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IRIS Users’ Guide
MG Functions and Reporting in IRIS

Affiliate sites that have the Matching Grant program will use IRIS to enroll and manage
Matching Grant (MG) cases. Please contact your administrator or national office if you
need assistance with MG permissions in IRIS.

A case may be enrolled in the Matching Grant program if it already exists as an R&P
Case in IRIS. In addition, you may add your own non-R&P cases to IRIS. Once the
case is in IRIS, the enrollment process for both R&P and non-R&P cases is the same.

Adding a Non-R&P Case to IRIS

On the left side of the IRIS Dashboard, there is a link “Add a Non-Refugee Case.”
Clicking on this link displays the following screen.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search |:|

Add a Non-Refugee Case

Case Type:*  |select Case Type v]
Affiliate: * |A2—Phoenm 'J
Eligibility Date: *| |ER

Principal Applicant

First Name: * | |
Middle Name: | |
Surname 1: *

Surname 2:
Gender: * O Male O Female

Birth Date: * | | B
Alien ID: *

Seq. No.:

SSN:

|
|
Minor Code: [ IVJ
|
|
|

Birth Country: *
Nationality:
Ethnicity:

I Submit I Cancel

Fields marked by an asterisk (*) are required.

Fill in all required fields marked by an asterisk. Specify the type of case from the
dropdown list. Two of the case types are similar, so the difference in each is described
below. For both of these case types, you must get prior approval from your
national office.

Page 3 of 38



IRIS Users’ Guide

Refugee case resettled by another agency in your
area, but due to special circumstance, that agency
Other VOLAG Refugee cannot enroll the case in the Matching Grant
program.

Refugee case member resettled by your agency or
another agency in a different region who then
Secondary Migrant moves to your area and wants to be enrolled in the
Matching Grant program.

The Affiliate field will default to the affiliate location of the user who is signed onto IRIS.
If the user is assigned to the main office and his credentials allow him access to sub-
offices, he will have the ability to modify the Affiliate field, otherwise it will be grayed out.

Before saving a non-refugee case or case member, IRIS does several checks to
validate the alien number.

If the alien number already exists for an R&P case member, then IRIS provides the
following warning message.

Alien Number is used by an R&P case. Do you want to proceed and use the same Alien Number for this
non-refugee case member?

If Yes, please press Submit button again

If the alien number already exists for another non-refugee case member, then IRIS will
provide the following error message. In this case, the alien number may not be entered
again because the individual is already in the database.

Alien Number is already in use. The active case must be closed to use this Alien Number

Click the button to save the data you entered. IRIS will present you with the
following screen.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search | |-| LDE
Welcome Veronica Affiliate - -
My Account | About | Logout "
LIRS -
Case ID: A 45321667 Case Size: (1) Allocation Date:  None
Case Type: Asylee Processing Status:  Arrived Assurance Date:
Case Pool: Active Status: Active Eligibility Date: 10/4/2010
Affiliate: 05 - CO-Denver MG Enroll Date:
PA Name: Henry, Janet Enrolled Programs: MNone
| Pre Arrival Matching Grant Other Programs |
| RPC BioData | Pre-Arrival Case Motes |
| Case ' Member |

Case Members

AlienlD | Seq. | Name | RelationtoPA | Gender Birth Date | Minor
45321667 Henry, Janet Principal Applicant F 12121119588
| Move Members || Split Case || Add Member || Print Biodata Report |

At this point, the Case Size is 1. The next step is to add more case members.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search I:l - I:l - I:l Go |
Welcome Veronica Affiliate = v
My Account | About | Logout -
LIRS I"
Case ID: A -45321667 Case Size: 1 Allocation Date: None
Case Type: Asylee Processing Status:  Arrived Assurance Date:
Case Pool: Active Status: Active Eligibility Date: 10/4/2010
Affiliate: 05 - CO-Denver MG Enroll Date:
PA Name: Henry, Janet Enrolled Programs: None
| Pre Arrival Matching Grant | Other Programs |
| RPC BioData Pre-Arrival Case Motes |
| Case Member ||
Case Members
AlienID | Seq. | Name | Relation to PA | Gender Birth Date | Minor
45321667 Henry, Janet Principal Applicant F 12/21/1988
| Maove Members || Split Case I Add Member I| Print Biodata Report |

The new case member is shown in the Case Members screen. To add a new case
member, click the ]Add Member button to open the new member entry screen.

