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Scheduling Manual
000-001 Distribution List

Electronic | DOS Sharepoint |

gee Dos serverI

000-002 Revision Authority

‘Any changes made to the Scheduling Manual require approval from the Responsible Manager, Scheduling Unit
Manager, ordelegate.

000-998 Revision History

RO40-28APR2022 Module 020-060, changed 1% and 2™ Cycle to 1* and 2"! Round; 040-015, specified that

emails that require a response should be replied to within 2 business days and when
replying reply to ALL; 060-060, specified that any posts can utlize specific percentage
080-070, clarified that applicants may not be grouped together in the applicant ist; 080-
090, specified if a case s canceled by Scheduled in Error, the case willbe relocated to the
Cancellations Tab; 080-092, added to Note, if a case is in Pending, you are not able to

search the case; 100-020, in step 3 ofchart, added text saying the WHA region is split
into 3 sub-regions: 120-0424, added 12" Step to chart of procedures that says the total
number of time slotsper day may need to be adjusted depending on capacity needed
per scheduling month; 120-04, step 9 added Note saying Please don't regularly use
(Exception Days) as this can cause issues with the templates in EAMS; 140-0224, added
8" step to chart of procedures for allocating posts in IVIS; 140-040, has been retitled to

Pre-Scheduling and existing procedures have been revised and steps 4 through 12 have
been added to the procedural chart; 160-020, step 2 revised to say that case may need
10 be searched twice to schedule and in step 3 added that f there i a red box around
the date, only click the calendar icon next to the date and e-select the date until red box
disappears; 160-030, in step 5, added Scheduled in Error a a reason for the cancellation
rom the rop- down men that appears as shown below and added note that you may
need a different reason to completely remove a case from EAMS, depending on the
situation of the case. 160-040, step 2, added to select a date that has no leftover slots or
re-select the same calendar date or change to a different date and reselect correct date;
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Scheduling Manual
160-080, reise steps4 an ith nk o specific procure; 60-080, reise he Sef
verification process to three things to verify for each case; 160-081, simplified the steps
to obtain a lst of applicants scheduled in EAMs for self-verification; 160-082, removed
section on Duplicates; 160-083, removed section Family's Scheduled Together; 160-084,
removed section on Cros-Reerence Cases Schecued Together; 160-065 removed
Section on Acie Acton Codes (VI); 160-08 (Packet4 epors/NUMS (VIS) was
renumbered to 60-082; 60-087 (EP checule Cases Report (VIS) was renumbered 0
160-083 and a new instruction appears in the first paragraph and updated step 5; 160-
065, removed Fraud Cases Schade (POT); 160-1008, updted procedures fo
alcuat the total numberof immediate Relative and SV applicants te backlog and
updated step 6 in the procedure to calculate the total Preference applicants in the

ackog as remove stp 8 rom the procedures, and rally ai 0 avea CSA or
Supervisor review th scheduling review before ti sent 60-120, removed sep 5
Module 170 Peer Verification was removed from the manual. Changes authorized by:

+ DDC Requestfrom{Pil jand {PII (SCH) created 25APR2022
+ Clint directivesdocumented CRAY, SCHED, Reducing and Automating

Verification

RO3S-01APR2022 Module 000-00, Updated Manual locations 020-010 Overview update 020-20, visa
Category st removed and replaced witha reference fo the Telephone Inquiry Reference
andbook; 020-030, Form eerence remove and epiaced vith erence to Post Coc
Specifics Manual 020-040, Scheduling worow update 020-050, section removed;
020-060, Description of Final Action Dates updated; 020-080 through 084, new section
added for Scheduling Appointment Process flows; Module 040 Retitled from
Communication to Getting Started; 040-010, Retitled from Overview to Mailbox Set-up
and updated; 040-015 Retitled from Email Distribution to General Email Procedure and

Update 40-020 Email Temple instructions pdted with reference to Schecing
ml Templates Manual 040-03, Refited rom Email Signature an Font fo Setting up
your Email Signature, maloos updated fom capitan t repost and Sgrature
process steps updated; 040-040, Retitled from General Procedure for Processing an Email
to Network Drives and process steps added; 040-060, Retitied from Post Follow-up
mals 0 EAM Registation and ne proces teps added; 040-07 renumbered 0 040-
080, etc fom Out of Office Responses to Logging no EAM an new proces sips
added; 060-01, Overview uated; 080-020, Post Scheduling Access ntuctions
updated; 060-030, Retitled from Part 1 Info Tab to Profile Tab and chart updated; 060-
040, Retitled from SIV Scheduled to Month (Calendar) Tab, and chart updated; 060-050,
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Scheduling Manual
action remorec; 060-060 Rett fom VPS Scheduling Information to Scheduling
Guidelines for Post and new instructions added; 060-070 through 080 sections removed;
Module 080 Retitled from IVIS Scheduling Calendar to EAMS and completely rewritten;
Module 100 Rett fom New Scheduling Cycle to Capcity Requests and completely
rewritten; Module 120 Rei from Cutof ates to Calendar Creation and completly
rewriten 140-010, Overview updated 140-020, Rettld rom Previa Allocation
Checklist to Allocations and process updated; 140-022 section added for IVIS Allocations;
140-024, section added for PIVOT Allocations; 140-030 Retitled from Allocate Visas to

Case Push into EAMS, and process updated; 140-040, Retitled fromAfter Allocation to
Verifying if Cases are in EAMS, and process updated; 160-005, Overview updated; 160-
020, new section create for Manus! Scheduling; 160-030, new section create for
Manual cancelation; 160-040, Troubleshooting System ror section renumbered from
160-080 an proces updated; 60-090 After th Live Runs Complete section remove
160-060 Scheduling Electronic Cases Renumbered from 160-100 and process updated;
160-07, nw section crested or Schcuing SIV cass: 160-080, nev ection aided or
Self-Verification; 160-081, new section added for EAMS Exported Applicant List; 160-082,

new section added for Duplicates; 160-083, new section ald for Family’ Scheduled
Together, 160-084, New section acd forCrossReference Cases Scheduled Together
160-085, new section added for Active Action Codes (IIS); 160-086, new section added

for Packet 4 Reports/NUMS (IVIS); 160-087, new section added for EP Scheduled Cases
Report (IVIS); 160-088, new section added for Fraud Cases Scheduled (PIVOT); 160-100,
new section added for Scheduling/Backlog Email; 160-120, new section added for

Regional Spreadsheet update; 160-110 and 120, sections removed; Module 170 Retitled
from Specialy Scheduling o Peer Verfcaton and completely ewriten; 180-01,
Overview update 180-020, Char, newstp8added ans following seps renumberec
180-08, section removed; 60-050, section renumbered 0 40; dul 220 nteriew
Letters module removed Module 240 Scheduling Reports, mode removed: Module
300 Miscellaneous, Scheduling Items, module removed; Module 340 Scheduling
Verification, module removed; Module 400, CI's Expedite Tracking SharePoint Site,

module removed: Moule 999 External References, module removed. Changes
avthorized by
«DDC Request from| PII and| PII (SCH) created 24MAR2022
«Client directives documented in CR681, SCHED Manual Consolidation

RO38.3006C2021 Module 400, crested tis ew mode 0 outin th process of using he 1 Expedite
Tracing SharePoint sie. Changes authorized by
«DDC Request from{Piijand [ii (SCH) created 18NOV2021
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+ Cllent directives documented n CRT64, 1 Expedite Tracking Sharepoint sie

RO37-24MAR2020. Modules 020,060, 080,100, 14D, 160, 170, 240, 30, replaced th term “Non-prferrce”
with “Immediate Relative.” Module 240, replaced the term “NP” with “IR” Changes
authorized by

+ DDC Request fron piljand]Bil(SCH) created 11MAR2020
«Client directives documented in CR303, NVC Nomenclature NP to IR

R036-31JAN2020 Module 240-110, removed reference to now deactivated action code AJ from step 10 of

the chart, Change authorized by:

«Internal DDC Request from{_Pil__and |Pil } (SCH), created T5JAN2020.
+ Cllent directives documented in CR245

RO35-255EP2015 Module 170.05, remo references to GZ0 inthe tep char. Change authorized by:
« Interal DDC Request from{___PIl___land { ij }(SCH), created 195EP2019.
+ Client iectves documented n CO 701

RO34-29AUG2019 Removed section 240-185 Post Iteriew Contac List fom manual, Chang authorized
on:
«Internal DDC Request from Pil | and {5 "}(DR), created 21AUG2021
+ Cllntdirectives documented in CR123

RO33.02MAY2015 Module 320 Syrian Fgh Verfcation Program, removed ere Module. The Syrian Fight
Verification Program was published as its own stand-alone manual. (MAN-WC-R000
Syrian Flight Verification Program Manual). Changes authorized by:

+ Internal DDC Request ond nd] “Bi” JOR) crested 31MAY2018
«Client directives documented in CO-288.

