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eROP Enhancements 
 

Ability to Identify Lead / Rider Groups 

In order to assist in identifying members of a lead / rider group, a new column has been added called 
“Lead” which provides the Alien Number (A#) for the lead associated with that alien listed in the row. 
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Ability to update document category/subcategory and metadata applied to eROPs and attachments 

Users are now able to change the selected document category/subcategory for supporting attachments 
as well as data previously entered by the uploader (metadata). This capability is available in the intake 
queue, accepted documents list, and when viewing the eROP. This does not apply to the document 
category/subcategories for Initiation documents (e.g. I-862) or information that has been obtained from 
CASE such as the “Alien Number.”   

Figure 1: Update a supporting document subcategory 
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Figure 2: Edit Metadata in the Intake Queue 
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Automatic uploads of approved eTS transcript documents to the eROP 

eTS documents, once approved, will be automatically added and viewable in the eROP. New document 
categories/sub categories have also been added to identify eTS documents.   

New document categories and subcategories for eTS transcripts are now available. 

Figure 3: Transcription Documents in the eROP 

 

Figure 4: List of eTS Sub Categories 
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Added ability to search for an eROP by alien name  

Users can now search for an eROP by alien name. At least 3 characters of the alien name must be 
entered to search by alien name but users should enter as many characters as possible to optimize 
search results.  

Figure 5: eROP Name Search Field 

 

 

Modifications to the Document Rejection Reason List  

When rejecting a document, the selectable list of rejection reasons has been modified. In addition, the 
option to select “other” is no longer available. 

The updated list of rejection reasons is listed below: 

• Application Incomplete 
• Fee Incorrectly Paid 
• Improper Formatting (Incorrect Paper Size) 
• Improper Formatting (No Indexing / Bookmarking)  
• Improper Formatting (No Pagination) 
• Improper Formatting (No Table of Contents) 
• Improperly Combined Submission 
• Incorrect Filing Location (Case at BIA) 
• Incorrect Filing Location (Wrong Immigration Court) 
• Incorrectly Filed (Wrong eROP) 
• No A-Number 
• No Cover Page  
• No Fee Receipt / Fee Waiver Request / Other Evidence of Payment 
• No Name 
• No Notice of Entry of Appearance 
• No or Improper Proof of Service 
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• No or Improper Signature 
• No or Improper Translation 
• No Pending Case 
• Other Counsel Entered 
• You Are Not the Respondent or the Respondent’s Representative 
• NTA-Multiple Filed 
• NTA-No A-Number  
• NTA-No Charges 
• NTA-No Charging Document Date 
• NTA-No Date of Birth 
• NTA-No Factual Allegations 
• NTA-No Name 
• NTA-No Nationality 

 

Display Document Tracking Number in eROP  

The document tracking numbers for attachments that were uploaded to an eROP are now displayed in 
the intake queue, accepted documents list, and the rejected documents list. E-Info provides the tracking 
number to the attorney/alien representative after a document has been successfully uploaded.   

Figure 6: Document Tracking Number 
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Removed the bond amount field from the intake queue 

The field for “bond amount” was removed from the intake queue. This is no longer collected when the 
document is uploaded as it is available in CASE. 

Figure 7: eROP Intake Queue No Longer Displaying Bond Amount 

 

 

Ability for users to create a new eROP for scanned and uploaded legacy (paper) eROPs  

A new field called “Legacy eROP” was added to indicate if the document being uploaded is a legacy 
eROP (i.e. a paper ROP). The legacy eROP is for reference purposes only, may not contain all case-
related documents, and should not be used for official business. The official ROP for this case is being 
maintained in paper. Currently, this is available only for BIA users. 

Figure 8: eROP Initiation Document Upload Screen: Legacy eROP Field
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New column for Legacy eROPs was added to the eROP search results  

A new column called “Legacy eROP” was added to indicate whether the eROP originated in paper format 
(i.e., Legacy eROPs).  

Figure 9: Legacy eROP Column 
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DHS Portal and eInfo Enhancements 
 

DHS users are now able to edit and update their own user profile information. 

 

 

Lead/Rider Identification for DHS users:  

DHS users can now identify whether an initiation document is for a Rider and if so, can then provide the 
lead A#. This allows DHS to flag cases as having Leads and Riders and the information passes through 
into the eROP intake queue. The courts can now collect and input this data into CASE in order to make 
these associations.   
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Ensure that legacy eROPs are not shown in DHS Portal/eInfo   

As the official ROP for a case is being maintained in paper, legacy eROPs will not be shown in DHS Portal 
or eInfo. 

