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1.0 INTRODUCTION

11 PURPOSE OF THE GUIDE

The SAVE User Reference Guide provides an overview of the SAVE administrative and verification process
that all users must follow when using the SAVE System. It also outlines the structure and layout of the SAVE
System functions available to the various SAVE user roles. All users must follow the guidelines set forth in
the SAVE Memorandum of Agreement (MOA) and the responsibilities outlined in this guide.

12 BACKGROUND

The SAVE Program provides a verification service to help authorized federal, state and local benefit-issuing
and licensing agencies and other governmental entities determine the immigration status of applicants
applying for public benefits and or licenses. The SAVE Program verifies the status of non-immigrants,
immigrants, and naturalized and derived U.S. citizens. The SAVE Program will not make any determinations
on an applicant’s eligibility for a specific public benefit or license. For more information on the SAVE
Program'’s policies and procedures please refer to the SAVE Program Guide located on the SAVE System
Online Resources.

1.3 SAVE TRANSACTION CHARGES

The SAVE Program provides users with access to an internet-based system operated by the U.S.
Department of Homeland Security (DHS), United States Citizenship and Immigration Services (USCIS). The
SAVE System verifies status by electronically comparing the information taken from a benefit-applicant’s
immigrant, non-immigrant, or naturalized and derived citizenship documents against DHS records.

USCIS charges a fee for verification services. The transaction for an electronic initial verification request is
$0.50. The SAVE System provides users an opportunity to edit or correct the initial verification request
information, known as a “retry initial verification request”. The charge for a “retry initial verification request” is
$0.50. If an initial verification request or a “retry initial verification request” requires additional verification, the
charge is $0.50. Agencies without access to the SAVE System submitting paper-based Forms G-845,
Document Verification Request, are charged $2.00 per case.

A minimum monthly service transaction charge of $25.00 is automatically billed to agencies with verification
activity during the month. Current transaction charges are listed in the below table.

SAVE SYSTEM VERIFICATION TRANSACTION CHARGES

Paper-based Form G-845,
Document Verification
Request

Retry Initial Additional 3™ Level Maximum

Verification| Verification

Verification | Verification | Charge**

$0.50 $0.50 $0.50 No charge $1.50 $2.00
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1.4 PRIVACY AND SECURITY STATEMENT

The use of the SAVE System requires the collection of personally identifiable information. It is essential to
protect the privacy of applicants whose personal information is processed through the SAVE System. All
users must comply with the Privacy Act, 5 U.S.C. Section 552a, and other applicable laws, policies and
regulations. Failure to protect individuals’ information properly can result in identity theft or fraud and can
cause considerable inconvenience, harm or embarrassment to the individuals affected.

It is the user's responsibility to ensure that all personal information collected is safeguarded and used only
for the purposes outlined in the SAVE MOA between USCIS SAVE Program and the User Agency. At a
minimum, SAVE Program policy recommends taking the steps outlined in the SAVE Self-Assessment Guide
to protect personal information and comply with the appropriate regulations. The SAVE Self-Assessment
Guide is located on the SAVE System in Online Resources.

1.5 PRIVACY AND SECURITY GUIDELINES

PRIVACY GUIDELINES OVERVIEW

P Allow ONLY authorized employees to use the SAVE System
Ensure that only the appropriate employees handle information and create verification cases.

P SECURE access to the SAVE System
Protect passwords used to access the SAVE System and ensure that unauthorized users do not
gain access to the system.

» PROTECT and STORE benefit applicants’ information properly
Ensure that benefit applicants’ information is stored in a safe and secure location and that only
authorized individuals have access to this information.

SAVE Program User Reference Guide 2013 Page 2



2.0 SAVE HIERARCHY AND USER ROLES

2.1 SAVE HIERARCHY AND USER ROLES

To easily locate users, verification cases and create reports, the SAVE System allows the agency to
users into Departments and Groups. The SAVE System user roles include Super User, Supervisor U

place
ser and

four types of General Users. The privileges and functions in the SAVE System granted to the users are
based upon the user’s role. Each user role operates primarily at one level of the hierarchy. The ‘SAVE

Hierarchy Overview' provides an explanation of the SAVE system levels and the user roles.

SAVE HIERARCY OVERVIEW

» AGENCY

The Agency is the top level of the hierarchy and the Super User role’s domain.
Super Users are responsible for creating Departments and Groups.
Super Users oversee and manage the entire agency’s Departments, Groups and users.

» DEPARTMENT

The Department is the next level in the hierarchy. The Agency must have at least one Department

and one Group within the Department before creating user accounts. The maximum number
Departments an Agency may have is one thousand (1,000). Every Department must have at
one Supervisor User.

» GROUP

of
least

The last level in the hierarchy is the Group. Each Department must have at least one Group. The

SAVE System does not place a limit on the number of Groups a Department may have. The
maximum number of users in a Group is one thousand, two hundred ninety-six (1,296).

Below is an example of an Agency’s hierarchy setting up users in multiple Departments and Groups.

Super User

|

Department Department

Supervisor User

' |
| |
l General Usersl I General Usersl l General Usersl

SAVE Program User Reference Guide 2013

Page 3



2.2 SAVE USER ROLES AND RESPONSIBILITIES
2.2.1 Super User

The Super User is the administrator for the entire agency. This role is responsible for setting up and
managing the agency’s Departments, Groups and User accounts and verification processes as outlined this
guide and in the MOA.

When setting up the agency, the Super User must create at least one Department and Group in the SAVE
System before he/she can add Super User, Supervisor User and General User accounts.

The Super User can add Departments, update the Departments’ information but cannot delete Departments.
The Super User can add and delete Groups within Departments. Deleting a Group within a Department will
delete all user roles assigned to the Group.

The Super User can add and delete all user roles, update all users’ profiles, and unlock and reset all users’
passwords. If a user leaves the agency or no longer needs access to the SAVE System, a Super User or
Supervisor User must delete the user's account. Only Super Users can delete a Super User account. If a
Super User leaves or is locked out of the SAVE System the agency will not be able to add Super User
account or Departments. SAVE Program policy recommends that an agency add and maintain more than
one active Super User account in the SAVE System.

The Super User has administration privileges to update his/her profile, password and challenge questions.

The Super User is responsible for managing the verification cases created by Supervisor Users and General
Users and ensuring that all verification cases are processed and closed in accordance with procedures
outlined in the MOA. The Super User cannot create verification cases in the SAVE System, only manage
verification cases.

SUPER USER ROLE OVERVIEW

ADMINISTRATIVE PRIVILEGES VERIFICATION PRIVILEGES
Site Administration: Case Administration
» Add Departments P Search and view verification cases

» Add Groups created by all users within the agency’s
> Delete Groups Departments and Groups
» Add and Delete: Note: The Super User cannot initiate

verification cases.
e Super Users

e Supervisor Users
e All General Users

User Administration:

P Change his/her own:
e Password
e Challenge Questions and Answers
e Profile

Reports

» Run and view reports
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2.2.2 Supervisor User

The Supervisor User is the administrator for a Department and all Groups and General Users within the
Department. A Department may have more than one Supervisor User.

The Supervisor User can update the Department’s information but cannot create a Department.

The Super User can add and delete Groups within the Department. Deleting a Group within the Department
will delete all user accounts assigned to the Group.

The Supervisor User is responsible for managing a Department’s Supervisor User and General User
accounts. The Supervisor User can add and delete users, update users’ profiles, and unlock and reset users’
passwords. If a user leaves the Department or Group or no longer needs access to the SAVE System, a
Super User or Supervisor User must delete the user's account. A Supervisor User cannot add or delete
Super User accounts.

The Supervisor User has administration privileges to update his/her profile, password and challenge
guestions.

The Supervisor User can create, manage and complete his/her own verification cases and is responsible for
managing all verification cases created by users assigned to Groups under the Department in accordance
with the MOA.

SUPERVISOR USER ROLE OVERVIEW

ADMINISTRATIVE PRIVILEGES \ VERIFICATION PRIVILEGES
Site Administration: Case Administration:
P Change Department Address P Create initial verification cases

Add Groups P Initiate, view, and complete additional

>
> Delete Groups verification cases
| 2

Add and Delete: » View, complete and close verification
cases created by Supervisor Users and

e Super Users all General Users within the assigned

e Supervisor Users Department

e All General Users

User Administration:

» Change his/her own:
e Password
e Challenge Questions and Answers
e Profile

Reports:

» Run and view reports
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2.2.3 General Users

The SAVE System has four General User roles. The General User roles have both administration and case
verification privileges based upon user’s ability to submit and view additional verification cases sent to the

Immigration Status Verifier (ISV).

General User-View ISV responses for all users in Department — This user has initial and additional
verification privileges and can view and complete verification cases for all General Users assigned to Groups
within his/her Department. This user has administration privileges to update his/her profile, password and

challenge questions.

VIEW ISV RESPONSES FOR ALL USERS IN DEPARTMENT ROLE OVERVIEW

ADMINISTRATIVE PRIVILEGES

User Administration:

» Change his/her own:
e Password
e Challenge Questions and Answers
e Profile

Reports

» Run and view reports

VERIFICATION PRIVILEGES

Case Administration:

» Create initial verification cases

» Initiate, view and complete additional
verification cases

P Close initial and additional verification
cases

» View, complete and close verification
cases created by all General Users
assigned to Groups within the Department

General User-View ISV responses for all users in Group — This user has initial and additional verification
privileges and can view and complete verification cases for all General Users within his/her Group. This user
has administration privileges to update his/her profile, password and challenge questions.

VIEW ISV RSEPONSES FOR ALL USERS IN GROUP ROLE OVERVIEW

ADMINISTRATIVE PRIVILEGES

User Administration:

» Change his/her own:
e Password
e Challenge questions and answers
e Profile

Reports:

Run and view reports

| VERIFICATION PRIVILEGES

Case Administration:

P Create initial verification cases

P Initiate, view and complete additional
verification cases

» Close initial and additional verification
cases

» View, complete and close verification
cases created by General Users within
the assigned Group
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General User-View user initiated ISV responses - This user has initial and additional verification privileges
and can view and complete his/her own additional verification cases. This user has administration privileges
to update his/her profile, password, and password challenge questions.

VIEW USER INITIATED ISV RESPONSES ROLE OVERVIEW

ADMINISTRATIVE PRIVILEGES

User Administration:

» Change his/her own:
e Password
e Password Challenge Questions and
Answers
o Profile

Reports:

» Run and view reports

VERIFICATION PRIVILEGES

Case Administration:

P Create initial verification cases

P Initiate, view and complete additional
verification cases

» Close initial and additional verification
cases

General User-Cannot view ISV responses - This user has initial verification privileges and can initiate
additional verification requests but cannot view additional verification cases. This user has administration
privileges to update his/her profile, password and challenge questions.

CANNOT VIEW ISV REPONSES ROLE OVERVIEW

ADMINISTRATIVE PRIVILEGES

User Administration:

» Change his/her own:
e Password
e Password Challenge Questions and
Answers
e Profile

Reports:

» Run and view reports

VERIFICATION PRIVILEGES

Case Administration:

» Create initial verification cases
» Create additional verification cases
» View and close initial verification cases

Note: This user cannot view additional
verification responses
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3.0 ACCESSING SAVE

3.1 SAVE USERNAME

To access the SAVE System all Super Users, Supervisor Users and General Users must have a
USERNAME and password. The USERNAME is used to record and track the all Users’ transactions within
the SAVE System.

Only Super Users and Supervisor Users can create USERNAMEs. When a Super User or Supervisor User
adds a new user, the SAVE System automatically generates a USERNAME for each new user created. Both
the Super User and the Supervisor User can accept or change the USERNAME. The USERNAME must be
eight (8) characters in length. The characters may be letters, numbers, or a combination of both letters and
numbers. The USERNAME is not case sensitive. A Supervisor User cannot create a USERNAME for a
Super User.

The Super User or Supervisor User must provide the new user with the USERNAME and a temporary
password. The new user must sign in to the SAVE System using his/her USERNAME and the temporary
password. The system will prompt the user to reset his/her password. Users are not allowed to share
USERNAMES.

3.2 PASSWORD REQUIREMENTS

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" and cannot
be identical to the User ID

VvV VVvVYVvYyYy

Additionally as a policy, it is recommended that passwords should not contain any:

Proper noun

Name of any person, pet, child, or fictional character
Employee serial number

Social Security Number

Birth date

Phone number

Information that could be readily guessed about the creator of the password
Simple pattern of letters or numbers, as "qwerty" or "xyz123."
Be any word, noun, or name spelled backwards

Be written down or shared with anyone

Contain any dictionary word

Password should be longer rather than shorter

VVVVVVVVVYYVYYVYY

For security purposes, the system will prompt the user every ninety (90) days to change his/her password.
The system prevents the re-use of the user’s previous six passwords. Users must not share passwords.
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3.3

ACCESSING THE SAVE SYSTEM FOR THE FIRST TIME

When signing in to the system for the first time, the new user will input the USERNAME and temporary
password provided by the Super User or Supervisor User. The system will prompt the new user to reset

his/her password and enter his/her challenge and answer questions.

FIRST TIME SIGNING IN TO THE SAVE SYSTEM OVERVIEW

Access to the SAVE System is through the agency’s Web Browser (Internet Explorer or Netscape). The

agency’s browser must be Internet Explorer 5.5 or newer, or Netscape 6.0 or newer.
access to the system using Netscape 7.0.

Users cannot gain

Open Web Browser - Enter the SAVE web address https://save.uscis.gov/web

SIGN IN — SYSTEM USE AGREEMENT

U.S. Citizenship
and Immigration
Services

¥ SA'E

SIGN IN
SYSTEM USE AGREEMENT

WARNING - You are about to access a Department of Homeland Security computer system, This computer system and data thergin are property of the U,S.
Government and provided for official U, q Government information and use. There Is no expectation of privacy when you use this computer system. The use of a
password or any ather security m » does not establish an expectation of privacy. By using =M, you consent to the te «t forth In this notice, You
urity information on this computer system. Access to thi #m i restricted to authorizec s only, Unauthorized

us i em or of data contained herein, or in transit to/from this i, may constitute a violation o on 1030 of title 18 of
the L.5. Code and ot‘her criminal laws. Anyone who accesses a Federal computer system without authorization or exceeds access authorlty, or obtalns, alters,
damages, destroys, or discloses information, or prevents authorized use of information on the computer system, may be subject to penalties, fines or
Imprisonment. This computer system and any related aquipment 1$ subject to monitering for administrative oversﬂllll law enforcement, criminal investigative

purposes, Inquiries into alleged wrongdoing or misuse, and to ensure proper performance of applicable security features and procedures. DHS may conduct
manitering activities without further notice.

Paperwork Reduction Act

An agency may not conduct or sponsor a collection of information, and a person Is not required to respond to a collection of information, unless it displays a
currently valid Office of Management and Budget (OMB) control number. The public reporting burden for this collection of information Is estimated at five
minutes per response, including the time for reviewing Instructions and completing and submitting the request. Send comments regarding this burden estimate
or any other aspect of this collection of Information, Including suggestions for reducing this burden, to U.5, City lon Services, | ¥
Coordination Division, Office of Policy and Strategy, 20 Massachusetts Avenue NW, Washington, DC 20529-2020. OMB No. 1615-0101. This approval expires
01/31/15. Do not mail your verification requests to this address.

Privacy Act

The information provided by this system is subject to the Privacy Act of 1974 (5 U.5.C. § 552a) and must be protected from unauthorized disclosure or
secondary uses. In accordance with the Privacy Act, the Information collected and provided to authorized agencies pursuant to this system is covered by the
Systemn of Records Notice "DHS/USCIS - Systematic Alien Verification for Entitlements Program System of Records™ September 21, 2011, 76 FR 58525

By clicking "1 agree” below or by using this system, you consent to the terms set forth in this notice.

