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Introduction

What is IRIS?

IRIS — the Immigration & Refugee Information System — is a web-based application designed to
electronically assist in the processing and management of refugee and non-refugee cases between
the VOLAG national staff, each of the VOLAG’s affiliates, and the Refugee Processing Center.
The benefits that are gained by use of IRIS include:
e Time savings
o AORs processed and submitted more quickly,
o Case management time redirected from paperwork to working with clients
o Shorter learning curve for new staff members
e Improved accuracy and timeliness of data collected and reported
e Centralized system means that data need only be entered once, rather than maintained in
multiple systems.
e Access to IRIS — with appropriate permissions — from any Internet-connected computer

The Process

IRIS automates the following processes:
e Refugee Pre-Allocation Process
o AORs
o Interests
e Allocation, Assurance, Travel, Arrival
e R&P Program Case Management
e Matching Grant Program Case Management

PRE-ALLOCATION ALLOCATION MATCHIHG GRANT
PROCESS > TO ARRIVAL At > PROGRAM
(AORAnterest) PROCESS PROCESS
HOH-REFUGEE MATCHIHG GRANT
TRAVELS TO LS., > PROGRAM
IS GRANTED ASYLUM PROCESS

Each process will be detailed in the appropriate section within the manual.
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Basics

If your IRIS account has already been established, you can skip down to the section titled
“Logging On”

Setting Up Your IRIS Account

Once an IRIS administrator enters your name and security level into the system, you will receive
an email message inviting you to create your IRIS account. The message should look similar to

the one below. Click on the link within the email, or copy the address and paste it into the
address bar of your web browser.

File Edit Wiew Insert Format  Tools  Actions  Help

[ Reply | SgReply to Al | 5y Forward | (S Do | B4 | ® &

@ !

B IRIS User Invitation - Message (Plain Text) -5 x|

A AR 7 U ===}
From: LIRS _IRIS_Systemautomation@partners-intl.net Sent:  Thu 7f20/2006 3:52 PM
To ‘william Bisbee

a3}
Subject:  IRIS User Invitation

New IRIS User:
You have been invited to create an accouht within the Immigration and Refugee Information System (IRIS) .

To complete registration for your account, please click on the link below. If yvour email client doe= not support
hyperlinks, then copy and paste the text of the link into the address bar of your browser.

hrop://lirs.partners-intl. net/iris/ dminUser/adminuser accountcompletion. aspx ?key=IUizGrxKiodovIxVOmESfRy I WeNERVHYHIwET Sav

NOTE: The link asbove will expire after 7/27/Z006 3:52:18 PH.

IRIS 3ystem Administrators

Once you are at the User Account Completion screen, complete the fields requested, noting your

Username and Password for future use.

Address Ig‘l htkp: flirs. partners-intl, net/iris fadminUser/adminuser _accountcompletion. aspaxc?key=ZUAzGrxKZodcy ey OmERFR Wz MERYHy Hiet Say

IMMIGRATION & REFUGEE INFORMATION SYSTEM

User Account Completion

Username: * |hhishee

Password: * I-nnn

Verify Password: *louuu

First Name: = [Bill

Last Name: * |Eishee
Phone Number: * |41D-230—2896

Phone Number 2: |

Title: |System Adrnin
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Logging On
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IRIS is a web-based application allowing authorized users access from different locations.

The Process

To logon to IRIS, launch your Internet Web browser software.

File Edit ‘iew Favorites Tools  Help

@Back - '\) - Iih] @ _h | /__j Search \:J::( Favotites {_‘3

- - K

Address Iﬁj httpe f fwnana, msn. comy

T Bden |uinks >

Change

msn'*

Mews 8 Sports
Mews

Slate Magazine
Sports by FOX Sports
Widen

‘Weather

Look it Up
City Guides
Classifieds - ME'W!
Encarta

Maps & Directions
white Pages
elow Pages

Living & Finances
Autos

Careers & Jobs
Drating & Personals
Health & Fitness
Lifestyle

Money

Real Estate

ring Is in the Air
Get the most out of
the new season:

# 10 fresh beauty looks
» Make it love season
» Gardening checklist

= Spring into weight loss Advertisement Ad feedback

e LT

Doy 11,274.53 - 5.12 Get Quote:
MASDAD 2,314.11 + 7.63 EI
o {0508 - 217 Quates delayed 20 min.

