDL No.: 164932
September 16, 2008

291



[ser Manual

CLAIMS 3, LAN Release 6.16

oe ]

Once the action is complete, the system displays the Force Schedule Completed message
depicted in Exhibit 11-19, Force Schedule Completed.

Exhibit 11-19: Force Schedule Completed
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11.2.1.7 Cases Past Interview Date w/No Action

The Cascs Past Interview Date w/No Action function allows the user to track cases for which an
interview was scheduled, but no interview results have been posted. The Cases Past Inferview

Date w/No Action function retrieves this information in report form, depicted in Exhibit 11-20,
Cases Past Interview Date w/No Action.

Exhibit 11-20: Cases Past Interview Date w/No Action
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1122 Deschedule

The Deschedule function allows the user to remove a previously scheduled interview from that
Site/Office’s [nterview schedule. making that particular time slot available for another case. The
system allows users to choose this option when the decision to change or remove the
appointment did not originate with the applicant or petitioner.
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(b)2)
Exhibit 11-22: Check Group Screen

ihit 11-23. hedule Screen
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(b)2)
(123 Cancel Based on Request
The Cancel Bascd on Request function allows uscrs io cancel a previously scheduled mterview at
the applicant’s or petitioner’s request. This option will allow users 1o place the applicant(s) or
etitioner(s) in the batch scheduling queue for rescheduling.
(b)2)
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Exhibit 11-27: Cancel Interview Screen
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ibit 11-28: Command Menu Options

(b)(2)
When the action is complete, the system displays the message Interviews Canceled Successtully,
depicted in Exhibit 11-29, Interviews Canceled Successfully Message Screen,
Exhibit 11-29: Interviews Canceled Successfully Message Screen
(b)2)
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(b)2)

1124 Record No-Show

The Record No-Show function allows users to record the case as a No Show, indicating that the

interviewee has failed to show up for a scheduled interview without giving prior notice.
(b)(2)

Exhibit 11-30; Record No-Show Error Message

(b))
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If the Receipt Number entered has a scheduled interview, the system displays the following
message box, depicted in Exhibit 11-31, Recorded as No-Show Message Screen.

Exhibit 11-31: Recorded as No-Show Message Screen

11-26

CLAIMS 3 LAN Release 6.16 UM FINAL .doc ITDL No.: 164932
Final September 16, 2008

300



User Mamiol
CLAIMS 3, LAN Release 6.16

1125 Review/Change Group
The Review/Change Group function allows users to add, delete, or change concurrent group
members and regroup them as necessary.

Exhibit 11-32: Review Change Screen
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11.3 Scheduler Administrator

The Scheduler Administrator drop-down menu, shown in Exhibit 11-35, Scheduler
Admimstrator Drop-Down Menu. provides ac S i

N
Exhibit 11-35: Scheduler Administrator Drop-Down Men

(b)}2)

11.3.1  Interview Administrator

The Interview Administrator submenu, shown in Exhibit [1-36, Interview Administrator
(b)(2) Submenu, allows the administrator to define the profiles {or

Exhibit 11-36: Interview Administrator Submenu

(b)}2)

11.3.1.1 Set Office Profile

The Set Office Profiles function enables the Schedule Administrator o establish an interview site
(b)(2) at the main office and at satellite offices and to incluc ' 11y o
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Exhibit 11-37: Set Office Profile Screen
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Exhibit 11-38: Set Section Profile Screen
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Exhibit 11-39: Set Section Profile/interview Hours Screen
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Exhibit 11-40: Set Section Profiles/Case Types Screen