¥l 1 agree

Accessibility Download Viewers

Read the System Use Agreement, check the “l agree” box and click the “Next” button — The system will

display the Sign In — Welcome Page

SIGN IN - WELCOME Page

v

SIGN IN Enter USERNAME

v

WELCOME

Enter your username and password. #[ndicates a required field,

Username
‘ ]

Password

Forgot your Password?

Forgot your Username?

Enter “Temporary” password (provided by a Super
User or a Supervisor) into the “Password” field

P Click “Submit” button — The system displays the

Update User Profile page

Note: The user must complete all fields marked with a red
(*) asterisk to continue.

SAVE Program User Reference Guide 2013
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https://save.uscis.gov/web

UPDATE USER PROFILE — NEW PASSWORD & PASSWORD CHALLENGE QUESTIONS Page

UPDATE USER PROFILE
NEW PASSWORD AND PASSWORD CHALLENGE QUESTIONS

A papsrord change bs required. Enter your ol (lemporary) password and e password, Thin, enter securlly questions and snawers.  ®Indicates a required

Passwoids may not be identical 1o your username and must coitain:

Tam or lowercane letter

pcters I any posthon from the previous password

Wi, o fictional charachsn

ecurity Himber, birth date, phone number, or other information that could te reodly guessed abowt the crestor of the

wcisily, your passvecnd sheuld be changed often, To secud your Seeout, your pasiword will expire every 50 days

Old Pansword

Haw Password

Re-type New Passward

Password Challenge Question 1
-- salect 8 prefarred question -- &

Answer

Password Challenges Question 22
-» salect & prefarred quastion -- -

Anawar

Passward Challenge Question 83
o suleet & prafaried quastion - .

Answer

UPDATE USER PROFILE — USER INFORMATON Page

UPDATE USER PROFILE
USER INFORMATION

Your password has been sucorssiully changed

Vasidabe youl emal address and phond nsmber wnicales o raduineg feld

Email Address

Fequired.emall addressdtest.ong 5
Phone Mumber
(dd2 ) 2& diee ol 3

» Enter the temporary password in
the “Old Password” field

» Enter a new password in the “New
Password” field

P Re-type the new password in the
“Re-type New Password” field

» Enter Password Challenge
Questions and Answers:

e Select the challenge
question from the dropdown
menu and type in the
answer. The user must
select a different question in
each question box.

e If the user forgets his/her
password SAVE uses these
questions and answers to
verify the user’s information

» Click the “Submit” button

Note: The user must complete all
fields marked with a red (*) asterisk to
continue

P The system displays the following
messages:

e Your user password has been
successfully changed.”

e Validate your email address
and phone number.

P If necessary update email address
and/or phone

P Click the “Submit” button - The
system returns to the Home page

Note: The user must complete all
fields marked with a red (*) asterisk to
continue.
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3.4

HOW TO RETRIEVE USERNAME and FORGOTTON or LOCKED PASSWORD

HOW TO RETRIEVE YOUR USERNAME

To reset a forgotten USERNAME:

SIGN IN
WELCOME

» Select the “Forgot Your Username?” link on the SAVE Sign In page.

The system displays the Find USERNAME — Email Address page.

» Enter E-mail address

» Click “Submit” button

» The USERNAME will be sent to the e-mail address entered

Note: The user must complete all fields marked with a red (*) asterisk to

continue.

usernama

Passwerd

FIND USERNAME

EMAIL ADDRESS

HOW TO RETRIEVE YOUR FORGOTTEN OR LOCKED PASSWORD

SIGN IN
WELCOME

uuuuuuu

RESET PASSWORD
USERNAME AUTHENTICATION

Enter your username,  #Indicates a required field.

Username

e

RESET PASSWORD
SECURITY QUESTIONS

RESET PASSWORD
NEW PASSWORD

Enter a new password.

New Password
| *

Re-type New Password
*

#Indicates a required field.

T |

Forgot Password or Locked Out After 3 Attempts:

» Select the “Forgot Your Password?” link on the Sign In page -The
system displays the Reset Password page

Note: The user must complete all fields marked with a red (*) asterisk to
continue.

» Enter USERNAME

P Click “Next” button - The system displays the Reset Password-Security
Questions page

Note: The user must complete all fields marked with a red (*) asterisk to
continue.

» Correctly answer the three challenge questions

P Click “Next” button - The system displays the Change Password page

Note: The user must complete all fields marked with a red (*) asterisk to
continue.

v

Enter new password into “ New Password” field

v

Re-type new password into “Re-Type Password” field

v

Click “Submit” button -The system displays a message: “Your user
password has been successfully changed. Validate your email address
and phone number.” If necessary update email address and/or phone

» Click the “Submit” button the system returns to the Home page

Note: The user must complete all fields marked with a red (*) asterisk to
continue.
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3.5

SAVE HOME PAGE OVERVIEW

THE SAVE System tailors the SAVE Home Navigation Menu and Quick Links to the privileges available to
the user’s role. The SAVE Home Page contains the following elements:

SAVE Header - The header features the Department of Homeland Security, USCIS, and SAVE

Navigation Menu - Top-level navigation menu displays all of the options available to the user. These

Quick Links - Routine functions based upon the user’s role. These functions are only available on

SAVE Welcome Banner and Agency Identifier - Under the welcome banner the system displays

the agency name on the Super User's Home Page; the agency and department name on the

1.
Program logos and a personal welcome greeting (user's name)
2.
menu options are accessible on all the screens within the SAVE System
3.
the SAVE Home page
4.
Supervisor and General Users’ Home Page
5.
information
6.
system-related announcements
7.

5. Cltizenshi
Immigration

Welcome to
SA'E
Systematic

Alien Verificatio
for Entitlements

Agency: BA Agency (LASS)
PROGRAM ANNGUNCEMENTS

SAVE Publishes Mew Educational Materials for Applicants

08/28/2012

Tha SAVE Program i slaansd b5 AnNoUnes the valabity of new sdusanonal matsnals dssignad for tha
Banate applicants your ageney Taruss

The three unique matenals offer veur 30ency an cpdortunty to educate benefit appbcants on the SAVE
Program, and b your 30Ty Ut SAVE 1o verfy . fead more

stemember to Use Unexpired Foreign Passport
OUf03/2012

Az Customs and Border

o work toward automating the Foem [.64

ver possible for ammigration status verfication purpodes,

Wihka i thi Feorm 184 Resd mers

Mew Mailing Addrecses for Form G-843
o518/ 2009

£he USCTS Status Vercation Cperations fiekd

Francisto, Lus Angeles, or Dulfsio, Fleate st nere to mad your Farms G- Read more

6]

Record], wet would B U remind you Lo use the Unexpined Foreign Passpor in feu of the

one of the following designated field offices: San

View 4

SA'E

Welcome, Heidi Peres

QUICK LINKS 9
o Search Users >
Q Search Cases 3

SYSTEM ANNOLINCEMENTS.
SAVE Reminder: G845 Case
Verificatson Rumber

Bequrcment

Read more

Upcomming SAVE VIS System
™

Eand marn

Enhameed SAVE Custamer
Suppeorl

Supervisor User Home Page

Program Announcements - Provides all users with any major SAVE program updates, events or

System Announcements - Informs all users of any planned outages, system updates or other

Accessibility - Web accessibility to meet different user needs, preferences, and situations

for Entitiements

STETHM ANMOUSICE NI TS l

ome Page

.....

WiHcoms 18 &. & ;
SA'E /
Systematic

Alien Verification

for Entitlements

Agency: A Agoncy (LAS9] | Degartment: 04 Alley (01}

SA'E

Welcome, lass Dos

UICK LINKS

& Initial Vorification  »

Q Search Casos .

. Contact Us >

SYETEM ARRGUNCT RIS
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4.0 SUPER USER AGENCY ADMINISTRATION

41 ADD USER

Under the Agency Tab on the Navigation Menu, Super Users can add Super Users, Supervisor Users and
General Users to all the agency’s departments and groups. To add a user the Super User must select the
user’s role, Department, Group and enter the user’s personal and sign in information.

ADD USERS FUNCTIONS OVERVIEW

NAVIGATION MENU - AGENCY TAB

» On Navigation Menu Click the “Agency Tab”

Wakcom 10

SA'E P Click the “Add User” link - The system displays
Aon vertfcation the Add New User - Role Section page.
for Entitlements

ADD NEW USER — ROLE SELECTION Page

f cases Profile [l ) Seclect a user role from the dropdown menu

ADD NEW USER P Click “Next” button - The system displays the
ROLE SELECTION Add New User - Department Selection page
Select user role. #Indicates a required field.

Note: The user must complete all fields marked with

User Role = ared (*) asterisk to continue
|

[ cancel | TN

ADD NEW USER — DEPARTMENT SELECTION Page
- T profiic. [T revorts P Select the “Department” from the dropdown

menu
ADD NEW USER
DEPARTMENT SELECTION P Click the “Next” button - The system displays
Select user department., ®Indicates a required fieldd, the Add NeW User - GrOUp SeIeCtion page
p— showing the User Role and Department Name
General User - Cannot view 1SV responses
Department = Note: The user must complete all fields marked with
ared (*) asterisk to continue
Gancel ek | (NN

ADD NEW USER — GROUP SELECTION Page

o e Profile . P— » Select the “Group” from the dropdown menu
ADD NEW USER P Click the “Next” button - The system displays
GROUP SELECTION the Add New User-User Information page
Select user group. #Indicates a required field, Showing the User ROle, Department and GrOUp
Uhser Role ) ) ) Name
General User - Cannot view ISV responses
Department . .
OM SAVE Training { Laguna, CA ) Note: The user must complete all fields marked with
Group ared (*) asterisk to continue
I - |
_ cancel | [ Back | rext
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ADD NEW USER - USER INFORMATION Page

ADD NEW USER
USER INFORMATION

User Role

Ganeral Usar - Cannol view ISV responses
Dspartient
I SAVE

Group
PO SAVE

Last Mame
First Mame
LT

Fhone Number
Fax Mumiber

Ermmil Adedress

ADD USER - PASSWORD Page

Profile Agency Reports

ADD NEW USER
FASSWORD
Enter usernama and password #[ndicates a reguired fleld,
Usarname
RTESS238 -
Password
(LTI TTT] ”
Re-type Password
eEsanaany

wes | [ week | (N

>

Enter the User’s:

e Last Name and First Name
e Phone Number

e E-mail Address

Click the “Next” button - The system displays
the Add New User - Password page with the
User's USERNAME

Note: The user must complete all fields marked with
ared (*) asterisk to continue

Create and enter a temporary password into
the “Password” field

Re-type temporary password into the “Re-type”
field

Click “Submit” button - The system displays the
Add New User Successfully Created page

Note: The Super User may change the
USERNAME. The USERNAME must be 8
characters (letters/numbers or both).The user must
complete all fields marked with a red (*) asterisk to
continue.

ADD NEW USER — SUCCESSFULLY CREATED Page

'“ 4l

Fuadda B ta

ADD NEW USIR
Y CREATED

SUCCESSFLLL

D@ Taw 4 ma®

» Displays system message: “User has been

>

successfully created. User Information provided

below.” (USERNAME, Role, Department Name, Group
Name, First & Last Name, Phone Number and E-mail
Address)

Click the “Home” button - The system returns
to the Home page

Note: Send USERNAME and temporary password
to new user - The new user must sign in and re-set
the password

SAVE Program User Reference Guide 2013
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4.2 SEARCH USERS

The Search User function allows the Super User to search, view and manage the Super User, Supervisor
User and General User accounts assigned to the agency’'s departments.

Under Agency Tab on the Navigation Menu, the Search Users link allows the Super User to select and enter
the search criteria to locate and update users’ profiles, unlock and reset users’ passwords and delete users’
accounts for the entire agency. If a user leaves the agency or no longer needs access to the SAVE System,
a Super User or Supervisor User must delete the user’'s account. Only Super Users can delete Super User
roles.

To view, add and delete Super User, Supervisor User and General User accounts, follow the ‘Search Users
Function Overview.”

SEARCH USERS FUNCTION OVERVIEW

NAVIGATION MENU - AGENCY TAB

On Navigation Menu Click the *Agency Tab" or
Add User QUICK LINKS QUiCk Links:
Search Users .’

P Click the “Search Users” link -The system
[Aresouras ») displays the Search Users — Criteria page.

{, Contact Us »

Welcome to

SAE
Systematic

Alien Verification
for Entitlements

Edit Departments

Search Groups

SEARCH USERS — CRITERIA Page

Enter Search Criteria:
SEARCH USERS

CRITERIA

» Select User Role - The default option is All
Roles the user may select any of the following:

Enter search criteria to display a user list. ° All Roles(default)

e  Super-Users

e  Supervisors

e  General Users

User Role
i@ All Roles
7 Super-Users
© Supervisors

> General Users » Select User Status - The default option is All the
User Status user may select any of the following:
e Al e All (default)
© Locked
@ Password Change Required ° LOCked .
> Deleted e Password Change Required
Department
Additionally, the user may arrow the search by:
Group e Selecting the Department from the Drop Down
- Menu
Username e Selecting both the Department and Group from

the Drop Down Menu
e Entering the USERNAME
e Entering the Last Name
e  Entering the First Name

Last Name

First Name

» Click the “Submit” button - The system displays
the Search Users - Summary List Page

SAVE Program User Reference Guide 2013 Page 15



SEARCH USER — SUMMARY LIST Page

f Cases Profile Ageney Reports Help sign out [+

SEARCH USERS
SUMMARY LIST
Click on a column ttle to sort this list

Select:

You are viewing users 14 ol §

Logged

Usormama | Dapartmant ¢ s o ListLoginDite 4 Stahs g Lockidy On

CHONTITE OMEAVE POSNVE Trunng  Geonl Wit Chistal Chango N N Delele
Trnivy Gouy Usir Password

LFALITED  OM SAVE POSAVETining  Genol  Fall Loal Changa N H Delete
Training Group User Password

WAPRITOS Sl Al My DM Cumont N ¥ Delete

]

RTESSZHE  OMSAVE PDSAVETrainng  Caneed  Tost ay Changs N N Delels
Training Grop User Pastword

SMAYINT  OM SAVE POSAVE g Siperviso  Mavlowsr  Sprg Chang N H Delste
Traning Group Password

Pravious  Next

o

Protils

SEARCH USERS

USER [NFORMATION

Lot cheflahid it Wl IRATI o Pkl (iGeT Diasm ] ® iraficatuni & iipai ks
Hlnr nmme

CWIH TS

User Rols
Elanainl Esr - Vidw uiar inmansd By redparial »

Dapartmant
€84 AT Tradning | Laguna, CA ] v ¥

gy
PO ST Traledng CHoup = @

LA Manss

Winbe

Firn] Harse

ERaital u

.1
Phone Muimbe
12} )11k 1111 gt

Fam Mursle

Ui Adiliein
Tt Uner{l beat-net .

Misa] Ui Passdnind
v Password

M-ty Mew Pasivind

oot || v | [

The system displays the Search Users - Summary
List Page results:

e Column Headers - USERNAME, Department,
Group, User Role, Last Name, First Name, Last
Login Date, Status, Locked, Logged On and
Actions - Click on the column title to sort this
list

e USERNAME link - Select to view and modify
user information

e Delete button - Click to remove user

e Next and Previous Links - The Summary List
displays up to 10 users per page - Use the “Next
and “Previous” links at bottom of the Summary
List page to navigate between pages

e Home button - The systems returns to the
Home page

Clicking the USERNAME on the Summary List Page
displays the Search Users — User Information Page
with the user’s current information.

