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1.

INTRODUCTION

1.1 Background

This document is a reference guide for the Web-3 Access Method within the Verification
Information System (VIS). VIS is provided by the U.S. Citizenship and Immigration
Services (USCIS) to agencies registered with the Systematic Alien Verification for
Entitlements (SAVE) Program. WEB-3 access allows SAVE Program participants to
verify the immigration status of non-citizens and certain citizens applying for various
benefits.

1.2 Purpose of the Guide

This document outlines the structure and layout of the Web-3 access method and the
functions available to the various user roles within this access method. The intent of
this document is to introduce the user to the Web-3 access method. It is not intended
to serve as a guide for performing immigration status verifications; the decision
whether to grant or deny a benefit or license remains with the user agency.

1.3 Privacy

It is essential to protect the privacy of individuals submitting information for processing
through VIS. Failure to properly protect individuals’ information can result in identity
theft or fraud and can cause considerable inconvenience, harm, or embarrassment to
the individuals. In addition, if you do not comply with the Privacy Act or other
applicable laws and regulations, you may be subject to criminal penalties. As a result,
you should take the following steps to protect personal information and comply with the
appropriate regulations:

o Allow only authorized employees to use VIS. Ensure that only the appropriate
employees handle information and perform verification queries.

e Secure access to VIS. Protect the password you use to access VIS and ensure
that unauthorized users do not gain access to the system.

e Protect and store individuals’ information properly. Ensure that applicants’
information is stored in a safe and secure location and that only authorized
individuals have access to this information.
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1.4 Resources

Contact Us for Help

Mon — Fri 9am-7pm EST

“ SAVE Program Assistance: (888) 464-4218
(except Federal holidays)
—

Technical Assistance: (800) 741-5023

SAVE E-Mail Address: SAVE.help@dhs.gov

1.5 Hierarchy and User Roles
1.5.1 Hierarchy

The Web-3 user architecture has several levels of hierarchy, including Agency,
Department, Group, and User. The application also has several user roles,
including Super User, Supervisor, and four types of General User. Each role has
specific privileges and responsibilities, and operates primarily at one particular
level of hierarchy. Some roles have other privileges and responsibilities at other
hierarchy levels. The following figure (see Exhibit 1-1) gives an example of an
organization’s hierarchy.

= Department of Human
Agency P Interest
— Bureau of Indoor Bureau of Outdoor Bureau of Indoor

Department Recreation Recreation Hobbies

Group =P Office of Water Office of Cycling Office of Winter

Sports Sports Sports
John Smith 4 :
User —p Supervisor Cathy Nelson Regina Wilson

Exhibit 1-1: Organization Hierarchy Example
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The Agency is at the top level of the hierarchy and is in the Super User role’s
domain. Super Users have the ability to manage the entire agency hierarchy
structure, including all users within the agency. Super Users have the ability to
view all verification queries performed within their agency, but do not have the
privilege to initiate verification queries of their own.

The next level in the hierarchy is the Department, followed by a Group, and then
a User. The Super User for the agency is responsible for setting up the Agency’s
Departments and Groups. Non-Super User roles must be assigned to a Group
within a Department, and therefore a Super User must create at least one
Department within the Agency, and at least one Group within the Department
before user IDs can be created for Supervisors and General Users.

1.5.2 User Privileges

Super User - Has the ability to manage the entire Agency hierarchy structure,
including all users within the Agency. Can view all verification queries performed
within the Agency. This role cannot initiate verification queries.

Supervisor - Has the ability to manage a Department, and everything under the
Department. Can perform and view initial and additional verifications queries.
This role can view and continue to work cases assigned to general users within the
Department.

General User 1 - Can perform and view initial and additional verification queries.
This role can view initial and additional verification responses for all general users
in the Department. This role can view and continue to work cases assigned to all
general users within the Department.

General User 2 - Can perform and view initial and additional verification queries.
This role can view additional verification responses for all general users within the
Group. This role can view and continue to work cases assigned to other general
users within the Group.

General User 3 - Can perform and view initial and additional verification queries.
This role does not have the privilege to view or continue to work cases assigned to
other users in its Department or Group.

General User 4 - Can perform and view initial verification queries, and initiate
additional verification queries but cannot view additional verification responses.
This role does not have the privilege to view or continue to work cases assigned to
other users in its Department or Group.

User privileges are divided into two distinct categories: verification privileges and
administration privileges. The following two tables (see Exhibits 1-2 and 1-3) list

the privileges within each category and show which of those privileges are granted
to each user role.
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Verification Privileges
|
Request initial verifications v v v
View initial verifications initiated by self v v v
View initial verifications initiated by users within their
Y v v | v v
group
View initial verifications initiated by users within their v v v
department
View initial verifications initiated by all users within
their agency v
Request additional verifications v v v
View additional verifications initiated by self v v v
View additional verifications initiated by users within W W W W
their group
View additional verifications initiated by users within W W W
their department
View additional verifications initiated by all users v v
within their agency

Exhibit 1-2: Breakdown of Verification Privileges for Each User Role
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User Role
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Administration Privileges 2 > © © © ®
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Modify their own user data v v v v v v
Change their own password v v v v v v
Assign user roles v v
Create users v v
Modify users v v
Delete users v v
Reset passwords v v
Create groups v v
Modify groups v v
Delete groups v v
Create departments v
Modify departments v

Delete departments

Exhibit 1-3: Breakdown of Administration Privileges for Each User Role
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2. GETTING STARTED

2.1 User IDs and Passwords

Following the steps outlined in Section 2.3, Logging In, the Agency’s Point of Contact
(POC) can use the assigned ID and password provided by USCIS to start creating user
accounts. Instructions for adding users are outlined in Section 5, Site Administration.
Only Super Users or Supervisors can create users.

2.2 Password Requirements
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Exhibit 2-1: Password Change Page

The password must contain between eight (8) and fourteen (14) characters in length
and include the following characteristics:

At least one uppercase or lowercase letter

At least one number

At least one special character: ' @ $% * () <=>?:;{}+-—

Contain no more than two identical consecutive characters in any position
from the previous password

Contain a non-numeric in the first and last positions

Not be appended with a single digit or with a two digit "year" string, such as
"98xyz123"

Not be identical to the user ID.
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2.2.1 Protecting Passwords

Every 90 days you will be prompted to change your password for security
purposes. The system prevents the re-use of your previous six passwords.
Passwords shall not:

e Contain any proper noun or the name of any person, pet, child, or fictional
character, nor any employee serial number, Social Security Number, birth
date, phone number, or any information that could be readily guessed
about the creator of the password

e Contain any simple pattern of letters or numbers, as "qwerty" or "xyz123."
e Be any word, noun, or name spelled backwards

e Be written down or shared with anyone

e Contain any dictionary word

e Password should be longer rather than shorter.

2.2.2 How to Retrieve a Forgotten Password or Locked Password

The password challenge option enables you to reset your password if you forget
your password, or if your account is locked after three consecutive, unsuccessful
login attempts.

You must select the “Forgot Your Password” link on the login page and correctly
answer three questions that you have chosen beforehand. Once you have selected
“Password Challenge Q&A”, select the question you want to use for each of the
three challenge questions and enter the answer in the Answer field, and select
“Submit.”

All new users are required to set up their password challenge questions and
answers when they first log in to VIS. However, if you have not set up your
questions and answers or if you feel your answers have been compromised, select
“Change Password” from the User Administration menu. The Change Password
page will appear. If the system processed the password change, then use the new
password for the next VIS session.

SAVE-VIS Web-3 User Guide, Feb. 2009 7



2.3 Logging In
2.3.1 Logging in for the First Time

a) Enter the web address for the Web-3 access method in the address
line of your web browser. The web address is https://www.vis-
dhs.com/WebThree.

b) You will see a warning message. Click “l agree” and “Continue” to use
the system.

hip and Immigration Sery
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Exhibit 2-2: System Warning Page

c) Enter your Web-3 log-in information.
1. Enter your user ID. (See #1 in Exhibit 2-3.)

2. Enter your password. The password is case-sensitive, so enter it
exactly as it is provided to you. (See #2 in Exhibit 2-3.)

U.S. (Citizenship and Immigration Services

Yarifichtion Information System Logon

Please login:

User [D: ® -
Pazsword: I: ::I '

(3) Login | Raset |
For r word ¥
For r User 107

Exhibit 2-3: Login Page
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d) Click “Login” to continue. (See #3 in Exhibit 2-3.)

e) Change your password. You are required to do this when you log onto
the system for the first time so that only you will know your current
password.

1. Enter the password you just used to log-on in the Old Password
field. (See #1 in Exhibit 2-4.)

2. Enter a new password in the New Password field. (See #2 in
Exhibit 2-4.)

3. To ensure that you have entered the correct password, re-enter
the password in the Re-type New Password field. (See #3 in
Exhibit 2-4.)

f) Set your password challenge questions and answers. These will be
used to verify your user information in case you forget your password.

1. Select your challenge questions and answers. (See #4 in Exhibit
2-4.) You must select a different question in each question box.

2. Click the “Submit” button. (See #5 in Exhibit 2-4.)

U.S. Citizenship and Immigration Services
WEB-3 Change Password

- -

A password change is required. Please enter a new password.

@ Passwords must have the following characteristics:

" » At least one uppercase or lowercase letter;
* At least one number;
At least one special character- Special characters include: 1 @ 5% * () <>?:; {} +-~
Contain no more than two identical consecutive characters in any position from the ‘previous password;
Contain a non-numeric in the first and last positions;
Not be identical to the User ID.

Additionally as a policy, it is recommended that p ds should not:

* Contain any dictionary word;

* Contain any proper noun or the name of any person, pet, child, or fictional character, nor any employee
serial number, Social Security Number, birth date, phone number, or any information that could be readily
guessed about the creator of the password;

* Contain any simple pattern of letters or numbers, such as "qwerty” or "xyz123";

+ Be any word, noun, or name spelled backwards.

