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The SAVE Program’s Verification Information System can be accessed through the HHS website Useful Links.  Go to Federal Links where it is listed as “Homeland Security SAVE Database.”
Once you log in, you will see this screen.
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When an applicant has an Alien number (A-number), you can perform an initial verification to verify immigration status.  The A-number is used to search the immigration database for information on the applicant.
The first step is to select Initial Verification from the Case Administration menu.
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The Initial Verification page appears.  You now enter the information required for an initial verification:
· In the Alien Number box, type the applicant’s A-number.

· From the Benefits list, select the benefit(s) for which the applicant is applying.
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After entering the required information, submit the request by selecting Submit Initial Verification.










   Page 5 of 35
[image: image5.png]Inital Verification

e Numbar: 145556400 Bonofits

nitiotod By:  ACARD00L niioted ;107252

[Initial verification Results

Dota o Entry:  06/07/136%

Print Co Detts| _Raquest Addhions Vorticton | Complte nd Closs Coe | Cios





Within seconds, the results appear in the Initial Verification Results section on the Case Details page.
The results include information from the immigration database relating to the person associated with the alien number, a case verification number, and an immigration status message in the System Response line.
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It is important to verify that the information in the Initial Verification Results section matches that on the applicant’s immigration documentation.
If you detect any discrepancies or if “Institute Additional Verification” appears in the System Response line, you must request additional verification.
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If you do not receive an “Institute Additional Verification” system response, you can close the case.
It is recommended that you print the verification results for your records before closing the case.  To do this, select Print Case Details.
You close the case by selecting Complete and Close Case.
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After you close the case, the Case Closure Information section appears below the results.  The information in this section includes the user ID of the person who closed the case and the date of closure.
It helps overall system performance to close completed cases.
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You will need to request additional verification if the following conditions exist after an initial verification:
· There are discrepancies between the data in the Initial Verification Results section and the information on the applicant’s immigration document
· The message “Institute Initial Verification” appears in the System Response line.
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The first step for requesting additional verification is to select Request Additional Verification on the Case Details page.
Selecting this button causes the Enter Additional Verification Data section to appear below the Initial Verification Results section.
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The second step is to complete the Enter Additional Verification Data section.
As indicated by the red asterisk, the Last Name, First Name, and Date of Birth boxes, and the Document Type are required for submitting the additional verification.  However, it is best to provide as much information as possible.
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The Last Name, First Name, Middle Initial, and Date of Birth boxes display data returned from the database (if available from the database).
If the alien identification number you provided could not be found in the database, the fields will be blank.  You should enter the data from off of the immigration document the applicant provides you.
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Select the type of document presented by the applicant from the Document Type list.  If the document is not in the list, select Other, and then enter the type of document in the Doc. Description box.  If the document contains an expiration date, type it in the Doc. Expiration Date box using the mm/dd/yyyy format.
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If your agency assigns a unique number to each case for internal tracking, you can include that information in the User Case Number box.
Use the Special Comments box to enter any other type of information that you want to communicate to the Immigration Status Verifier (ISV).
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After you enter all the required information, along with any additional information, submit the request by selecting Submit Additional Verification.
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After you submit the additional verification request, the information appears in the Additional Verification section.
The DHS Response section also appears, indicating that the request is in process.
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The SAVE Program usually returns a response to a request for additional verification within three federal government workdays.
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The Additional Verification option allows you to request immediate additional verification without first performing an initial verification for applicants presenting I-94 numbers.
The first step is to select Additional Verification from the Case Administration menu.  This takes you to the Additional Verification page.
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The second step is to enter information from the applicant’s I-94 document on the Additional Verification page.
An asterisk indicates required information.  However, it is best to provide as much information as possible.
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Make sure that you enter the applicant’s name exactly as it appears on the immigration document.
Note:  There are guidelines in the SAVE User Manual for interpreting and recording Spanish language names correctly.
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Enter 11-digit I-94 number from the applicant’s arrival/departure record.  Enter the applicant’s birth date in the Date of Birth box in the mm/dd/yyyy format.  For example, 03/10/2003.
If your agency assigns a unique number to each case for internal tracking, you can include that information in the User Case Number box.
The Document Type list defaults to I-94 (Arrival/Departure Record) and cannot be changed.
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The Special Comments box can be used to enter any other type of information that you want to communicate to the Immigration Status Verifier (ISV).
From the Benefits list, select the benefit(s) for which the applicant is applying.
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The last step is to submit the information you entered by selecting Submit Additional Verification.  This takes you to the Case Details page.
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The information you submitted displays in the Additional Verification section of the Case Details page.
The Status line in the DHS Response section indicates that the request is in process.
The verification number assigned by the system is displayed in the message area.
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The View Cases option allows you to monitor your group’s workload.  You are able to search for cases, display a list of cases, and access the details of a specific case.  It also gives you an opportunity to request additional information for a selected case.
When searching for cases, the system by default will limit the cases displayed to only cases within your group.
The first step is to select View Cases from the Case Administration menu.  This takes you to the Case Search page.
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The second step is to enter the criteria for your search on the Case Search page.
You can search for cases based on case status alone, or you can include other specific data.
The default Case Status option is All Open Cases.  You may use this option or select another.
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If you want to search for a specific case, you can use the verification number, Alien number, I-94 number, or user case number, in addition to the case status.  When your search includes any of these criteria, it is important that you select the correct status of the case in order for the system to locate the case.
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To see a list of cases that were initiated during a specific time period, enter those dates in the Date Initiated From and Date Initiated To boxes.
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After entering the criteria for your search, select Display Case Summary List.  This takes you to the Case Summary List page.
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Each row on the Case Summary List page displays information for a single case, which is identified by the verification number.  You can access the detailed case information by selecting this number.
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The column headers identify the type of information that appears for each case.  To change the order of the list by column, select a column header.
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The first column, Case Status, contains icons that represent the status of the case.
The Legend area at the bottom of the screen contains a description of each icon.
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Scroll bars along the bottom and right side of the screen will appear if the list and case information extends beyond the viewing area.
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As mentioned earlier, you can access the detailed history of a specific case by selecting the case verification number.
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The Case Details page displays the history for the case that was selected on the Case Summary List page.
From this page, you can print the case details, request additional verification, and close the case.