RO32:21AUG2018 080-025, added Preference Scheduling stings. Changes authorized by:
+ Internal DDC Request rom{Filand] Bil”|(DR-Scheduiing) created

13auG2018
+ Cllent dectves documented nCO-512,

RO1-01IULZ08 000-001, updated fl name; 000-998, removed several pages of revision history, 240-
010 update office to whom the wrkbook s sent Changes authorized by:
+ Client directives documented n CO-470,
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RO30 0TAUGZO17 Section 170-020, E Pull st note remo 70-03, replace Sharepoint reference to

DP. Changes authorized
«Internal DDC Request from{ Bil land i__ (DR) created 25)UL2017
© ClentDivectves documented in RFC-205

+vtFor previous revision history specific, please cantact the TEERRIGEIVVAGRGTear by sending an email with
your request SE
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Introduction

020-010 Overview
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Introduction
020-020 Visa Categories Scheduled by NVC

NVCis responsible for scheduling both Preference (Family-sponsored and Employment cases) and
Immediate-Relative (Immediate relative and Special Immigration Visa cases) applicants:

A complete is of visa categories can be found in the TelephoneInquiryReferenceHandbook

020-030 Posts We Do Not Schedule

The NVC does not schedule every post around the world. There are posts that have closed permanently, posts
taking appointments but are not scheduled by NVC, or ones that are open but are currently not scheduling IV
appointments. This information can be verified in the Post Code— Specifics manual,

If there are any questions, please check with an Operations Supervisor or Unit Manager

020-040 Scheduling Workflow

The standard scheduling process consist of the following 11 steps:

1 | Run Report 20.
2 | ReceiveFinalAction Dates from Visa Officeper 020-060.
3 visa Allocationper140 and pushing into EAMS per 140-030.
4 | perform Scheduling per 160.
5 | Self-Verification per 160-080.

6 | Peer-Verificationper 170 and send NUMS per 170-040.
| Generate Post Supplements per 160-020

+ Note: This step s for GUZ EP cases only.
8 | Send scheduling/backlog emails to Post once verified.
9 | Request Capacity from Posts per 100-020
10. | Update EAMS based on Posts Instructions per 120-040
11 Un-report and Un-allocate (Pre-Report 20)
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Introduction
020-060 Final Action Dates

Once per month the Visa Office (VO) provides NVC with ina action dates. These ates indicate whethera visa
is available to schedule Preference cases. The timing of when we scheduled is referenced as (1* Round) and
@ Round).

+ Preference: Family-based and Employment-based cases have only a mited number of visas available
making them numerically limited. VO allocates visas to applicants from different countries based on
their visa category, priority date, and FSC (Foreign State Chargeabity - determined by Country of Birth).

+ Immediate-Relative: Immediate Relative cases and Returning Citizen categories are NOT numerically
limited, making them aways current, therefore aways having a visa number available.

For a case to be deemed current by the final action date, the action date s compared with the visa category
and priority date under the appropriate FSC for the principal applicant?. The priority dates must be PRIOR to
the action dates.

*The FSC is initially derived from the principal applicant's countryofbirth. If the FSC derived from the principal
applicant causes the case to be non-current and there is an accompanying derivative spouse, the system will

check to see if using the derivative spouse's countryof birth to derive FSC would cause the case to become current.
Ifderiving the FSC from a derivative spouse is more favorable, the derivative spouse's county of birth will be used
as the FSC.
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Introduction
020-080 The Path of Scheduling Appointments

020-082 Path of Immediate-Relative Cases
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Introduction
020-084 Path of Preference Cases
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020-998 Revision History

The following manual revisions include changes to ths module:

'R040-28APR2022+RO3O-01APR2022+RO37-24MAR2020» RO26-18JAN017 +RO26-14NOV2016+R023
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Getting Started

040 Getting Started

040-010 Mailbox Set-up. 3
040-015 General Email Procedure. 14
040-020 Emal Templates. 14
040-030 Setting up your Email Signature. 15
040-040 Network Drives, 1
040-060 EAMS Registration ”
040-080 Logging into EAM. 19
040-998 Revision History. 19

040-010 Mailbox Set-up

All communications between post and/or internal contacts that are scheduling related must be conducted via
email. Scheduling processors share an Outlook mailbox with the Post Liaisons

To set up access to this mailbox:

1 | Open Outlook.

2 | Choose the File tab in the ribbon

3 | Choose Account Settings, then select Account Settings from the dropdown,

4 | Select the Email ab,

5 | Select New.

6 | Type theshared email address: NVCPOST@state.qov

7 | Select Connect > Done.

8 | Restart your Outlook.
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Getting Started
040-015 General Email Procedure

Alincoming emails related to scheduling are to be placed in the scheduling folder, then have a categorization
tag placed on them, and finally placed into their designated Regional Folders for processing. Each Scheduler is
assigned a colored categorization tag to indicate which emails they are responsible for. For post assignments,
please reference the Regional Spreadsheet. All emails that requirea response should be replied to within two
(2) business days if not sooner. When replying to remails, please Reply All.

Either an Operations Supervisor or any member of the Scheduling team may place their name tags on the
incoming email.

040-020 Email Templates

When drafting and responding to post, a prewritten email template must always be used. However, the use of
email templates for internal communications are not always required

There will be instances when an email template may not be efficient enough or specific language is not
available in the templates. In these circumstances, please escalate to a CSA or Operations Supervisor to draft a
unique free-hand response.

The Scheduling Email Templates Manual contains the set of prewritten emails

IMPORTANT:
If post sends an email with an attachment, you must include the original attachment when you respond.
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Getting Started
040-030 Setting up your Email Signature

You must includea standard signature on all emails you send from the nvcpost@state. gov mailbox.

1 | Open Outlook.

2 | Click the “File tab in theribbon.

3 | Click “Options.”

4 | Click the “Email” tab > Signatures.

5 |Underthe Signatures section, lick “Signatures.”

6 | Select "New," enter Scheduling as the name and click “OK.”

7 | Choose More Settings > Advanced > Add

Copy and paste the following into the text box.

Regards,

[ENTER NAME] | Scheduling
Department of State CA/VO/DO/NVC

8 | LDRM | [Company Name] | Contractor
00 National Visa Center|32 RochesterAve | Portsmouth, NH 03801-2509
NVCPOST@state gov
This mais Santis bt Unclastfd base anhcfr pricedin 12FAM 510
Sry oman inti ransisio pataoh uncerrsa of viasorpor ater teUtd Stes shalbeconsidredConioonatundar Soto S201 foInitandabortfet(NA)[8US& Scion CE Acces0anse of uchromainstb se of hsoda aver, satan,oar:oh iystan netoray, an ter asing Unto Sto lr NA S250) 300 Spach FAM Gore: yo hv eco SachTO ar dikow{ads cssoss, canst, ui. o (ks antn 847 upon hs fost. and cnt sandr ss Soo 84pss.

| Select NVCPOST@state gov from the dropdown boxes for new messages and reples/forwards
underthe Choose default signature section. Choose OK > OK.
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Getting Started
040-040 Network Drives

Scheduling utizes shared folders on multiples Network Drives.

To set up access to a Network Dive:

1 |OpenileExplorer.
2 | Choose right cick Network on the sce ribbon
3 | ChooseAccountSettings,thenselect Account Settings from the chopdown.

4 | Select MapNetworkDrive.
Select an available fetter from the Drive dropdown

3 5

The following drives are the most used in SCH
. Pil Shares
. Shares

6 |Choose Finish.

7 | Your mapped Network Drives will be listed under This PC on File Explorer
8 | ChooseOK>OK.

9 | choose Next > Finish > Close.
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Getting Started
040-060 EAMS Registration

Before processing in EAMS for the ist, a user must register and set-up an EAMS account.
To Register to EAMS:

1 | open ntemet Explorer >
Pil }

2 | Insert your PK access card (badge) inthe reader
A Token Logon window wil pop-up, enter Token Passphrase. This i the same
passphrase when logging into your warlstation).