113.1.3 Set Case Ty
This option allows us

(b)(2)

pe Interview Profiles
i s *
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Exhibit 11-41: Set Case Type Interview Profile Screen
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11.3.1.4 Set Scheduling Exceptions
The Set Scheduling Exceptions option allows the administrator to create a deviation fro
standard working hours and man ' | ’ :
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(b)2)
11.3.1.5 Scheduling Status
This option allows Scheduler admimistrators to produce reports to reconcile the status and
(b))
Exhibit 11-43: Scheduling Status Selection Screen
(b)(2)
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11.3.1.5.1 SCHEDULING STATUS BY SECTION
This option allows users to view and print data concerning the current scheduling status section-

by-section

Exhibit 11-44: Scheduling Status by Section Screen

11.3.152 SCHEDULING STATUS BY CASE
This option allog ' ' a copcerning the current scheduling status on a
casc-type basis.
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Exhibit 11-45: Scheduling Status by Case »cCr

Exhibit 11-46: Scheduling Status by Case Repo
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11.4 In-Person Generic Processing Hours
ed personnel to establish and maintain the office’s generic in-person

This option allows authoriz

Fixhibit 11-47, Geperic In-Person Processing Screen, depicts the In-Person Generic Processing

Hours option.
Exhibit 11-47: Generic In-Person Processing Screen

(R ——
11-40

ITDL No.: 164932

CLAIMS 3 AN Release 6.16 UM FINAL.doc
September 16, 2008

Final

314



CLAIMS 3, LAN

User Manual
Releuse 0.16

Exhibit 11-25: Cancel Interview Screen

Exhibit 11-26: Check Group Screen
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11.5 Office Close Calendar

The Office Close Calendar option cnables the Schedule Administrator to establish all office

(b)2) closing days, including the government ot Jocal holidays and closings because of unusual
Exhibit 11-48, Office Closing Calendar Screen, illustrates the Office Close Calendar option.
(b)(2) Exhibit 11-48: Office Closing Calendar Screen
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11.6 Schedule Report

Click on the Schedule Report option from the Scheduler Main Menu sereen 1o display the
following menu, depicted in Exhibit 11-52, Schedule Report Submenu:
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Exhibit 11-52: Schedule Report Submenu

(b)2)
{161 Interview Schedule Report
The Interview Schedule Report screen, depicted in Exhibit 1 1-53, Interview Schedule Report
Screen, can be compiled monthly, quarterly, or annually. This screen allows users 10 access data
about the interviews scheduled, interviews conducted, interviewee no-shows, and cases in the
quene.
Exhibit 11-53: Interview Schedule Report Screen
(b)(2)
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(b)(2)
11.62 Available Appointment Slots
(b)(2) The Available Appoiniment Slots option allo
available appol ypes dorg :
(b)(2)
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(b)(2) 1163 Ready to Schedule Queue
This option enables users to view cases waill
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(b)2)

Exhibit 11-56: Cancel/No Show Report Screen
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12.0 GUI PROCESSING SUPPORT

GUI Processing Support is a scparatc GUI module that provides CLAIMS LAN users with
access to the FD-258 Immediate Reject and CIDN Wanding functions. Both functions support
the FD-258 Reporting, Management, and Tracking System.

(b)(2)
Exhibit 12-1: Processing auppo
(b)2)
(b)(2) 12.1 File Drop-Down Menu
The File drop-down menu ides acc
i - M
(b)(2) Processing Drop-Down Menu

12.2 FBI Processing Drop-Down Menu

12-1
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12.2.1 Immediate Reject

to record the physical FBI immediate Reject

(b)(2) The Immediate Reject function allows uscrs
responses for returned FD-2

Exhibit 12-4: FD-258 Immediate Reject Data Entry Screen
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Exhibit 12-5: FD-258 Immediate Reject Confirmation Screen
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Exhibit 12-6: Immediate Reject Status Screen #1
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Exhibit 12-8; Immediate Reject Status Screen #2

Exhibit 12-9: Immediate Reject Warning Screen #1
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12.2.1.4.2 CIDN RECORD NOT LOCATED
1f the entered CIDN record cannot be located on the database, the screen depicted in Exhibit
12-10, Immediate Reject Warning Screen #2, appears.