The user may update any of the following fields:

e *User Role: To change select role from the dropdown
menu

e *Department: To change select a Department from
the dropdown menu

e *Group: To change select a Group from the
dropdown menu

e *Last Name: To change delete and enter updated
name

e *First Name: To change delete and enter updated
name

e Ml (Middle Initial):This field is optional

e *Phone Number: To change delete and enter
updated phone number

e Fax Number: This field is optional

e *E-mail Address: To change delete and enter
updated e-mail address

e Force Change Password box: Click this box to
change the user’s password

= Reset the Users Password: Type in new password
and retype the new password

» Click the " Submit” button — The system displays
the Search Users — Successfully Updated page

» Click “Delete User” — The system displays the
Delete User — Deletion Confirmation Page

SAVE Program User Reference Guide 2013

Page 16



SEARCH USERS — SUCCESSFULLY UPDATED Page

ﬂ‘ Cases Profile Agency Reports Help

SEARCH USERS
SUCCESSFULLY UPDATED

¥ou have successfully updated the user Information andfor reset the user's passward
Username: CWINTRT
User Role: General User - View user inftisted 1SV respanses

Department: O SAVE Training | Lag

Group: PD SAVE Training Group
Last Name: Winter

First Name: Cheistals

M.L:

Phone Number: (123) 111 - 1111

Fax Number:

Email Address: C Winter@Test.com
User Status:  Password must change

After making any necessary changes and or re-setting
the user’'s password on the User Information Page:

P Click the “Submit” button - The system displays
Search Users — Successfully Updated Page with
a message: “You have successfully updated the
user information and/or rest the user’s
password.”

P Click the “Home” button — the systems displays
the Home page

DELETE USER — DELETION CONFIRMATION Page

Reports

DELETE USER
DELETION CONFIRMATION

Remove a user and revoke all privileges.
Username: CWINTS 74

User Role: General User - View user inftiated ISV responses

Department: OM SAVE Tra

Group: PD SAVE Training Group
Last Name: Winter

First Name: Christals

M.I:

Phone Mumber: (123) 111 - 1111
Fax Number:
Email Address: C.Winter@Test.com

User Status: Password mast change

Cancel Delete User

DELETE USER — SUCCESSFULLY DELETED

" Cases Profile Agency Reports ¥

DELETE USER
SUCCESSFULLY DELETED

You have successhully removed this user. If necessary, print these detaills for your reconds

Usorname: CWINTITA

User Role: General User - View user initlated 15V responses
Dapartment:  OM SAVE Training

Group: PO SAVE Tralning Group

Last Mame: Winker

First Name: Christals

M.

Phone Number: (123) 111 - 1111

Fax Number:
Email Address: © WintorfTest com

User Status: Deeleted

» Click the “Delete” button on Search User- Summary
List Page or

» Click the “Delete” button on the Search User- User
Information — The system will displays the Delete
User-Deletion Confirmation Page

» Click “Cancel” - The system returns the Search User
Information page

» Click the “Delete User” button — The system displays
the Delete User-Successfully Deleted Page with a
message: “You have successfully removed this user.
If necessary print these details for your record.”

P The Delete User-Successfully Deleted Page displays
the message: “You have successfully removed this
user. If necessary, print these details for your
record.”

P Click the “Home” button — The system displays the
Home page
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4.3 EDIT DEPARTMENTS

The Super User is responsible for setting up and managing the agency’s Departments and Groups. The
Super User must create at least one Department and one Group before adding users.

Using Edit Departments function on the Navigation Menu, the Super User can add Departments for the
agency. The Edit Departments function also allows the Super User to edit the Department’s Name, Postal
Address and Alternative Address fields. This function does not allow the Super User to delete Departments.

EDIT DEPARTMENT OVERVIEW

NAVIGATION MENU - AGENCY TAB

Cases Profile Agency Reports Help - Sign Out lr O n NaV'g atIOI"I M enu:

Bl Add User

QUICK LINKS

» Click the Agency Tab
P Click the “Edit Departments” link -. The system

Welcome to

SAE

Search Users

Edit Departments

SVStematlc Search Groups
Alien Verification displays the Search Department Summary List
for Entitlements

{, Contact Us » Page

SEARCH DEPARTMENTS — SUMMARY LIST

Reports Help Sign Out ‘-

f Cases

Profile

SEARCH DEPARTMENTS
SUMMARY LIST

topartment Inforrmalion
Department Summary List Agd 9 Vi W viawing departmants 1:1 of 1

o Dwrpartmant Hams - - s = s
Ol SAVE Trsirang o Lisguna CA LEAPRA 10 SO72013 9 Edit

The Search Department Summary List Page displaying the following:

1. Column Headers- Department Name, Department Code, City (where the department is located),
State (where the department is located), Last Updated By (Super User's USERNAME) and Last
Update Date - Click on the column title to sort list

2. Add Button - Select Add button to add a new Department to the Summary List
3. Edit Button - Select Edit button to update a Department’s name and address

4. Next and Previous Links — The Summary List displays up to 10 Departments per page - Use the
“Next and “Previous” links at the bottom of the Summary List page to navigate between pages

5. Home Button - The systems returns to the Home page
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Add a Department

ADD DEPARTMENT — DEPARTMENT INFORMATION PAGE

n Reports ____Help Click “Add” on the Search Departments Summary
sopprrammENy List page to a Department - The system displays the
: Add Department- Department Information page.

Department Name

‘ 3 » Enter the *Department Name and *Postal

Postal Address

Adress 1 ) Address

e If postal address is a post office box/drawer,
enter Alternate Address fields

R g P Click the “Submit” button - The system displays
cvemens AR e T the Add Department Successfully Added Page
with a message: “The Department (Department’s
Name) has been successfully created for the
Agency (Agency’s Name).”

ADD DEPARTMENT — SUCCESSFULLY ADDED

The Add Department — Successfully Added page
ﬂ Qo Proie m Roports i d displays a message: “The Department (name) has

been successfully created for the Agency (name).”

ADD DE.pARTMENT Click the “Home” button — The system displays the
SUCCESSFULLY ADDED Home page

The Department "New Design Department" has been successfully created for the Agency "SAVE OM Test Agency”,

Edit Department Information

VIEW DEPARTMENT — DEPARTMENT INFORMATION

" — Prafila — Help On the Search Departments Summary List page to
update the Department’s Name and or Postal

VIEW DEPARTMENT Address fields:
DEPARTMENT INFORMATION
View department information P Select the Department and click the Edit button
Department  fiew Desion Department in the Action column — The system displays the
e I View Department — Department Information
Address 2: Alt Address 2: P age
City: Mewpaet Al City: i i
state: At state: P Select the “Edit” button — The system displays
ey . o Al Zp Codei the Edit Department — Department Information
Department Code: o2 P ag e
Access Method({s): WEB-3

s | TN
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EDIT DEPARTMENT — DEPARTMENT INFORMATION Page

P Update the Department name and or address

EDIT DEPARTMENT

S e » Click “Submit” button — The system displays the

Update depsrtment information, Use the alternate address i the Postal Address is PO Box, = Indicates & requined fiks

Depariment tame View Department — Department Information

Page with the updated information fields

Address 1
123 3rd Strest

Adaress 2 - » Click “Back” button — The system displays the
: View Department — Department Information

Newport Beach

State - p ag e

CALIFORNIA

Zip code
22663

Alternate Address (Enter if postsl address is 5 post office box/drawar. |
Address 1

........

VIEW DEPARTMENT — DEPARTMENT INFORMATION Page

" cases ey Help The View Department — Department Information
page displays the updated information entered by the
user.

Click the “Edit” button — The system displays the Edit

VIEW DEPARTMENT
DEPARTMENT INFORMATION

View department information. .
Department — Department Information page

Department HNew Design Dapartment
Name: H “ ” 1
L e G Click the “Back” button — The system displays the
Address 2: At Address 2: Search Department — Summary List page
City: Newport Beach Alk City:
State; CA Alt State:
Zip Code: G663 Alt Zip Code:
Additional Information

Department Code: 0

Access Method(s): WEB-1

mo | ([EETHE
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4.4  SEARCH GROUPS

Using the Search Groups function on the Navigation Menu, the Super User can manage the agency’s
Groups. This function allows the Super User to select the search criteria, add Groups to the Departments
and delete Groups from the Departments. Deleting a Group from a Department will delete all users within
the Group. The Search Groups function also allows the Super User to Edit the Group’s’ Name, Postal
Address and Alternative Address fields.

SEARCH GROUPS FUNCTION OVERVIEW

NAV'GAT'ON MENU - AGENCY TAB H cases Profile Agency Reports Help sign out >

i QUICK LINKS
» Click the “Search Group link - The system WISAM."E ”
displays the Enter Search Criteria page il h, B
Alien Verification
for Entitlements .
N =
SEARCH GROUPS — CRITERIA Page
. 1 Cases Profile Agency The Super User can search by:
SEARCH GROUPS » Selecting the Department and Group from the
CRITERIA dropdown menu or
Enter search criteria to display a group list » Typlng |n the Group Name g
Department
= » Typing in the Group Name, City and selecting
— the State from the dropdown menu
Srovp Neme » Clicking the “Submit” button — The system

Dt displays the Group Summary List page with the

information based upon the search criteria
City

Concer | EEETITIND

SEARCH GROUPS — SUMMARY LIST Page

R s poie WED et ke sign out |p Column Headers- Department Name, Group Name,
City (where the department is located), State (where
the department is located), Last Update, Last
Updated By and Actions - Sort the columns by
clicking on the column header

SEARCH GROUPS
SUMMARY LiST

Salect:

P Click the “Add” button to add a Group

P Click on the “Department Name” link to view

P T department information
s O oS lolpeelee Lty L A » Click the “Edit” button update the Group
o information
s e » Click the “Delete” button to delete a Group and

all Users in the Group
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Add a Group

ADD GROUP — GROUP INFORMATION Page

L

Cases

ADD GROUP

Profile

GROUP INFORMATION

Enter the group name and address.

Department

Group

Address 1

Address 2

City

State

Zip Code

*Indicates a required field.

[, - *

Tl o |

Edit Group Information

EDIT GROUP — GROUP INFORMATION

N

Cases

EDIT GROUP
GROUP INFORMATION
Update the group name and address.

Department
OM SAVE Training

Group

Profile

Agency

#Indicates a required field.

ISAVE Training Cne

Address 1
Address 2
City

State

Zip Code

cancel ) (T

On the Search Groups Summary List page click
the “Add” button located on the left side of the
page.-The system displays the Group Information

page.

P Select the Department from the dropdown menu

» Enter the Group Name

» Enter Address 1 (Optional)

» Enter Address 2 (Optional)

» Enter City (Optional)

P Select State from the Drop Down Menu
(Optional)

» Enter Zip code (Optional)

» Click “Submit” button — The system displays the
Group Summary List page listing the new group
information

Group Summary List E Yo e vewig grogs 1 cf1
f0 oS Lstpulie Lslodedly
(M AVE Trammy POSHE Tranng Crop i WAPRANE 1 Dfﬂ
Freviows Nert
B

On the Search Groups Summary List page under
the Actions column Click the “Edit” button - The
system displays the Edit Group - Group Information

page

» Change the Group Name

» Add the Group Address (Optional)

» Update the Address Fields (Optional)
>

Click the “Submit” button — The system displays
the Search Groups Summary List page with the
Group’s updated information
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Page 22



DELETE GROUP — DELETION CONFIRMATION Page

On the Search Groups Summary List page under the
Actions column:

DELETE GROUP » Click the “Delete” button - The system displays the
Delete Group — Deletion Confirmation page with a
message: “Delete this group” and displays:

ﬂ‘ Cases Profile Agency

DELETION CONFIRMATION
Dedete this group.

e Department Name
Departmeant: OM SAVE Training

e Group Name
Group Mame: SAVE Training Two

cance | [IEZED » Click the “Delete” button

DELETE GROUP — SUCCESSFULLY DELETED Page

" T— " m — Hel The sygtem displays the Group Deletion Information
page with a message: “You have successful removed

this group. If necessary, print these details for your

DELETE GROUP ) )
records.” and displays:
SUCCESSFULLY DELETED
e Department Name
You have successfully removed this group. If necessary, print these details for your records.
e Group Name
i P Click the “Back” button — The system returns to the

Group Name: SAVE Training Two

Search Groups Summary List page
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5.0 SUPER USER AGENCY ADMINISTRATION

5.1 ADDUSER

Under the Agency Tab on the Navigation Menu, Supervisor Users can add Supervisor Users and General
Users to a Department’s Groups. To add a user the Supervisor User must select the user’s role, Group and
enter the user’s personal and Sign in information.

ADD USERS FUNCTIONS OVERVIEW

NAVIGATION MENU - AGENCY TAB

“““ e — SId  p  On Navigation Menu Click the “Agency Tab”
=
- P Click the “Add User” link - The system displays

. i
the Add New User - Role Section Page.

Welcome to
SA'E
Systematic

Alien Verification
for Entitlements

ADD USER — ROLE SELECTION Page
m P Select a user role from the dropdown menu

A Profile
P Click “Next” button - The system displays the

ADD NEW USER Add New User - Group Page

ROLE SELECTION ) )
Note: The user must complete all fields marked with

et M i ared (*) asterisk to continue
User Role
ance | [EZEE

ADD NEW USER — GROUP SELECTION Page

n Pa— Profile Agency P> Select the “Group” from the dropdown menu
P Click the “Next” button - The system displays
sl B the Add New User - User Information page
SRALSSELEITION showing the User Role, Department and Group
Select user group. ®Indicates a required field, Names
Weor Rote Note: The user must complete all fields marked with
General Liser - Cannot view ISV responses * . .
a red (*) asterisk to continue
Department
OM SAVE Training { Laguna, CA )
Group
I -
_ Cancet | [ Back | TN
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ADD NEW USER - USER INFORMATION Page

T .. s >

ADD NEW USER
USER INFORMATION
Entasr user narms and contact informatian sindicates a reguired Neld
User Role
resval Usar - Camnnat view 1SV responses

Dapartivsnt
M SAVE Training { Laguna, ©A )

Group
PO SAVE Training Group

Lawt Mame
First Mame
LT

Fhone Number
i

Fax Mumber

Email Addross

ADD USER - ENTER PASSWORD Page

‘H’ Casos Profile Agency
ADD NEW USER
PASSWORD:
Enbed usernamee and password, SIndicates & rodgulnead feld,
Ui Frumime
RTES5238 i

Password
T T Y -
Re-type Passward

I -

Cancel

Enter the User’s:

e Last Name and First Name
e Phone Number

e E-mail Address

» Click the “Next” button - The system displays
the Add New User — Password page with the
User's USERNAME

Note: The user must complete all fields marked
with a red (*) asterisk to continue

» Create and enter a temporary password into
the “Password” field

» Re-type temporary password into the “Re-
type” field

» Click “Submit” button -The system displays the
Add New User Successfully Created page

Note: The Supervisor User may change the
USERNAME. The USERNAME must be 8
characters (letters/numbers or both). The user must
complete all fields marked with a red (*) asterisk to
continue.