TokenLogon, fn —

Bente saten As

4 | select
The User Login Information windowwill pop-up with your name and username.
Please ensure your usemame is not a serie of numbers

Select Register Now.
5 =

ae Pil]

vrne {BI

Continued on Next Page
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Getting Started
040-060A EAMS Registration (Continued)

In the User Registration window, use the dropdown menus to select the desired Country,
Post, and role (Manager). Select the OK button to generate a request for access.

|

we CR

:

5 Once your ist post has been registered o, send an email o the Scheduling Operations
Supervisor or Unit Manager listing the post for access approval.

8 | Lookfor an email fromEN 0 confirm that your account has been
approved.
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Getting Started
040-080 Logging into EAMS

Alter your EAMS account has been approved, you will now be able to select your posts), Go to current
month, next month, and have a specific post defaulted as your Home post.

In addition, you can also register to more posts by selecting Register Now and repeating steps 5-9 underA

Note: Ifyou are having difficulties with logging into EAMS, please reach out to the Scheduling Operations
Supervisor or Unit Manager for assistance.

040-998 Revision History

The following manual revisions include changes to this module:

RO40-26APR2022 « RO39-01APR2022 + RO22-26MAY2016+RO19-20JAN2016 + ROOS-26FEB2014 + ROOA-
241AN2014
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Post Scheduling Instructions

060 Post Scheduling Instructions

060-010 Overview. 20
060-020 How to Access and Create Post Scheduling Instructions. 20
060-030 Profile Tab. 21
060-040 Month (Calendar) Tab. 2
060-060 Scheduling Guidelines for Post. 2
060-998 Revision History. 28

060-010 Overview

Each post provides the National Visa Center instructions detailing how they would like thei scheduling to be
performed each month. These instructions are compiled onto a post specific spreadsheet called “Post
Instructions.” This document contains two tabs;

Profile tab: containsthecalendarset-ups and scheduling instructionfor IV and SIV.

Monthly Calendar tabs): is where appointment dates, timeslots, applicant counts, and Holiday/admin
dates are entered and viewed

060-020 How to Access and Create Post Scheduling Instructions

Post Instructions can be accessed through the CA-NVC Post Support team’s IV Scheduling Channel's under
theSharePointpageorMicrosoftTeams.

The “[Year] Post Profiles and Calendars" folder will have a the Post Instructions located by region.

MANSCHR040 2 2apRa022
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Post Scheduling Instructions
060-030 Profile Tab

Fr TET
This sections where users can denty wht ind of calendar loading type ost has and
te average Prefernceflmmediate-Relativepercentage sf.

General IV Loading Type: is the placement of scheduled cases throughout the month.
Scheduling
Setup Preference/Immediate-Relative percentage split: is a percentage of how many

Preference v. Immediate.Relative post would schcul foram infeniew appomment
er

Tis section provides speciic on how th V calendar shold be st up. Some ost reer
IV Calendar| tohave specific daysof the week designated as scheduling/administrative days, as well as

Setup | to have applicants with certain FSC's, Nationalities, and/or Visa categories scheduled on
designated days.

wv This section provides a description of how NVC schedules the IV appointments.Scheduling| Depending on wha pot ha requested fr theft I Colenar Stu, NUC may nee to
Instructions| perform scheduling in a certain way in order to fulfill posts requests.

SIV This section provides a description of how NVC schedules SIV interview appointments.
Schatuing | THE 31 ome poss tha low NVC 10 shace SI polars within te gener V
SCHEAUNTG | iy, here re some posts who have no structionhat eure NVC o reach out to
INStructions| ct for SIV capacity.

Holley |1s scion roves ot fisrd mated ot os rns.
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Post Scheduling Instructions
060-040 Month (Calendar) Tab

The Month (Calendar) Tab is where the appointment dates, timeslots, IV/SIV applicant capacities, and

handsaerat sna
Section Description Function

copay|| mem 0]
rom |[mee]
oe [oer0 |
TE
arreEate reat

rime || VE om oo |

oe=i
{==—
(mwTo1nT wera Tr fo se erieaTna Gye

CategoryPee
Columns ——

ifa
5s settomtiploys ei eateries tht past hoe arte fon AaEck
oo

Continued on Newt Page
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Post Scheduling Instructions
060-040A Month (Calendar) Tab (Continued)

Er [TY

peel______T1
sor |[omETRE |Enew

Subtotal/|[Soa
Pen TT

Total —1+11111
=—=—— 1
This section displays a subtotal per timeslot and adailygrand total.

C—O
|ePER[a[ov[ov||. Fe

Capacity(oan | fo|
Field |
— oo]— |
rT1 I
=
This section is where capacity can be entered. Please note: ‘Case count"is not available.
All capacity entered i per ‘applicant count.

FlACategory M y

Dropdown 2 |
1m

o
o
o
o
o

I«1
This section is where the type of daily category can be selected. There are only two
options: Scheduling Day and Holiday/Admin day.

Continued on Next Page
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Post Scheduling Instructions
060-040B Month (Calendar) Tab (Continued)

Fr TET
Calendar| [IN woeeon [%Jrimionta
tegend|| ION mosey [7Joris

Tis section s where users can dently what each scheuing category i the categary
columns represents,

Note: Not all posts will be the same, as some posts will have specific setups. For example, ABD has “Farsi” and
Non categories sted
The following procedure is how to createa new monthly Clear Ta

ight cick the mt recent scheduling month ab

Clk “MoveorCopy » move to end GIck “Greate a copy >°OK Ti wil cestes
duplicateab
E—

2 | [en
Er—

Reva To cern al per oe on beng reste
’

ContinuedonNextPage
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Post Scheduling Instructions
060-040C Month (Calendar) Tab (Continued)

rom the month iropdowm select the new month. This shoud update the days and
oldays accordingly.

4 a
January 2022
Say

5. Dette al th capacty rat was evered per the previous orth,
6 | Update all the sections accordingly per Post's Capacity email.
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Post Scheduling Instructions
060-060 Scheduling Guidelines for Post

NVC offers post multiple options for scheduling preferences and calendar settings for IV/SIV appointments.
Tris following provides descriptions and guidlines foreach option.
Post may update thir settings an preferences by emling Scheduling Team at NVCPOST@stategov. In
addition, post should be providing he general setting inthe monthly capacity ema
Fr TET

NVC want to know specific Dates an timeslots of V/SIV appointments, a well 5 Applicant
count per time lt. NUC is systematicaly ited oly being able to sched by applicant
count. Scheduling by case count curenty snot an option fo IV cases
The scheuing syste is only programmed tous the folowing time increments an cannot use
more than one increment at a tm. 10min, 15min, 20min, 30min, 45min, anc Thr,
TyBotican ize specie percentages. Ti 1 rernced 1 how many Preference and
Immediat-Relaive applicants sche each day and/or month.

+ Eeampl:S0% 7 50% IR
The use of scheduling by percentage primary only impacts backlogged posts, a posts that tend
to have open/leftover capacities after scheduling will see all their cases scheduled.

Note: depending on the Preference demand each month, NVC may need to manually increase
Preference percentages to prevent Preference backlogs from occurring and to ensure all available
Vis number availablity beng sedi order to i the sal year locations.

Continued on Next Page
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Post Scheduling Instructions
060-060A Scheduling Guidelines for Post (Continued)

ro [rT
Posts that are not backlogged can utilize a case loading type. Ths s referenced to the placement of
scheduled cases throughout the month, There are currently a few different options:

‘Cases are loaded to the maximum starting at the beginning ofant ovaae aor amin poeamy | Je]
be then filed, and this pattern continues until al scheduling
days are filled or when there are no more cases to schedule
Note: In months when there are not many applicants to
schedule, the appointments willbe focused heavily on the EEE
beginning of the month with the endofthe month vacant
Cases are loaded and spread out among all days to create a :rad hel
Note: Days will not be necessarily 100% filed evenly among
each day as this will depend on the numberof applicants per | [|||¥|

cose. EERE

Monthly Cases are loaded to the maximum staring at the end of the
Vein month. Once the last day i filled, the second to last day wil be

filed, and the pattern continues until all scheduling days are
yee filed or when there are no more cases to schedule.