State Farm.”

Manage more than your policy this tax season

MSNBC.COM NEWS

+ Bush: Strategy in Irag working

+ Agent slams FEI on Moussaowi

- ates' retrial delayed to June . .
Financial News

SPORTS BY FOX SPORTS -7 smart ways to spend your tax refund

* NFL comrmissioner stepping down Cuba & Japan in = Wal-Mart to hire 150,000 in China
* Black driver finishes big race WEC final + Earning more without burning mare

Now that the browser is opened, and depending on your computer’s configuration, select the
IRIS link from your Favorites (or bookmark) or enter the web address in the address bar:

a IRIS - Login - Microsoft Internet Explorer

J File Edit Yew Favorites Tools  Help

J eﬁack " J - \ﬂ @ _b ‘ ||~ Folders ‘“ii";‘ Favorites {3{‘ E\ ['X,

J fddress I http: ffivis. lirs.org
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The Login page appears.

IMMIGRATION & REFUGEE INFORMATION SYSTEM

;N Username: [
]D Passwurd:—

Forgot Password?

Enter your IRIS Username and Password, then click the Go button, or press the [Enter] key.

Forgotten Password

If you do not have, or cannot remember, your password, click on the Forgot Password link,
where you will be prompted to enter your Username — a temporary password will then be
automatically sent to the e-mail address associated with your IRIS login.

IMMIGRATION & REFUGEE INFORMATION SYSTEM

Forgot Password

y - ¢ Enter your username below. IRIS will send an email to the
& L address you have on file with directions for changing your
| | password.

ey
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Locked Account

If an incorrect password is entered three times, the user account will be locked. If this occurs,
call your Affiliate System Administrator to unlock your account.

Your account has been locked. Please contact a
system administrator to unlock it.

If your login was successful, the IRIS Dashboard will be displayed.

End of Process

How to Log On to IRIS

1. From the desktop, double-click the IRIS icon
OR
Launch your internet browser
AND
Select Favorites>IRIS
2.  Enter your username in the Username field.
3. Enter oiur password in the Password field.

4 click [E3,
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The IRIS Dashboard

The Home Page of IRIS is called the Dashboard. From here, users can receive notifications on
pending items and access all of IRIS’s functions.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search | -| -|

m Welcome AffChicago AffChicago My Account | About | Logout y
@Fre Case Processing MNotifications

o Advanced Search e Cases Allocated
s Add AOR s Assure Case
o Add Interest File o Assurance Date Passed

Case Management « Recently Wiewed

N— g

o Advanced Search T~
o Add Mon-Refugee Case
& Case Transfers @

o Reconciliation Report

Fund Tracking

s« Record Funds
@ e Pawment Receipts

Administration

s Llser Maintenance

o Group Maintenance
¢ Co-Sponsor List

o Affiliate Contact Data
e Program List

s Forms

MG Reports

o MGT Enrollment Report
s Progress Report

¢ Print Reports

The Dashboard is composed of three main sections:
1. The Header Bar
2. The Navigation Bar
3. The Notifications Pane
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IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search | _| - I_ Go|
Welcome AffChicago AffChicago My Account | About | Logout
Pre Case Processing Notifications

s Advanced Search s Caszes Allocated

o Add AOR s Assure Case

¢ Add Interest File ¢ Assurance Date Passed

Case Management * Becently Viewed

o Advanced Search
s Add Mon-Refugee Case

o« Case Transfers
« Reconciliation Report

Fund Tracking

e« Record Funds
« Payment Receipts

Administration

User haintenance

Group Maintenance
Co-Sponsor List
Affiliate Contact Data

Program List
Forms

MG Reports

o MGT Enrollment Beport
« Progress Report

o Print Repors

IRIS Version 0.3.0.0

The Header Bar

The Header Bar is contained at the top of every IRIS screen, not just the Dashboard. The Header
Bar allows users to perform common tasks and get basic information about the IRIS session.

Elements of the Header Bar include: m
/\/
IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search I_ -| - I_ Go |

1. IRIS Icon link — shortcut back to the IRIS Dashboard Page.
2. User Name — identifies name of user currently logged into IRIS.
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3. My Account link — allows user to update information or change password.