First Name: * |
Middle Name: |
|

Surname 1: *

Surname 2:

Gender: *

|
Male Female

Birth Date: * |

Birth Date es No

Estimated:
Alien ID: * | |

Seq. No.: |
Relation to PA: * |
SSN: |
Minor Code:
Birth Country: *
Nationality:
Ethnicity:

I Submit |!Elear | Cancel

Fields marked by an asterisk (*) are required.

Albania

A0 e

] W wd- partners-intl.net/case/case_dialog.aspildpage=

s |
_— &

case member_add.aspx&tCasebuid=e5b6bbl

The fields with red asterisks are required. Complete the fields and then click the

button.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search | |-| |-[]ET
Welcome Veronica Affiliate
My Account | About | Logout
LIRS
Case ID: A -99998881 Case Size: 2 Allocation Date: Mone
Case Type: Secondary Migrant  Processing Status:  Arrived Assurance Date:
Case Pool: Active Status: Active Eligibility Date: 9/22/2010
Affiliate: 05 - CO-Denver
PA Name: Henry, james Enrolled Programs: MNone
| Pre Arrival Other Programs
| RPC BioData I Pre-Arrival Case Motes |
| Case I Member |

Case Members

AlienID | Seq. | Name | RelationtoPA | Gender | BirthDate | Minor
99995883 Henry, Adam Brother M 12/21/1992
*99998881 Henry, jJames Principal Applicant M 12/21/1987

| Maove Members || SplitCase| Add Member || Print Biodata Report |

The new case member is shown in the Case Members screen. Continue adding

members by clicking the JAdd Membern button.

Note: The Alien ID is a link that may be clicked to edit this case member.

You will also need to add the ethnicity for non-refugee cases. This must be done for the
“‘PA” Only. If more members are added, then Birth Country, Nationality, and Ethnicity
pre-populate from the PA.
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Enrolling a Matching Grant Case

To enroll a case in the Matching Grant program, click on the Matching Grant tab and
click the [Enroll Case in MG button. Both R&P and Non-R&P cases have a Matching
Grant tab.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search | |-| |—|:|m
Welcome Veronica Affiliate r
My Account | About | Logout y »
LIRS _"'
Case ID: A 45321667 Case Size: 2 Allocation Date: Mone
Case Type: Asylee Processing Status:  Arrived Assurance Date:
Case Pool: Active Status: Active Eligibility Date: 10/4/2010
Affiliate: 05 - CO-Denver MG Enroll Date:
PA Name: Henry, Janet Enrolled Programs: Mone
| Pre Arrival Matching Grant Other Programs |

Case is not currently enrolled in the Matching Grant Program.

‘ Enroll Case in MG
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On the Enroll MG Cases and Members form, you will enter the enrollment date and
select the MG case members by checking the Add checkbox for each. Next, indicate
which members are Employable. At least one member of the case must have their
Employable status set to “Yes” in order to save the MG enroliment.

Enroll Matching Grant Cases and Members

Enrollment Date:*[1/1/2018 E} Reporting Year: 2018 _
Enroll Members From:
This Case (A -112233449)
| Add | Employable? Name Relation Alien # Enroliment Age

td |‘r'es : Lname1, Fname1 PA 112233449 53
" |\"es : Lname1, Fname2 wi 777588666 49

0 Lname1, Fname4 S0 111555999 6
| : Lname1, Fname3 GM 666555688 54
Comments:
4

If all members of the family are part of the same MG case, then click and the
enrollment process is complete. IRIS will add all of the members of the case to your
MG Enrollment (MG-1) report.