Note: there are not enough applicants to schedule, the EEE
‘appointments willbe focused heavily on the endofthe month
with the beginning of the month vacant. This type is rarely used.
NVC has the capability of using multiple loading types in one TE
calendar month. crv

I
The most common option is: Front Loading during the st ite EL i”
round, and then Balance Loading during the 2nd round. a fed

NVC also has the capability of dividing weeks per rounds. REE

‘The most common option is scheduling the first two weeks of EE
the month during the Tt rounds and then scheduling th rest || *|#4]#||]=|
of the month during 2nd round. == EE TT

‘Continued on Next Page
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Post Scheduling Instructions
060-060B Scheduling Guidelines for Post (Continued)

NVC can set up a calendar to designate days specifically by FSC, Nationality, Visa Category,
and Source (IVIS/PIVOT).

Post should be advised to mit these options, a the syste s limited to only being able to
Specific | managethree to fourof theseoptionswithin a calendar. Inaddition, imitationsmayalso vary
@ | depending on the ize of the post.

SpecialtySpectre| To prevent potential backlogs from occuring, pos should sate whether they would allow
8 backfilling* when requesting specific/specialty options.

“Backfiling is when post has designated timeslotsfo certain categories but will allow other
categorie to be scheduled in those timeslots if necessary, and in order to prevent backlogs.

060-998 Revision History

“The following manual revisions include changes to this module:

RO40-28APR2022 + RO39-01APR2022 + RO37-24MAR2020 - RO27-29NOV2016 » RO23-0TAUG2016 R022
26MAY2016 + ROTS-20MAY2015 » ROO 24JAN2014
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EAMS

080-040 Users. 33



080-010 Overview

The Enterprise Appointment Management System (EAMS) is the scheduling system that was designed to
replace and consolidate the legacy scheduling system of Immigrant Visa (IVIS). EAMS is the main
appointment scheduling tool for Immigrant Visa (IV) and Special Immigrant Visa (SIV) cases, as performed
by NVC

By using aweb service, EAMS interconnectswith the pre-IVO technology (PIVOT) system. EAMSperformsthe
following functions:

«Provides a user interface to allow NVC to define services offered, tailoring these service templates to a
post's operational schedule, and maintaining a calendar of available and assigned appointments.

+ Receive the appointment requests directly from PIVOT through a web service.
+ Process requests automatically by filling an available appointment slot in the schedule and sending the

results to PIVOT.
«Provide the capability to process appointment exceptions. Exceptions occur if no appointments are

available in the current month that match the propertiesof a case
«Provide the capability to process backlogs. Backlogs are lst of casesforwhicha suitableappointment

has not been matched for more than one month.

EAMS will allow NVC to improve the efficiency of appointment scheduling; t will allow posts to move toa
system that allows appointment criteia to be determined based on FSC, language, source (VIS/PIVOT), visa
class in addition to Preference and Immediate-Relative. NVC has the flexibility to arrange post schedules in the
manner that best suites each post business needs

The following modules will provide a breakdown of each area of EAMS with descriptions:
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080-020 Settings

The Settings tab provides users a general view of the settings and options for post

CEE

em amon
 — ese

= -

080-022 Post and Country Info

er rT
Displays the country name and the three-letter abbreviation for the city where

Post Country/Code |the US. Embassy or Consulate i located. Thissection is pre-set and cannot be
| changed

status Displaysif the EAMS profile is active or inactive
Displays the full unabbreviated city name where the U.S. Embassy or Consulate

Post Name to Display | i; ocated This section should not be changed
Post Address | Displays the physical address of post. Currently, this section s not required.

URL for Post-specific | isplaysthe URL/websi Currently, this section is uiInstructions. | PiSPaysthe URLwebite adressofpost. Currently, thissection is not required

Post-specfic | jays general post-specifc instructions. Currently, this section i not required.Instructions
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080-024 Post Application Settings

Section Description/Function
Days within a week that post has apen for booking appointments. All that apply

WorkDays | i001 be checked off.

+ Start Time and End Time should be the general hours that post is open for.
«Daily Break Time should be within the start and end time hours regardless of if

post has or does not have a break. Break times is something NVC does not collect.
Please note: the Daily Break time cannot interfere with the hours where appointments
are expected to be on.
(eg: Start/End Time: 9.00AM —1:00 PM, Break Time: 12:30 PM. The lost appointment
must be before 12:30 PM.

Timeslot | Duration is how long each appointment lasts fo. Posts are not alowed to choose any
other duration not listed.

Peds | On the CEAC Barcode Required should be checked of

Services | Ol Immigrant Visa (V) should be checked off. Currently, NVC only manages IV
processing

The number of appointments selected from the dropdown will mean how many
appointments you can allow the fil backlogs function to override the current settings
for timeslots:

Calendar | For example: a calendar is set up to have 5 Preference applicants at 9.00 AM and 5
Restriction | Immediate-Relatives applicants at 9:30 AM.
Override | 1 your immediate-Relative sits have been filed but there are still Immediate-Relative

applicants waiting to be scheduled. If there i available Preference capacity but no
Preference applicants, the override feature should be turned on, so that the Immediate
Relative applicants can fil i the Preference capacity when filling in the backlogs.

Calendar Advance| Are how many days within the ive month where the calendar will lock up and users
Lockdays | can no longer make adjustments to the scheduled appointments
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080-030 Holiday

The Holiday tab is where users can view a list of U.S. Federal and Local Holidays for each post. Users with
Manager and Administrator roles can add, adjust, and delete Holidays. Please reference

EE

aS - -
mm "
a .
= - we

080-040 Users

The Users tab provides a complete list of internal and external users who have registered to a specific post.
Each type of role s displayed and if the user is curently enabled or not.

TTT

——. g a =
— - =- “mm—
= ==PII = ==b =- “mm

===- =
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080-045 Roles and Responsibilities

Administrator roles have the same responsibilities as a Manager role with the inclusion of
the following:

Administrator| + Manages and assigns user roles
«Manages Post settings and Post default calendar settings
+ Grants administrator, manager, and read only user rights and fulfil requests for

administrative user accounts

«Creates post calendars, modifies post calendars
+ Publish/Un-publish calendars (makes them available to PIVOT through the web service)
+ Creates calendarsiotallotments
+ Reviews appointmentexception logs and backlogsManager1aN3gEr |. Reviews scheduled appointments
+ Manually processes appointment exception logs and backlogs
+ Copies monthly calendars and calendar templates
+ Manages post holidays and calendar exception days.

+ Reviews Post profiles and default calendar settings
+ Reviews Post appointment calendars

Read-Only |, Reviews appointment request exception log and appointment backlog
«Reviews scheduled appointments

080-050 Views

The Views tab allows users different methods of viewing scheduled applicants, applicants that are waiting to
be scheduled, and ones who have been canceled.

a eg el erTe

Users can also navigate to these lists via the Week Tab from the main calendar screen and then selecting
Applicants.
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080-060 Distribution

The Distributiontab displays a stacked column chart to provide users a visual layout of each day with
designated color scheming to show if there is open capacity, booked capacity, and canceled appointments, etc.
Hovering the mouse cursor over the bars will also reveal the total number for each section.

] 1 1

ol insti
i I | | |
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080-070 Applicants

The Applicants tab displays a complete lst of scheduled applicants fo the selected month,

Each applicant on a case will have their own individual line (and may not be grouped together in the applicant
list) with their information broken down by the following columns:

Name, Case ID, Slot Date (Interview date), Qualify Date (Documentarily qualified date), Source, FSC, Nationality,
Preference, and Visa Class. In addition, exporting the lst into Excel will display an additional column: Scheduled
Date

Export option is available, and it will be via Excel.

Ca
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080-080 Exceptions

The Exceptions Tab displays alist of newly documentarily qualified Immediate-Relative cases and Preference
cases that have been reported/allocated and pushed into EAMS for that month.

080-082 Backlogs

If any applicants that were in the previous months Exceptions Tab did not receive an interview appointment,
they will be re-located into the Backiogs queue once the month changes over to a new month.

Note: Preference cases should never be in the Backlogs tab. Preference cases are removed from EAMS after each
month has been scheduled and closed out. If Preference cases are in this tab, please notify you Operations
Supervisor for assistance.

080-090 Cancellations

If a scheduled case is canceled by a “Scheduled in Error” selection, the case will be relocated to the
Cancellations Tab.

Note: When an IVIS case is canceled with “Scheduled in Error” as the cancelation reason, the case will be
unscheduled in IIS,and a system generated note will be entered. However, if a PIVOT case is canceled using the
same reason, the status will remain that its scheduled “Scheduling under Review’, but the interview will be
canceled on the backend.