ADD NEW USER — SUCCESSFULLY CREATED Page

T -

ADD NEW USINR

SUCCESSFULLY CREATED

Bl kol
A i e = s d cumm

L e b

i med Smgees
T ol Mipasy

Poe Wppr=iepr

L Dmnaiml T & o #

» Displays system message: “User has been
successfully created. User Information provided

below.” (USERNAME, Role, Department Name, Group
Name, Name, Phone Number and E-mail Address)

» Click the “Home” button -The system returns to
the Home page

» Send USERNAME and temporary password to
new user - The new user must sign in and re-
set the password
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5.2 SEARCH USERS

The Search User function allows the Supervisor User to search, view and manage the Supervisor User and
General User accounts assigned to the Department’s Groups.

Under Agency Tab on the Navigation Menu, using the Search Users link the Supervisor User can select and
enter the search criteria to locate and update users’ profiles, unlock and reset users’ passwords and delete
users’ accounts for the entire Department. If a user leaves the Department or no longer needs access to the
SAVE System, a Super User or Supervisor User must delete the user’s account.

SEARCH USERS FUNCTION OVERVIEW

NAVIGATION MENU - AGENCY TAB

On Navigation Menu Click the “Agency Tab” or

QUICK LINKS

wsc;:;té Quick Links:
Svatmnaii [Q search cases __» | . .
for Entitiements. » Click the “Search Users” link - The system
displays the Search Users - Criteria page.
SEARCH USERS — CRITERIA Page
E — Profile Agency Enter Search Criteria:
P Select User Role - The user may select any of
SEARCH USERS the following:
CRITERIA e Supervisors and General Users (default)
e Supervisors
Enter search criteria to display a user list.
e General Users
User Role
18] Supervisors and General Users P Select User Status - The user may select any of
© Supervisors the foIIowing:
© General Users e All (defau|t)
User Status e Locked
o Al e Password Change Required
@ Locked
® d Ch ired "
Password change Require Additionally, the user may narrow the search by:
group = e Selecting the Group from the dropdown
menu
Last Name ¢ Entering the USERNAME
e Entering the Last Name
First Name

e Entering the First Name

‘ » Click the “Display User Summary List” button -
[ cancel | EZTEN The system displays the Search Users -

Summary List Page
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SEARCH USER — SUMMARY LIST Page

ﬂ Cases.

Profile Agency Reports Help

SEARCH USERS
SUMMARY LIST
(Click on a colum title b sork this st

Select:

jser information
d revoke user permissiors.

+ Userram
+ Delete:

User Summary List

150 PDSAVE Training Group ~ Genesal User  Fall Leaf
525 PO SAVE Treining Group  General User  Test Ry

POSAVE Teining Gowp~ Supenvisor Maloner Sping
Pravious Next

Lo N

|
s | User Rale s Lnﬂl:m!: First Name :-Laﬂbﬁblh :

| Stalus

Sign Out [-

You are viewing users 13 of

=‘Ln:m¢‘umm¢

ClangePassiont N N

Change Passward N N

OI320140315PM  Cumest N Y Delete

The system displays the Search Users - Summary List
Page results:

e Column Headers - USERNAME, Group, User Role,
Last Name, First Name, Last Login Date, Status,
Locked, Logged On and Actions - Click on the column
title to sort this list

e USERNAME link-select to view and modify user
information

e Delete button — Click to remove user

e Nextand Previous Links — The Summary List displays
up to 10 users per page - Use the “Next” and “Previous”
links at bottom of the Summary List page to navigate
between pages

e Home button- The systems returns to the Home page

SEARCH USERS — USER INFORMATION Page

'H‘ Cases

SEARCH USERS
USER INFORMATION

Update detalled user information or reset user password.

Username
VSANL16G
User Role

Supervisor

Department

Group

SAVE Training =t
Last Name

Sandoval

First Name

Vicky d

M.I

Phone Number

(202 3333 -3333 et *

Fax Number

i )

Email Address
Name.Last.@Agency.gov

Force Change Password

Cancel | Delete User

Profile m Reports

#Indlcates a required field.

Clicking the USERNAME on the Summary List Page
displays the Search Users — User Information Page.

The user may update any of the following fields:

e User Role: To change select role from the dropdown
menu

e Department: Cannot be changed

e Group: To change select a Group from the dropdown
menu

e Last Name: To change delete and enter updated name
e First Name: To change delete and enter updated name
e MI (Middle Initial): This field is optional

*Phone Number: To change enter updated phone
number

e Fax Number: This field is optional

e E-mail Address: To change enter updated e-malil
address

e [Force Change Password box — Click this box to
change the user’'s password

e Reset the Users Password — Fill in the below fields:
= New Password field— Type in new password

= Re-Type New Password field— Retype the new
password

» Click “Submit” button - The system displays the Search
Users - Successfully Updated page

P Click “Delete User” button — The system displays the
Delete — Deletion Confirmation page
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SEARCH USERS — SUCCESSFULLY UPDATED Page

" pr—— Peodile AnaaEy e— The system displays Search Users — Successfully
Updated Page with a message: “You have successfully
SEARCH USERS updated the user information and/or reset the user’s
SUCCESSFULLY UPDATED password_”

You have successfully updated the user Information andfor reset the user's password

UsErname: CWINTar4
User Role: Genieral Lkser - Viiw user infllated ISV responses

Department: O SAVE Training | Laguna, CA )}

Group) PD SAVE Traming Group
Last Name: Winiter

First Name: Chiristals

M.L:

Phone Mumber: (123) 111 - 1111

Fax Number:

Email Address: C.Winter@Test.com

User Status: Password must change

DELETE USER — DELETION CONFIRMATION Page

,m Clicking the “Delete” button on Search User- Summary

List Page or
DELETE USER

Clicking the “Delete” button on the Search User - User
DELETION CONFIRMATION

Information - The system will displays the Delete User-
Bemove a user and revoke all privileges. De|etion Conﬁrmaﬁon Page

Username: CWINTGTE >

Click “Cancel” - The system returns to the Search
Users Information page

User Role: General User - View user initlated ISV responses

Department: O SANVE Training

Group: PO SAVE Training Group » Click the “Delete User” button - The system displays
Last Name:  Winter the Delete User-Successfully Deleted Page with a
Fistieme. Sk message: “You have successfully removed this user.
M.1.:

If necessary print these details for your records.”

Phone Mumber: (123) 111 - 1111
Fax Number:
Email Address: C.WinterdTest.oom

User Status: Password must change

Cancel Delete User

DELETE USER — SUCCESSFULLY DELETED

" Cases Profile Agancy F— P The Delete User-Successfully Deleted Page displays the
message: “You have successfully removed this user. If
HELS S necessary, print these details for your records.”

SUCCESSFULLY DELETED

P Click the “Home” button — The system displays the

You have successtully removed Ehis user. If necessary, print Mhese detalls hor your reconds

Home page
Uaainaie: CWINTI74 p g
User Role: Ganeral User - View user initigted 15V responses
Department:  OM SAVE Training
Group: PD SAVE Training Growp
Last Name: Winker
Flrst MName: Chiristals
M.I.:
Phane Mumber: (123) 111 - 1111
Fax Number:

Email Address: C.Winter{iTest com

User Status: Detlested
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5.3 UPDATE ADDRESSES

Using the Update Addresses on the Agency Tab of the Navigation Menu, the Supervisor User can update

the Department’s address.

UPDATE ADDRESSSES FUNCTION

NAVIGATION MENU - AGENCY TAB

QUICK LINKS

SA'E
Systematic
Alien Verification m

for Entitlements

. Contact Us >

UPDATE ADDRESSES
DEPARTMENT INFORMATION

Address 2

city
WASHINGTON

dddddddd

On Navigation Menu Click the “Agency Tab”

P Click the “Update Address” link -The system
displays the Search Users — Criteria page.

The Supervisor User can update the Postal Address
and update or add an Alternative Address for the
Department.

P Clicking the “Submit” button - The system
displays the Update Addresses — Successfully
Updated page

P Clicking the “Cancel” button — The system
returns to the HOME page

Note: The user must complete all fields marked with
a red (*) asterisk to continue.

UPDATE ADDRESSES — SUCCESSFULLY UPDATED PAGE

Reports Help

ﬁ Cases

Prafila Agency

UPDATE ADDRESSES

SUCCESSFULLY UPDATED

You have successfully updated the address of this department: SAVE PROGRAM

Postal Address Alternate Address

Address 1: 131 M Streel NE Address 1:

Address 2: Address 2:
City: 'S City:
State:

DIST OF COl State:

Zip Code:

20529 Zip Code:

The Update Addresses — Successfully Updated
page displays a message: “You have
successfully updated the address of this
department: Department Name.”

» Clicking the “Home” button — The system
returns to the HOME page

Note: The user must complete all fields marked
with a red (*) asterisk to continue.
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5.4 SEARCH GROUPS

Using the Search Groups function on the Navigation Menu, the Supervisor User can manage the
Department’s Groups. This function allows the Supervisor User to select the search criteria, add Groups to
the Department and delete Groups from the Department. Deleting a Group from a Department will delete all
users within the Group. The Search Groups function also allows the Supervisor User to edit a Group’s name,

postal address and alternative address fields.

SEARCH GROUPS FUNCTION OVERVIEW

NAVIGATION MENU - AGENCY TAB

» Click the “Search Group link - The system
displays the Enter Search Criteria page

SEARCH GROUPS — CRITERIA Page

ﬂ‘ Cases

Profile Agency

SEARCH GROUPS
CRITERIA

Enter search criteria to display a group list.

Group
SAVE Training [~]
Group Name

State

City

SEARCH GROUPS — SUMMARY LIST Page

L

ﬂ Cases Profile Agency

Reports Help

SEARCH GROUPS
SUMMARY LIST

Click on 2 colum tleto sort tis st
Select:

o Add: To add a group.
* Edit: Toe I
+ Delete: To remove  group and its users.

You are viewing groups 1 of {

i
+| LastUpdat Date

:iLas!Updalndﬂy

SAVE Taning Washingion 0 708 DBOUNDSS et | [ Deete

Frevious  Next

Hccessibliity  Download Viewers

SAVE Program User Reference Guide 2013

Welcome to
SA'E
Systematic
Alien Verification
for Entitlements

Q Search Cases >

The Supervisor User can search by:

» Selecting the Group from the dropdown menu
or

» Typing in the Group Name or

» Typing in the Group Name, City and selecting
the State from the dropdown menu

P Clicking the “Submit” button — The system
displays the Group Summary List page with the
information based upon the search criteria

Column Headers- Name, Group Name, City (where
the Group is located), State (where the Group is

located), Last Update, Last Updated By and Actions
- Sort the columns by clicking on the column header

P Click the “Add” button to add a Group

» Click on the “Group Name” link to view Group
information

P Click the “Edit” button update the Group
information

P Click the “Delete” button to delete a Group and
all Users in the Group
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Add a Group

ADD GROUP — GROUP INFORMATION Page

W]
Reports

'"' Lof-1-1-1-4 Profile Agency

ADD GROUP

GROUP INFORMATION

Enter the group name and address, *Indicates a required field.

Department
SAVE PROGRAM

Group

Address 1

Address 2

City

Zip Code

|: Cancel

Edit Group Information

EDIT GROUP — GROUP INFORMATION
L

EDIT GROUP
GROUP INFORMATION

Cases Profile Agency

-

Update the group name and address. #Indicates a required field.

Department
OM SAVE Training

Group

[BAVE Training One -
Address 1

Address 2

city

State

Zip Code

SAVE Program User Reference Guide 2013

On the Search Groups Summary List page click
the “Add” button located on the left side of the
page.- The system displays the Group Information

Enter the Group Name
Enter Address 1 (Optional)
Enter Address 2 (Optional)

Select State from the Drop Down Menu
(Optional)

>

>

>

» Enter City (Optional)
>

P Enter Zip code (Optional)
>

Click “Submit” button - The system displays the
Group Summary List page listing the new group
information

Note: The user must complete all fields marked with a
red (*) asterisk to continue

On the Search Groups Summary List page under
the Actions column Click the “Edit” button - The
system displays the Group Information page

Group Information page:

» Change the Group Name

» Add the Group Address (Optional)

» Update the Address Fields (Optional)
4

Click the “Submit” button - The system displays
the Search Groups Summary List page with the
Group’s updated information

Note: The user must complete all fields marked with
ared (*) asterisk to continue

Page 31



DELETE GROUP — DELETION CONFIRMATION Page

s Cases Profile F— On the Search Groups Summary List page under the
Actions column:
DELETE GROUP » Click the “Delete” button.- The system displays the

DELETION CONFIRMATION Delete Group — Deletion Confirmation page with a

Delete this group. message: “Delete this group” and displays:

Department: OM SAVE Training ° Department Name

Group Name: SAVE Training Two e Group Name

el —_T P Click the “Delete” button — The system displays the
Delete Group — Successfully Deleted Page

DELETE GROUP — SUCCESSFULLY DELETED Page

f — —— m Reports " The system displays the Group Deletion Information
page with a message: “You have successful removed

this group. If necessary, print these details for your
records.” and displays:

DELETE GROUP

SUCCESSFULLY DELETED

e Department Name
You have successfully removed this group. If necessary, print these details for your records.

e Group Name
Department: OM SAVE Training
P Click the “Back” button — The system returns to the

Group Name: SAVE Training Two .
Search Groups Summary List page
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6.0 USER SITE ADMINISTRATION FOR ALL USERS

The Profile Tab on the Navigation Menu allows all users to maintain their account information. This includes
changing their password, contact information and the password challenge questions and answers.

6.1 CHANGE PASSWORD

To create the new password, all users may select the Profile Tab on the Navigation Menu and click the
“Change Password” link and the system displays:

CHANGE PASSWORD — NEW PASSWORD Page
p oo P o _smon b To change your password:

CHANGE PASSWOAD

e » Enter old password into “Old Password” field

: » Enter new password into “New Password” field
e » Re-type new password into “Re-Type Password” field
= >

S - L Click the “Submit” button - The system displays Change
- Password page - Successfully Updated

Note: The user must complete all fields marked with a red (*)
asterisk to continue.

CHANGE PASSWORD — SUCCESSFULLY UPDATED Page

profile | » The system displays a message: “Your user password

has been successfully changed.”
CHANGE PASSWORD
SUCCESSFULLY UPDATED » Click the “Submit” button - The system returns to the
Your password has been successfully changed. Home page
[ __Home ]

6.2 MANAGE SECURITY QUESTIONS

To update the security questions, all users may select the Profile Tab on the Navigation Menu and click the
“Manage Security Questions” link and the system displays:

UPDATE SECURITY QUESTIONS — NEW QUESTIONS AND ANSWERS Page

u cases Agency Res » Select new security questions

UPDATE SECURITY QUESTIONS

NEW QUESTIONS & ANSWERS > Enter answers

e e el uestions snd answen - Hindicsten el feld » Click the “Submit” button — The system displays Security
e - Questions Successfully Updated Page

o . Note: The user must complete all fields marked with a red (*)
Password Challenge Question #2 B asterisk to continue.