Note: IRIS defaults to the Reporting Year the case is being enrolled in.

Contact your national office, if the following changes are needed:
1. Reporting year
2. Enroliment date after 31 days from arrival
3. Employable = Yes for individuals with age under 18 or over 65

If an individual has a job, then IRIS will require Employable equal to yes.

Now on the Matching Grant tab you will see the enroliment information for this case.
Use the [Edit Enrollment button to make changes to the case composition, or the
Open Case File button to access the Matching Grant case details.
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Splitting a Case

If you wish to split the case according to specifications detailed in the ORR Matching
Grant Guidelines, On the Matching Grant tab, click the |Add New MG Case] button.

Please check with your national office contact if you are not sure when this is
allowable.

This button will only be displayed if there are members that were not enrolled in the first

MG Case that are available to add to another MG Case. An example of this is shown
below.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search [ |- |-[ ]  Go|

Welcome Veronica Affiliate B [ ;
My Account | About | Logout :

LIRS [

Case ID: A 45321667 Case Size: 2 Allocation Date: None

Case Type: Asylee Processing Status:  Arrived Assurance Date:

Case Pool: Active Status: Active Eligibility Date: 10/4/2010

Affiliate: 05 - CO-Denver MG Enrcll Date: 10/4/2010

PA Name: Henry, Janet Enrolled Programs: MG

| Pre Arrival I Matching Grant Other Programs |

MG Enrollment Date: 10/4/2010 Reporting Year: 2010

MG Case 1

Members: Henry, James
Open Case File | | Edit Enroliment

Members Not Enrolled:
Mame Relation Alien Number

Henry, Janet PA, 45321667

Add New MG Case I
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You may then assign the different individuals to different cases using the Add
checkbox. Remember to make at least one member “Employable”.

Enroll Matching Grant Cases and Members

Enrollment Date:™ B2 Reporting Year: 2010

Enroll Members From:

This Case (A 45321661)
Employable? Name Relation Alien #
Yes ~ || Henry, Janet PA 45321667
= || Henry, Apple AD 99958882
= | Henry, Adam AB 99998886
Comments: * -

Cancel

In the example below, one family member is enrolled in MG Case 1 and two in MG
case 2. In addition, there is an adopted brother that was not enrolled in any MG case.

IMMIGEATION & WEFUGES INFORMATION ¥YSTRM Case Duick Saarch | |-[ -]
| IEE Welcome Veronica Affiliate | :
| LiRg
[t 1 A AZIIEET Casa Slza: i Allocation Dsts:  Nona
Case Type: fsyhes Processing Status:  Amved Assurance Oao:
Cane Pook: Active States: Acime Eligibitity Date: 2010
Afillmte: 05 - CO-Derrees MG Enroll Date: SAAN10
P Mains! Hanry, Jamal Enrolied Piograms: MG
P dirmmid | Matining GRint | vt Pragismi
MG Emrolimenit Dade: 100 Reporing Yeor: 2010
MG Case 1
q Membars Henry, Jomes
D Chase File Bl Ervallivini
MG Casn 2
Membars: Hesniry, Jpmest
Henry, Apple
Opon Case File | Ehit Erecllmar |

Masnbsiorg Mol Enpolbad- o -
[ET] Ralaagn Alwn Fumdar

# Py, Adas Al 99k

| Add New MG Case
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Enrolling Members from Two Different R&P Cases

In very limited circumstances, it is possible to enroll members from two different R&P
cases in the same Matching Grant case. If there is a hard cross-referenced or hard
travel/soft resettle case that arrived within 30 days of this case, then IRIS will display the
IAdd Related Members| button on the MG Enroliment screen. The ORR Matching Grant
Guidelines state that to be joined, the cases must have arrived on the same day and
the household composition must be recognized as a household by your state.