Exhibit 12-10: Immediate Reject Warning Screen #2

(b)(2)
12.21.1.3 RECORD STATUS CONFLICT
If the entered CIDN record status conflicts with the immediate reject status record, the screen
depicted in Exhibit 12-11, Irmediate Reject Warning Screen #3, appears.
Exhibit 12-11: Immediate Reject Warning Screen #3

(b))
12.2.2 CIDN Wanding

(b)(2) The CIDN Wanding function creates an electronic batch file of FD-258 card information that the

USCIS submits to the FBLIOL BrOLCSSlM
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Exhibit 12-12: FD-258 CIDN Wanding Screen
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Exhibit 12-13: FBI Send Message Screen #1

(b)(2)
If a receipt number, A-Number, of CIDN that does not existin the ™8 wanded or
keyed into the CIDN Number field, the system warning message depicted in E‘{hlblt 12-14, FBI
Send Message Screen #2, appears.
Exhibit 12-14: FBI Send Message Screen #2
(b)(2)
1f 2 CIDN is being resubmitted to the FBI, the screen depicted in Exhibit T2-15, FBI Send
Message Screen #3, appears. This feature records whether the resubmission has the original
FD-258 card attached to it.
Exhibit 12-15: FBI Send Message Screen #3
(b)2)
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13.0 CASE TRANSFER

USCIS personnel use the CLAIMS LAN Case Transfer function to electronically relocate a
CLAIMS case from one USCIS office to other USCIS offices. The Case Transfer Resend

application builds on this.
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ransfer Resend Procedures
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(b)(2)
Exhibit 13-3: Case Transfer Resend—Add
(b))
13.2.2 Case Transfer Resend-Add Function—Normal Operation
The series comprising Exhibit 13-4, Receipt Number Warning, through Exhibit 13-15, Case
(b)(2) Resend Request—Invalid Transter Status, depicts miscellaneous system messages S¢
various status and error conditions while the user employs the Case Transfer Resend
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Exhibit 13-4: Receipt Number Warning

(b)(2)
Exhibit 13-5: Office Site
(b)(2)
B)2) Exhibit 13-6: Case Resend Request Error—X Transfer Status
Ti4
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Exhibit 13-7: Case Resend Request—Y Transfer Status

(b)(2)
w
(b)(2)
Exhibit 13-9: Case Resend Request—D Transfer Status
(b)(2) o
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Exhibit 13-10: Case Resend Request—W Transfer Status

(b)(2)

Exhibit 13-11; Case Resend Request—T Transfer Status
(b)(2) L
(b)(2) ibit 13-12; Case Resend Request—" Transfer Status
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Exhibit 13-13: Case Resend Request—S Transfer Status

(b)(2)
-14. Resend Request—R Transfer Status
(b)(2)
Exhibit 13-15: Case Resend Request—Invalid Transfer Status
(b)(2)
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Exhibit 13-17: Case Resend Request

Exhibit 13-18: Case Resend Request—No Receipt

13-9
CLAIMS 3 LAN Release 6,16 UM FINAL doc
Final

[TDL No.: 164932
September 16, 2008

341




CLAIMS 3, LAN

User Manual
Releuse 6.16

CLAIMS 3 LAN Release 6,16 UM FINAL doc
Final

()

ITDL No.: 164932
Seprember 16, 2008

342



CLAIMS 3, LAN

User Manual
Release 6,10

CLAIMS 3 LAN Release 6.16 UM FINAL doc
Final

B8

ITDL No.: 164932
Septernber 16, 2008

343



CLAIMS 3, JAN

User Manual
Release 6.16

CLAIMS 3 LAN Release 6.16 UM FINAL.doc
Final

14-3

ITIIL No.: 164932
September 16, 2008

344



CLAIMS 3, LAN

User Manual
Release 6,16

CLAIMS 3 T.AN Release 6.16 UM FINAL doc
Final

14-4

[TDL. No.: 164932
September 16, 2008

345



CLAIMS 3, LAN

User Manual
Release 6.16

CLAIMS 3 LAN Release 6.16 UM FINAL.doc
Final

T4-5

[TDL No.: 164932
September 16, 2008

346



CLAIMS 3, LAN

User Manual
Release 6.16

CLAIMS 3 LAN Release 6.16 UM FINAL.do¢
Final

[T No.: 164932
September 16, 2008

347



User Manual
Release 6.16

CLAIMS 3, LAN

15.0 ADJUDICATIONS

The Adjudicate Menu options allow users to adjudicate, view data, and enter 1-89 card
information for the following USCIS Benefits forms:

o 1-485, Apphication to Adjust to Permanent Resident Status
e 1765, Application for Employment Authorization

e 1-817, Application for Family Unity Benefits
« [-914, Application for T Nonimmigrant Status