080-092 Pending

Cases that have been newly submitted into EAMS wil sit in this tab/queue to process before they go into the
Exception queve. These cases cannot be scheduled

Note: The duration of how long cases pending for will vary on the volume of cases that were sent into EAMS.
‘Additionally,if a case is in Pending, you are not able to “search” the case.
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080-100 Service, Template, and Calendar

A Service must be created prior to creating a template, as a service is the foundation of an EAMS calendar that
provides the general capacity totals for each sevice routing. V services may be based on the following criteria

«Foreign State of Chargeabity Code (FSC)
+ Preference/Immediate-Relative
«Visa Class
«Nationality
«System Source (PIVOT/VIS)

There can only be one service per template, but multiple templates can be placed within a calendar to allow
multiple services to be utilized. Please reference 120-042 Service Creation for instructions on how to create a
Service

Note: Once a service has been created fora post it does not need to be created again, unless that post
requests a diferent type of scheduling that would require a new service routing.

A Template is what is created to open capacity and activate the actual calendar to allow appointment
scheduling to take place. Once a new calendar is created, it will be available under Templates. Please reference
120-044 Template Creation for instructions on how to create a Template.

A Calendar is the final product of al enabled templates for the month. This portion will mimic the Post
Instruction that we use to update a post's capacity before transferring them into EAMS,

080-998 Revision History

The following manual revisions include changes to ths module:

RO40-28APR2022 + RO39-Q1APR2022 + RO37-24MAR2020+ R032-21AUG2018 + R023-01AUG2016»R004
24)AN2014
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Capacity Requests

100 Capacity Requests

"100-020 Capacity Email (20th of the Month), 39
100-998 Revision History. 40

100-020 Capacity Email (20th of the Month)

On the 20th of every month (o the following Monday if the 20th lands on a weekend, or the following day if
the 20" lands ona Holiday), the Scheduling Team emails every post (per regional distribution list) for updated

capacity numbers for that requested month as well as dates/times, and any preferred)/specialty requests. Below
is breakdown on what is requested;

+ Dates of IV/SIV appointments.
+ Timesof IV/SIV appointments.
+ Applicants count per ime slot
+ Preferred/Specialty Scheduling: Preference/Immediate Relative, FSC, Nationality, Language, Visa

category, and Source (VIS, PIVOT, or both)
These requests are sent out 1 month in advance from the month that appointments are being scheduled for.
For example: if the current date is April 20°, then July calendars are to be requested. If you are assigned with the
task of requesting capacity calendars, follow the instructions below:

1_| Open Outlook
2| Create a New Email

Enter the Regional Distribution list according to your assigned Region into the “To¢” ine:
+ AF Region
+ EAP Region

3 |e EURRegion
+ NEA Region
+ SCA Region
«WHA Region (split into 3 sub regions)

4 | Copy and Paste the 020-010 - [Month Year] Capacity Request [Post [Region] template
from the Scheduling Emails Template Manual into the “body” of the email

5_| Edit all areas that have [Month Year] to the month being requested!
6 | Edit [7 business days from sending date].
7 Use the titleofthe template as the “Subject” ine of the email
8 | Once the email has been verified it can be sent.
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Capacity Requests
LLLEEEERCETTE THY

Tne following manual revisions include changes to hs mode;
ROAD-26APR2022 « ROI0-01APR2022  ROZT-24MARZDZD- ROZL-0TAUGRONG + ROZ2-26MAY2O1S» ROIS:
20802016+ O15.20MAY2015» BOLLOSMAYZO1S- O13-20MARZO1S  RO12-OGMARROTS»ROTO
26D6C2014 - RO0S-26EERZ014 + RODA-241AN201A

waksorsson © awa
SENSITIVE BUT UNCLASSIFED

RFID 0003578



Calendar Creation

120.010 Capacity Responses 2
120-020 Holcay&Admin Days. a
120.032Adjust Holidays “
120.034 Add Holidays J
120.036 Delete Holidays us

120.040 Creation: EAMS he
120.042 Service Creation as
120-044 Template Creation as

120.998 Revision History ©
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Calendar Creation
120-010 Capacity Responses

Shorty after the Capacity emails have been sent, posts vil begin submitting ther capacities via email. ach
post submits these requests differently, so tis crucial to read the email carefull and completely throughout.
Below are some examples

EES EE

fhe— Sipe dl

£m m———— :
ee 5 mm T T I 1
ib 5 = E

BS mip ny :
say) of = = =

=zi mmm 4
rr] a = = Eoil |

rr—
cn Se]
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Calendar Creation

120-020 Holiday & Admin Days

8 ¥hloncloroachiQetolson meiofoy Lr roto oreueated foreach pent for the upcoming mesrveot,
ioseerefarta he Sehaclina rl annploten Wire on thoes prcesatalnpusgs
Note: Not all posts are capableof providing these lists right away and their Holidays may differ. Some posts

cttene 18 itor ox irr dm them ten tho ext andes end armrstecel bli are patent cn
additional factors that may move the date around.

Additionally, Holidays and Administration days are also requested on the monthly 20% of the month emails to
rouse wa area taatawii ond Below tees rtmfot mt PetsohFrom EAI

120-032 Adjust Holidays

luis eetoral Hiitayslereoreteetints Shltolideys te forllper howerernot el port ctrerves hero US.
itinpsentia ame ayant nt as
To Adjust holidays

step Action
[Rl coer more

Select the specific Holiday fom thet
Select the day fom the in calendar to adjust the holiday to:

2) scect submit to save he change
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Calendar Creation
120-034 Add Holidays

focal Holidaysare ato ohomvedlt post anclwilnond to be adced ta heli,
To Add Holdys

1 | Open theHolidayTab.
2 |ChooseNew fromthe ton
3 | Name of Holiday should aways be: Local Holiday.”
fal] erertion to notracen

Select he day the Holiday fal on from the min lender.

Es " ”

9| selectok.
10| elect Submit to sav the change.

wom wl Pr
SENSITIVE BUT UNCLASSIFIED

DEFLO-00003678



Calendar Creation
120-036 Delete Holidays

Wecessary, Holidays con also oe delete From thelist,
To Delete Holidays:

step pe
Open the Holiday Tab.
Choose a Holiday o delete » Check of the Delete box

|3| sect submit to sve te change.
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Calendar Creation
120-040 Creation: EAMS

The fist step of creating a calendar in EAMS, s to ensure there is a service created that fits posts needs on how.
they want their calendar setup. This can be by Visa class, FSC, Nationality, reference, and/or a combination of
those. Follow the steps below for each section's creation

120-042 Service Creation

Step Action
Click the IV under Services on the left-hand side of the screen:

Click New under the Services ab

Enter the name in the Service Name field

‘Continued on Next Page
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Calendar Creation
120-042A Service Creation (Continued)

Step pr
Select the appropriate routing option in the Service Routing drop-down men. Select one of the
following options:

FSC
«preference
+ Visa Class
«language

Enter the number of daily slots in the Total Slots field

1f you select Preference, this system will prompt you to enter the daily siot totals for Preference
and Non-Preference (mmediate-Relative) slots

| cick OK for reference/nion-preference (mmedite-eltive) services —or- for FSC, Via Class
and Language services, click Next on the bottom right-hand portion of the screen

TT
‘Allocate the number of daily slots in the Allocated Slots column to each selection.

Note: The number ofavailable slots in the Available Slots column is dynamic and will indicate
how many are til available.

[ol cioc ox sve mepms prremarie eee
Br
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Calendar Creation
120-044 Template Creation

Step ction
[1|wavigste tothe month you ish to cate a caenr for
[2] Gi Golentorom erp oAford sorter Sheacree
[3|crcktne week ras
[4 clk New 10 pen an empy emplte for.

Under Calendar info
+ Select the desired service from the Service drop-down menu

ir Sree name tor tomate rasioes ta tout parre eied Forte
ence Recommended naming convention: June 2011", May2015, RCH, “lly 2078:
RAN: etc

+ Uncheck Default Post Settings and Published ner the Calendar Type.
Under Froqueny

«Select which weeks and days to include within the date range.

Under ally Frequency
Smt To ano dally start Sime arc er Sime sing Whe chock ors Times canals

asi
+ Sorte tre duration the dropdown options

Under Duration:
+ Select the desired start date and end date using the calendar icons.

BRR
+ Select the desired date(s) using the calendar icons
Note: Please don't regularly use since this can cause issues with the templates in EAMS.