Please contact your national office if you are unsure whether it is allowable to
join two cases.

Enroll Matching Grant Cases and Members

Enrollment Date:* [12/03/2009] Bl  Reporting Year:

Enroll Members From:

This Case (LE-104115)
[ Add Employable? Name Relation Alien #

‘ * BUTLER, JEFFREY PA 032367718

| Add Related Members l

Save Cancel

You will now see the individuals in the related case and have the ability to add them.
Notice that the “Explain Relationship” text box is required. The information entered
here will be sent to the national office in an IRIS notification e-mail so that they can be

aware of this situation.
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A case member can only be enrolled in one MG case. If Reginald Butler was already in
his own Matching Grant case, then he would not be available to be combined into this
case with his father. You would need to un-enroll him from his own case in order to
add him to this one.

£ Add MG Case - Webpage Dislog - — . T e— - —_ ﬂﬂ

—
—

Enroll Matching Grant Cases and Members

i Enrollment Date:" B Reporting Year: 2010

Enroll Members From:

This Case (A 45321667)

Add | Employable? | Name Relation Alien # |
Yes v | Henry, Janet PA 45321667
=l | - | Henry, Apple AD 99988882

Related RAFP Case: {LE- 104112}

| Add Emplayable? Mame Relation Alien # |
=] = BUTLER, REGINALD PA 218328513

will live in his Zacher's household.

“ Cancel

After combining case members, the MG Case looks like this:

IMBUIGRATION & REFUGED INFORMATION STSTIM Case Quick Search |_ | Ed

elcome TERESA HARRISON
My Account | About | Logout

Case IIk LE- 104115 Cose Shre: 1 Bllocation ]

Cosn Type: Refuges Piocessing States:  Asreved Besupamce Date: BT
Cisa Pool: Fron Active Stabus: Acing Brrival Date: 12300
Affiliate: 08 - l&-Des Moines WG Ensall Datoz 12M A0S

PA Nama: BUTLER, JEFFREY Enolled Programs:  REP MG
] | Poal Arrrval ] VOLAG Notes Matichare Grant ther Programs
MG Enrellment Date: 1230000 Reporting Year: A0
MG Case 1
Members: BUTLER. JEFFREY
—AWLR RN
| Open Case File | | Edit Enrslimant |
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MG Enrollment Report (MG-1)

The MG Enrollment Report or MG-1 can be accessed from the dashboard Standard
Reports link under the Matching Grant tab.

The MG-1 Report lists all of the clients you have enrolled in the MG program. Clients
are sorted by Date of Arrival (or eligibility date). The first columns are your individual,
case, and employable counts. In addition, the information you enter into the 120 and
180 day reports is imported directly to the MG-1.

Please note: The MG-1 does not include work information (i.e. FT/PT, wage,
benefits) for any jobs obtained after the 120t day. This is because these statistics are
not reported to ORR. The information is retained on the Job Placement screen for your
records.

The MG-1 Report is your main interface with your national office. National MG
Coordinators and finance staffs access these reports on the 10th of each month and
reconcile your enrolliment numbers for the previous month with what you have reported
on your reimbursement requests. National MG Coordinators also look at your 120 and
180 day statistics and may contact you if they have any questions. All 120 and 180 day
reports must be completed in IRIS by the 10th day of the month following the month in
which the report is due.
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Working with a Matching Grant Case File

When you click on the [Open Case File| button, IRIS displays the full Matching Grant
case in a new set of screens. The Case Header is replaced by the Matching Grant
Header that shows key MG dates and statuses. Below are the Matching Grant section
tabs: MG Main, Finances, 120 Day Report, 180 Day Report, and Case Forms.