Enter Old and New Passwords

0ld Password: | [* O
New Password: L [ @
Re-type New Password:| [* @

Enter Password Challenge Questions and Answers @
Password Challenge Question #1
- select 3 pleferreu quesllon -

Answer: |

_Password Challenge Question #2
--select a preferred question --

Answer:i

Password Challenge Question #3
- gelect 3 preferred question --

Answer: |

[Ewomi] ®

Exhibit 2-4: Password Change Page

SAVE-VIS Web-3 User Guide, Feb. 2009 9



g) Once you have completed the password change and set up your
Password Challenge Question and Answer, you will be allowed into the
system.

2.3.2 Logging into the System After the First Time

a) Enter the Web-3 URL in the browser’s address line.

b) Click “lI Agree” and click “Continue” on the warning banner page.

¢) Enter your Web-3 log-in information.

1. Enter your user ID.

2. Enter your password. The password is case-sensitive, so enter it
exactly as you have set it.

d) Click “Login” to continue.

SAVE-VIS Web-3 User Guide, Feb. 2009 10



3. WEB-3 NAVIGATION BASICS

The screens within WEB-3 are called pages. The pages are divided into four major sections,
the Title Frame, Content Area, Application Notes Area and Navigation Menu.

U.S. Citizenship and Immigration Services

WEB-3 Home @

Title Frame

Case Administratior]
Initial ¥erification
Search Cases

User Administration
Change Password
Pwd Challenge Q&A
Change Profile

Site Administration
Add User
Search Users
thange Address
Search Groups

Reports

Welcome
to'the SAVE Program's

Verificationinformation System
(VIS)

Test Agency - PC3/web3/a53270-1 (T1T3)

Agency:

Department: Web 3 Test Dept. (W3)

() Important Information for SAYE Users
USCIS

~ 11f06 /2008 - There is a key enhancement in ¥I5 for Web-3

access method only - the Retry Initial ¥erification button

The initial query process now provides a new screen containing data
fields that failed to match and provides the user with the follawing
options:

Online Resources | Tutorial | Returmn to Home | Contact Us | Exit

= 11/06/2008 - A
Verification =

Information Systemn
Release 1.4 Fact
Sheet

10/29/2008 - SAVE
Reminder: G-845
Case Verification
Nurnber
Reguirernent

08/04/2008 - Newly
Revised SAVE
Website

08/01/2008 - How to
Handle Forrm I-94
Misprinted with Cnly

0

0

0

View Reports

10 Digits
L casnasanee JERRN|

{1} Correct the fields and select the "Retry Initial Verification” button to
resubrnit the query
(7% Rrnnest Additinnal Yerificatinn nr

Content Area

Download Wigwers

* = required entry

Application Notes Area

Exhibit 3-1: Home Page

3.1 Title Frame

The title frame has two components: the title bar and the options area.

a) Title Bar

The title bar displays (see #1a in Exhibit 3-1) the application name and page name. In
this example, the page name field for the Web-3 application says Web-3 Home.

b) Options Area
The options area (see #1b in Exhibit 3-1) provides links to useful resources.

e “Online Resources”: Helpful documents for the SAVE Program, and non-citizen
documentation.

e “Tutorial”: A web-based, self-paced, role-sensitive tutorial. It is divided into
lessons focused on each major section of the navigation menu. Each lesson is
composed of topics that focus on each of the functions that can be performed in
Web-3.

e “Return to Home”: Return to the Home Page.

SAVE-VIS Web-3 User Guide, Feb. 2009 11



e “Contact Us”: Contains contact information.
e “EXit”: Log-out of Web-3.

3.2 Content Area

The content area (see #2 in Exhibit 3-1) is the primary display area for data forms,
search screens, summary lists, and information details. On the home page, this area
displays the welcome screen with the name of the agency assigned to the user, the
news ticker, and it may include the announcement banner (which contains important
information for VIS users.) Supervisors and General Users will also have their
department name displayed.

3.3 Application Notes Area

The application notes area (see #3 in Exhibit 3-1) displays system-wide standards and
messages. It currently says: “* = required entry.”

3.4 Navigation Menu

The navigation menu (see #4 in Exhibit 3-1) shows all of the functions available to the
user. The menu is role-sensitive so no options will be displayed that the user does not
have privilege to use.

a) Super User Navigation Menu

T S The Super User has four major categories available: Case

Administration, User Administration, Site Administration, and
Search Cases

Reports.
User Administration
Change Password Case Administration is shorter than the one displayed to other
Pwd Challenge Q%A users. The Super User only has the “Search Cases” privilege.

Change Profile o ] ] .
User Administration contains those functions that allow users to

maintain their own account information. This includes:
“Change Password,” “Password Challenge Q&A,” and “Change

Site Administration
Add User

Search Users

Profile.”
Search Departments
Search Groups The Site Administration menu for a Super User displays the
Reports functions for managing an agency: “Add User,” “Search Users,”
¥View Reports “Search Departments”, and “Search Groups.” The “Search

Users” function can also be used to modify a user’s profile, such
as resetting the user’s password.

Exhibit 3-2: Super User

Navigation Menu The Reports category contains the link to the report launcher.

The link is labeled “View Reports.”
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b) Supervisor Navigation Menu

Case Administration
Initial Yerfication
Search Cases

User Administration
Change Password
Pwd Challenge Q& A
Change Profile

Site Administration
Add User
Search Users
Change Address
Search Groups

Reports
¥iew Reports

Exhibit 3-3: Supervisor
Navigation Menu

The Supervisor has four major categories available: Case
Administration, User Administration, Site Administration, and
Reports.

Case Administration has two selections available for querying
and viewing the results of those queries: “Initial Verification”
and “Search Cases.” Supervisors have the ability to view and
continue to work cases assigned to other users in their
department, as well as perform their own verifications.

User Administration contains those functions that allow users to
maintain their own account information. This includes:
“Change Password”, “Password Challenge Q&A” and “Change
Profile.”

Site Administration for a Supervisor displays the functions for
managing a department: “Add User,” “Search Users,” “Change
Address,” and “Search Groups.” The Search Users function can
also be used to modify a user’s profile, such as resetting the
user’s password.

Reports contains the link to the report launcher. The link is
labeled “View Reports.”

c) General User Navigation Menu

Case Administration
Initial Yerification
Search Cases

User Administration
Change Password
Pyrd Challenge Q&A
Change Profile

Reports
Yiew Reports

Exhibit 3-4: General User

Navigation Menu

The General User has three major categories available: Case
Administration, User Administration, and Reports.

Case Administration has two selections available for querying
and viewing the results of those queries: “Initial Verification”
and “Search Cases.”

User Administration contains those functions that allow users to
maintain their own account information. This includes “Change
Password,” “Password Challenge Q&A,” and “Change Profile.”

Reports contains the link to the report launcher. The link is
labeled “View Reports.”
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4. USER ADMINISTRATION

The User Administration section of the navigation menu contains tools available to all users
to help them maintain their account information. This includes changing their password,
contact information and the password challenge questions and answers.

U.S. Citizenship and Immigration Services

WEB-3 Home

Online Resources | Tutoral | Retum to Home | Contact Us

Case Administration

() News

Initial Verification Iy Welcome - 11/06/2008 - -
s NS tothe SAVE Program's it PO
R R VerificationInformation System ERmACS R Cact
Chang e

[VIS] Sheet

Purd Challenge Q&A = 10/29/2008 - SAVE

Agency: Test Agency - PC3/Web3/AS3270-1 (T1T3) Rerminder: G-845
thange Profile Departmenk Web 3 Test Dept. (W3} Case Verification
Site Administration Nurnber
Add User (i) Important Information for SAYE Users Requirement

Search Users UsciS = DA/04/2008 - Newly

~ 11/06/2008 - There is a key enhancement in ¥I5 for Web-3 ~ Revisad SAVE

thange Address access method only - the Retry Initial ¥erification button Wabsite
Search Groups The initial query process now provides 2 new screen containing data * 08/01/2008 - How ta
Reports ﬁ:ti;nt:at failed to match and provides the user with the following Handle Form 1-94
¢ Misprinted with Onl
P anars 10 pDig its p
(1) Correct the fields and select the "Retry Initial Verification® button to m »
rasubmit the quary
21 Baanast Additinnal Verifiration nr ~
Archive
* = required entry Download Viewers

Exhibit 4-1: User Administration Section

4.1 Change Password

a) Click the “Change Password” link in the User Administration section of the
navigation menu.

b) Enter the password you just used to log on in the Old Password field. (See #1
in Exhibit 4-2.)

1. Enter a new password in the New Password field. (See #2 in
Exhibit 4-2.) See Section 2.2 for Password Requirements.

c) To ensure that you have entered the correct password, re-enter the password in
the Re-type New Password field. (See #3 in Exhibit 4-2.)

d) Click the “Submit” button. (See #4 in Exhibit 4-2.)
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U.S. Citizenship and Immigration Services

WEB-3 Change Password

Case Administration
Initial Yerification
Search Cases

User Administration
Change Password
Purd Challenge Q#&A
Changs Profils

Site Administration
Add User

Search Users
Change Address \
| Be any word, Aoun, or name fp
Reports Enter Old and New Passwords
Yiew Reports 0ld Password: (0
Mew Password: " @
Re-type Mew Password: :' @

(4) Submit Password Change | Cancel |

Exhibit 4-2: Change Password Page

4.2 Password Challenge Q&A

a) Click the “Pwd Challenge Q&A” link in the User Administration section of the
navigation menu.

b) Select three different questions and provide answers. The answers cannot be
identical.

c) Click the “Submit” button to save the changes.