-- select a preferred question -- il

Answer

Passwors d Challenge Question #3

-- select a preferred question -- [=]

Answer
[ suomt ]
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UPDATE SECURITY QUESTIONS — SUCCESSFULLY UPDATED Page
f Cases Agency  Repo » The system displays a message: “Your password

security questions & answers have has been
UPDATE SECURITY QUESTIONS successfully updated.”
SUCCESSFULLY UPDATED » Click the “Submit” button - The system returns to the
Your password security questions & answers have been successfully updated. Home page
S—

6.3 MANAGE PROFILE

To update user profile, all users may select the Profile Tab on the Navigation Menu and click the “Manage
Profile” link and the system displays:

UPDATE USER PROFILE — USER INFORMATON Page
n cases B roeno = The user can update:

UPDATE USER PROFILE e Username

USER INFORMATION
e Last Name

Enter user name and contact information #Indicates a required field.
Username e First Name
VSAN1166

. e M.l (Middle Initial)
Sandoval d

First Name e Phone Number
Vicky d

M.I. e Fax Number

Phone Number e Email Address

(202 ) 222 - 1111 ext. 2 ™

o Mambar » Click the “Submit” button - The system returns the
¢ ) Update User Profile — Successfully Updated Page

Email Address

victoria@TEST.ONE . Note: The user must complete all fields marked with a red
(*) asterisk to continue.
| submit ]

UPDATE USER PROFILE - SUCCESSFFULLY UPDATED Page

£ Cases P— » The system displays a message: “Your profile has been
successfully updated.”
UPDATE USER PROFILE » Click the “Home” button - The system returns to the
SUCCESSFULLY UPDATED Home page

Your user profile has been successfully updated.

Username: VSAN1166

Last Name: Sandoval

First Name: Vicky

M.I.:

Phone Number: (202) 222 - 1111 ext. 2
Fax Number:

Email Address: victoria@TEST.ONE
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7.0 CASE ADMINISTRATION

The Navigation Menu and the Quick Links on the SAVE Home page display the functions available to SAVE
users to initiate and view verification cases. The Navigation Menu is available on every page. The Quick
Links is only available on the Home page.

Super User

s Search Cases
Welcome to
SNE
Systematic

Alien Verification
for Entitlements

N - BT To View Verification Cases:

QUICK LINKS

,_/_ » On the Navigation Menu select “Case” Tab

e Click “Search Cases” OR

» On Quick Links click “Search Cases”

Agency: HQ Web 3 Test Agency (DLHQ)

The Super User cannot initiate verification cases

Supervisor User
N . FeT—— e To Initiate and View Verification Cases:

* Initiate Case ,
WO e cases
She
Systematic
Alien Verification
for Entitlements

QUICKLINKS » On the Navigation Menu select “Case” Tab

, e Click “Initiate Case”

e Click “Search Cases” OR

» On Quick Links:
e Click Initial Verification
e Click “Search Cases

General Users
R e — Pl To Initiate and View Verification Cases:

QUICK LINKS

» On the Navigation Menu:

wgunz;té e Click “Initiate Case”
: e Click “Search Cases” OR
Systematic
Alien Verification » On Quick Links:
for Entitlements

e Click Initial Verification
e Click “Search Cases

7.1 VERIFICATION REQUIREMENTS

The SAVE Program provides current immigration status based upon the information provided to the agency
by the benefit applicant. Using the SAVE System, Supervisor Users and General Users can enter the
information taken from the applicant’s document and verify non-immigrant, immigrant, and naturalized or
derived citizenship status. The minimum requirements for requesting an applicant’s status on initial
verification are:

e First and Last Name
e Date of Birth

¢ Numeric identifier such as: an Alien Number, 1-94 Number, Unexpired Foreign Passport number with
[-94 number or SEVIS ID Number

¢ Benefit or benefits the applicant is seeking

The SAVE System cannot verify the applicant’s status if the user enters only the applicant’s first and last
name and date of birth.
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7.2 INITIAL VERIFICATION

To begin the initial verification process, Supervisor Users and all General Users must:

Select a Document — On the Initiate Case — Document Type page, the SAVE System displays a list of
documents. The user must select the document provided by the applicant from the list of documents to
proceed. If the document that the applicant provided is not on the list, the user must select “Other” and
provide the applicant’s “Alien Number” or “I-94 Number”, First and Last Name, Date of Birth, and Benefit/s
the applicant is seeking.

Enter Applicant’s Information — On the Initiate Case — Applicant Information page, enter the applicant’s
first name, middle initial (optional), last name and date of birth. Enter the information specific to the document
selected. Enter the benefit or benefits the applicant is seeking. The page displays the required information
fields marked with a red asterisk (*). For content specifications for a required field, the user can click the
associated blue circle with a question mark in the middle, which will open a pop-up help window.

Errors — If users do not properly enter information or leave a required field blank, an error message displays
at the top of the page. The error message provides the input requirements of each incorrectly entered field.

Confirm Information - After submitting the request, the system returns the Initiate Case— Information
Confirmation page displaying the information entered by the user. This page prompts the user to review
and confirm the information entered before submitting the initial verification request. If the information is not
correct, the user may update the information and submit the initial request for verification. After the user
confirms and submits the request, within in seconds the system returns the initial verification case results.

Retry Initial Verification — If the data entered does not match the applicant’s information found in the SAVE
System, the system returns the mismatched data fields and gives the user an opportunity to correct the
information and retry the verification request, as an initial request.

7.2.1 INITIAL VERIFICATION FEATURES

Photo Tool — Photo Tool is an initial verification feature in the SAVE System available to all agencies. The
Photo Tool feature helps ensure that the document provided to the agency for verification by the benefit
applicant matches records available in DHS.

» The photo matching step happens automatically when the user creates an initial verification case
using the information from either a Permanent Resident Card (Form 1-551) or an Employment
Authorization Document (Form |-766) presented by the applicant.

» The user compares the photo displayed by the SAVE System to the photo on the applicant’s
document to determine if the photos are reasonably identical. The photos should be identical with
only minor variations in shading and detail between the two photographs, based upon the age and
wear of the benefit applicant’s document and the quality of the agency’s computer monitor.

» A watermark has been added to the photo displayed in the SAVE System to prevent unauthorized
use. The photo on the document presented by the benefit applicant will not have a watermark. Do
not compare the photo displayed by SAVE System to the actual benefit applicant.

P If the user does not have the applicant’s document, simply select “No document available” to
continue the verification.

P If the SAVE System does not return a photo, this means that there is no photo currently available in
the system. This feature is available to all agencies.
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Employment Authorization Document History - This feature is only available to agencies that are required
by law to verify the applicant’s employment authorization history. Agencies that require employment history
verification can request and receive up to 18 months of an applicant’'s employment authorization history
using information from the I-551(Permanent Resident Card) or I-766(Employment Authorization Card) on
initial verification. The View Case Details page returns the Initial Verification Results with Employment
Authorization Document History Data Section displaying the following data elements:

» Employment Authorization Document History exists for this alien: “Start Date (mm/did/ivy)” and
“Expiration Date(mm/did/ivy)” or

» If nodata is found, the Employment Authorization Document History Data Section will display: “No
Employment Authorization Document History exists for this alien.”

Grant Date -This feature is only available to agencies that are required by law to verify the applicant’s grant
date. Agencies that require the grant date can request and receive the applicant’'s grant date on initial
verification. When requested on initial verification, the system will return, when available, the grant date for
Lawful Permanent Residents, Asylees, Refugees, and Parolees only. If the SAVE System cannot find the
grant date, the response in the Grant Date field section of the View Case Details’ page will display “No Grant
Date data was found for this person.” The “Request Grant Date” feature applies to the following documents:

[-327, Reentry Permit

[-94, Arrival Departure Record

[-94 in Unexpired Foreign Passport

Unexpired Foreign Passport

I-766, Employment Authorization Card

I-571, Refugee Travel Document

I-551, Permanent Resident Alien Card

Temporary [-551

Machine Readable Immigrant Visa with Temporary I-551 Language

VVVVVVVYYVYY

Sponsorship Information — This feature is only available to agencies that are required by law to verify the
applicant’s sponsorship information. Agencies that require sponsorship information can request and receive
Affidavit of Support” information on initial verification for select benefits that require sponsorship verification
to determine eligibility. The SAVE System will return the following data elements in the “Affidavit of Support
Section:

» Sponsor First and Last Name

» Sponsor Middle Initial;

» Sponsor Social Security Number; and

» Sponsor Address

» More than one sponsor in the event of joint sponsorship - a maximum of five (5)

The SAVE System will return the response “Affidavit of Support data is not applicable for this person” when
the applicant status is not:

» A LPR who must have sponsorship data in every instance;
» A LPR who may have sponsorship data but not in every instance; and
» A LPR with an unknown COA code

If SAVE System cannot find the sponsorship data, the system will return the response “No Affidavit of
Support data was found for this person.”
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INITIAL VERIFICATION REQUEST OVERVIEW

The SAVE System provides several options for initiating a verification case to Supervisor Users and
Generals. Super Users cannot request and submit verification cases. The following overview provides an
example of the basic steps for submitting an initial verification request.

Navigation Menu Options

Supervisor Users - On the Navigation Menu, select Cases Tab, click Initiate Case link or from the Home
page use the Quick Links “Initial Verification” option. Selecting either option, the system will display the

Initiate Case — Document Type Page.

General Users —On the Navigation Menu, select Initiate Case Tab, or from the Home page use the Quick
Links “Initial Verification” option. Selecting either option, the system will display the Initiate Case — Document

Type Page.

INITIATE CASE — DOCUMENT TYPE

INITIATE CASE
DOCUMENT TYPF

fisa (it Temporary [-351 Language]

sport or [-04)

i ok Listed)

INITIATE CASE — APPLICANT INFORMATION Page

INITIATE CASE

APPLICANT INFORMATION
Enter decument information. #Indicates a required held.

Selected Document Type
[-551 [Permanent Resident Card]

Name
Last Name First Name

| ' ]

Date of Birth (mm/dd' vy

Middle Initial

Document Information
Alien/USCIS Number Card Number

Requested Benafit{s)®

heatth

Additional Request(<)
Reguest Employment Authorization
Document History Data @

Request Afidavit of Support Data @ Reguest Grant Date @

applicant

» The Click the “Next” button — The system
displays the Initiate Case - Applicant
Information page

Note: Select “Other” if the document is not
listed and provide:

e Alien Number or [-94Number
e First and Last Name

e Date of Birth

¢ Document Description

P Enter the applicant’s information

P Click the question mark next to the field for
more information

P Select the Benefit/s — The user may select
multiple benefits by holding down the CTRL
key on the keyboard and selecting the
appropriate benefits

P Click the “Next” button — The system displays
the Initiate Case — Information Confirmation —
If there are data entry errors the system
navigates to and displays the Applicant
Information Error page

P Click the “Back” button — The system returns
to the previous page.
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APPLICANT INFORMATION ERROR PAGE

» If the user does not correctly enter
data into the required fields, the
system returns the Applicant
Information page displaying an Error
Message: “One or more fields are in
error. Please make the following
corrections.”

» The user must make the required
correction/s

» Click “Next” button — The system
displays the Initiate Case —
Information Confirmation page

INITIATE CASE
APPLICANT INFORMATION

One or more flelds are In error. Please make the following corrections:

 Regquired Last Name must be between 1 and 40 alphabatic characters. Numbers and specal characters are not allowed. Hyphens are allowed.
Spaces and sngle quotes are allawed.

» Required First Name must be between 1 and 25 alphabetic characters. Numizers and speacal characters are not allowed. Hyphens are allowed.
Spaces and Sngle quotes are abowed,

» Hieguired Date of Birth must bo 2 valid date in the format of MMDD YT,

o Reguired Ahen/USCIS Number must be exadly 9 dipts. Commas are not allowed.

= Reguired Card Numbser must be exactly 3 alphabetic characters [A-Z] followed by 10 dgits [0-9].
= Required Requested Denefits must be selected.

Enter document infarmation.  sindicates  requirad fisld

selected Document Type

1-551 (Permanent Resident Card)

Mama

Last Name Flrst Name Middle Initlal

Bate of irth (mmiddiyyyy)

Document Information
Allen/USCIS Number Card Numibor

e e

Doc. Expiration Date (m

Reguested Benelits)*
heath
Additional Request(s)
Request Employment Authorizatian Request Affidavit of Support Data @ Requast Grant Date @
Document History Data g

oo | TN

INITIATE CASE — INFORMATION CONFIRMATION Page

INITIATE CAST
INFORMATION CONFIRMATION

Review this information to ensure it matches that presented by the applicant.

Selected Document Type
1551 (Permanent Resident Card)

Name
Last Name Hrst Name
Dow Jane

Dale of Birth

12/31/1399

Document Information

Alien/USCIS Number Card Number
123456709 ADC1234567851

Doc. Expiration Date

Reqpuested Benefil{s)
health

Additional Request{s)
Request Cmployment Authorization Request Affidavit of Support Data
Ducumenl Histury Dala

P before submitting the request for initial
verification, review information entered to
ensure it matches the information presented
by the applicant

P Click the “Submit” button to submit the initial
HIEE e verification request — Within seconds the
system displays the View Case Details page
with the Initial Verification Results

P Click the “Back” button — The system displays
the previous page and the user can
modify/correct the data entered

Request Grant Date

SAVE Program User Reference Guide 2013 Page 39



7.3 INITIAL VERIFICATION RESULTS

The SAVE System checks the applicant’s document information entered by the user against DHS records
and within seconds the system returns the View Case Details page containing the Case Verification
Number, initial verification data entered, and the initial verification results. There are four possible initial
verification case responses:

» The applicant’s current status

» Retry Initial Verification (optional)

P Institute Additional Verification

P Institute Third Level Verification (Photo Tool)
The View Case Details page displays:

Printer Icon - View/Print Entire Case Details is located on the top right side of the page below the
navigation menu. Click the Printer Icon to print a record copy of the verification case

Initial Verification Results Section — This section displays the Case Verification Number followed by the
applicant’s name and in the highlighted blue call-out box the initial verification results.

e Case Verification Number - A system generated Case Verification Number used to identify and
search for verification cases. The first 13 digits contain the year (4 digits), day (Julian Date 3 digits)
and time (Minutes 2 digits, Seconds 2 digits) the case was submitted for verification and the last two
digits are part of an alphanumeric sequence number that identifies the case. Example:
“2013115124515YC”

e Applicant’s Name-The system displays the applicant’s name in the upper right corner of the page
after the Case Verification Number.

Action Buttons — The system displays the action button appropriate to the system response. The “Close
Case” button closes the verification. The “Initiate New Case” button re-submits the initial verification request.
The “Request Additional Verification” button allows the user to submit additional information for verification of
the case. The action buttons are also available at the bottom of the page and perform the same function as
the action buttons at the top of the page.

Initial Response Details Sections — This section contains the system response, record details and status
details. This section is expandable. Click on the red arrow next to the section’s title to open or close the
section.

Data Submitted Section — This section contains the information the user submitted in the initial verification
request and two system-generated fields: Initiated By (the user's USERNAME) and Initiated On (the date the
user submitted the case). This section is expandable. Click on the red arrow next to the section’s title to open
or close the section.