Pre Arrival | Post Arrival | VOLAG MNotes I Matching Grant I Other Programs
MG Enrollment Date: 3/24/2010 Reporting Year: 2010
MG Case 1
Members: GRIFFIN, LAUREN
P— BECK, ELEANOR
I Open Case File I Edit Enrollment

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search |:| - |:| - |:| El
Welcome Veronica Pierce
My Account | About | Logout
LIRS
Case Number: TU-382846 120th Day: THM5/2010
Case Type: Refugee 120 Submitted
Affiliate: 13 - MI-Southfield 120 Day Status:
PA Name: GRIFFIN, LAUREN 180th Day: 9/13/2010
Arrival/Asylum Date: 3M18/2010 180 Submitted
Program Year: 2010 180 Day Status:
MG Enrollment Date: 32412010
| MG Main I Finances | 120 Day Report | 180 Day Report | caseForms |
Employable? | Name | Relation | Alien #
YEE#GR”:HN LAUREM PA 958622567
Mo BECK. ELEANOR DA 760900482

Once the case reaches the 120th and 180th days, you will also see tabs for the 120
Day Report (MG-2) and the 180 Day Report (MG-3):

| MGMain |  Finances | 120 Day Repart | 180 Day Report | casehotes | caseForms
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MG Main

MG Members

The MG Main tab is where you will see the basic enrollment information for the
Matching Grant case members. Each enrollee’s name is displayed as a link. Clicking
on the name link will open up the screens to enter information about that member. The
Header screen contains the Case link that will take you back to the MG Main screen.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search |:|- |:|- |:| Go.
InIC | Welcome PEARL JACKSON all' = 2
RIS My Account | About | Logout o -
A | iRs = f
Case ID: UP-110255 Case Type: Refugee
Alien Number: 176089358 SSN: Gender: M
First Name: |SAAC Middie Name:
Surname: GARCIA Sumame 2:
Maiden Name:
; Relationship to Minor
Date of Birth: 4/14/1959 PA: Husband Code:
3 3 Notice
Deceased: Na Date of Death: Received:
Address Jab Placement
Manage SSN

[ Add/Editssn ||

The individual tabs, shown above, are actually linked to the R&P sections with the same
name. So, if you have been maintaining the Social Security Number, Address and
Jobs in that section, then it will appear here and you will not have to re-enter them.

SSN

The SSN History is maintained so that previously used numbers, including typos are
listed for reference, and for sending to an external Travel Loan system.

Click the |Add / Edit SSN Jbutton to add a new Social Security Number. Complete the
SSN field — you do not need to enter the dashes — and then click the [Save Jbutton.
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2 Add SSN -- Webpage Diziog =

| € | http:/fwd-t-iris.partners-intl.net/Member/member_dialog.aspx?dpage |

88N: - [
Update User: Veronica Pierce
Update Date: 9/23/2010

Save § Cancel

U Fields marked by an asterisk (*) are required.

The newly entered SSN is displayed, along with the SSN History notation.

35N Address | Job Placement |

Manage SSN

SSN: 074-41-4726
| Add/Edit SSN |

SSN History

SSN Update Date Update User
71442010 JILL TUCKER

377-37-6456
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Under the Address tab, you can add the case member’s address, and keep it current
as it changes over time. Starting with the PA, click the |Add Address button to add a

new address.

(1.4

IMMIGRATION & BEFUGID INFORMATION STHILM

IRIS

Welcome TERESA HARREON

Case 1D ELla7124 Case Type: Rubigen
Alion Namber: EASMM[IETE SSM: 12345RTE8 Gander: F
Flost Marme: PAMELA, Middie Mame:
Summame: BANES Swrvame £
Maldain Mane: TERRY
. telativnship 1o Binan
Date of Birth: 1171983 Pa: Prinespal Applicant Coila:
. 1 Hatice
Dacoased; Blo Fate of Deaih Racabesids
E5N ddiens Joks Plac el

U.S. Address

Same Address as PA

| Add Addrass |

Address | City State Tip Cods County HomePhone Work Phone | Mobils Phone |

Last Updated

The Address dialog window opens. Complete the fields and click the button to

save the new address.