Exhibit 15-1: Adjudicate Menu

151 Adjudicate a Case

To adjudicatc a case:
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Exhibit 15-2; Please enter a Receipt # to retrieve Case Prompt

CLAIMS 2 LAN Release 6.16 UM FINAL.doc [TDL No.: 164932
September 16, 2008

Final

349



CLAIMS 3, LAN

User Mantal
Release 6.16

Exhibit 15-3: Preview Screen

Exhibit 15-4; 1-485 Data Entry Screen
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Exhibit 15-5: 1-765 Data Entry Screen

Exhibit 15-6: 1-817 Data Entry Screen
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Exhibit 15-7: 1-914 Data Entry Screen

Exhibit 15-8: Cl Data Review 3creen
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it 15-9: Adjudicate a Case Actions Menu

Exhibit 15-10: Case Review Submenu
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(b)(2)
(b)}2) 15.1.1.1 Place in Suspense
(b)(2)
Exhibit 15-12; Suspense Options, Cont’d
(b)2) P ptions, =91 =
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(b)2)

(b)2)

b)(2
(b)2) Exhibit 15-13: Lift Suspense

)2)

15.1.1.3 Qther Case Review
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Exhibit 15-14: Other Case Review Screen

15.1.1.4 Status Termination Actions
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Exhibit 15-15: Status Terminations Actions Screen

0)(2)

15.1.1,5 English and Civics Proficiency Update

(b)2)
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Exhibit 15-16: English and Civics Proficiency Update Screen
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Approve the Case

15.1.2.1 Approve |-485
Exhibit 15-18 displays the 1-485 Approval screen.
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Exhibit 15-18: 1-485 Approval Screen

15.1.2.2 Approve |-765
Exhibit 15-19 displays the [-765 Approval screen.
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Exhibit 15-19: 1-765 Approval Screen

15.1.2.3 Approve |-817
Exhibit 15-20 displays the 1-817 Approval screen.
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Exhibit 15-20: 1-817 A

15.1.2.4 Approve 1-914
Exhibit 15-21 displays the 1-914 Approval screen.

roval Screen
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Exhibit 15-21: 1-914 Approval Screen
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15.1.3  Denv the C

Exhibit 15-22: Deny a Case Menu
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Exhibit 15-24: Deny a Case Menu, Cont'd 2
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15.1.4 Case Movement

Exhibit 15-25: Case Movement—Relocate Out Menu—Service Centers
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15.1.4.2 Case Movement—Relocate In

I

Exhibit 15-26: Case Movement—Relocate In Menu
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15.1.5 Appeal and Motion Decisions

Exhibit 15-27: Appellate Office Decisions Menu
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Exhibit 15-29: Appellate Office Decisions Menu, Cont'd 2
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15.2 Inquiry/Modify
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15.3 Card Menu (1-89)

-89 sereen (Exhibit 15-34, 1-89 Scrcen) allows uscr to request cards for approved cases.

Exhibit 15-34: 1-89 Screen
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16.0 PREMIUM PROCESSING

This scetion discusses the Premium Processing Module developed in the CLAIMS 3 LAN
Release 0.13. For information on Premium Processing for existing DOS-based forms 1-129 and
[-140, see the User Manual CLAIMS 3 LAN DOS Release 6.13.

Premium Processing guarantees that upon the reccipt of a $1000 service fee, whether paid by an
applicant, petitioner or other representative, certain cases (DOS forms [-129, 1-140, and 1-539,
and GUI form 1-765) arc processed within fifteen (15) calendar days.