The Case Details page accumulates an historic record of data submitted by the user for verification including
the initial and additional verification results.
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INITIAL VERIFICATION RESULTS — CURRENT STATUS

VIEW CASE DETAILS - INITIAL VERIFICATION RESULTS Page “Status”
ﬂ “ Profile

Aqgency Reports Help

VIEW CASE DETAILS o ViewFrint Entine Case Detals

INITIAL VERIFICATION RESULTS Case Verifieation umber: 20141001 238040F | TTEOKE STONE

Reeviem the case detals to determime which stegs (0 any) should be taken,

| 0 LAWFUL PERMANENT RESIDENT-EMPLOYMENT AUTHORIZED

Close Case Hequest Adaondl Venheabon

& [NITIAL RESPONSE DETAILS Syslom Hespones: LAWHUL FERMANENT RESIVENT EMPLOYMENRT AUTHORIZED
Record Detalls
Firsl Name; [TEOKE
Last Name; SATCHE
Middle Name:
Date of Blrth: 05/05/1935
Country: RUSS] - Rassia

Status Infarmation
COA Cod: LPR
Date ot Entry; 01/01/1974
Date Admitted Toc INDEFINITE
TAD Fepiration Date:
Grant Date:

a DATA SUBMITTED

Dacument Infarmation
Dousmend Type: 1327
Othver Doc Description:

applicant Informatian
First Name; [TECHE
Last Namse: STONE

Requested Renefii{s)
Unempleyment Inseran

Middle Initial: Do Expiration Date:
Date of Bleth: 05051995 Allen/USCES Number: 071445678
Initisted by card Number:
Wame: FHISTLT 164 Humber:
Date: 04/10/7014 Passport Number:
Country of Issuance:
Passpart Feplration Date:
SEVIS ID:
Visa Number:

Citirenship Cert. Nismber:
Maturalization Number:

When the system returns the applicant’s status,
the View Case Details — Initial Verification
Results page displays the:

Printer Icon — View/Print Entire Case
Details
Case Verification Number

Applicant’s name
Current Status

Action buttons (Top & bottom of page)

Close Cast | | Reguesl Addional Vieification

>

>

Initial Response Details Section
Data Submitted Section

The user has the following options:

Click “Request Additional Verification”
button to submit additional information for
verification or

Click Close Case” button to close the case

INITIAL VERIFICATION RESULTS — INSTITUTE ADDITIONAL VERIFICATION

VIEW CASE DETAILS - INITIAL VERIFICATION RESULTS Page “Institute Additional Verification”

When the system returns the a response, “Institute
Additional Verification” the View Case Details —
Initial Verification page displays:

N Profile Agency Reports Hielp
VIEWCASEDETAILS :
INITIAL VERIFICATION RESULTS Case Verfication Mumber: J0140°

Review the case detals by datermine which steps [ any} shoutd be taken.

| o WSTITUTE ADDITCNAL VEREICATION

& [NITIAL RESPONSE DETALS System Hesponse: INSTTTUTE ADDTIONAL VERIFICATION
Record Details Status Information
First Name: COA Code:
Last Name: Daite of Entry:
Hiddle Name: Daite Adwaitted To:
Date of Birlk: FAD Expiralion Date:
Country: (Grant Date:
2 DATA SUBMITTED
Applicant Information Ducument Informalion Ruguusted Bunufits)
First Name: Tman Docement Type: 1327 health
Larst Mame: pate! Dther Dec Description:
Middir: Enitiak Do Fxpiration Date:
Deate of Birthe 12261938 Alien/USCIS Kumber: S42724154
Initlated Card Number:
Nam: :.:',gmm T4 Matihar:
Date: 04/02/201% Paccport Mumber:
: 0402/ Country of Isssmance:
Passport Explration Date:
SEVIS ID:
Vira Humder:
Clelzenship Cert. Number:
Naturalization Number:
(o Case Indiaie 3 Hew Casa Request Additional Verficaton

e Printer Icon — View/Print Entire Case
Details
e Case Verification Number
e Applicant’'s name
e Current Status
e Action buttons (Top and bottom of page)
¢ Initial Response Details Section
e Data Submitted Section
The user has the following options:
» Click “Request Additional Verification” button to
submit additional information for verification or
» Click “Initiate a New Case” button to request
initial verification
» Click “Close Case” button to close the case
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INITIAL VERIFICATION RESULTS — RETRY INITIAL VERIFICATION

INITIATE CASE - INITIAL VERIFICATION RETRY Page

INITIATE CASE
INITIAL VERIFICATION RETRY Case Verification Nember: J013288155038C7 . | asdasdasd asdasd

Middle Initisl

Additional Request(s)
Request Employment Authorization Request Grant Dste

Dexument istory Data

o casn [STSTROTE N e o ecicaion |

If the system returns the Initiate Case-Initial
Verification Retry page with a message: “No
match found. Check the applicant’s information”
the user has the following options:

» Correct the data in the returned fields and
click “Retry Initial Verification” button to
submit an initial verification request_or

» Click “Request Additional Verification” button
to submit additional information for
verification or

P Click Close Case” button to close the case

INIITIAL VERIFICATION OVEVIEW USING PHOTO TOOL

Photo Tool is available for use with either a Permanent Resident Card (Form 1-551) or an Employment

Authorization Document (Form 1-766) only. To create an

Select Initial Verification Link on the Navigation Men

A\ A A 4

Confirm the information entered on the Confirm App
The system returns the Initiate Case - Photo Match

INITIATE CASE - PHOTO MATCHING PAGE

Initial Verification Case:

u

Select I-551 or I-766 on the Enter Applicant Information Page (Documents List)
Enter applicant information into the required fields and select the benefit the applicant is seeking

licant Information page and click “Next” button —
ing page below:

INITIATE CASE

The Photo Matching page displays:

PHOTO WATCHING Case Verlication Number: 2014023081020FH | PAY LEE The applicant’s photo and a message:

“Check the photo below against the photo on

Check the photo below against the photo on the appicants 551 (Pemanent Resident Card) or 1766 (Employment Authorization Card)
Dogs the photo below malch the applants document?

the I1-551 (Permanent Resident Card) or I-
766 (Employment Authorization Card). Does

ik to Erlarge

9 Yes - photo matches
) No - phato does not match

) Dacument not provided

the photo match the applicant’s document?”

» To enlarge the photo image on the page
Click to Enlarge link under the photo — the
system displays the enlarged photo with
water mark “SAVE Use Only”

» Match the image on the document
presented by the applicant with the photo
image on the screen

P Select the radio button: Yes-photo
matches OR No-no photo does not match

In this example : User selected — Yes photo matches

OR_Document not provided

P Click “Next” button - The system returns
the Initiate Case — Photo Confirmation

page
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INITIATE CASE — PHOTO CONFIRMATION

L copes |

INITIATE CASE
PHOTO CONFIRMATION

Confirm your selection.

Profile Agency

o

R lick to Enlarge
Photo Match: Yes - photo matches

Confirm the photo in the system matches the
photo on the applicant's document.

P Click the “Next” button — The system returns
the View Case Details — Initial Verification
Results page

P Click “Back” button — The system returns to
the Initiate case - Photo Matching page

INITIAL VERIFICATION RESULTS - YES — PHOTO MATCHES

VIEW CASE DETAILS - INITIAL VERIFICATION RESULTS “Yes Photo Matches”

Profile

Reports Help

Agency

VIEW CASE DETAILS 3 View]Prink Entire Case Detals

INITIAL VERIFICATION RESULTS Case Verification Nuniber: 2014028074057RD | MAY LEE

Review the case detalls to determing which steps (if any) should be taken,

0 LAWFUL PERMANENT RESIDENT-EMPLOYMENT AUTHORIZED

| ohecase || RequesthddtonalVedfcatn |

 INITIAL RESPONSE DETAILS Syslom Response: LAWFUL FERMANENT RESIDENT.EMPLOYNENT AUTHORIZED

Status Information
COA Code: LPR

Record Detalls
First Name: MAY

Last Name: LEE Date of Entry:
Middle Name: Date Admitted To: INDEFINITE
Date of Birth: 01/19/1250 EAD Expiration Date:
Country: Grant Date:
4 PHOTO MATCH
Relgr_n ed Photo Photo Match
s i Yes - photo matches
gQic]g to Enlarga
v DATA SUBMITTED

Pl The system returns the applicant’s status, View

Case Details page displays the:

e Printer Icon — View/Print Entire Case
Details
e Case Verification Number

e Applicant's name

e Current Status

e Action buttons (Top and bottom of page)
e |nitial Response Details Section

e Photo Match Section

e Data Submitted Section

The user has the following options:

» Click “Request Additional Verification”
button to submit additional information for
verification or

P Click Close Case” button to close the case

Note: Click on the red arrows to open and close
the sections. Click the “Printer Icon”- to print the
entire Case Details Page for the agency’s
records

SAVE Program User Reference Guide 2013

Page 43



7.4  ADDITIONAL VERIFICATION

When requesting additional verification, the system will return the Enter Additional Information —
Additional Verification page displaying fields and options to allow the user to submit additional information
for verification on the case.

7.4.1 Second Level Verification

Second Level Request: On the Enter Additional Information — Additional Verification page, the user can
submit additional information for second level verification such as:

User Case Number (This is the number the Agency uses to track verification cases)

AKA (The applicant may have an alias)

1-94 Number or Unexpired Foreign Passport Number and Country of Issuance

Special Comments (The user may send the Status Verifier comment regarding the case)

POC Name — Displays the current user’'s name — The user can update this field

POC Phone Number — Displays the current user's phone number — The user can update this field

VVVVVYY

Second Level Verification Response: The system immediately returns the Case Details page with the
initial verification information data, the initial results, the additional verification information, and a system
response “DHS Verification in Process.” Within 3 to 5 federal working days, the system will return the
applicant’s current status or a request to “Resubmit with Doc.” To view the response, the user must select
the “Search Cases” link on the Navigation menu to view the verification status results.

SECOND LEVEL VERIFICATION REQUEST OVERVIEW

ENTER ADDITIONAL INFORMATION — ADDITIONAL VERIFICATION Page

The user may enter any additional information
ENTER ADDITIONAL INFORMATION . . . .
ADDITIONAL VERIFICATION Case Verifcaton Number: 2014100159501 | villam s regarding the applicant into the below fields:

Enter additional applicant information ta continue the verification process

. o User Case Number (This is the number
18 the agency uses to track verification cases)

AA e AKA (The applicant may have an alias)

1-94 Number

° e 1-94 Number
Card Number
0 . .
P—— e Unexpired Foreign Passport Number
[
Eoaniry of tomvmres Se e  Country of Issuance —Dropdown menu
Special Comments 3
e Special Comments (The user may send
R!quxtimp\ny.mzﬂtAuﬂmrizatinnBncumeanl;tnryDuta the StatUS Verlfler CommentS I’egal‘dlng
Request Affidavit of Support Data
Request Grant Dte the case)
POC Name
ey Sandoval 9 P Click on the “Question Mark” next to the
POC Phone Number o
(202 )22 -1l et 2 r fleld for help
Attach Document @ P Click the “Submit” button — The system
Electranically attach a copy of the applicant's document (front and back) to immediately submit a Third Level Vierification and save time dISp|ayS VIEW Ca.se DetaI|S pa.ge

o If you do not electronically attach a copy, this case will go to Additicnal Verification and you may also need to submit the case to Third Level
Verification at a later time.

Note: If configured: the page will display
Request or for Employment History Data box,
Grant Date box, or Request for Affidavit of
Support box. The user may check the box to
request additional information.

Browsa, Attach

ool | ELSI
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VIEW CASE DETAILS — ADDITIONAL VERIFICATION RESULTS Page

VIEW CASE DETAILS W View/Print Entire Case De
ADDITIONAL VERIFICATION RESULTS Case Verification Number: 2014100153950HH | Willam

The View Case Details page displays:

e Printer Icon — View/Print Entire Case
Details

e Case Verification Number

@ oHs VERI

Return to Search Results Enter Additional Information

FICATION IN PROCESS e Applicant’'s name

e System Message: Additional Verification

4 ADDITIONAL RESPONSE DETAILS DHS Response: DHS Verification in Process 3 .
has been sent — Outlined in red box
Status Details Status Dates DHS Comments
COA Code: Response Date: . . .
i Boneat ol Al e Results “DHS Verification in Process.”
Expires On:
b e Action buttons (Top and bottom of page)
. DATA SUBMITTED . . .
. e Additional Response Details Section
Applicant Information Document Information Requested Benefit(s)
First Name: Willlam Document Type: 1-327 Driver License
i e O Do special Comments e Data Submitted Section
‘ piration Date:
Date of Birth: 12/31/1988 Alien /USCIS Number: 228877665
e by » Click “Return to Search Results” button —
3 ass| umber:
i The system returns to the Search Case —
Passport Expiration Date: .
e Summary List page
Citizenship Cert. Number:
Vel » Click “Enter Additional Verification” button —
e e The system displays the Enter Additional

7.4.2Th

Information page

Note: The User will receive a response back
from the status verifier within 3-5 federal working
days on the Search Cases — Summary List page

ird Level Verification

Third Level Verification provides three options for submitting additional information and or documents.

1. Submit Attached Document

The use

r may attach and send a copy (front and back) of the applicant’s documents without adding

additional information. If the user attaches and sends the document, there is no need to mail the Form G-
845. The user has the opportunity to update the G-845 mailing address and print a copy of the Form G-845
for the agency’s records. To attach a document:

>

On the “Attach Document” section of the Enter Additional Verification Results page, the user can
Browse files and attach the desired front and back copy of the applicant’s immigration document.
Users must click the “Browse” button to navigate to the location where the copy of the immigration
document was saved and select the file. Users must the click “Attach” to successfully upload the file
to the case. Files must adhere to the following constraints:

o File type must be one of the following: .JPG, .JPEG, .PNG, .GIF, or .PDF
o File size must be no larger than 1.5MB; and
. Only one file may be attached to a case

The users can preview the document to ensure the correct file was uploaded. To preview an
uploaded attachment, click the “Click to Enlarge” button to view the attachment
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» Until the user submits the attached file, the user may remove the file and attach a new file. After a
case is submitted with an attached document, the user will no longer be able to remove the file.

» The Form G-845 Mailing Address fields will prepopulate with the address of user's Group or
Department on file with SAVE. If desired, the user may edit these fields. If the user does not attach
the document for third level verification, the user may print the G-845 and mail the G-845 and a copy

of the applicant’s documents to the Status Verification Office.

» The system immediately returns the View Case Details page with the verification information and a
system response “DHS Verification in Process.” Within 10 to 20 federal working days, the system
will return the applicant’s status or a response “Case in Continuance.” To view the response, the
user must select” Search Cases” on the Navigation menu to view the verification status results on

the Search Cases Summary List page.

Third Level Verification — Attached Document Overview

ENTER ADDITIONAL INFORMATION - ADDITIONAL VERIFICATION

- U5, Citlzenship
and Immigration
s Services

ENTER ADDITIONAL INFORMATION

ADDITIONAL VERIFICATION Cata Verification Number: 201801 4082900505 | May Let
Enter addesanal apeleant nd

satnl & THid Level Ventic aon and sxe tme

and you subend ihe case 1o Thied Level

User Case Humber:
MK Attach Document @
154 Number: the anl's doc umend {Tronk
(]
»
Passpont Number: Venfication at & s tme
]
Contry of Tssuance:
o E ey
Special Comments: | ‘Q.u L
1 A
AL
Bocwsent Hissory Bataz 7] 0k 1o Dofarcs
Ramove
Reguest Alfidavit of Support Data: )
St ) Form G-845 Return Mailing Address
Reguest Grant Date [
POC Hame: Biandon Harsitn ‘9 Address 12
SR 121 Maim Sveat
(20 jaa -0 e . Address &
Attach Docunent @ aw
/ Sama Site
o amach b aThied Leed Shain
Iy &5 not nscha & 8 you iy a0 eed 1o subiml the case to Thed Level | 1WA
it 2lon al & ks Lane. Zio Cod:
- s
==

To attach a Document:

» Click “Browse” button and locate the select the document file

» Click the “Attach” button — the page expands displaying the attached document and the

FormG-845 Return Mailing Address section with agency’s address.