£ | Address - Webpage Dialog - ———

8] http://wd-t-inis.partners-intl.net/Member/member_dialog.asp?dpage=member

Address: * | |
City: * | |
State: * [select one:
Zip Code: * | |

County: * | |

Home Phone:| |
Work Phone: | |
Cell Phone: | |

Fields marked by an asterisk (*) are required

The address now appears in the list. You can click on the address link to open up the
Address dialog window and edit the address if needed.

Page 18 of 38



. ]
IRIS Users’ Guide

=71 | Bk | ol Placgmant

U.S. Address

Sama Adlilress as PA

_ Address | Ciy [State Zip Cods | County Home Phone Work Phone | Mobile Phone | Last Updated

123 Losimglom Sirpel  Baftimeee | MO 21230 Hioward | 490-111-2222 A10:222.3333 | dd3-12 4567 B0
[ Add Addrese [[  Prnt Cumont Addruss

For subsequent members of the case, IRIS will initially assume that they are living at the
same address as the Principal Applicant. When you navigate to another member’s
address tab, the “Same Address as PA” box will be checked.

UAMIGRARIGN & FEFGLE INFOSMATION STETIM Case Cuick Seaich 'T-l- 1 . -'-_Im
RiC Welcomes TERESA HARRISOMN b anlfe
]ms My hecausd | Aboul | Logoui -
o - o}
Case 10} SR T Cose Type: Aelger Tl
Aliwm Mumba: i 1.2 SEM: Gamilen ]
Flsd Hanse: GILAERT Ml il Masnin:
Sl e TORRES Snpnama 2
Makdan Hanw:
Date ot tireh: 1120008 PR - By ey
3 : Notice
Dl arsod Mo Lot of Daathc Racebad
) | aciiraan | ke P arrard
U5, Address
Samss fddies s Pﬁ_:'.-
Address ‘City | Srate|Tip Code County| Hems Phane Work Phons | Mobile Phane | Last Updated |
22 Lasinglon Sirggl Bakivaie | MD 273 Howwid - 4107017202 - A10I23333 | 4831204557 SCKITE
|“ Prmt Current Addmes |

If you need to change the address, uncheck the box. The |Add Address |putton will
appear and the system will allow entry of a separate address.

SEN Address I Jok Placemert

U.S. Address
Same Address as PA w

Address | City |State Zip Code| County [Home Phone Work Phone Mobile Phone Last Updated
B00 Chase Street Baltimore | MD | 21218 Baltimare | 410-230-2700 B/1/2010

123 Lexington Street | Baltimore | MD | 21230 Howard | 410-111-2222 | 4102223333 | 443-123-4567 | 6172010
I Add Address I|| Frint Current Address |
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Job Placement

The Job Placement tab allows you to track a case member’s job history over time. To
add a new job, click the |Add Job| button.

Note: If an individual is enrolled in MG and has Employable equal to Yes, then IRIS
does not allow adding a job for that individual.

=

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case QuickSearch [ |-[ -

Welcome TERESA HARRISON ; -
My Account | About | Logout 1 Y .
LIRS = |
Case ID: ET-127124 Case Type: Refugee
Alien Number: 5095661224 SSN: Gender: M
First Name: GILBERT Middle Name:
Surname: TORRES Sumame 2:
Maiden Name:
ey Relationship to Minor
Date of Birth: 1/1/2003 PA: Son Code: W11
Deceased: No Date of Death: Hottc_e
Received:

| SSh | Address || Job Placement

Job Placement

E“mploymom ' Place of ] i II Employer j Empiwur ~ Termination
‘ Date Employment BnnomsiWago}Hou | Contact Phone Date
[AddJeb

Page 20 of 38



IRIS Users’ Guide

A dialog box will appear in which you may add and save the job information. The top
portion is required for all clients. The bottom portion is for individuals in the Matching
Grant Program. The follow up information you enter here will transfer directly from this
form to the MG 120 and 180 day reports.