For example, the legacy eROP created in Figure 10 does not appear in the DHS Portal as shown in Figure 
11. 

Figure 10: Uploading a Legacy eROP for A# 400-111-000 

 

Figure 11: Legacy eROP for A# 400-111-000 not shown in the DHS Portal 
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eInfo: Added alert for bond initiation on the merits upload screen  

An alert was added informing the attorney / alien representative that a new bond must be created using 
the “My Bonds” screen and not as a supporting document for a merits case. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12  Last Modified: 8/23/2018 
 

eInfo: Email address for technical support or general feedback:  

The email address for technical support or general feedback (ECAS.techsupport@usdoj.gov) was 
adjusted and made more prominent to encourage feedback from attorneys/alien representatives.  

eInfo: Removed bond amount from My Bonds Screen:  

Removed the bond amount from the My Bonds screen. This information is no longer collected when a 
Bond Redetermination Request is uploaded.  
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eInfo: Opt-Out Screen:  

Additional instructions for providing suggestions/feedback was added to the pop-up box that appears 
with the attorney/alien representative decides to opt-out. 
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Judicial Tools Enhancements 
Judicial Tool enhancements will take place on August 23, 2018. 

eROP Document Workflow 
 
A process has been requested to handle the situation where an NTA has been entered into CASE but the 
document was not scanned into eROP. The ROP indicator field has been added which tracks if a case has an 
originating eROP document or not.  If there is no eROP document the finalized document will be held within 
the Judicial Tools database and not be sent back to eROP.  
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Hearing Type Integration from CASE 

Hearing types from CASE are now also available within Judicial Tools.  There are 31 different hearing types 
which will display on the calendar. 
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ROP Worksheet Added to the Court Case Entity 
 
Each Immigration Judge captures notes on a number of common items throughout typical hearings.  
Four sections have been added to the Court Case page to allow for quick tracking of those items.  Entry 
will follow the case and allow for quick lookups by other court staff with the correct permissions.  Each 
added section is pictured below. 
 
Figure 12: Applications for Relief 
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Figure 13: Advisals and Warnings 

 

  



18  Last Modified: 8/23/2018 
 

 

Figure 14: Pleadings 
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Figure 15: Charges 
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Judicial Tools Order Finalization Process 
 
Within Judicial Tools an Order document can be drafted, finalized and recorded within eROP.  The steps to 
finalize an order can be found below. 
 
Finalize a Draft Order 

1. To finalize and sign the draft order, click the link in the Order Name column (Figure 16).  

 
Figure 16 

2. The Order Information window opens (Figure 17).  

 
Figure 17 
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3. Verify that the order and the certificate of service is complete. If necessary, update the document 
before converting the document to a PDF. 

4. Click the FINALIZE button (Figure 17).  

5. A pop-up message appears stating that the document has been sent to be finalized. (Figure 18). 

 
Figure 18 

6. Click OK. 

7. The document saves as a PDF and opens in Adobe Acrobat Reader (Figure 19). 

 
Figure 19 

8. Click Fill & Sign on the toolbar. 

Note: If the toolbar is not visible, roll the cursor over the bottom of the PDF window to make the Adobe 
floating menu appear (Figure 20). Click the Adobe Acrobat logo to open the toolbar. 

 
Figure 20 
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9. The Fill and Sign panel opens (Figure 21). Scroll the document to the location where the signature 
will be placed. Click Place Signature. 

 
Figure 21 

10. The drag new signature pop-up appears (Figure 22). 

 
Figure 22 

11. Click the Drag New Signature Rectangle button. The cursor changes to a plus symbol. 

12. Click and drag the cursor to highlight the location where the signature is to appear (Figure 23). 
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Figure 23 

13. The Sign Document dialog box appears (Figure 24). Click Sign. 

 
Figure 24 

14. The ActivClient Login pop-up appears (Figure 25). Enter your PIV PIN. Click OK.  
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Figure 25 

15. The signature appears in the document (Figure 26). 

 
Figure 26 

Save the PDF 

Note: If this is not an eROP case print the document before closing the PDF.  

1. Within the PDF, click File, and then Save As. 

2. This will bring up file explorer, where you will select the appropriate shared drive (p: for production) 
and then the court location. This will always be San Diego (SND) for training, but the actual location 
(i.e. SND of San Diego, DEN for Denver) for production work.  

3. A prompt should appear asking to overwrite the existing file.   Proceed with overwriting the file, as 
this save is committing the finalized version of the document. 

4. Close the PDF window. 
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The signed PDF is moved to the eROP for eROP cases. 
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