Under Include or Exclude:

Uf an Selec any desived FSC’, Nationalities Visa Classes, andor Sources that should
be specifically excluded or the only ones to be included from the calendar
For example: Kabul has two templates: one for IV's and the other for SIV's. When creating
70 fermpate SV visa categories shout ie eve, and when creating the 7
template: SIV visa categories should be the only ones included.

Gta
Shaerrsrsesesees

Continued on Next Page
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Calendar Creation
120-044A Template Creation (Continued)

Rr pre

Under Daily Slots Distribution
+ The High Load Occurrence should always be either Front or Balance. Tis will depend

on posts preferences.
Under Monthly Slots Distribution:

+ The Load Occurrence should reflect what s listed in Post Instructions for that specific
post. However, the defaulted load should be Balanceifnot known.

Under Selecta Service for this Calendar and Sort Slots By:
+ Theinformation here should beauto populated and no additionaledits are required.

Under Daily Service Slots Allocation
+ Enterin the general capacity totals for each timeslot. If there is no capacity, 0 must be

entered

Click OK on the bottom right-hand corner of the screen to finalize and save the calendar.

17. | A confirmation will pop-up that the calendar has been created. Occasionally an error screen il
pop-up, this will require the template to be re-created, select Cancel on the bottom right-hand
corerof the screen to re-created.

Review each day and timeslot o ensure the capacity is correct according to posts requests
Adjusts as needed.

120-998 Revision History

The following manual revisions include changes to this module:

RO40-26APR2022  R039-01APR2022 + R029 31JAN201 + RO22-26MAY2016- RO15-20MAY201S + ROTO:
26DEC2014 - ROOS-26FER2014 - RO04-24JAN2014

MAN-SCHROM ® mapr0z2
SENSITIVE BUT UNCLASSIFIED

DEFLD-00003683



Visa Allocation

140 Visa Allocation

140-010 Overview. 50
140-020 Allocations. 51
140-022 VIS 51
140-024 PIVOT, 52

140-030 Case Push into EAMS 53
140-040 Pre-Scheduling 53
140-040 Pre-Scheduling (Continued) 54

140-060 Verifying if Cases are in EAMS. 55
140-060A Verifyingif Cases are in EAMS (Continued). 56

140-998 Revision History. 57
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Visa Allocation

140-020 Allocations

pecssence virlcategares hat avlcumentloy tho fro aston cata rezohe Bm alication dete when the
tation evecets Rema Tra leas ct asiestes tha are vent fon nails

+ WIS cases: the allocation date sisted on the Documents tal under “Allocated by VO'
+ PIVOT cases: there is a notification under the Activity History that states, “Audit allocation status

has been changedto ALLOC." The date of allocation is when this is populated.

ote: Wi mAsices hereon

140-022 IVIS

rr
the CopAYgre-sharlng repent ave ees completes ty Document Bi
fo miortagents

ESERWIS > Packet Control-1
| 2 |Select PacketControl > Allocate Visas...
El reign

Select Simulate Allocation > Yes.

Woe 71s. retoFa re ms wl eo Es eared a he Peg ee SA
must be run firs in order for the Primary Allocation button to be active.

Continued on Next Page
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Visa Allocation
140-022A IVIS (Continued)

Selec Primary Allocation > Yes
5 | Document the total number of applicant allocations for each post.

If you receive the following pop-up, it simply means no cases were allocated for that post and a “0”
Adato

7 | Repeat steps 3 through for cach post
5 |Once Alocatonis compete check hat th correct nme represented an he VI Prerence

Report

140-024 PIVOT

NVC schedulers donot perform PIVOT allocations. Thi proces is done as a automatic jo in POT. nee the
or Chiat theta ral ateniietes iva beanuktho pain
For PIVOT to run th allcation ob, the Visa Office must make the final action cates offal though her
AMS system
When the dates have been offi submited through IVAMS, they wil trl nto PVOT to await allocation
and the query wills nfated by CST.

ween he? raze
SENSITIVE BUT UNCLASSIFIED

OEFLD-00003568



Visa Allocation

140-030 Case Push into EAMS

Ntanicares Horo tmemalkoatesy Srey wil na VGSeeeitation um to awa er
push into EAMS. This process of pushing cases into EAMS is performed on the 1* of each month, or the

wingltay hth i ana viekennlon i parermad tha eben Operations Serer
ere
Tre Gurion penion/iit Mersgerwillacty tho tesmwhen than een amptaa that ebciter
om oto och ue fia casas Tha EAS pereing Ousiee

CEE
EEE

140-040 Pre-Scheduling
Fiero Stheduling ings a crarialpan of mcrieringprorsrmiecrmcti muro cerned bots
neo port aeechien
ET Ringe peor ces ep terrane

+ Dorumentarly completed case om esch source (VIS cr PIVOT) an rom each visa categories
(Preference or Immediate Relative) are sorted n IF (Frat i First Out) of lest quale dite
Ceres wi to ma pateaneriarsrafarad tse tags

«PIVOT cases with “Y* indicator of Fraud Review Pending are marked to not schedule along with any
Foren

TrSete letersi
step aT

Open the MGT Report pplication » SCHED »Faefwence cases (1Aand 1.5) or Immediate-
Relative cases (2.A and 2.B) ( for both PIVOT and IVIS (sent daily to main Scheduling inbox).

|[Reine
WW
Ce

«Enter PIVOTIRfirst and IVIS IR into “IR” tab

+ Enter PIVOT prfist nl VIS pret nt "ref ta
Tra art

«PIVOT cases will have their PET ID and Group Petition ID start with “IVS®

+ IS cases wil not have Group Ptifon
fcomtining WS ani PGT IR roots Sor soroachoe, sas lunar by ceking ecu H and
1 on VIS IR spreadsheet

Continued on next page
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Visa Allocation
140-040A Pre-Scheduling (Continued)

Er ACTION
6 ighiight the spreadsheet and sort per Qualified Date.”

Highlight the PET ID and Group Petition ID columns.
[8[ From the Conditional Formatting drop down > Highlight Cells Rules > select Duplicate Values.
[ [ns process will highight cases with the same PET ID in redpink.

Cutand paste cases with the same PET ID tobeclose in proximity.

Follow established cross-reference rules
1. F2A with F2A (either parent-child or child-chilc)
2. IR1/CR1 with IR2/CR2
3. IR2/CR2 with IR2/CR2
4. 1RS with IRS
5. Any SU with another SU

Note: This step may be skipped when scheduling large volume Posts.
Filter the page to display cases vith 'Y* Fraud Pending Indicator:

«Highlight the Fraud cases in red
+ _ Highlight any cross-referenced cases in red

| 12 [vou are ready to cross check the pre-scheduling lst you created with the data in EAMS,

MAN-SCHROM st amapr0z2
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Visa Allocation
140-060 Verifying if Cases are in EAMS

It helpful for schedulers to verify applicants tha are waiting to be scheduled (cases located on Preference and
Immediate-Relative Reports) are in EAMS prior to the calendar being scheduled. This verification step helps
prevent schedulers from doing multiple waves of scheduling per round, due to having to go back in and
schedule applicants that were originally missing, Though this is a huge time saver, it is not required to do,

This process s cone by reviewing and comparing the Preference/Immediate-Relatve reports to what is
curently inthe EAMS queues

Gr ACTION

[2 [Goto the Views or Week Tab and select Applicants.
[3 [oto each queue: Exceptions/Baciags/Cancelations, and select “Export.”
|4 | Select OK, rename files, and sav fies to cesktop/or designated folder.
[5|open eachExceptions Backlogs/Cancelations fie.
[6|copy case numbers from the Exceptions/Backlogs/Cancelations reports.

Paste case numbers ino the Preference/Immediate-Relative tab.
Select all case numbers > apply Conditional Formatting > select Highlight Cell Rules >
select Duplicate Values.

Continued on next page
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Visa Allocation
140-060A Verifying if Cases are in EAMS (Continued)

5 ACTION
Cases highlighted in red/pink mean they are in EAMS.
Any cases not highlighted mean they are not in EAMS. Any missing IVS cases may need to be re-
submitted into EAMS from the IVIS platform:

+ IVIS Packet Control > Packet Control > EAMS Schedule Individual Case > Insert case number >
Enter> if case gets submitted submit again to see error case has been submitted.

+ Ifyou receive the error below, that means the case is missing.