Cade Adininl ilratiss
Bl Vinrd Tt

S g Caries

iFser Adssbakilration| Anawer

Ehsingeh Biiirrin] Pasimwand (halleage Quedtion £

Pl disltergs g | (PRI prataned quasten — _ =
Changa Frofds Ao "
Site Adminlitraties | Fasswerd (BaSeage Question #3
A Ueer L= tabedt & prataned quasien = o
Sasrdh Lsers Answes | Ii
Chargs Addrass .

Sanrdh Groeps Swhimit | Cancel

Hoports

Viere Raprarts

Exhibit 4-3: Password Challenge Q&A Page

SAVE-VIS Web-3 User Guide, Feb. 2009 15



4.3 Change Profile

a) Click the “Change Profile” link in the User Administration section of the
navigation menu.

b) Make any changes to the data in the fields in the User Profile. (See #1 in Exhibit
4-4.)

c) Click the “Submit User Profile Changes” button to save the changes. (See #2 in
Exhibit 4-4.)

Enter User Profile Information

User ID: JDOES002

Last Name: Doe &

First Name: John & @

M.I.:

Phone Number: 202 123 " |4567 S &

Fax Number:

E-mail Address: JohnDoe@company.com

6bmit User Profile Changesl Cancel |
2

* = required entry

Exhibit 4-4: User Profile Page

Once you have saved the changes, the screen will refresh and display a
message that indicates that the profile has been successfully updated. (See

Exhibit 4-5.)
.-"""-.-.-.__ = \
Success: Profile updated for user JDOE1229
“—last Mame: DCoe Iy
First Name: John
M.I.: E

Phone Mumber: (202) 555 - 1111 ext. 4321
Fax Mumber:
E-mail Address: john.doe@cormpany.corm

Close |

Exhibit 4-5: Successfully Updated Profile Page
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5. SITE ADMINISTRATION

The Site Administration section of the navigation menu contains tools available to Super
Users and Supervisors to help manage their users and site information. This includes
adding users, other user management tools, and department and/or group management
tools.

U.S. [Citizenship and Immigration Services

WEB-3 Home

- -

Case Adminiﬂratinn]

Initial Varification : _ Welcome
fearch [atad Ny tolthe SAVE PFOQI'GI'I‘I'S
U enadpialsration S Verification lhformation System
Change Password ["”5]
Pwd Challenge [ &A
tha Agency: Test Agency - PO Web3/A53270-1 (T1T3)
Department: Wab 3 Test Dept, (W3)
Site Administration §
A (i) Important Information far SAVE Users

search Users L

= 11062008 - There is a key enhancement in ¥I5 for Web-3 -
thange Address access method only - the Retry Initial Yerification button
Search Croups The initial query process now provides a new screen containing data
Reports fields that failed to match and provides the user with the following

Exhibit 5-1: Site Administration Section/Navigation Menu

5.1 Add User
The Add User link walks the user through a series of simple screens to create a new
user.
a) Click the “Add User” link in the Site Administration section of the navigation
menu.

b) Select the User Role for the user to be created from the drop-down menu and
click the “Next” button.

Add User - User Role

User Role: w

Hext| Cancel |

Exhibit 5-2: Add User — User Role Page
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c) Super User: Select the Department from the drop-down menu and click the
“Next” button.

Add User - Department
User Role: General User - View user initiated ISV responses

Department: |

Back | HNext Cancel

Exhibit 5-3: Add User — Department Page (Super User Role only)

Supervisor: The user is automatically created in the Supervisor’s department.
Remember, fields marked with an asterisk (*) are required.

d) Select the Group from the drop-down menu for the user and click the “Next”
button.
Add User - Group

User Role: General User - View user initiated ISV responses
Department: Training - New Query Style

Group: Group 1-Mew «[*

Back| Mext| Cancel |

Exhibit 5-4: Select Group - Department Page

e) Enter the information about the user and click the “Next” button. Remember,
fields marked with an asterisk (*) are required. (See Exhibit 5-5.)

Add User - Personal Information

User Role: General User - Wiew user initiated ISV responses
Department: Training - New Query Style

Group: Group 1 - New

Last Name: | i

First Name: i

M.I.

Phone Number: © ! E ext. i

Fax Number: ( ) B

E-mail Address: G

Back Mext| Cancel|

Exhibit 5-5: Add User — Personal Information Page
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f) The system will generate a default user ID. Although the user ID may be
altered at this time, the user ID cannot be altered after the account has been
successfully created. (See Exhibit 5-6.)

g) Enter a password in the Password field. See Section 2.2 for Password
Requirements.

h) To ensure that you have entered the correct password, re-enter it in the Re-
type Password field.

i) Click the “Submit New User” button to save the user ID and associated
information.

Add User - Enter Password

User ID: NLAS1916 -
Password: Tl |
Re-type Password: ssssssnss

Back| Suhmitﬂew Userl Can-::el|

Exhibit 5-6: Add User - Enter Password Page

Once the user ID is submitted, the system will return a “Success adding user...”
message under the title bar. A confirmation page with the user’s information is also
displayed.

U.S. Citizenship and Immigration Scrvices
WEB-2 Add User

. 1

Success adding user NLAS1916

Case Adm : H ormation.

Initial Verification User ID: NLAS1916

Search Cases User Role: General User - View user initiated ISV responses
User Administration] DEPartment: Training - New Query Style

Change Password ETIE SirEm L = s

Last Name: Last

e S First Name: Mame

Change Profile M.L:
Site Administration | phone Number: (222) 222 - 2222

Add User Fax Number:

Search Usars E-mail Address: nlast@test.com

Change Address Close

Search Groups
Reports
View Reports

* = required entry

Exhibit 5-7: Success Adding User

SAVE-VIS Web-3 User Guide, Feb. 2009 19



5.2 Search Users

a) Click the “Search Users” link in the Site Administration section of the navigation
menu.

b) Enter the parameters in the Search Criteria page to produce the results you
want to be returned.

Enter User Search Criteria

User Role: (3 Supervisors and General Users
O Supervisors

() General Users
User Status: (&) ||

(O Locked
(O password Zhange Required

Group: SAVE Training W
Last Mame:

First MNa H

Display User Summary List Cancel

Exhibit 5-8: Search Criteria Page

¢) Click the “Display User Summary List” button.

d) Locate the desired user in the User Summary List. (See Exhibit 5-9.) Use the
“Next” and “Previous” buttons (see #1 in Exhibit 5-9) to page through the list, if
necessary.

e) Once the user ID has been located, click on it in the user ID column to display
the User View/Modify Information page.
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User Summary List

Previous Neut@ ®

User Eirst Last Login Logged
User ID Group Role Last Hame MName Date Status Locked On 9
NFUHGUWS test group 2 S:era' Fuhs Nat gg{ggfﬂ”s Current N M Delete
SPOWOE7Y test group 2 S;’era' POWELL  STEPHEM P‘;';;:Efd N N
TEST1234  test group 2 S:;‘fra' MADISON  ALBERT ggfggf"f‘fs Current N N

Previous HNext

Close

Exhibit 5-9: User Summary List

Some things to note on the User Summary List page:

1. Next and Previous (See #1 in Exhibit 5-9.) - Navigate from one screen to the next when
more than ten records are present.

2. Column Header (See #2 in Exhibit 5-9.) - Click on the title to sort by that column.

3. Delete (See #3 in Exhibit 5-9.) - Terminates the user’s access but does not delete the user
from the system; however, a new user ID must be created for the person before access
can be regained.

or Supervisor wants to reactivate a deleted user's
account, the Super User or Supervisor should contact
the CSC Help Desk.

NOTE: Users who no longer need to perform
“ verification procedures must be deleted. If a Super User
—
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5.2.1 Modifying User Information

Before you can modify a user’s information, you must locate the user ID in the
“Search Users” link in the Site Administration section of the navigation menu.
Super Users and Supervisors can modify any information about a user except the
user ID.

a) Follow steps a through e in the Search Users section (see Section 5.2)
to display the Modify/Search User Information page.

b) Change the data in the fields available.
Remember, fields marked with * must be filled.

¢) Click the “Submit User Modifications” button.

view / Modify User Information

User ID: IDOEL7O6
User Role: Genearal User- Cannotview |3 responses w [*
Department: &

Group: STATUS YERIFICATION "

Last Name: Doe H

First Name: John -

M.I. T

Phone Number: Clagon P |sss |- |sss8  |=xt f

Fax Number: ! ]

E-mail Address: john.doeg@dhs. gov i

Reset User Password

New Password:

Re-type New Password:

Submit User Modifications Delete User ‘ Cancel |

Exhibit 5-10: View/Modify User Information Page

5.2.2 Re-Setting Another User’s Password

Before you can modify a user, you must locate the user ID by clicking the “Search
Users” link of the navigation menu. (See Section 5.2 - Search Users.) Super
Users and Supervisors can modify any information about a user except the user
ID.

a) Follow steps a through e in the Search Users section (see Section 5.2)
to display the Modify/Search User Information page.

b) Enter a new password in the New Password field. This is a
temporary password because the user will be required to change it
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upon logging on. Follow the password requirement criteria covered in
Password Requirements (see Section 2.2.)

¢) To ensure that you have entered the correct password, re-enter the
password in the Re-type New Password field.

d) Click the “Submit User Modifications” button to save the new
password. The screen will refresh and a message will appear notifying
you that the user has been successfully updated.

e) Provide the temporary password to the user. The user will be
prompted to change the password after logging on.

5.2.3 Unlocking Another User’s Account

A locked user account is unlocked by changing the user’s password. Before you
can unlock a user’s account, you must locate the user ID in the “Search Users”
link. (See Section 5.2 - Search Users.) You can confirm the user’s lockout by
noting a ‘Y’ in the Locked column.

a) Follow steps a through e in the Search Users section (see Section 5.2)
to display the Modify/Search User Information page.

b) Click the “Force Change Password” checkbox.