» The user may update the address

» Click the “Submit” button — The system displays the View Case Details page

» Click the “Cancel” button - The system returns to the “Search Cases — Summary List page
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VIEW CASE DETAIL — THIRD LEVEL VERIFICATION

profle  Agency  Reports  Help et The View Case Details page
VIEW CASE DETAILS @ viewprineenve casevess | AiSPlays:
THIRD LEVEL VERIFICATION RESULTS Case Verilication Humber: 2014027121706°G | Caralyn Smith

e Printer Icon — View/Print
| Entire Case Details

‘ Third Level Verffication has been sent

Review the case detals to determing which steps (f any) should be taken.

e Case Verification Number

| o DHS VERIFICATION IN PROCESS l

e Applicant’'s name

| Retum 1o Search Results | [ Pristoeasiom |
A THIRD LEVEL RESPONSE DETAILS DHS Response: DHS Verification in Process ° SyStem N.Ielssa.ge: Thlrd
Status Details Status Dates DHS Comments LeVel Ver|f|Cat|0n has been
0A Code: : n 1 H
COnTe ki sent.” — Outlined in red box
Grant Date:
Expires On: " g .
Parol Exiration Date: e Results: “DHS Verification
Status Recognized Date: . »
in Process.
a DATA SUBMITTED e’) H
e Action buttons (Top and
Applicant Information Document Information Requested Benefit(s) b tt f )
First Name: Carolyn Document ‘lvu:.l-SSI Background Invest ottom o page
a me: Smith hi ion:
Mile ok ac Expntlon Sot OLOL/2018 Fpecl Gommmants
prosp bty ot et oTvo— e Third Level Response
Adoneet Puspor Hrier: Details Section
Phone:(202) 443 - 0324 ext, 123 g:::&“::;;‘:;‘::bm:
itiated by . i i
Muhy o e Data Submitted Section
Date: 01/28/2014 Citizenship Cert. Number:
User Case Number Huteralcatice fomber: Click “Return to Search Results”
button — The system returns to the
Search Cases — Summary List
Retu 1o Search Results | [ pristGeasiom |

page
Click “Print G-845 Form” button —

The system generates a pre-
populated G-845 Form

Note: The User will receive a
response back from the status
verifier within 10-20 federal working
days on the Search Cases —
Summary List page

2. Submit Additional Information and Documents
The user may submit additional information such as:

» User Case Number (This is the number the Agency uses to track verification cases)
» AKA: (The applicant may have an alias)

» 1-94 Number or Passport Number and Country of Issuance

» Comments (The user may send the Status Verify Comment regarding the case)

Plus attach and send a copy (front and back) of the applicant’s documents. If the user attaches and sends
the document, there is no need to mail the Form G-845.

The user will receive a response back from the status verifier within 10-20 federal working days on the
Search Cases — Summary List page.
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3. User Receives a System Response “Resubmit with Doc”

If the user receives a response to “Resubmit with Doc.”, the user must click the “Resubmit Verification”
button, which generates a pre-populated Form G-845 with the Caser Verification Number and case
information. If the user cannot upload the file and attach the document, the user must print the prepopulated
Third Step Form G-845 and attach a copy of the applicant’s document (front and back) and mail to the
assigned Status Verification Office. Within 10-20 federal working days after receipt of the Form G-845 and
document, the Status Verifier will return an electronic response. The user must select” Search Cases” link on
the navigation menu view the responses to the third-step verifications.

THIRD LEVEL — SYSTEM RESPONSE “RESUBMIT WITH DOC” OVERVIEW

VIEW CASE DETAILS — ADDITIONAL VERIFICATION RESULTS “Resubmit with Doc”

(- BEEE

VIEW CASE DETAILS

Agency Reports

ADDITIONAL VERIFICATION RESULTS

Revien the case detalls to determine which steps (I any) should be taken.

Help sign out [+

4 View/Print Entire Case Details

Case Verification Number: 2013050144845DA | aurthor pendragon

| 0 RESUBMIT DOC (NEED COPY ORIGINAL)

Close Case Return to Search Results

Resubmit Verification

. ADDITIONAL RESPONSE DETAILS
Status Details

COA Code:
USCIS Benefits:

 DATA SUBMITTED

Applicant Information

User Case Number

Status Dates

Response Date: 12/16/2013

Date Admitted To:
Grant Date:

Expires On:

Parole Expiration Date:

Document Information
Document Type: Other

Other Doc Description: do not know

Doc Expiration Date:

Alien/USCIS Number: 07273562

Card Number:
1-94 Number:

Passport Number:
Country of Issuance:
Passport Expiration Date:
SEVIS ID:

Visa Number:

Citizenship Cert. Number:
Naturalization Number:

DHS Response: Resubmit Boc {Need Copy Original)

DHS Comments

Requested Benefit(s)

Driver License

Special Comments

Closa Case | | Refum to Search Results

Resubmit Verficaion

The View Case Details page displays:

Printer Icon — View/Print Entire Case
Details

Case Verification Number
Applicant’s name

Results “Resubmit with Doc (Need
Copy Original).”

Action buttons (Top and bottom of
page)

Additional Response Details Section

Data Submitted Section

Click “Enter Additional Verification” button — The
system displays the Enter Additional Information

page

Click “Return to Search Results” button — The
system returns to the Search Case — Summary
List page

Click the “Close” button will close the case
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ENTER ADDITIONAL INFORMATION — THIRD LEVEL VERIFICATION

ENTER ADDITIONAL INFORMATION

THIRD LEVEL VERIFICATION

1-94 Number

card Mumbar

sign out I+

Cass VariMeation Numiar: 20120501446450A | aurthor pendragan

@ 5isironialy stiech a cony of the apolicants document (iront and beck) to knmediately it a Third Levsl Vertfcaton.
T oo cib ot siectronically attach 3 Lapy. you must mai 3 paper (845 10 your designated Status Verficaton Office

Form G-84s Return Mailing Address

e Attact

The user may enter additional information
and attach the copy of the applicant’s
document or just attach the document.

If the user does not attach a copy of the
document, the user must mail the Form G-
845 to the designated Status Verification
Office.

» Click the “Submit " button and
automatically generates a pre-
populated Form G-845 displays, which
includes the Verification Case Number
and applicant information — The system
displays the

VIEW CASE DETAILS — THIRD LEVEL VERIFICATION RESULTS

N Profile

VIEW CASE DETAILS

Agency

THIRD LEVEL VERIFICATION RESULTS

Reports Help

sign out [:
i View/Print Entire Case Details|

Case Verification Number: 2013050144845DA | aurther pendragon

Print G-845 Form and send to DHS

Review the case detalls to determine which steps (If any) should be taken

o DHS VERIFICATION IN PROCESS

Retum to Search Results | Print G845 Form

. THIRD LEVEL RESPONSE DETAILS

Status Details
COA Code:
USCIS Benefits:

a DATA SUBMITTED

Applicant Information
First Name: aurthor
Last Name: pendragon
Middle Initial:
Date of Birth: 09/25/1943
Also Known As (AKA):
Point of Contact
Name:Vicky Sandoval
Phone:(202) 222 - 1111 ext. 2
Initiated by
Name: PIOH5586
Date: 02/19/2013

User Case Number

Status Dates
Response Date:
Date Admitted To:
Grant Date:
Expires On:
Parole Expiration Date:
Status Recognized Date:

Document Information
Document Type: Other

Other Doc Description: do not know

Doc Expiration Date:

Alien/USCIS Number: 072735828

Card Number:
1-94 Number:

Passport Number:
Country of Issuance:
Passport Expiration Date:
SEVIS ID:

Visa Number:

Citizenship Cert. Number:
Naturalization Number:

DHS Response: DHS Verification in Process

DHS Comments.

Requested Benefit(s)
Driver License

Special Comments

Attached Document

Return to Search Results | Print G-845 Form

Department of Homeland Security

‘Third-Step Verification

oum 10330032

U.s. Cniz':ns.h.lamlmigalim Services Document Verification Request
| g AT y the sudmitting agency

08001 K7D
7. [T Fhoracopy of Damomes: Anshed.
A prinses on o sices, arck & cepy of the frons and of the Boct)
(O Ot safeemarion mrsehad sspecty documenrs)

Froos: Typed o Saemped Nouse 2o

oo Gace Hoabor:

SAVEPROORAM
Fiias Bas .

o711

—

of
?é‘:

I
i

o|ojojoiplg

10, Tote of Subamning Ol

& Do of Bicth (Mo Do Fear)
Macch 11, 1040

11, Due
Febesary 10. 2008

T U5 Sooil Sovmrey N

T Teleplooce Hociber
'

The View Case Details page displays:

e Printer Icon — View/Print Entire Case
Details

e Case Verification Number
e Applicant’s name

e System Message “Print G-845 Form
and send t DHS.”

e Results “DHS Verification in Process.”

e Action buttons (Top and bottom of
page)

e Additional Response Details Section
e Data Submitted Section
» Click “Print G-845 Form” button

» Mail the prepopulated Third Step Form G-
845 and attach a copy of the applicant’s
document (front and back) to the assigned
Status Verification Office

NOTE: Do not download and fill out a Form
G-845 from the SAVE/USCIS Website. Submit
only the pre-populated Third Step Form G-
845. The user will receive a response back
from the status verifier within 10-20 federal
working days on the Search Cases —
Summary List page
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7.5 SEARCH CASES

The Search Cases function on the Navigation Menu and the Quick Links allows the Super Users, Supervisor
Users, and General Users to search for and view verification case status. The case search criteria available
are based upon the user’s role.

SUPER USER - CASE SEARCH OVERVIEW

The Default Case Status option is All Open Cases and the Super User may select any of the following
search options:

All Open Cases — All cases requiring action, plus all cases in process

Cases Requiring Action Responses — These are cases with an initial verification status and cases
with additional verification responses — These cases have not be closed

Cases with Additional Verification Responses — These are cases with additional verification
responses — These cases have not been closed

Cases with Third Step Verification Responses — These received a Third Level verification
response — These cases have not been closed

Cases In Process — These cases have not yet received a response

Closed Cases — These cases have been closed

vy Vv VvV VvV

In addition to the Case Status option the search may include any of the below options:

Verification Number: This a SAVE System generated number assigned to the case

Alien Number/USCIS Number

[-94 Number

Passport Number

User Case Number: Agency assigned case number for internal tracking purposes

Date Initiated From: (mm/did/ivy)

Date Initiated To: (mm/did/yyyyy)

Department: Select Department from dropdown menu to view a case list for a specific Department
Group: Select Group from dropdown menu to view a list of cases for a specific Group

VVVVVVVYVYY

SEARCH CASES — CASE FILTERS Page for SUPER USER

Cages Profile Agency Reports Help The Super User can view all cases initiated by all
SEARCH CASES users in all Departments within the agency.
CASE FILTERS
Enter search criteri to lsplay a It o relevant cases P Select the “Search Cases” Tab on the
Cos b Navigation Menu - The system displays the
e e R o i e verneaton ressonces ENtET Search Case Criteria page.
Cases In Process Closed Cases
Verification Mumber » Enter search criteria.
lien/ umber -94 Number . " . .
i O » Click the "Submit” button — The system displays
Passport Number User Case Number the Search Case Summary LISt page
Date Initiated From (mm/dd/yyyy) Date Initiated To (mm/dd/yyyy) .
» Click the “Cancel” button — The system returns
popectment - to the Home Page
Group
Initiated By
oo | EIIINR
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SUPERVISOR USER -CASE SEARCH PAGE OVERVIEW

The Default Case Status option is All Open Cases and the Supervisor User may select any of the following
search options:

All Open Cases — All cases requiring action, plus all cases in process

Cases Requiring Action Responses — These are cases with an initial verification status and cases
with additional verification responses — These cases have not be closed

Cases with Additional Verification Responses — These are cases with additional verification
responses — These cases have not been closed

Cases with Third Step Verification Responses — These received a Third Level verification
response — These cases have not been closed

Cases In Process —These cases have not yet received a response

Closed Cases — These cases have been closed

vy Vv Vv VvV

In addition to the Case Status option the search may include any of the below options:

Verification Number: This a SAVE System generated number assigned to the case
Alien Number/USCIS Number

[-94 Number

Passport Number

User Case Number: Agency assigned case number for internal tracking purposes
Date Initiated From: (mm/did/ivy)

Date Initiated To: (mm/did/yyyyy)

Group: Select Group from dropdown menu to view a list of cases for a specific Group

VVVVVVYVYY

SEARCH CASES — CASE FILTERS Page for SUPERVISOR

a I — — Holp: - The Supervisor User can view and work on all
cases initiated by all users in all Groups within

SEARCH CASES the Department.

CASE FILTERS

Enter search crtera bo display a lst of relevant cases P Select Cases Tab on the Navigation Menu.
s Click Search Case Link - The system
#1 &ll Open Cases Cases Requiring Action displays the Enter Search Cases - Case
Cases with Additional Verification Responses Cases with Third-Step Verification Responses Flt
Cases In Process Closed Cases lers page'

Verification Number

» Enter search criteria.

MU b R ek » Click the "Submit” button - The system
P g displays the Search Case Summary List
page
Date Initiated From (mm/dd/yyyy) Date Initiated To (mm/dd/yyyy)
P Click the “Cancel” button - The system
Group _ returns to the Home Page
Initiated By .
cncel | ([EEEEN
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GENERAL USER — VIEW ISV RESPONSES FOR ALL USERS IN DEPARTMENT -
CASE SEARCH PAGE OVERVIEW

The Default Case Status option is All Open Cases and the GENERAL USER - VIEW ISV RESPONSES
FOR ALL USER IN DEPARTMENT may select any of the following search options:

All Open Cases — All cases requiring action, plus all cases in process

Cases Requiring Action Responses — These are cases with an initial verification status and cases
with additional verification responses — These cases have not be closed

Cases with Additional Verification Responses — These are cases with additional verification
responses — These cases have not been closed

Cases with Third Step Verification Responses — These received a Third Level verification
response — These cases have not been closed

Cases In Process — These cases have not yet received a response

Closed Cases — These cases have been closed

Vv Vv Vv VvV

In addition to the Case Status option the search may include any of the below options:

Verification Number: This a SAVE System generated number assigned to the case
Alien Number/USCIS Number

[-94 Number

Passport Number

User Case Number: Agency assigned case number for internal tracking purposes
Date Initiated From: (mm/did/ivy)

Date Initiated To: (mm/did/yyyyy)

Group: Select Group from dropdown menu to view a list of cases for a specific Group

VVVVVYVYYVYY

SEARCH CASES — CASE FILTERS Page for GENERAL USER VIEW ISV RESPONSES FOR ALL USERS
IN DEPARTMENT

' Profile o e Help | The General User — View ISV response for all
users in Department can view and work on all
cases initiated by all users in all Groups within
the Department.

SEARCH CASES
CASE FILTERS
Enter search criteria to display a list of relevant cases.

P Select Cases Tab on the Navigation Menu.

Case Status

#| All Open Cases Cases Requiring Action C“Ck Seal’ch Case L|nk = The SyStem
Cases with Additional Verification Responses Cases with Third-Step Verification Responses dIS Ia S the Enter Search Cases _ Case
Cases In Process Closed Cases . p y

Verification Number Fllters page'

Alien/USCIS Number 1-94 Number > Enter SearCh Crlterla'

» Click the "Submit” button — The system

Passport Number Usar Case Number . .

displays the Search Case Summary List

Date Initiated From (mm/dd/yyyy) Date Initiated To (mm/dd/yyyy) page

arie » Click the “Cancel” button — The system

= returns to the Home Page

Initiated By

cancel | (IEEETH
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GENERAL USER - VIEW ISV RESPONSES FOR ALL USERS IN GROUP - CASE
SEARCH PAGE OVERVIEW

The Default Case Status option is All Open Cases and the GENERAL USER - VIEW ISV RESPONSES
FOR ALL USER IN GROUP may select any of the following search options:

All Open Cases — All cases requiring action, plus all cases in process

Cases Requiring Action Responses — These are cases with an initial verification status and cases
with additional verification responses — These cases have not be closed

Cases with Additional Verification Responses — These are cases with additional verification
responses — These cases have not been closed

Cases with Third Step Verification Responses — These received a Third Level verification
response — These cases have not been closed

Cases In Process — These cases have not yet received a response

Closed Cases — These cases have been closed

vy Vv VvV VvV

In addition to the Case Status option the search may include any of the below options:

Verification Number: This a SAVE System generated number assigned to the case
Alien Number/USCIS Number

[-94 Number

Passport Number

User Case Number: Agency assigned case number for internal tracking purposes
Date Initiated From: (mm/did/ivy)

Date Initiated To: (mm/did/yyyyy)

Initiated By: (Select user from dropdown menu)

VVVVVVYVY

SEARCH CASES — CASE FILTERS Page for GENERAL USER VIEW ISV RESPONSES FOR ALL USERS
IN GROUP

& —— T— — P—— Help The Genera User —View ISV responses for all
users in Group can view and work on cases
initiated by all users in his/her Group within the
Department.