PRE ——

=)

If the IVIS cases are still missing after the re-submission, enter the cases onto the Missing Issues.
Spreadsheet in Teams. Any missing PIVOT cases should be entered onto the Missing Issues
Spreadsheet in Teams.

Missing cases may require the assistance from the EAMS/PIVOT development team to get them into
EAMS. An Operations Supervisor will submit a ticket and monitor the sue:

Note: Preference cases should not be in the Backlogs queue. If any are identified, please notify the Operations
Supervisor
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Scheduling
160-020 Manual Scheduling

The manual scheduling can be performed as followed:

1 | Open the EAMS Scheduling Calendar and validate the month you wish to schedule on.
| Ener the case number i the “Search IV” section and click “Search” to dent it in EAMS.CasemayneedEnterthecasenumberinthe“Sea
tobesearchedtwicetoschedule.
Click the “Template” drop-down box and select the appropriate option.

; INA 222(f)
ifhiere5ared boxaround thedate,only click thecalendaricon next 16 thedateandre-selectthedate
untilred boxdisappears.
Select the appropriate “Slot Date and Time". EAMS will alert you f there are not slots available at the
desired time. Please make sure to make the same selections for applicants of the same case or for cross-
referenced applicants below:

1. F2A with F2A (either parent-childorchid-child)
2. IR1/CR1 with IR2/CR2

+ | 3 RcR2with R2/CR2
4 RS with IRS
5. Any SU with another SU

Note: Cross-referenced PIVOT and IVIS applicants with the same Petitioner will share the same Petitioner ID
(Depicted as “pet id" in the reports from MGT Reports). If the PIVOT applicants have the same Group Pefition
1D, they will show up together when one of the cases s searched in EAMS. Not al the cases with the same
petitioner ID should be scheduled together.

5 | Click “Submit” on the upper left-hand portion ofthe screen 10 save th selections. Repeat steps one
through five for al applicable cases.
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Scheduling
160-030 Manual Cancellation

Ifa scheduling correction s required, the manual cancellation can be performed as followed:

1 | Open the EAMS Scheduling Calendar and validate the month you wish to schedule on.
2 | Enter the case number in the “Search IV" section and click “Search” to identify it in EAMS.

Click “Remove” and “Yes" under the “Cancel” column

4 | Click “Submit” on the upper left-hand portion of the screen.
Choose "Scheduled in Error” as a reason for the cancellation from the drop-down menu that appears as
shown below:

5 oe

Note:youmayneedtoselectadifferentreasontocompletelyremoveacasefrom EAMS, dependingon the
situationofthe case.
Click “Continue” to finalize the cancellation and apop-upwill appear once it is saved. The case will now be in
the Cancellation Queve.

6 Note: Ifa Communication Error appears, please refresh the page by clicking “Calendar” on the upper left-hand
portion of the screen and repeat the steps.
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Scheduling
160-040 Troubleshooting System Error

Ifa post has enough capacity for the month, but it has timeslots listed as “not available for thi date selection
as seen below, this may be due to a system error:

‘A time slot is not available for this date selection

Follow the procedure below to determine if you are experiencing this erro.

1 | click 53 toview the calendar.

Select a date that has no leftover slots or re-select the same calendar date of
, | change 0. ferent date and reselect correct date to submit the scheduling

If every day of the month is a scheduling day, select a timeslot that has no
available capacity and re-select the timeslot back to clear the error.
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Scheduling
160-060 Scheduling Electronic Cases

Several US. Embassies and Consulates are part of the electronic IV application process. Electronic Processing
(EP) means an applicant submits al formsand documents electronically to the NVC and the cases will be
processed in IVIS. For example, Special Immigration Visa (SIV) cases are all EP cases, regardless of the Post

When scheduling electronic cases, you may need to take additional steps from those used to schedule
conventional PIVOT cases.

Mandatory electronic processing

1 | Run Appointment Post Pull Report (NUMS) per 160-086

2 |Place inverification folder.

3 | Once Posts verified, email the PDF versionof the Appointment Post Pull Report per the Scheduling
Templates manual to “Packet 4° distribution list and Cc: Packet 4 per 170-040 step #2.

4 | GeneratetheEP Pull List per160-087.

5 | Generate the Post Supplements for GUZ per 180-020.

6 | Once NUMS have been generated, send the EP Pull List to “EP Pull List” per 160-067.
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Scheduling
160-070 Scheduling SIV Cases

SIV cases are Immediate Relative cases under the visa categories of SQ

Refer to Post Instructions for post you are scheduling to determine if the post has any specific instruction for
scheduling SQ cases. If there is no SIV capacity provided and the applicants’ nationalities are AFGH, then use.
the Immediate Relative scheduling capacity provided. Scheduling SQ's should be prioritized whenever possible

After scheduling SIV cases

1 | Run the “EP Scheduled Cases’ Report per 160-057

Include the email template under module 120-080 SIV Scheduling from
5 | the Scheduling Emails Template Manual into the body of the scheduling

draft. This addition should be placed underneath the IV portion and just
above the DV portion
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Scheduling
160-080 Self-Verification

The Self-Verfication stage is a crucial part of the scheduling process and must be accurately completed after
each post has been scheduled
During this stage, verify each case to ensure:

+ Scheduled Cases are present in EAMS Exported Applicant List
+ NUMS are generatedforall VIS scheduled cases.
* EP Pull List are generated for all IVIS EP scheduled cases.

160-081 EAMS Exported Applicant List

To obtain the list of applicants that are scheduled in EAMS for self-verification, follow the procedure below.

Err
Export your applicant list from EAMS.

1. Goto the Week Tab
2. Select the Applicants
3. Click Export
4. Select OK, rename the file, an save th file to your verification folder.

Rename file example:Ifyou are scheduling the first roundof April 2022 for Mumbai, India, you can
name your document, “SMB APR 22 RI".
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Scheduling
160-082 Packet 4 Reports/NUMS (IVIS)

The Appointment Post Pull Report is a listofall IVIS cases we scheduled for a specific post. We must send the

resus from the Appointment Post Pu Report 0 Outgoing Mall Management for the Inteview Leters Packet
410 be generated an sent othe applicant,
Follow the procedure below to generate the Appointment Post Pull Report.
Em py

1. ick the Packet Control> Packet 4 Reports > Appointment Pot Pull Report (NUMS).
2. Post Codes Choose your Post fom thedropcow
3. Date Range: Choose Interview Scheduled Date.
4. Interview Schedule Date Range/Start Date: Enter the first day you scheduled on the.

calendar,
5. Sort by: Choose Case Number and select OK.

Scrol foe bottom, Te number an he bottom should mth the case count ont EAMS
Exported Applicant List Report.

«If it does match, print the NUMS to ADOBE and save as "POST NUMS". Continue with
scheduling procedures,

it doe not match, you must roubleshoot fou ust complete scheduling, EAMS ight need
more time to communicate with IVIS. Continue scheduling, and return to complete verification.

You can iso double-check the EAMS Active Action Codes report
+a case has am active action coc, il not 3ppear on he NUMS.
=f afer ting the methods above, your NUM sal donot match ruth Iteriew

Scheduled Date report.
+ Crest an Excel spreadsheet and sort th case numbers from A » Z Then copy th Case

Number column ntoa new cour in your Applicant List spreadsheet.
«Select both case number columns, apply conditional formatting, highlight cells rules, and

elect Duplicate Values, Tis wil snow ny <ases hat do ot atch.
ter th case no VIS and determine why snot appearing the NUMS,
Some visa symbol types (ie. EBS: I5, RS, C5, TS) may not show up on the NUMS once scheduled
an must be entered manly

+ Open PDF fle of the NUMS and click “enable al features
«Click "Fill & Sign" under “Find Tools
*_Edtaccordingly

||5[ once yournuns mate, sev tem no the vercation ocr
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Scheduling
160-083 EP Scheduled Cases Report (IVIS)

The EP Scheduled Cases Report identifies oly the electronic cases we scheduled for a particular post. can be
generated and used for various tasks.