¢) Enter a new password in the New Password field. This is a
temporary password that the user will be required to change upon
logging on. Follow the password requirement criteria covered in
Password Requirements. (See Section 2.2.)

d) To ensure that you have entered the correct password, re-enter the
password in the Re-type Password field.

e) Click the “Submit User Modifications” button to save the user
information. The screen will refresh and a message will appear
notifying you that the user has been successfully updated.

f) Provide the temporary password to the user. The user will be
prompted to change the password after logging on.
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5.3 Search Departments

The Search Departments function is only available to Super Users and will not appear
for Supervisors. Click the “Search Departments” link in the Site Administration section
of the navigation menu. This will open the Department Summary List.

Department Summary List

Previous MNext

@ Department Name Department Code City State Last Updated By Last Update Date
@ Ch - Test 0z La ca DHIL9030 03/24/2005
Edit Farmhills 04 Madison W1 JLEwW W 350 1270742007
Edit SAVE PROGRAM o1 WASHINGTON Dc RSCHHOQO1 07/28/2004
Edit SAVE Program Enhanced 45 washington [n]s LSHAHQO1 1241472007
Edit 554 Test Department 03 Baltimore MD RMURHGO1 06/16/2005

Previous Next

Exhibit 5-11: Department Summary List Page

Some things to note on the Department Summary List:

(Each enumerated element listed below refers to the numbered parts of the screen shot
above.)

1. Next and Previous (See #1 in Exhibit 5-11.) - Allow navigation between case pages. Only
ten records are displayed at once.

2. Add (See #2 in Exhibit 5-11.) - Used to add a new department. See Add Department.
(Section 5.3.1)

3. Edit (See #3 in Exhibit 5-11.) - Used to alter an existing department. See Edit Department.
(Section 5.3.2)
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5.3.1 Add Department

a) Click the “Search Departments” link in the Site Administration section
of the navigation menu. This will open the Department Summary List.

b) Click the “Add” button on the upper left of the Department Summary
List.

c) Enter the new Department Name. (See Exhibit 5-12.)
d) Enter the Postal Address of the department.

e) Enter an Alternate Address for the department. This is mandatory if
the postal address is a P.O. Box or some other post office delivery.

If you complete the Alternate Address field, then it must be the
physical address (street or shipping address) of the department. This
is because most major shipping companies do not deliver to P.O.
boxes.

f) Click the “Next” button.

Remember: an asterisk (*) equals required data.

Case Administration| Enter Department Name —

fearch Cases Department Mame: @‘) | -

User Administration

Chansa Pasmard Postal Address

Pwd Challenge QA Address 1: |
Changa Profila Address 2: |
Site Administration City: [ ™
Add User = i~
State: | v
Saarch Usars = £}
Search Departments Zip code; |
Search Groups
Reports Alternate Address{Enterif postal address is a post office bost/drawer)
View Reports Address 1: |
Address 2: [
City: |
State: | |
Zip code: |

MNext | Cancel

* = pequired entry

Exhibit 5-12: Add Department Page
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5.3.2 Edit Department

a) Click the “Search Departments” link in the Site Administration section
of the navigation menu. This will open the Department Summary List.
(You will see Department Summary List in the title bar.)

b) Click the “Edit” button next to the desired department in the
Department Summary List. This will display the Department Summary

page.

c) Click the “View/Edit” button in the upper right of the main display
area. This will display the Department Address page.

Case Administration Name & Location Information @ View / Edit
Search Cases Department Name: Test Department (trans 25)
User Administration| Address 1: 123 Main Street Alt Address 1:

Change Password A_ddress 2: Alt A.ddress 2:

Pud Challenge Q& A City: any town again Alt City:

State: DE Alt State:

thanos Profile Zip Code: 12345 Alt Zip Code:

Site Administration | Additional Information

Add User Department Code: 0z

Seavh sars Access Method(s): WEB-3

Search Departments

Search Groups
Reports

Wiew Reports

Return to Department List

Exhibit 5-13: Department Address Page

d) Alter the information as desired. Remember: an asterisk (*) equals a
required field.

e) Click the “Submit Department Information” button when done.

Enter Department Name

Department Mame: CA- Test

Postal Address

Address 1: 1234 Test 5t

Address 2:

City: LA &
State: CALIFORNIA v [*
Zip code: 99999 B

Alternate Address(Enter if postal address is a post office box/dravrer.)

Address 1:

Address 2:

City:

State: b

Zip code:

Submit Department Infermation ‘ Cancel |

Exhibit 5-14: Enter Department Information Page
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5.4 Search Groups

a) Supervisor: Click the “Search Groups” link in the Site Administration section of
the navigation menu. This will open the Group Search Criteria page.

b) Select the search parameters.

c) Super Users: Select a department and, optionally, a group from the drop-down
menu. Leave the Group field blank to retrieve all groups for the selected
department.

Enter Group Search Criteria

Department: b

Group:

Display Group Summary List | Cancel |

Exhibit 5-15: Enter Group Search Criteria

d) Supervisors: Select a group from the drop-down menu. Leave the Group field
blank to retrieve all groups.

Enter Group Search Criteria

Group: b

Display Grouﬂ_gumnmry List | Cancel |

O)

Exhibit 5-16: Retrieve All Groups

e) Click the “Display Group Summary List” button. This will open the Group
Summary List. (See Exhibit 5-17.)
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Group Summary List

Previous Next@

@9 Department Group Name City State Last Update Date Last Updated By

SAVE PROGRAM  STATUS VERIFICATION 07/28/2004 RECHHQOL

Prewious Mext

Close

Exhibit 5-17: Group Summary List Page

Some things to note in the Case Summary List:

(Each enumerated element listed below refers to the numbered parts of the screen shot.)

1. Next and Previous (See #1 in Exhibit 5-17.) - Allow navigation between case pages. Only
ten records are displayed at once.

2. Add (See #2 in Exhibit 5-17.) - Adds a new group.
3. Edit (See #3 in Exhibit 5-17.) - Allows modifying an existing group.
4. Delete (See #4 in Exhibit 5-17.) - Allows deleting an existing group.

5.4.1 Add Group

a) Follow the steps for displaying the list of groups. (See Section 5.9 -
Search Groups.)

b) Click the “Add” button on the upper left of the Group Summary List.
The Group Information page will appear showing blank fields for the
group being added.

¢) Enter the name of the group in the Group Name field. You can also
enter an address for the new group.

d) Click the “Submit” button.

5.4.2 Edit Group

a) Follow the steps for displaying the list of groups. (See Section 5.9 -
Search Groups.)

b) Click the “Edit” button next to the group in the Group Summary List.
c) Alter the group name as desired.

d) Click the “Submit” button when done.
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5.4.3 Delete Group

a) Follow the steps for displaying the list of groups. (See Section 5.9 -
Search Groups.)

b) Click the “Delete” button next to the group in the Group Summary List.

¢) Review the information about the group to ensure that you definitely
want to delete it. Click the “Delete Group” button.

d) Click the “Close” button.

SAVE-VIS Web-3 User Guide, Feb. 2009 29



6. CASE ADMINISTRATION

The Case Administration section on the navigation menu contains tools available to initiate
and review verifications. The functions that are displayed are dependent on the user’s
verification privileges. Super Users will not be able to perform Initial Verifications.

6.1 Initial Verification

a) Select the “Initial Verification” link in the Case Administration section of the
navigation menu.

b) A screen will appear requesting the type of document(s) the applicant
presented. Select only one button and then click “Next.”

U.S. Citizenship and Immigration Scrvices

WEB-3
f 1 Online Resources | Tutorial | Return to Home | Contact Us | Exit
Case Administration Enter Applicant Information:
Initial Verification What document(s) did the applicant present (select one):
Search Cases (]

User Administration| () 1.551 (Permanent Resident Card)
ET;?::IZZ‘:C;:A (01-571 (Refugee Travel Document)
Change Profile (' 1-688 (Temporary Resident Card)

Reports O 1-688A (Employment Authorization Card)

View Reports (O 1-688B (Employment Authorization Document)

O 1-766 (Employment Authorization Card)

O Certificate of Citizenship

O Naturalization Certificate

(O Machine Readable Immigrant Visa (with Temporary I-551 Language)

(O Tempaorary 1-551 Stamp (on passport or 1-94)

(O 1-94 (Arrival/Departure Record)

O Unexpired Foreign Passport

(O 1-20 (Certificate of Eligibility for Nonimmigrant (F-1) Student Status)

(O DS2019 (Certificate of Eligibility for Exchange Visitor (1-1) Status)

(O Other (Use Document Description)

mp) Next

Exhibit 6-1: Case Administration Section on Navigation Menu (General User View)

NOTE: This document list is tailored to each agency;
thus, the screen in Exhibit 6-1 may look different.
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c) Depending on the document selected, a screen will appear requesting certain
additional information. For example, if “I-551” is selected, the applicant’s alien
number, card number, last name, first name, date of birth and benefit will be
requested.

The fields marked with an asterisk (*) are required. Note also that by clicking
on the question marks, a screen showing helpful hints will appear.

d) Select the benefit, and then click “Next.” Or, if you need to go back to the
previous screen, click the “Back” button. If you need to select multiple benefits,
hold down the CTRL key on your keyboard and select the appropriate benefits.

Enter Applicant Information:
Alien Number: | ' 0

Card Mumber: i 0
Last Name: : 0

First MName: 2 0

Middle Initial:

Date of Birth: =
{rm/ddsyyyy)

Doc. Expiration Date:

{rmm/ddfyyyy)

Benefits: Commercial Licenze g
(use the Ctrl button to

select multiple benefits) gtr;::rlémcear:?

Back | MNext |@

* = required entry

Exhibit 6-2: Enter Applicant Information Page

e) After entering all required information, the following screen will appear,
prompting a review and confirmation of the information entered. (See Exhibit
6-3.)