SEARCH CASES
CASE FILTERS

Enter search criteria to display a list of relevant cases,

P Select Cases Tab on the Navigation Menu.

Case Status

@ All Open Cases Cases Requiring Action C“Ck SearCh Case Llnk - The SyStem
Cases with Additional Verification Responses Cases with Third-Step Verification Responses displays the Enter Search Cases - Case
Cases In Process Closed Cases .

Verification Number Fllters page'

P Enter search criteria.
Alien fUSCIS Number 1-94 Number

P Click the "Submit” button - The system
L I displays the Search Case Summary List
Date Initiated From (mm/dd/yyyy) Date Initiated To (mm/dd/yyyy) page

» Click the “Cancel” button - The system
Initiated B

! &l returns to the Home Page

cnce | [EETD
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GENERAL USER - VIEW INITIATED ISV RESPONSES - CASE SEARCH OVERVIEW

The Default Case Status option is All Open Cases and the GENERAL USER — VIEW INITIATED ISV
RESOPONSES may select any of the following search options:

All Open Cases — All cases requiring action, plus all cases in process

Cases Requiring Action Responses — These are cases with an initial verification status and cases
with additional verification responses — These cases have not be closed

Cases with Additional Verification Responses — These are cases with additional verification
responses — These cases have not been closed

Cases with Third Step Verification Responses — These received a Third Level verification
response — These cases have not been closed

Cases In Process —These cases have not yet received a response

Closed Cases — These cases have been closed

vy Vv Vv VvV

In addition to the Case Status option the search may include any of the below options:

Verification Number: This a SAVE System generated number assigned to the case
Alien Number/USCIS Number

[-94 Number

Passport Number

User Case Number: Agency assigned case number for internal tracking purposes
Date Initiated From: (mm/did/ivy)

Date Initiated To: (mm/did/yyyyy)

VVVVVYVYY

SEARCH CASES — CASE FILTERS Page for GENERAL USER VIEW INITIATED ISV RESPONSES

n s Profile — P The General User View initiated ISV
Responses can view and work all his/her own
SEARCH CASES cases.

GOEFLIERS P Select Cases Tab on the Navigation Menu.

Enter search criteria to display a list of relevant cases. C“Ck SearCh Case L|nk _ The System
Goscbiitin displays the Enter Search Cases - Case
/& All Open Cases Cases Requiring Action Filters page.

Cases with Additional Verification Responses Cases with Third-Step Verification Responses o

Cases In Process Closed Cases » Enter search criteria.
Verification Numb H n Fret)

e e » Click the "Submit” button - The system

displays the Search Case Summary List

Alien/USCIS Number I-94 Number
page
Passport Number User Case Number P Click the “Cancel” button - The system
returns to the Home Page
Date Initiated From (mm/dd/yyyy) Date Initiated To (mm/dd/yyyy)
crcel | (HEEEHN
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GENERAL USER - CANNOT VIEW ISV RESPONSES - CASE SEARCH OVERVIEW

The Default Case Status option is All Open Cases and the GENERAL USER — CANNOT VIEW ISV
RESPONSES may select any of the following search options:

» All Open Cases — All cases requiring action, plus all cases in process
» Closed Cases — These cases have been closed

In addition to the Case Status option the search may include any of the below options:

Verification Number: This a SAVE System generated number assigned to the case
Alien Number/USCIS Number

[-94 Number

Passport Number

User Case Number: Agency assigned case number for internal tracking purposes
Date Initiated From: (mm/did/ivy)

Date Initiated To: (mm/did/yyyyy)

VVVVVYVYY

SEARCH CASES — CASE FILTERS Page for GENERAL USER CANNOT VIEW INITIATED ISV
RESPONSES

" The General User - Cannot View initiated ISV
ﬂ‘ Initiate Case Search Cases Profile Reports ) )
Responses can view all his/her own cases.

SEARCH CASES P Select Cases Tab on the Navigation Menu.
CASE FILTERS Click Search Case Link - The system

displays the Enter Search Cases - Case
Enter search criteria to display a list of relevant cases. Filters page.

Case Status » Enter search criteria.

Al Cpar Cones i Gk » Click the "Submit” button - The system

Verification Number displays the Search Case Summary List
page

Alien/USCIS Number 1-94 Number » Click the “Cancel” button - The system
returns to the Home Page

Passport Number User Case Number

Date Initiated From (mm/dd/yyyy) Date Initiated To (mm/dd/yyyy)
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THE CASE SUMMARY LIST PAGE

The Case Summary List page displays when the user clicks on the “Submit” button on the Search Case —
Case Filter page. Based upon the user’s role and selected search criteria this page will display verification
case information for up to ten cases per page. If there are more than ten cases, use the “Next” links and
“Previous” buttons to navigate between pages.

The column Headers or titles displayed on the Search Case Summary List page are based on the user’s role
and identify the type of information that appears for each case.

The user may sort the columns by clicking on the column header. To open and view a case, the user must
click on the Case Verification Number.

The Case Status column contains icons that represent the status for each case displayed as:

Legend: ! Action Required % Response Provided @ nder Review V Case Closed

Below is an example of the Search Cases Summary List for a Super User.

SUPER USER SEARCH CASE — SUMMARY LIST Page

ﬁ Cases Profile Agency Reports Help Sign Out l}

SEARCH CASES
SUMMARY LIST

Click on a column title to sort this list.

Case Summary List

Case Type Verification Number m Name Provided Department m Initiated By

DHS Verification in Process 2014091123502AC PP # OM SAVE Training PD SAVE Training Group SMAY3091
AE1234
Legend: ! Action Required E Response Provided ° Under Review q Case Closed

» Click on the Colum Header to sort the column

» Click on the Verification Number to view the case
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7.6 VERIFICATION CASE RESOLUTION
The Case Summary List displays the status for all cases submitted for verification. Users are responsible for
checking the Case Summary List to obtain the responses for second and third level verification requests.

The below table provides an overview of response times to requests for additional verification.

VERIFICATION RESPONSE TIME OVERIVEW

Verification Case Type Timeframe

Initial Verification Response Seconds

Second Level Verification Response 3-5 working days
Third Level Verification Response 10-20 working days
Third Step Form G-845 Verification Response 10-20 working days
Continuance Case Processing 30 working days

7.6.1 OVERDUE RESPONSES AND CASE ISSSUES

Users must contact Customer Support to resolve and close all Second Level verification cases pending an
ISV response for over 10 federal working days and Third Level verification cases pending an ISV response
for over 20 federal workings days.

Additionally, if SAVE returns a response that is missing information or there is a question regarding the
response the user should contact Customer Support to resolve any issues or questions.

For each case, the user must provide the case verification number.

7.6.2 CLOSING CASES

Verification cases remain open on the Search Case Summary List Page for 180 days and are automatically
closed by SAVE after 180 days.

» Users are required to complete the SAVE verification process in accordance with the MOA.

After all required actions on the case have been completed, the user is required to close the case. All closed

cases are displayed on the Search Case Summary List page.
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8.0 REPORTS

The Reports Tab on 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 selected.

8.1. MONTH END AGENCY TRANSACTIONS BY BENEFIT REPORT

This report displays the total number of billable-type transactions initiated by an agency by benefit name for a
specified month and year. Billable transactions are initial verification and additional verification requests
initiated by a user.

8.2 MONTH END TRANSACTIONS BY USER SUMMARY REPORT

This report displays the total number of transactions initiated by a user within an agency/program/state for a
specified month and fiscal year. The additional verification query counts in this report may differ from the
SAVE Billing Transaction report which counts cases completed. In this report, third step verifications include
Manual Form G-845s with a valid initial verification number. However, manual Form G-845 transactions
without a case verification number are not included in this report since they are not associated with an
electronic verification.

8.3 SAVE BILLING TRANSACTON REPORT

This report displays the total number of billable transactions completed by automated or by manual methods
for a specified month and fiscal year beginning October 2009. Billable transactions are initial verifications,
initial verification resubmittals, additional verifications, third step verifications, and manual G-845 cases
without case verification numbers, which are recognized for billing purposes as cases are resolved. In this
report, third step verifications include Manual G-845s with a valid initial verification number.

P This report will not necessarily match the Month End Agency Transactions by User Summary Report
because billing is based on completed verifications, not initiated verifications.

8.4 WEB AGENCY AUDIT REPORT

This report displays summary level information for each case initiated by the user for the user-entered query
criteria. The report includes the initial query date, alien number, 1-94 number, last name, first name, 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.
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9.0 CUSTOMER SUPPORT AND RESOURCES

The SAVE Program offers a variety of customer support options, training and resources that are available to
all users on the Navigation Menu’s Help Tab. The Help drop-down menu contain the following links: “View
Resource”, “Take the SAVE tutorial (which is currently unavailable)” and Contact Us. Additionally, on the
SAVE Home page, users have access to resources and contact information using Quick Links “Resources”
and “Contact Us.”

NAVIGATION MENU HELP TAB OVERIVEW

Profile Agency Reports m Sign Uut'+

View Resources

JICK LINKS
Welcome to

SN'E
Systematic

Alien Verification
for Entitlements

Take Tutorial

Selecting “View Resources” from the Help dropdown menu or “Resources” from the Quick Links
users have access to a variety of materials and guides such as:

» SAVE Self-Assessment Guide
» SAVE Program Guide

» SAVE System User Guide

» Where to Mail the Form-G-845
» Fact Sheets

Selecting “Contact Us” from the Help dropdown menu or “Contact Us” from the Quick Links user
have access to a variety of SAVE customer assistance information:

» SAVE CUSTOMER ASSISTANCE
(877) 469-2563
7:00 am to 5:00 pm Central Time, except federal holidays
SAVE users may check on the status of a pending FormG-845 or SAVE Verification
Case. Please provide the SAVE Case Verification Number

» TECHNICAL ASSISTANCE
(800) 741-5023
24 hours a day -7 days a week

v

SAVE.Help@uscis.dhs.gov - Send an e-mail with your questions or suggestions

» SAVE WEBSITE
WwWw.uscis.gov/SAVE -The SAVE website offers SAVE Program information,
publications and training opportunities
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APPENDIX A: GLOSSARY OF TERMS

Additional Verification

A request submitted when the applicant's immigration status could not be
verified on the initial verification.

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 |-
94 Number

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

Alien

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 Number

The alien registration number, which the Department of Homeland Security
assigns to certain aliens, consists of 8 or 9 digits.

Alien Registration
Receipt Card, Form [-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 Department of Homeland
Security for a replacement card.

Arrival/Departure Record

(Form 1-94)

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

An alien in the United States or at a port of entry who is found to be unable or
unwilling to return to his or her country of nationality, or to seek the protection
of that country, because of persecution or a well-founded fear of persecution.

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.

Automatic Second Step
Processing

Automatically pushes “Institute Additional Verification” queries to Second Step.
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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 SAVE for each
case submitted for initial verification. This number is used by SAVE to track the
case history.

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 Citizenship (N-560
or N-561)

A document issued by the Department of Homeland Security to individuals
who: 1) derived citizenship through parental naturalization; 2) acquired
citizenship at birth abroad through United States citizen parent(s); 3) acquired
citizenship through operation of law; or 4) 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 and owes that country allegiance.

Conditional Resident

Any alien granted permanent resident status on a conditional basis (for
example, a spouse of a U.S. citizen or an immigrant investor), who must
petition for the removal of the set conditions before the second anniversary of
the approval of his or her conditional status.

Department of Homeland
Security

(DHS)

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.

Documented Non-citizen
(Alien)

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

Employment
Authorization Document
(EAD)

I-766

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

Employment
Authorization Card
1-688B

Card that was 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. |-
688B cards are no longer issued and have now expired
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Form G-845 Document
Verification Request

A form * used by benefit-granting agencies, institutions, and licensing issuing
bureaus to request benefit applicants’ immigration status.

Grant Dates

The date on which a person was granted a particular immigration status.

Green Card A commonly used term describing the Permanent Resident Card / Resident
Alien Card (Form 1-551.) However, many versions of the I1-551 are not green in
color.

Immigrant Any person not a citizen of the United States who is residing in the U.S. under

legally recognized and lawfully recorded permanent residence. Also known as
"Permanent Resident Alien", "Lawful Permanent Resident," "Resident Alien
Permit Holder," and "Green Card Holder."

Immigration Status

The legal status conferred on a non-citizen by immigration law. Also referred to
as a Class of Admission or Code of Admission (COA)

Immigrant Visa

A document, issued by a United States Department of State which authorizes
a non-citizen to apply for admission as an immigrant to the United States.

Initial Query

The first step of the automated immigration status verification process.

Initial Verification

See “Initial Verification”.

Lawful Permanent
Resident

See “Immigrant”.

Naturalization

The administrative process whereby a person becomes a United States
Citizen after birth

Non-Immigrant

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

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.

Password

A password must be between 8 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: '@ $ % *()<>?:;{}+-~).

The system will prompt the user to change his or her password every 90 days.
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Permanent Resident or
Legal Permanent
Resident

See immigrant

Photo Matching

A Photo tool matching functionality for I-551 and |-766 documents to return
photos for these documents when available.

Reentry Permit, Form I-
327

A travel document issued by DHS to permanent residents and conditional
permanent residents. It allows Permanent Residents and Conditional
Residents to apply for admission to the United States upon returning from
abroad during the permit’s validity without the need to obtain a returning
resident visa from a U.S. Embassy or consulate. Form [-327 is valid for one or
two years from the date of issuance and may not be extended

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 I-551

A card issued to Lawful Permanent Residents before the Permanent Resident
Card was created.

Refugee Travel
Document, Form 1-571

A travel document issued by DHS to a person in a valid refugee or asylee
status, or a permanent resident who obtained such status as a refugee or
asylee. The refugee travel document allows these individuals to return to
United States after their travel abroad. Form [-571 is valid for a period of 1 year
from the date of issuance and may not be extended.

Request Additional
Verification

A Department of Homeland Security (DHS) system response where a case
submitted cannot be resolved on the initial query; requiring further search of
the case.

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.

Scan and Upload

A function within the SAVE System that enables agencies to electronically
attach scanned copies of immigration documents for verification. Verification
request with an attached copy of the immigration document do not need to
send in a paper Form G-845.

Sponsor

An entity (an individual or group or organization) which accepts financial
responsibility for another person who is coming to the United States to live
permanently. The period of sponsorship usually lasts until the individual
sponsored has worked for 40 quarters or has become a United States citizen.
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Systematic Alien The SAVE Program is an inter-governmental information sharing initiative

Verification for designed to aid benefit-granting agencies in determining an applicant’s
Entitlements (SAVE) immigration status, and thereby ensure that only entitled applicants receive
Program 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.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.
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