
Changing a Case After Issue

You can change a case in SLGSafe, provided you are authorized to do so . 

After the case is issued, only addresses, contact names, and contact numbers can be changed .  
Other changes should be submitted to Special Investments Branch by fax at (304) 480-5277 .  
There may be an administrative fee for this service . 

After issue, only the Trustee or Owner can make changes .

SLGSafe User’s Guide



Page 43

Changing a Case After Issue

From the Home tab, click on the Case link 
under View or Update a Case After Issue .
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From the Case Search screen, you can narrow 
down	your	search	by	entering	an	ABA	or	TIN	
number, putting in a date range, choosing Time or 
Demand, Open or Closed, or role, such as Trustee .  
If you choose nothing and hit the Search button, 
you will receive a list of all cases you are autho-
rized to change . Keep in mind that depending 
on the size of your organization, this could be a 
very long list . If the list is long, it could tie up your 
computer for some time . We recommend using 
the various search options to narrow down your 
search as much as possible .
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We suggest searching by using the Case 
Number	if	you	know	it.
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Your search will return a list based on your search criteria . By clicking on the check box 
in the first column, you can click on Print Statement of Account at the bottom of the 
page, to see and print a current Statement . If you choose this option, you will be asked 
to open or save the document as a PDF .

To	View	the	case,	click	on	the	Case	Number	in	the	View	
column . This will give you the Review page which you 
can print or create a PDF document to save or email .

To Change the case, click on the Change link .
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This opens up the screens belonging to the case you 
need to change . Very little information is available to 
change . We suggest you do try to keep the contact 
information updated in the event that Special Invest-
ments Branch needs to call with a question or problem 
with the case or a payment . Continue tabbing through 
the screens and make changes as needed . To save your 
changes, click on the Review tab .
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At the bottom of the Review screen, hit the Submit to 
Treasury button, or if there are no changes, you can hit 
the Return to List button or click on the Home tab . 
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You must hit the Submit to Treasury button to save the 
changes . If you did not receive a confirmation page, the 
changes were not accepted . From this page, you can hit 
Return to List, Create PDF or hit the Home tab .
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