IMPORTANT: By clicking “Next”, the user will be
initiating a query for which the agency will be billed.
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Confirm Applicant Information:

‘

Alien Number: 123456789

Card Number: amclz234567890

Last MName: Last

First MName: Marme

Middle Initial:

Date of Birth: 01/02/1965

Document Type: [-551 (Permanent Resident Card)

Doc. Expiration Date:
Selected Benefit{s): Driver License

Back | Next |

Exhibit 6-3: Confirm Applicant Information Page

f) Upon confirming the accuracy of the information entered, select the “Next”
button, or click on “Back” to correct any information.
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If the system detects potential errors in the previously entered required
information fields, it will generate a screen that will let you update your data.
You may choose to change your entry or continue with the previously entered
information by selecting “Request Additional Verification.”

In the below example if the system detects a potential error in the Alien
Number and Card Number field, those fields are returned for update. You
change the information and select “Retry Initial Verification” to resubmit the

query.

U.S. Citizenship and Immigration Services

§ WEB-3 Case Details

| Online Resources | Tutorial | Retum to Home | Contact Us | Exit
o Case Yerification Number: 2008364124640EF
Case Admini
i e Ty Check that the applicant’s document number{s} is correct.
Search Cases If the document number(s) is incorrect, make the necessary changes and ulettihn “Retry lnltlal ¥erification’ button. If the document number(s) is correct and
User Administration| :I.n“ -.c:“ Ilte to request Additional Yerification, select the utton. If this case was entered in error, select the "Complete an:
se Case’ button,

thange Password

Pwd Challenge QA | Enter Applicant Information:
thange Profile Alien Number: 122456780 | ©

Site Administration [ [ lavic1234s37530 " @
LT Last Name: Last
Search Users First Name: Namne
thange Address Middle Name:
Search Groups Date of Birth: 01/02/1965
—— Document Exp. Date:

Selected Benefit{s): Driver License
View Reports

1‘) Retry Initial Verification ‘ Request Additional Verification ‘ Complete and Close Case |

Exhibit 6-4: Retry/Request Verification Page

NOTE: There is a query charge for Retry Initial
Verification.
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g) If all the information has been entered correctly, the results will appear within
seconds on the Case Details page (see Exhibit 6-5) in the Initial Verification
Results section.

Initial verification

Case Verification Humber: 200816213221 |mm

alien Humber: 123486 TES Benefits:

1-94 Humber:

Card Mumber: AMC1ZI45E 7290

Haturalization Namber: Citizenship Cert. Mumber:

Visa Mimbar: SEVIS 1D

Passport Humber: Dacument Exp. Bate:

Document Type: 1-551 fither Document Desc:

Lask kManne: Lask First Mame: Hame

Middle MHame: Date af Birth: 0150271965

Initiated Dy: LLOGPWERD Initiated On: Od 1072008
Initial verification Results

Last Hame: First Hame:

Middle Mame: CO#R Code:

Cauntry: Date of Birth:

Date of Entry: Date Admitted Ta:

EAD Expiration Date:

System Response! INSTITUTE ADDITIONAL VERIFICATION

Print Case Details | Request Additional Verification | Complete and Close Case | HKeap Case Opan |

Exhibit 6-5: Case Details Page

Some things to note on the Case Details screen:

(The below numbers correspond to the numbers enumerated on the above image.)

1. Case Verification Number (See #1 in Exhibit 6-5.) - Represents a unique number that the
system automatically generates when an initial verification is submitted.

2. |Initial Verification (See #2 in Exhibit 6-5.) - Displays the information that was entered in
the preceding Initial Verification Information screen and initiated by (user ID) and initiated
on (date of query.)

3. System Response (See #3 in Exhibit 6-5.) - Displays the results of the query.

4. Print Case Details (See #4 in Exhibit 6-5.) - Displays a printer-friendly version of the Case
Details.

5. Request Additional Verification (See #5 in Exhibit 6-5.) - Allows the user to start an
additional verification query. See Additional Verification in Section 6.1.1.

6. Complete and Close Case (See #6 in Exhibit 6-5.) - Allows the user to remove the case from
the case load.

7. Keep Case Open (See #7 in Exhibit 6-5.) — Allows the user to close the page but keep the
case open.
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6.1.1 Additional Verification
There are several reasons for submitting an additional verification request,
including:

e The system prompts the user to input additional information.

e The information in the Initial Results section did not match the information
on the immigration documentation provided by the applicant.

The following are the steps for submitting an additional verification request:

Initial Verification

Alien Number: 123456789 Benefits:

I-94 Mumber:

Card Number: AMC1234567890

Maturalization Number: Citizenship Cert. Number:

¥Yisa Number: SEYIS ID:

Passport Number: Document Exp. Date:

Document Type: I-551 Other Document Desc:

Last Name: Last First MName: Mame
Middle Name: Date of Birth: 03/03/1976
Initiated By: LRIV1922 Initiated On: 06/24/2008
Initial Verification Results

Last MName: First Mame:

Middle Name: COA Code:

Country: Date of Birth:

Date of Entry: Date Admitted To:

EAD Expiration Date:

System Response: TITUTE ADDITIONAL YERIFICATION

Print Case I}etails| Request Additional Verification | Complete and Close Case | Keep Case Open

Exhibit 6-6: Case Details Page

a) While the Case Details page is on the screen, click the “Request
Additional Verification” button.
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b) An additional section will appear prompting the user to enter more
information. (See Exhibit 6-7.)

Initial Yerification

Alien Mumber: 123456789 Benefits:
I-94 Number:
Card Number: AMC1234567590
Naturalization Number: Citizenship Cert, Number:
Yisa Number: SEYIS 1D:
Passport Number: Document Exp. Date:
Document Type: 1-551 Other document Desc:
Last Mame: Last First Mame: Narne
Middle Mame: Date of Birth: 03/03/1376
Initiated By: LRIY1922 Initiated Dn: 0628, 2008
Initial Yerification Results
Last Mame: First Mame:
Middle Mame: COA Code:
Country: Date of Birth:
Date of Entry: Date Admitted To:
EAD Expiration Date:
system Hesponse: INSTITUTE ADDITIOMNAL VERIFICATLON
Enter Additional Verification Data
User Case Mumber: ﬂ
AR

I-94 Mumber:

Special Comments:

Submit Additional Verification | Cancel |

Exhibit 6-7: Additional Verification Page
c) Enter additional information.
d) Click the “Submit Additional Verification” button.

e) The system will return the Case Details page with the initial verification
parameters, the initial results, the additional verification parameters,
and the status of the additional verification. The system will
immediately return the status of “DHS Verification in Process” (see
Exhibit 6-8) - The request has been sent to a Management Program
Analyst (MPA) for processing. The system returns a response
within 3-5 federal work days. (To check case status, see Section
6.2 - Search Cases.)

SAVE-VIS Web-3 User Guide, Feb. 2009 36



Initial Verification

Alien Number: 123456789 Benefits:

1-94 Number:

Card Number: AMC1234567890

Maturalization Number: Citizenship Cert. Number:

¥isa Number: SEV¥IS ID:

Passport Number: Document Exp. Date:

Document Type: Other Document Desc:

Last Name: Last First Name: Name
Middle Name: Date of Birth: 03/03/1976
Initiated By: LRIV1922 Initiated On: 0&6/24/2008

Initial Verification Results

Last Name: First Name:
Middle Name: COA Code:
Country: Date of Birth:
Date of Entry: Date Admitted To:
EAD Expiration Date:

System Response: INSTITUTE ADDITIONAL VERIFICATION

Additional Verification

User Case Number: A.K.A Mame
I-94 Number:

Special Comments:

Initiated By: LRIW1922 Initiated On: 064242008

Additional Yerification Results

DHS Response: DHS Verification in Process Expires On:

COA Code: Date Admitted To:
uUscIs Benefits: @ Response Date:
Revocation Date:

DHS Comments:

Print Case Details | Return to Previous Page |

Exhibit 6-8: Additional Verification Results Page

f) When the system response is returned, the DHS Response message
will change and the Response Date field will be populated. If the
non-citizen’s immigration status expires, the Expires On field will be
populated with the expiration date. Any comments from the MPA will
be displayed in DHS Comments. In addition to the “Print Case
Details” button, the “Complete and Close Case” button will also be
available when a final determination has been made.

Additional Verification Results

DHS Response: Lawful Permanent Resident Expires On:
CDA Code: Date Admitted To:
USCIS Benefits: Response Date: 06&/26/2008

Revocation Date:
DHS Comments:

Print Case Details | Complete and Close Case

Exhibit 6-9: Additional Verification Results Page
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6.1.2 Third-Step Verification

If there is a need for more information (i.e., copy of documents) the system
returns a message “Resubmit Doc (Need copy original).”

a) To initiate third-step verification, select “Resubmit Verification.”

| Initial Verification

Revocation Date:
DHS Comments:

Alien Number: 123456789 Benefits:

T1-94 Mumber:

Card Number: AMC1 234567890

Maturalization Mumber: Citizenship Cert. Number:

Visa Number: SEVIS ID:

Passport Mumber: Document Exp. Date:

Document Type: [-551 Other Document Desc:

Last Mame: Last First Name: MNarne

Middle Name: Date of Birth: 0L/02/1965

Initiated By: LLOPWERS Initiated On:z 061072003
Initial Yerification Results

Last Mame: First Name:

Hiddle Name: COA Code:

Country: Date of Birth:

(rate of Entry: Date Admitted To:

EAD Expiration Date:

System Response: [HSTITUTE ADDITIONAL VERIFICATION
Additional Yerification

User Case Mumber: AK.A.:

1-94 Mumber:

Special Comments:

Initiated By: LLOPWERS Initiated On: 06/10/2008
Additional Verification Resulbsg—""" """~

DHS Response: Resubmit Doc (Mesd copy ariginal) Expires Om:

COA Code: Date Admitted To:

USCIS Bencfits: Response Date: 0&/10/2008

Print Case Demilsl Resubmit Verification | Complete and Close Cnse] Keep Case Open |

Exhibit 6-10: Resubmit Verification Page

b) After you submit a third-step verification request query, a browser will
open with a pre-populated G-845 PDF, which includes your Verification
Case Number. It is important that you print out and attach this
version to your documents and send them to your designated

File Control Office (FCO).

