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Pre Case Processing 

AOR Statuses in IRIS 
When an AOR is created by the Affiliate office and moves through the pre-allocation process, it 

is tracked by IRIS and assigned different statuses along the way.  The diagram below shows the 

different points in the process where an AOR status is assigned or changed. 
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Adding a New Affidavit of Relationship 
 

The Affidavit of Relationship, or AOR, remains a legal document that needs to be submitted to 

the Refugee Processing Center (RPC) as a notarized hard copy package.  By entering the AOR 

information using IRIS, however, the affiliate can have the VOLAG pre-check the AOR contents 

for errors, eliminating the back-and-forth mailing and faxing that may occur in a manual process.  

Saving the AOR in IRIS also enables the information to be available centrally to authorized 

users, and allows users to easily update information and reprint documents as needed. 

 

The Process 

 

From the Dashboard, click on the Add AOR link. 

 
 

 

First, enter the Anchor’s Last Name and the Date Filed. The Date Filed defaults to today’s date, 

but can be changed to a prior date if needed.  Once you click on the on the Save and Continue 

button, these two field cannot be changed, because the system will use name and date to 

automatically create the Pre-Case ID. 

 
 

The AOR has now been added to the system, but needs to be completed. 
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AOR Header 
The AOR Header is the yellow box at the top of all AOR screens.  It shows a summary of the 

information contained in AOR.  Once you have added a new AOR to the system, you will note 

that some information is already shown in the header; other data will be displayed as the AOR 

information is completed.   

 

The Pre Case ID is created, based on a combination of your Affiliate Code, the Date Filed, and 

the first four letters of the Anchor Relative’s last name.   

 

The status is “Open”, indicating that it has not yet been submitted to the VOLAG.  The AOR 

Size is 0 (since no Primary Beneficiary information has been saved yet). 

 
 

Completing the AOR Details 
Once you have added the AOR and clicked on the Save and Continue button in the previous 

screen, IRIS begins to step you through entry of the various AOR sections, starting with the 

Principal Beneficiary.  These sections are indicated by a row of tabs below the AOR Header.  

They include: 

 

 

 

 

Each section has a Continue button that takes you to the next section.  To move directly to a 

section, click on the tab for that section.  The last two tabs, “Status” and “Forms,” do not 

correspond directly to parts of the AOR form itself, but allow you to attach documents, print the 

AOR and submit the AOR to the VOLAG.  These will be covered later. 
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Principal Beneficiary 

In this section, you will enter the Principal Beneficiary information provided by the Anchor 

Relative.  As in other sections of IRIS, fields with red asterisks are required. You will not be able 

to save this record without at least completing the required fields.  If the Anchor relative did not 

provide all required information, you will have to obtain it in order to continue with the AOR. 

 

 
 

Once you have completed the Principal Beneficiary fields, click on the Save and Continue button 

to go onto the next section. 
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PB Family 

Once you have saved the Principal Beneficiary information, the Principal Beneficiary Name now 

displays in the Pre Case Header, and the Case Size is increased to 1. 

 

The next section allows you to enter information about any family members who would 

accompany the Principal Beneficiary.  Family member information will be used to populate the 

actual AOR in sections 1(B) and 1(C), as appropriate, depending on each member’s relationship 

with the Principal Beneficiary.  

 

If the Principal Beneficiary is the only member of the AOR, click on the Continue button to 

move on to the next section.  If there is more than one member of the AOR, click on the Add 

Family Member button to start adding family member details. 

 
 

When you click on the Add Family Member button, the following dialog box is displayed: 
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All Family Member fields are required except the Middle Name and Second Last Name.  

Complete these fields and then click on the Save button.  Note: if you open this dialog by 

accident, you can close it by clicking the Cancel button.  In either case, you will be returned to 

the PB Family tab of the Pre Case Section of IRIS. 

 
 

Click the Add Family Member button again to add a new family member.  You can do this as 

many times as needed.  Each time you save a new family member s/he will be listed in the PB 

Family tab.  To edit a family member click on the name link for that individual (indicated by 

arrow above). 

 

When you are ready to move onto the next tab, click on the Continue button. 
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Anchor 

Next, enter information about the Anchor Relative.  Since you entered the anchor’s last name at 

the beginning of the AOR process, you can view, but not change it on this screen. 
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Once you have completed entering data here, click on the Save and Continue key to go to the 

next tab. 

 

Anchor Family 

Next, add information about the Anchor Relative’s family.  The family member information will 

be displayed in sections III, IV and IV of the completed AOR.  IRIS will determine the proper 

AOR section to put the family members, based on their relationship to the anchor. 

 

If the Anchor has no relatives to enter, then click on the Continue button to move on to the next 

section; otherwise click on the Add Family Member button to start adding family member 

details. 
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When you click on the Add Family Member button, the following dialog box is displayed: 

 
 

 

Complete at least the required fields and then click on the Save button.  To close the dialog 

without saving, click on the Cancel button.  In either case, you will be returned to the Anchor 

Family screen. 
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Click the Add Family Member button again to add a new family member.  You can do this as 

many times as needed.  Each time you save a new family member s/he will be listed in the 

Anchor Family tab.  To edit a family member click on the name link for that individual  

 

The screen below shows both of the anchor relative’s parents listed. 

 
When you are ready to move onto the next tab, click on the Continue button. 
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Aliases 

Enter alternate names in this section for any individuals listed on the AOR.  Aliases entered here 

will cause the “OTHER NAMES USED” SUPPLEMENTAL SHEET form to be generated at the 

end of the AOR when printed. 