To generate the EP Scheduled Cases Report, follow these steps
Ey Fr
|1 | Open the Mgt Report application.
|2 select ‘Reports
|3| select the “SCHED” Report Area
|4 [Inthe Reports field, double lick "EP Scheduled Cases:
[5| Enter the date range (should be the interview dates),rangingfrom1*dayofthemonthtothelast |

| 6 | select the post code
Double click ‘EP Scheduled Cases.

|8|cestetucel
|9 [sort the cases by “EP Delete IND"

In VIS, verify any ofthe cases with a "in the EP Delete IND column. Make sure they are, in fact,
processing by physical mal If they ae processing by physical mail, delete the case from the lst
Note: Ifyou are working on an EPonlypost the EP Scheduled Coses Report must match the live run. If
a case is missing, send an emeil to NVCPost indicating the case that is missing the EP action code.
Some posts require pull lists to be separatedbyvisa symbol. To do so:

+ Highight row 1
+ Apply fier
«Filter by visa symbols needed
+ Cutall visa symbols needed
+ Spread onto a new spreadsheet

Save the fle as POST Pull List DD-MON-YYYY (2. MTL Pull List 01-MAR-2013) in your My
Documents folder
Send the Electronic Pul List to the “EP Pull List” distribution lst. Use the “Electronic Pull List” email
template from the Scheduing Email Templates Manual to draft the email
Note: You must upload the Post supplements before sending the pul lst

|14| Delete the document rom your My Documents folder after you send the email
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Scheduling
160-100 Scheduling/Backlog Email

After scheduling and self-veriication, the total applicants schecled, and the backlog totals must be
determined for communication purposes. Refer to SchedulingEmailsTemplateManual for selecting the.
most appropriate templates based on the following:

«Ifthe schedulingisdone during 1% Round or 2 Round (after receiving Final Action Dates)
«If the scheduling results in a backlog or no backlog

+ Ifthere is scheduling during each round or no scheduling, due to no capacity provided or no leftover

Once the template s determined, follow the procedure below to calculate the total applicants scheduled.
Er pr
|1_[ Open the EAMS Exported applicants st.

Select Highlight the case ID column. Make note of the total count. This will be the total of
applicants scheduled for the month
Edit the spreadsheet by Source and Visa Class

+ Un-check PIVOT and select IR visa classes to count scheduled IVIS IR applicants
+ Un-check PIVOT and selectP visa classes to count scheduled IVSP applicants
+ Un-check PIVOT and select visa classes to count scheduled VIS € appiicants
+ Un-check IVS and select IR visa classes to count scheduled PIVOT IR applicants
+ Un-check IVS and select P visa classes to count scheduled PIVOT P applicants

Note Subtract 1 to account for the column header.
[8[ Enter the scheduled numbers under their appropriate columns in the scheduling emai.
Err

Follow the procedure below to calculate the total Immediate Relative and SIV/applicants in the backlog.
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Scheduling
160-100A Scheduling/Backlog Email (Continued)

Procedure to calculate the total Immediate Relative andSIV/applicants in the backlog.

Follow the procedure below to calculate the total Preference applicants in the backlog.

Gr ACTION
[RoR [sven Sirs
[2] Filter the page to display only the post you are reviewing and comparing.

[Bleverryore
Flrvermisinomemeragn
[5] Filter the Allocated to Allocated.

| Note the amount by System under Applicant Countby System.

TTY
The scheduling/backlog emailwillbesentafterreviewbyaCSAorSupervisor.
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Scheduling
160-120 Regional Spreadsheet Update

Once a scheduling email is created and the scheduling numbers are determined, the Regional Spreadsheet
must be updated.

Follow the procedure below to update the spreadsheet.

Br ACTION
|1 Open the Monthly Regional spreadsheet.

Update the Scheduled column with your inital and star/completion date per Post
and Round.
Update the Email Drafted column with your inital and start/completion date per3 Post and Round.
Update the Scheduled IVIS and PIVOT IR/P/EMPLOY columns with the total
applicants scheduled for each column.
Update the Backlog IVIS and PIVOT IR/P/EMPLOY columns with the total applicant
backlog for each column.
Update the SIV columns with the appropriate information

+ SIV Capacity Added: When Post provides specific SIV capacity
+ SIV (5Q) Scheduled: Any SQ applicants scheduled
«SIV (5Q) Backlog: Any SQ applicants not scheduled in the backiog

Insert any appropriate comments under Comments column:
«If Postis not scheduling, any reason provided, and when the notification is

received
7 + Ifany cases are missing while scheduling that would help the verifier

+ Ifadjustmentsoccurduring scheduling
Ifa timeslot goes over the provided capacity to fit all related applicants
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The following manual revisions include changes to ths module:

RO40-28APR2022 - RO30-0TAPR022 + RO37-24MAR2020  RO27-29NOV2016 + R025-260CT2016» R023
Q1AUG2016- RO22-26MAY2016 » RO19-20JAN016» RO18-10DEC2015» RO1S-20MAY2015  RO10-26DEC2014
+ RO09-11DEC2014 + R00B-290CT2014 » R006 28FEB2014 + RO0A 24JAN2014
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Post Supplements
180 Post Supplements

180-010 Overview. 7
180-020 Generating Post Supplements. 7
180-040 Uploading Post Supplements to eDP 7
180-060 How to Log In to eDP 7
180-070 How to Attach Documents in DP. 74
180-998 Revision History. 7s

180-010 Overview

Post supplements provide a case summary for each traveling applicant on a case. Mail Out pints the
supplements and attaches them to the petitions prior to sending them to post. Posts use these supplements to
organize the interview process.

Schedulingi responsible for generating and uploading post supplements for GUZ only. We upload the post
supplements to eDP, as applicable. Follow the procedures below to generate the post supplements for EP
cases.
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Post Supplements
180-020 Generating Post Supplements

We generate post supplements for EP cases only. Follow the procedure below to generate post supplements.

1 | Open Packet Control IVS.

2 | Click "Packet Control”

3 | Click "Packet 4 Reports.

4 | Click "Post Supplement.

5 | Select the post whose supplement you want to print from the “Start” dropdown. Enter same
post from “End” dropdown.

Each post supplement should be uploaded per interview date. Under “Interview Date Range.”
6 | enter the date for which the interview will take place under Start Date. End Date should be the

following date.

7 | Select “Interview Date” under the “Sort By” option (if not already selected)

8 | Enter the same case number under “Start” and “End”

9 | Click "ok

Verify that the total number of pages matches the number of electronic applicants scheduled
10 | for that day. Compare to the IVIS NUMS if needed.

+ Ifthe do not match, see a Team Leader or Unit Manager.

11 | set your printer to Adobe PDF.

12 | Click “Print.

13 | Rename the file as the specific case number (example: GUZ2022123456 Post Supplements).

1a | vethe documenttoyourdesktop
Note: Delete the document after you upload the supplement to eDP.

15 | Repeat steps 5-14 for each applicable case.
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Post Supplements
180-040 Uploading Post Supplements to eDP

Note: eDP Post Supplements MUST be uploaded before sending the pull ist. Once the data il leaves NVC, post
cannot see changes made in eDP.

After each round of scheduling, a VPS will un the EP Scheduled Cases Report according to section 240-180.
This will identify electronically processed cases. From this ist, the VPS will upload al applicable post
supplements for accompanying applicants on the case and send the pull list. Upload post supplements to eDP
according to the procedures in this module.

If you are assigned to this task, aways verlfy the post instructions to determine if you need to upload to eDP.

180-060 How to Log In to eDP

Follow the procedure below to log in to DP.

4 | Click “start” then “All Programs" then“EDP — Electronic Document
Processing

2 | Enter your IVIS username and password into the eDP client
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Post Supplements
180-070 How to Attach Documents in eDP

Follow the procedure below to attach a document in eDP.

1 | Enter the case number in the Case/Receipt Number field
2 |Click "Search

, | cose and lick View Case Document” Aovlcant J Dovument Sewch Results Lon Coepoomens
Result: This opens the case documents INA 222(f)
screen.

Select the case number in the Case/Beneficiary/Receipt #
ey Coe / Beneficion Receipt

4
Note: This will add your attachment to the case level, which is INA 222(f)
where you need to upload post supplements

Click "Attach Document.”
5 Result: eDP opens the Attach Document Form window.

6 | Click “Browse” and select thefile you wanttoattach
7 | Change the document type to: Post Supplement.
8 | Click “Attach Document”
9 | Click "OK" in responsetothe confirmation prompt.

Click "OK" in response to the Attach Document Form dialog box.
Result: The ile is loaded to the Document Information Section in eDP.

"
Sm

11 | Close the case.

EA ErEE
aa
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Tne following manual evsions include changes to tis module
R035.01APR022 - RO26-14NOV20' + OZ3-01AUGZ016  RO21-21APRRO1S« RO1S-20MAYZOLS BOOS
26FEB2014+R00424JAN2014.
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