NOTE: Please use ONLY the pre-populated G-845. Do
not use a blank form to fill out information by hand.
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Department of Homeland Securiny Third-Step Verification ORB 216550000
U5 Citizenship and Inunigration Services Docnment Verification Eeguest
—————————————————————————————————————————————————————
n A - fo fe complefed by the snburirfing agency
Tar U5 Conzenship knd lnsmemneg Seavices (USCLS) & Venficares Mumbes SOOEISIIITILIEN m

7. [0 Fhctocopy of Doczment Attached -
i privesed o bork sides, amach @ copy o the frewt avd of'te back.)

O Ciher infoomzation attached sEectf docomenz )

Fram: Trped or Stasmped Mame and Address of Subminting Agency 3. (Bemefit) (Wour Cone Mnmber)
O taxe
EAVE FROGRAM D Ebes it ooy Gl L vt " e evmudy
450 LEnEnt Flaza East, 5%

Poslegeyens [ Food Stamp
WASHDIGTOMN, DC 20022 a Heowsing Assaviance
n Mrdie e d Blrdseal Aiidalame e

Adin: Status Verifier

O Czempleyment Fvmance
(USCIE may uie above address with a No. 20 windew envelopeh

a Esoplovmes: Audonzamos
1. Abes Regisbralion Negaber o 194 Nusibes

123456789 B Onder gpacif)
- T = o2, Fiesr LG
2. Apchcani's Neeme (Lo, Firest Maddle) 3. Tams ofSuls ne Offical
Laul, Mama Lara Raveras Lepn
3. Faticuality 10, Titke of Sulmmitzing Cfesal
4, Date of Bards (Afomtiv Do Fear) L. Doane
Tawrmry I, 1965 June U0, 2008
5 U5 Ssnal Securiny Numbes 12, Telephone Nl
HZERTHN

Sectinn B - o be complated e TISCTS

Exhibit 6-11: Pre-populated Third-Step Verification Request Form

¢) To print the pre-populated form, select “Print” from your “File” web
browser menu options or right click within the form and select “Print.”

d) You can select Reprint G-845 to print-out the G-845, if you have
closed the original browser window.

lon nas neen sent Lase ¥YEFITICATION NUMDEer: JUNGLbEL3£L L LRM
Initial Yerification

Alien Number: 123456789 Benefits:

1-94 Number:

Card Number: AMC1234567890

Maturalization Number: Citizenship Cert. Number:

Yisa Number: SEYIS ID:

Passport Number: Document Exp. Date:

Document Type: Other Document Desc:

Last Name: Last First Name: Name

Middle Name: Date of Birth: 01/02/1965

Initiated By: LLOPWER3 Initiated On: 06/10/2008
Initial Verification Results

Last Name: First Name:

Middle Name: COA Code:

Country: Date of Birth:

Date of Entry: Date Admitted To:

EAD Expiration Date:

System Response: INSTITUTE ADDITIONAL YERIFICATION

Additional Yerification

User Case Number: AKA

1-94 Number:

special Comments:

Initiated By: @ LLOPWER3 Initiated On: 06/10/2008
Third Level Verification Results

DHS Response: DHS Verification in Process Expires On:

COA Code: Date Admitted To:

USCIS Benefits: Response Date:

Revocation Date:

Print Case Details | Reprint G845 Form | Close |

Exhibit 6-12: Reprint G-845 Form Button
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e) Responses to the third-step verifications will be returned within 10 -
20 federal working days and can be found in the Case Summary list
under “Cases with Third-Step Verification Responses.” (See Section

6.2 - Search Cases.)

Exhibit 6-13 depicts the final determination after the MPA has provided

a response.

Initial Verification

Alien Number: 123454789 Benefits:

1-94 Mumber:

Card Humber: AMC1234567590

Maturalization Mumber: Citizenship Cert. Number:

¥isa Mumber: SEYIS ID:

Passport Number: Document Emp. Date:

Document Type: 1-551 Other Document Desc:

Last Mame: Last First Mame: Narng

Middle Mame: Date of Birth: 01,/02/1965

Initiated By: LLOPWER3 Initiated On: 06/10/2008
Initial Yerification Results

Last Mame: First Name:

Middle Nane: COA Code:

Country: rate of Birth:

Date of Entry: Date Admitted To:

EAD Expiration Datea:

System Response: INSTITUTE ADDITIONAL VERIFICATICGN
additional verification

User Case Mumber: ALELRL:

I-94 Mumber:

Special Comments:

Initiated By: LLOPWEBS Initiated On: 06/10/Z00B
additional Werification Results

DHS Respanse: Resubmit Doc (Need copy original} Expires On:

COA Code: Date Admitted To:

USCIS Benelfits: Response Date: 06/10/ 20086

Revocation Date:

DHS Comments:
Third Level Yerification

Initiated By: LLOPWERS Initiated On: 0&/L0/2008
Third Level Verification Results

DHS Response: Lawful Permanent Resident Explres On:

Drate Admitted To:
Response Date: 0&/L0/2008

COA Code:

USCIS Benefits:
Revocation Date:
DHS Comments:

Primt Case Details | Complete anid Close Case |

Exhibit 6-13: Final Case Determination Page
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6.2 Search Cases

LS. (Citizenship and Immigration Services
§ WER-3 Hosn

a Ovilas B sbiirces | Tutortal | B tuen 8e Hamme | Costact o | fus

Cave Adminisiratiee
Weltome = 1R - ~
Fasmh Eetas tothe SAVE Program's e
n Variflcalioninformatien Syitam Falearn L4 Fact
Charnge Faswrn] Ms Shagn
:\::‘l-l-l-.:.ﬂi-ﬁ Agencys  Tesd Agency - FORWebLASIZT0-E (TLTIN r ::?::m.”r:;:;r
[epartimenls Wil 3 Tagl Dape. (W) Cage Verdioation
Site Administraises Husibsas
Acdd Usar Faquinsman:
=) * 10 fosf 200 « Thewe i a key enhancesses in ¥i5 Ter webo 3 - mﬂ:ﬂ-ﬂm"h
Ehange Aikdeses axcess muethod only - the Betry Initial ¥endication button Watiite
Sanrth Crowps Tha wtial Gquéry prodeds ntw prividés 4 Paw direan caitaning deta LS00 = Haw B3
Heports Falchy that Padad 1o match snd providss the veer with the follasarg Mancis Farm [-54
— SpEend: Fisprivted with Orly
{2} Carrest the Fields ard ielet the "Retry Intial erifestisn® buttin 1 Whots -
FRHULTME the quary
P Ersant drdifinnsl Ueriiratien o =
* ® requirad antrr m@
Exhibit 6-14: Case Administration Section/Navigation Menu
NOTE: Depending on the user role, search criteria
options in the Case Status section will vary.
—

a) Click the “Search Cases” link in the Case Administration section of the
navigation menu.

1. Enter the parameters in the Search Criteria page to produce the
results you want to be returned.

2. Click the “Display Case Summary List” button.

Enter Case Search Criteria
@ all Open Cases

Case Administration|

Initial Yerification Case Status:

Search Cases

User Administration
Change Password
Pwd Challenge Q&A
Change Profile

Site Administration
Add User
Search Users
Change Address
Search Groups

Reports

View Reports

¥erification Number:
Alien Number:
I-94 Number:

User Case Number:

Date Initiated From:

{ram/dddyyyy)
Date Initiated To:

{mm/dd/yyyy)

Group:
Initiated By:

@ Display Case Summary List

O cases Requiring Action

O cases with Additional Verification Responses
O cases with Third-Step Verification Responses
O Cases In Process

O Closed Cases

[ ]
[ ]

I ]

(L]

Cancel |

Exhibit 6-15: Enter Case Search Criteria Page
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b) Locate the desired case in the Case Summary List. Use the “Next” and
“Previous” buttons to navigate between pages. Once the case has been located,
click the Verification Number to display the Case Detail page.

Case Summary List
Previous Nent@

LCase ¥erification Alien 1-94 System @ Date of Date Last Initial Initial Additional Additional Closed Closed
Status? b b b COA Entry Adm.To Name First Name M.I. Group ¥er.By Yer.Date ¥er.By ¥er. Date By Date
= DHE SAVE
\\3 2005079094744 WE 072735630 Werification  $G1 04/13/1993 BULLOCK ANNIE MAE Frogram PJOHZS510 03/19/2003 PIOHZ510 03/19/2008

in Process Enhanced
LawFLUL
o PERMAMNENT SAVE
i 2008079084607 Wiy 072735830 RESIDEMT- SG1 04/13/1993 BULLOCE ANMIE MAE Frogram PJOH2510 03/19/2003
EMPLOYMENT Enhanced
\ AUTHORIZED
@ LaWFUL
P PERMANENT SAVE
\j RESIDEMT- SG1 04/13/1993 BULLOCK ANNIE MAE Frogram PJOHZ510 03/19/2003
EMPLOYMENT Enhanced
AUTHORIZED
LawFLUL
P PERMANENT SAVE
\'Lj 200307909084 0WM 072735630 RESIDENT- 3G1 04/13/1993 BULLOCK ANNIE MAE Frogram PJOHZS10 03/19/2003
EMPLOYMENT Enhanced
AUTHORIZED
LAawFUL
P PERMANENT SAVE
\'Lj 200507903284 5WK 072735630 RESIDENT- SG1 04/13/1993 BULLOCK ANNIE MAE Frogram PJOHZ510 03/19/2003
EMPLOYMENT Enhanced
AUTHORIZED
LAawFUL
= PERMANENT SAVE
[ Z2005079030755WH 072735630 RESIDENT- 3G1 04/13/1993 BULLOCK ANNIE MAE Frogram PJOHZS10 03/19/2003
EMPLOYMENT Enhanced
AUTHORIZED
LAawFUL
P PERMANENT SAVE
\\'_j 2005076144746WC 0727356830 RESIDEMT- SG1 04/13/1993 BULLOCK ANNIE MAE Program BLOH1514 03/18/2008
EMPLOYMENT Enhanced
AUTHORIZED
LaWFUL
R PERMANENT SAVE
\'Lj 20080780800375Y 072735830 RESIDEMT- 561 04/13/1993 BULLOCE ANMNIE MAE Program BLOH1514 03/18/2003
EMPLOYMENT Enhanced
AUTHORIZED
LAWFLL
p PERMANENT SAVE
\j 2008072035854KA 072735830 RESIDEMT- 561 04/13/1993 BULLOCE ANMNIE MAE Program BLOH1514 03/12/2008
EMPLOYMENT Enhanced
AUTHORIZED
LAWFUL
- PERMANENT SAVE
\j 200807209552412 072735830 RESIDEMT- 561 04/13/1993 BULLOCE ANMNIE MAE Program BLOH1514 03/12/2008
EMPLOYMENT Enhanced
AUTHORIZED