 

If there are no aliases for this AOR, then click on the Continue button.  Otherwise, click on the 

Add New Alias button to record an alias. 

 
 

Clicking the Add New Alias button will cause the “Add an Alias” dialog box to be displayed.  

To start entering an alias, click on the dropdown arrow of the “Person on AOR” field and then 

select the person for this alias.  Then enter the alias information and click on the Save button 

when finished. 
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The ‘Other Name Used” you just saved is now listed here.  Click the Add New Alias button 

again to add another alias, or the Continue button to go to the next tab. 

 
 



 

IRIS Users’ Guide 

 15 Updated January, 2011 

Marriages 

Use this section to record any marriages and/or divorces of the Anchor Relative or any of the 

Anchor’s Family.  Note: both parties must have been added previously in the Anchor Family 

section. 

 

When marriages are entered in this tab, they will be displayed on the AOR form in the 

appropriate boxes of Section III, based on which individuals are selected. 

 
 

Start by clicking the Add New Marriage button. 

 

Select the Husband and the Wife using the dropdown arrows.  Only persons entered in the 

Anchor or Anchor Family tabs will be displayed.   
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Once the husband and wife are selected, complete the remaining fields and then click on the 

Save button. 

 

 
 

Once you are returned to the Marriages tab, the saved marriage will be displayed.  You can then 

add more marriages, or click on the Continue button to go to the next tab. 

 

Additions/Explanations 

The Additions/Explanations section allows you to add additional notes regarding the AOR 

members. 

 

If no Additions/Explanations are needed, then click on the Continue button to go to the next tab.  

Otherwise click on the Add New Addition/Explanation button. 
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Select the type of Note you are adding.  You can only select one type for each note.  Then use 

the Person dropdown to select one of the AOR individuals – beneficiary, anchor or family 

member – to whom the note relates. 
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Then enter the actual notes in the large text box below Person.  Once you have completed 

entering the note, click on the Save button to return to the Additions/Explanations tab screen. 

 
 

Additional notes can be added to this section by repeating the previous steps.  Each time a new 

one is saved, it is added to the list (shown below). 

 
 

Click on the Continue button to go to the next section. 
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Status 

The Status tab is where you can see the AOR status, print a copy of the AOR, and submit it to 

the VOLAG.   

 

For an AOR that has not yet been submitted, the status will be “Open” as shown. 

 

 
 

At this point, you should click on the Print AOR Report button – this will allow you to view the 

actual AOR on the screen and, optionally, to print the AOR.  Use this to check the AOR to make 

sure that all information is included.
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In addition to viewing the AOR form on the screen you may also choose to do one of the 

following: 

1. Click on the disk icon to save a PDF copy of AOR 

2. Click on the Printer icon to print the AOR 

3. When finished, click the “X” in the upper right corner to close the preview window and 

return to the Status tab. 

 
 

DO NOT click on the Submit to VOLAG button yet.  There is one more step that needs to be 

done before submitting – attaching required documentation. 

 

Click on the Forms tab to start this process. 

 

1. 

2. 3. 
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Forms 

All AORs should have the following documentation included: 

 

• Legible copy (front and back) of anchor’s most recent, valid proof of status.  Acceptable 

proof of status documents: 

o I-94 / Asylum Grant Letter 

o I-551 Green Card 

o Naturalization Certificate 

 

• For Former Soviets:  Preliminary Questionnaire (PQ) for each person over age 13, and a 

legible copy of passport or birth certificate for each person.  

 

 
 

These should be scanned and saved in electronic format so they can be attached to the AOR 

record in IRIS. 

 

The process of scanning in these pieces of documentation and saving them electronically is 

beyond the scope of this application. Once you have saved the file or files and are ready to 

upload them, click on the Browse button.  Locate and select the file and click on the Open 

button. 
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Click on the Save File button to complete the upload process. 

 
 

If the documentation is contained in multiple files, click on the Browse button again and repeat 

the upload process for each file. 
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You should now be ready to submit the AOR to the VOLAG.  Click on the Status tab and click 

on the Submit to VOLAG button.  The AOR status will change to “Pending”. 

 

Once the VOLAG staff receives the AOR, they will review it for completeness.  The AOR will 

either be approved, indicating that you can send the notarized hard copy to the VOLAG office, or 

be sent back for corrections and resubmission. 
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Adding an Interest 
As soon as an Affidavit of Relationship has been Approved by the VOLAG, a matching Interest 

it created and sent electronically to the RPC.  This assures that the case will still be associated 

with the affiliate office, if, for some reason in the future, the case is changed to a non-Family 

Reunification case. 

 

To manually create and submit an Interest, start from the Dashboard and click the Add Interest 

File link in the Pre Case Processing section.   

 

First, enter the Anchor’s last name – because this is used to create the Interest ID that is 

submitted to the RPC, once you enter it, it cannot be changed. 

 

Click the Save and Continue button to proceed to the next step. 
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Next, enter the rest of the information about the Anchor.  Click the Save and Continue button 

when this is completed. 

 
 

 

The Interest can have multiple applicants.  Click to the Add Applicant button to begin adding 

them to this Interest. 
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Enter information on the Interest Applicant.  You must at least complete the required fields, 

which are designated with a red asterisk. 

 

When you have completed this form, click the Save button. 

 
 

 

The entered applicant now appears.  To add another applicant click the Add Applicant button and 

follow the previous step 
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Once you have completed the Interest, you can submit it.  Click on the “Submit to VOLAG” 

button  

 
 

 

 

 
 

 

 