My Account

Username: WOLAGUser
First Name: WOLAG

Last Name: User

Email Address: Iwbisbee@lirs.org

Phone Number: * |41D-230-2896

Phone Number 2: ||

[ Change my password

Current Password: *l

Savel Cancel |

Fields marked by an asterisk (%) are reguired.

4. About link — displays application name and version number.

4} version — Web Page Dialog E

IMAMIGRATION & REFUGEE INFORMATION S5TSTEM

Copyright 2007, Partners in Computing International

www.partners-intl, net

5. Logout link — allows user to log out of the IRIS system. Once logged out, the system will
display the login screen again.

6. Case Quick Search — from any screen, a user can enter a case number, press [Enter] or click
on the Go button, and be taken to that case.

Case Quick Search | -| g
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The Navigation Bar

Pre Case Processing

s Advanced Search
o Add AQOR
s Add Interest File

Case Management
o Advanced Search
e Add Non-Refuges Case
s Caze Transfers
e Reconciliation Report

Fund Tracking

e« Record Funds
s Payment Receipts

Administration

User Maintenance

-

e Group Maintenance
¢ Co-Sponsor List

o Affiliate Contact Data

e Program List
s Forms

MG Reports
o MG1 Enrollment Report
e Progress Report
Reports
o Print Reports

The Notifications Pane

IRIS Users’ Guide

The Navigation Bar contains links to all of the
functions assigned to you by the System
Administrator.

Note: Your Navigation Bar may contain fewer
links, or may contain additional ones, from those
shown here.

The Notifications Pane shows alerts for new
assignments that have been made as well as

Notifications
s Assure Casge

o Assurance Date Passed

s Recently Yiewed

I

upcoming or overdue task dates. In the
example at left, the first notification informs
you that there is a case that has been assigned
to you for assurance. The second notification
lets you know that there is an assurance that is
overdue. See Appendix A for a complete list
of IRIS notifications.

jThe Notifications Pane also allows you to
quickly navigate to areas that you have

recently used. By clicking on the Recently
Viewed link, the most recent ten AORs,
Interests or Cases are displayed, along with a
link for each to take you directly there.
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Session Time-Out

For security reasons, IRIS is designed to “time-out” after 10 minutes of inactivity. This prevents
unauthorized users from gaining access to the system of someone who has walked away from
his/her computer. If you click on a link in IRIS after the time-out period, you may see the
following screen:

IMMIGRATION & REFUGEE INFORMATION SYSTEM

| B e —

Forgot Password?

Your session timed out.
Please re-enter your login information to continue.

Just re-enter your login information and click the GO button — you should be returned to the
screen you were on prior to this one, ready to continue using the system.

Permission Levels

Permissions determine what sections of IRIS a particular user will see on the screen or what data
a user will have access to edit. For assigning permissions, users are divided into two types:
VOLAG and Affiliate. Based on the type, a user can be given access to different pre-defined
functions. IRIS also has the capability for a system administrator to define custom user roles.

In most cases, if you are not assigned to a specific section of the program, you will not see any
links associated with that section. There are some exceptions to this, where you can see and
click on a link, but are then given a message indicating that you do not have the authorization to
view the data. An example of this type of exception is the Health tab in a case member’s file.

In general, the VOLAG is responsible for setting up and maintaining VOLAG-type users and

Affiliate Supervisors, and the Affiliate Supervisor is responsible for setting up and maintaining
Affiliate users.
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Below are the basic permission levels that have been configured for IRIS, along with a basic
description of what type of role a person with that permission would have:

Type Permission Group Description
VOLAG IRIS System Administrator Maintains all IRIS global system settings
VOLAG Case Processing Staff Performs pre-case and case processing and
reporting functions for the VOLAG. Generally, has
read-only permission to Affiliate-entered data.
VOLAG Case Processing Staff with Same as Case Processing Staff, but with specific
Health Permissions access to case member health data, including
BioData.
Affiliate Affiliate Supervisor Supervisor at each affiliate agency or site office.
Affiliate Case Worker Works on all affiliate case management processes
for R&P Program.
Case Worker with Health Same as Case Worker, but with specific access to
Permissions case member health data, including medically
sensitive case notes and the ability to print
BioData
Affiliate Case Worker: MG Works on affiliate case management processes for

Matching Grant Program.

Note: users can be assigned to more than one permission group, for instance Case Worker and
Case Worker: MG.
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