Page 1 of 2. Go to |1 @

@'evinus Next
egend: 3 - Case Requiring,/ /%Y - Case with Additional (2P - Cases with Third-Step /% - Case In Process - Closed Case
‘—} Action 2 Werification Response Verification Responses lj \—]

Exhibit 6-16: Case Summary List

Some things to note in the Case Summary List:

(Each enumerated element listed below refers to the numbered parts of the screen shot.)

1. Next and Previous (See #1 in Exhibit 6-16.) - Allow navigation between case pages. Only
ten records are displayed at once.

2. Go (See #2 in Exhibit 6-16.) - Enter the page number and click on it to jump to a specific
page.

3. Column Headers (See #3 in Exhibit 6-16.) - Describe the information below them and can
be used to sort the list. Simply click on the column header to sort.

4. Status Icons and Legend (See #4 in Exhibit 6-16.) - Provide visual cues to quickly identify
case status.

5. Verification Number (See #5 in Exhibit 6-16.) - Click to view the Case Details page for that
case.
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7. REPORTS

The View Reports link of the navigation menu allows a user to run several different reports
against the verifications performed. The reports are role-sensitive. The user can only see
information in the reports applicable to his/her role. Adobe Acrobat Reader or Microsoft
Excel is required to view reports, depending on the report that you select.

7.1 Run Report

a) Click the “View Reports” button in the Reports section of the navigation menu to
display the list of reports available.

L5, Citrzenship and Immigration Services
WER- 3 Hoain

1 [l Bt | Tustoariad | B tuen S Harves | Comtinct o | Fusn

Case Adminl iraises

LTI
Bndtial e Tt atiiens Walcome = LB - -
Sl Eanses to the SAVE Plogram's et
:‘L‘“‘""‘h_:'““ VarifleallonInformaticn Systom FeluireLs ra
i > (¥I5) . i
::n" mq.l Agency:  Teaf Agency - PORWeRLASIIT0-I (TLTI) ::?Iﬂizﬁculmﬁ-:;r

Department: web 3 Tast Dept (WD)

£ rificytan
Site Adminiitraties Case Werificats

Humnbsr
— Eequirsmank
- [ - Kpwl
Sk L = IRfeif 00 - Theore in a koy cnhancomecsd in Y05 for Webed - uwn-ﬂqsng'.tm 1
Changs Addrses arrees mepthaod only - the Retry Initisd Terdication bution Waktdite
Saarah Growps Tha sl guery proceds nom provides 4 fiw Soreen cantaining data 5 LA « Hare b
WERGTE | — Fieldy that Paded o match and pravides the wrer with the follimng Hande Farm r-b:
I apticnd: Paiprvtesd with Only
§1) Carredt the fiekdi ared dclect the "Retry 1netial Vanficatan® butlen 1o E\E E'V:f.,“ .EV
PRt the quary
P71 Bmm gl drddirns Yerdisakion i L]

* = required entry mm]

Exhibit 7-1: Reports Navigation Section

b) Select the report by clicking on the report name in the list. A brief description
of the report will appear at the bottom of the selection box.
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Select a report

Agency Ad Hoc Report - Standard
(Month End Agency Transactions by User Summary Report @

Web Agency Audit Report

Report: Web Agency Audit Rennrt@

This report displays surmmary level information for each case initiated by the user for the user-entered
query criteria. The report includes the initial query date, alien number, I-94 number, last name, first
nare, initial query response, additional verification response, third step verification response and the
closed date, if applicable. The total number of cases matching the user-entered query criteria will be
included on the report,

Cancel

Exhibit 7-2: Report Description

c) Click the “Next” button. This will display the Report Parameters form.

d) Enter the appropriate parameters for the report. Remember that the *
indicates the required fields.

Enter Report Parameters

Report: Web Agency Audit Report

Description: This report displays surmmary level information for each case initiated by the user for
the user-entered query criteria. The report includes the initial query date, alien number,
I-94 nurber, last name, first name, initial query response, additional verification
response, third step werification response and the closed date, if applicable. The total
nurmber of cases matching the user-entered query criteria will be included on the

report,

From Month: MAR + " Year:| 2008 + |
To Month: MAR ~ " Year: 2008 "
Group: SAVE Training w
Initiated By: W

Run Re|1ort| Cancel |

Exhibit 7-3: Report Parameters Form
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e) Click the “Run Report” button to execute the report. The application will open a
new browser window with an Adobe Acrobat or Microsoft Excel file. The next
page has an example of a report output.

SENSITIVE BUT UNCLASSIFIED

Department of Hometind Secusity Report Frepared DM20:2008
SAVE Program Page 11 0f 22

Web Agency Audit Report
from JAN | 2008 to FEB [ 2008

HETIATED By

Adduieasl Third Ssep.
Bequrar  Addisas) Bwquest  Thind Seep
Datn BeguestResponts Duis Renolstion Cioned Date

L O1/100008 Mesusen Do limed soey
-

L 0110008 Fesusr Do (Yimed soy
ongral

OF Meyusrs Dox (lieed sopy

o

ANPEENAE  LAWFLL FIRMANINT
ARSOET ML O MENT

AT

ANPENRE  LAWPFLL PERMAIENT
RS TS O T
AuThoREn

SENSITIVE BUT UNCLASSIFIED

Exhibit 7-5: Sample Report Output Page
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APPENDIX: GLOSSARY

A

Additional Verification

A query based on additional information
submitted when the applicant's
immigration status could not be verified
during the initial verification process.

Adjustment of Status

Describes the process by which a non-
immigrant already in the United States
becomes a Lawful Permanent Resident.
Not to be confused with a "Change of
Status” this refers only to non-
immigrants changing to another non-
immigrant classification.

Admission Number or 1-94 Number

An 11-digit number that is found on the
Arrival-Departure Record (Form 1-94.)

Alien (Non-citizen)

Any person who is not a citizen or
national of the United States.

Alien File (A-File)

The history file that contains data and
documentation pertaining to an individual
non-citizen. An A-File is created when
any one of several Department of
Homeland Security actions occur, for
example, application for permanent
resident status.

Alien Registration Number (A
Number)/Alien 1D Number/or Alien
Number)

A unique 7-, 8- or 9-digit number
assigned to a non-citizen at the time his
or her A-File is created.

Alien Registration Receipt Card,
Form 1-151

This card was introduced in 1946 and
issued to lawful permanent residents.
Through 18 years of various revisions, it
remained primarily green in color causing
it to become known as a "green card.”
As of March 20, 1996, the Form 1-151 is
no longer acceptable as evidence of
lawful permanent resident status. If a
non-citizen is in possession of a Form I-
151, it does not revoke his or her lawful
permanent resident status; however, the
document itself is expired and the
applicant should be referred to the
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Department of Homeland Security for a
replacement card.

Arrival/Departure Record (Form I-
94)

A document issued to non-citizens when
admitted into the United States. Some
of these forms are stamped to indicate
work authorized status. The Form 1-94
contains an 11-digit Admission Number,
which may be used as part of the initial
verification process if the non-citizen
employee does not have an Alien
Registration Number.

Asylee

A non-citizen already in the United States
or at a port of entry, who is granted
asylum in the United States, based on
race, religion, nationality, or membership
in a particular social group or political
opinion. This status is covered by Section
208 of the Immigration and Nationality
Act (INA))

Asylum

Asylum may be granted to a person who
is unable or unwilling to return to his or
her country of nationality, because they
fear persecution.

C

Case in Continuance

The Department of Homeland Security
needs more than 10 Federal Government
workdays to resolve a case.

Case Verification Number

The Case Verification Number is a unique
number returned by VIS.

Certificate of Naturalization (N-550)

Document issued by the Department of
Homeland Security to naturalized United
States citizens who were naturalized
after October 1, 1991.

Certificate of United States

A document issued by the Department of
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Citizenship (N-560 or N-561)

Homeland Security to individuals 1)
derived citizenship through parental
naturalization; 2) acquired citizenship at
birth abroad through United States
citizen parent(s); or 3) acquired
citizenship through application of United
States citizen adoptive parent(s) and
who pursuant to Section 341 of the
Immigration and Nationality Act have
applied for a certificate of citizenship.

Change of Status

The action of changing a non-immigrant's
classification, to another non-immigrant
classification, e.g., from B-2 - visitor to
F-1 - student.

Citizen

A person born in a country or who has
become a naturalized citizen of that
country.

Conditional Entrant

Term used for a refugee prior to 1981.
(Refer to the definition for refugee for
more information.)

Conditional Status

The status temporarily placed on a non-
citizen whose permanent resident status
is based on marriage of less than 2 years
to a United States Citizen or Lawful
Permanent Resident. Also status given
to an immigrant entrepreneur.

Customer Processing System

The Department of Homeland Security’s
database accessed by benefit-issuing
agencies, licensing agencies, other
entities.

D

Department of Homeland Security

The agency responsible for enforcing the
laws regulating the admission of non-
citizens to the United States and for
administrating various immigration
benefits, including the naturalization of
resident aliens. (Formerly the
Immigration and Naturalization Service.)

Document Type

Type of immigration documentation
presented by the applicant.

Document Verification Request

A form used by benefit-issuing agencies,
institutions, and licensing issuing bureaus
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(Form G- 845)

to request additional verification of a
non-citizen's immigration status.

Documented Non-citizen (Alien)

A non-citizen in the United States who is
in possession of valid immigration
documentation.

Dual Nationality or Citizenship

What a person may have as a result of
being born in one country to parents who
are citizens of another country.

E

Employment Authorized

A non-citizen may be authorized to work
as incident to immigration status.

Employment Authorization Card 1I-
688A

Card issued by the Department of
Homeland Security to applicants for
temporary resident status after their
interview for legalization or special
Agricultural Worker status. It is valid
until the expiration date stated on the
face of the card or on the sticker(s)
placed on the back of the card.

Employment Authorization Document
(EAD) 1-766

Document issued to non-citizens who are
authorized to work temporarily in the
United States.

Employment Authorization Card 1-
688B

Card issued by the Department of
Homeland Security to non-immigrants
who are not permanent residents but
have been granted permission to be
employed in the United States for a
specific period of time. The expiration
date is noted on the face of the card.

EWI

Entry without inspection.
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F

File Control Office (FCO)

An immigration office where alien files
are maintained.

G

General Users

This user type performs verification
queries, views reports, and has the
capability to update their personal user
profile.

Green Card

A commonly used term describing the
Permanent Resident Card / Resident
Alien Card (Form 1-551.) Many versions
of the 1-551 are not green in color.

Illegal Immigration Reform and
Immigrant Responsibility Act of
1996 (11IRIRA)

Passed by Congress in 1996, the lllegal
Reform and Immigrant Responsibility Act
(IIRIRA), Pub. L. No. 104-208, requires
that DHS-USCIS respond to inquiries
from any federal, state, and local benefit-
issuing agencies and licensing bureaus
seeking to verify or determine the
citizenship or immigration status of any
individuals within the jurisdiction of the
agency for any lawful purpose.

Immigrant

A non-citizen who has been lawfully
granted the privilege of residing and
working permanently in the United
States.

Immigration and Nationality Act of
1952 (INA)

The Act, which, along with other
immigration laws, treaties, and
conventions of the United States, relates
to the immigration, temporary
admission, naturalization, and removal of
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non-citizens.

Immigration Reform and Control Act
of 1986 (IRCA)

Public Law 99-603 (Act of 11/6/86),
which was passed in order to control and
deter illegal immigration to the United
States. Its major provisions stipulate
legalization of undocumented non-
citizens who had been continuously
unlawfully present since 1982,
legalization of certain agricultural
workers, and sanctions for employers
who knowingly hire undocumented
workers, and increased enforcement of
U.S. borders.

Immigration Status

The legal status conferred on a non-
citizen by immigration law.

Immigrant Visa

A document, issued by a United States
Department of State consulate or
embassy abroad, which authorizes a non-
citizen to apply for admission as an
immigrant to the United States. This
document does not grant work
authorization.

Initial Query

The first step of the automated
immigration status verification process.

Initial Verification

An automated query that searches the
Verification Information System
databases to confirm immigration status.

L

Lawful Permanent Resident

A non-citizen who has been lawfully
granted the privilege of residing and
working permanently in the United
States.
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N

Nationality

The state or country to which a person
owes legal allegiance. Note that the
country of birth does not necessarily
correspond to the nationality.

Naturalization

The administrative process whereby a
person becomes a United States Citizen
after birth and becomes entitled to the
certain privileges.

Non—Immigrant

A non-citizen who enters the United
States temporarily for a specific period of
time and purpose. This category includes
foreign government officials, visitors for
business and pleasure, students and
temporary workers.

P

Parolee

A non-citizen applying for admission to
the United States may be paroled into
the United States under emergency
conditions or when the non-citizen’s
entry is determined to be in the public
interest. Parolee status is covered by
Section 212 of the INA.

Passport

Any travel document issued by
competent authority showing the
bearer’s origin, identity, and nationality,
if any, which is valid for the entry of the
bearer into a foreign country. If this
document is used for Form 1-9 purposes,
it must be unexpired with either an 1-551
stamp or an attached Form 1-94
indicating unexpired employment
authorization.

Password

Each person performing verification
queries should have his or her own
password. The password provided to a
new user is temporary and should be
changed. A password must be between 8
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and 14 characters and include 3 of the
following 4 characteristics: an upper
case letter, a lower case letter, a number
and a special character (i.e: '@ $ % * (
)<=?2:;{}+-—). Auser will be
required to change his or her password
every 90 days and will be prompted by
the system to do so.

Permanent Resident or Legal
Permanent Resident

A non-citizen who has been lawfully
granted the privilege of residing and
working permanently in the United
States.

Permanent Resident Card, Form I-
551, DEC 1997

Issued by the former INS after December
1997, this card is the current version
given to Permanent Resident Aliens. The
document is valid for 10 years. In this
version of the I-551, the card title was
changed from Resident Alien to
Permanent Resident Card.

PRUCOL

A person Permanently Residing in the
United States under the Color of Law.
This is not a status defined by the
IMMIGRATION AND NATIONALITY ACT.

R

Real ID Act

The Real ID Act of 2005, Pub. L. No. 109-
13 Stat. 231, passed by Congress in
2005 established certain minimum
standards for the issuance of state-
issued drivers’ licenses and state-issued
identification cards in order for those
documents to be acceptable for official
federal purposes as scheduled by the
Act. Under the Act states must use the
SAVE Program to verify the lawful status
of every drivers’ licenses and
identification card applicant. Section
202(a) of the Act prohibits federal
agencies from accepting for any official
purpose drivers’ licenses and
identification cards issued by states not
in compliance with the Act. The deadline
for states to be REAL ID compliant is
December 31, 2009.
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Record of Disclosure

Record maintained by the Department of
Homeland Security as part of the
electronic "audit trail" of all queries made
through the automated system. The
Record of Disclosure includes the
following data: Alien Number (A-Number,
Admission Number), date and time of
query, verification number, benefit
issuing agency or institution requesting
immigration status information, and the
non-citizen's immigration status at the
time of inquiry.

Reentry Permit, Form 1-327

Issued to Lawful Permanent Residents in
lieu of a passport. The re-enty permit
guarantees his/her permission to reenter
the United States and is valid for a period
of 2 years. It is not renewable.

Refugee

Any person who is outside their country
of nationality who is unable or unwilling
to return to that country because of
persecution or a well-founded fear of
persecution. Unlike asylees, refugees
apply for and receive this status prior to
entry into the United States. This status
is covered by Section 207 of the
Immigration and Nationality Act.

Resident Alien Card, Form 1-551

A card issued to Lawful Permanent
Residents before the Permanent Resident
Card was created. This card is no longer
issued and the first version issued
doesn't contain an expiration date.

Refugee Travel Document, Form I-
571

Issued to Refugees and Asylees in lieu of
a passport. The refugee travel document
guarantees his/her permission to reenter
the United States and is valid for a period
of 2 years. It is not renewable.

Request Additional Verification

If the information returned from the
Department of Homeland Security
database is different from the
information provided, this feature
provides the user an option to provide
additional information on the applicant’s
case to the Department of Homeland
Security requiring a further search of the
case.

Resident Alien Card, Form 1-551,

This card was introduced in August 1989
and was the first Resident Alien Card to
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AUG 1989

contain an expiration date. The card was
issued to both conditional and lawful
permanent residents. Valid only for a
limited period of time — 2 years from the
date of admission/adjustment for
conditional permanent residents and 10
years from issuance for lawful permanent
residents. The expiration date indicates
when the card expires and must be
renewed. It does not indicate that the
non-citizen's status expires. The
expiration date is stated on the front of
the card. This version is rose-colored
with a blue logo. It was modified in
January 1992 when a white box was
added behind the fingerprint.

Resident Alien Card, Form 1-551, JAN
1977

This card was introduced in January 1977
and phased in over a period of time.
Although this card is no longer issued, it
is valid indefinitely. In addition to the
photograph, the 1-551 will contain the
bearer's signature and photograph. This
card was issued to lawful permanent
residents.

Resolve Case

This feature allows the user to select the
appropriate option to resolve (close) all
cases queried through the SAVE
Program.

Resolved Authorized

A resolution option for the cases where
an Employment Authorization response is
received.

S

Sponsor

An entity (an individual or group or
organization) who assures the financial
support of an immigrant, non-immigrant
or refugee.

Status Verification System (SVS)

The Department of Homeland Security,
Systematic Alien Verification for
Entitlements (SAVE) Program's
reengineered system of electronically
delivering immigration status information
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to federal, state, and local benefit-issuing
agencies.

Systematic Alien Verification for
Entitlements (SAVE) Program

The SAVE Program is an inter-
governmental information sharing
initiative designed to aid benefit-granting
agencies in determining an applicant’s
immigration status, and thereby ensure
that only entitled applicants receive
federal, state, or local public benefits and
licenses. The Program is an information
service for benefit-issuing agencies,
institutions, licensing bureaus, and other
governmental entities.

U

Undocumented Alien

A foreign national who (1) entered the
United States without inspection or with
fraudulent documentation or (2) who,
after entering legally as a non—
immigrant, violated status and remained
in the United States without
authorization.

U.S. Passport

Document issued by the Department of
State to United States Citizens and
Nationals.

User ID

Each person performing verification
queries should have his or her own user
ID.

V

Verification Number

Each case processed through the
Automated Status Verification System is
given a unique 15-digit verification
number. This number can be used to
retrieve the case at a later time.
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