—.Job Placement

Employment Date: * [EiE]

Place of Employment: *
Job Description: *

Address: *

City: *

State: * |SE|ECt one: .
Zip Code: * L

Hours Per Week: * |:|
Wage Per Hour: * s

Does employer offer health benefits? * O No O Yes
Benefit Start Date: [ A
Employer First Name: *
Employer Last Name: *
Employer Phone: =

Termination Date: [EiE|

Termination Reason:

—Job Placement Follow Up

Employer Refugee
2 Weaks
Date: EA [Ei]
Qutcome:
4 s
&0 Days
Date: ER [#]
Cutcome:
e s
80 Days
Date: ER i)
Qutcome:
4 ~
120 Days
Date: ER [
Outcome:
4 ~
180 Days
Date; EE [Ei
COutcome:
A £

Fields marked by an asterisk (*) are required.
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To edit a Job Placement entry, click on the Place of Employment link. For your
records, the Job Placement Screen will keep a history of all job upgrades and previous
jobs. Please be sure to enter a termination date if a client stops working at a particular
job. This will ensure that the job is not erroneously recorded on the MG-1 and reported
to ORR.

S5H | Ackdress lob Plaremend
Job Placement

Diate Employment I“'"”'l“'"-"_-'_"“""'J". Contact Phone Date
H-’EJ-EU»W Mo $9.50 | 25 Telr Jahrson I15-6TT-8321
[ Adddob || Print Job Placament || Prnt All Job Details

Note: If the user changes the job start date, the first record of wages and hours will
change to match.

Finances

In the Finances section, you can enter the expenses that have been gone towards this
case. These include Federal Cash, Match Cash, and Match In-Kind Donations. These
amounts are used to create the Matching Grant Expense Report (MG-8).

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search I:l - |:| - |:| [ Go|

Welcome Veronica Affiliate . y
My Account | About | Logout 3 2

LIRS T

Case Number: 1Z-301173 120th Day: 9/15/2010

Case Type: Refugee 120 Submitted

Affiliate: 05A - CO-Colorado Springs 120 Day Status:

PA Name: MUSTAFA, 180th Day: 11/14/2010

Arrival/Asylum Date: 51972010 180 Submitted

Program Year: 2010 180 Day Status:

MG Enrcliment Date: 512472010

MG Main ] Finances 120 Day Report I Case Motes I Case Forms |
Date | Payee/Donor Category | Expense Type | Amount
TOTAL: 50.00

Add Another ltem

For each expense item to be added, you will click on the |Add Another Item| button. A
data entry screen will be displayed. Fill in all required fields, click Save
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] Matching Grant Expense - Webpage Dialog L TR e

Date: | | i
Payee/Donor | |

Category: * |select tem ||
Expense Type: *|seiect tem B
Amount:* § | |

| Save ﬂ| Clear || Cancel |

Fields marked by an asterisk (") are required.

Refer to your national MG Coordinator for guidance on using expense categories.

Once you have added the expenses, they will show on the finance page and you can
print a list of expenditures for your files.

IMMIGRATHON & REFUGEE IMFORMATION SYSTEM Case Quck Search - - r_—lm

elcome Veronica Affillate

Wiy Arcoumd | About | Lot
| A

Case Number: g3 120th Day; 31162010

Case Type: Retugee 120 Submited

Afilkate: {154 - CO-Coborado Springs 120 Davy Stanss:

P Hame: WRUSTAFA, Said Hamza Mustafa 18ieh Day: 142010
Arrivalidsylum Date:  SW2010 180 Submitted

Program Year: 2010 180 Day Stanss:

MG Enroliment Date: 5724720710

MG Main | o 120 Day Report | fasedotes | Case Fomms

| Date Payea/Donor Category | Expense Type | Amount
1ER010 lp@ Crasm Cona 158etugee Cash ﬁllmajlcah IWlzach in-rimd 52.000.00
1520450 Johndan & Jehidon H0-Mainlenance Addslance Fedeiad Cash 250 00
1052010 25-Transpottation Iaich Cash 35000

TOTAL: 32,300 00

[ Add Ancaber tem

|Prnt
—
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120 Day Report

As soon as a Matching Grant case reaches the 120th day from the date of arrival or
asylum granted, it appears in an online IRIS Notification called 120 Day Report Due.
Cases remain in this notification until the 120 Day Report is completed, saved and
submitted. The notification is useful as a working list of what is due at any given
moment.

IMMIGRATION & REFUGEE INFORMATION SYSTEM

Case Quick Search [ |-[ |-[ ]E3

My Account | About | Logout

Welcome Veronica Pierce

Pre Case Processing Notifications
Advanced Search
Receive Approved AORS . .
Submit AORS Pre Case Processing R&P Reporting

AOR Submitted (18)

Case Management

Advanced Search
Place Cases

Transfer a Case
Search Case Transfers

R&P Pre-Arrival

Assurance Date Approachin
Assurance Date Passed (83)

R&P Reports Submitted (240}
R&P Report Corrections Meeded (7)
Minor Reports Submitted (13)

121 .
Matching Grant

120 Day Report Due (124N

Add Mew Travel Assurance Ready (3
Search/Update Travel 1580 Day Report Due (75)
] neilo Areisenl

Clicking on the notification link will take you to a list of cases with reports due.

IMMIGRATION & REFUDEE INFORMATION SYSTEM Case Quick Search '_! F -|_- i |
Im Welcome Veronica Pierce
it | e

There are 124 Matching Grant 120-Day Reports Due

_ Case Number MName Date of Eligibiity | _120ih date

TU-3B2845 MILLER, ALEXANDER 32402010 . Ms2010

TU-JRZE46 GRIFFI m-rr@ 12ar2010 THE0G MILIRS0T
2103661 CARLSON THEGDORE 1242010 THERG MILIRS0Y
TU-3836532 S, JERENY 3'28/2010 TR0 MILIRED
MP-1X7T04 SO EMAN. TOM ARG 282010 MNHLRS
JO-108E53 HIOA DYCE AM200 Br02010 MILIRS01
JO-108588 HICKS SCOTT 4192010 B102010 MILIRS0T
MP-112E50 HAMILTON. WMARICSH 412010 22010 COLIRSH
A -0as6sh I AP RS A2X2010 Baz01a FLLIRS
TH-137T551 AMBERT, BRAD 192010 BT 2010 AZLIRSH1
SY- 105002 ROGERS, BOBEY 5212010 B1B2018 AFLIRSH
TU-3840T1 DLIRK, OYVIEHT 42672010 BME2010 MILIRS0Y
HIP-1 15587 BENNETT. OWIGHT 472772010 BA2010 COLIRS
LE-104562 DLAT KR APR2010 B152010 MILIRET

To access the report, click on the PA’s name.
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Part A is pre-filled from the Case Member’s Job Placement entries. If no job
placements have been entered, or if the job start date was after the 120" day, then this
section will be blank and the report cannot be submitted with a status of 11 (self-
sufficient). You may enter a job from the report screen by clicking for the
appropriate client. You will also notice a box to choose which job will be used on the
MG-1 Report. If there is only one full-time (FT) job or one FT and one part-time (PT) job,
IRIS will choose the FT job. However, if you have a client with more than one FT job,
you will need to mark the one you wish to report on the MG-1. If a client has multiple
PT jobs that add up to at least 40 hours per week, IRIS will count thisas a FT
placement and average the wages of the multiple jobs.

A job may have hours per week and wage per hour that change over time. For this
reason, when the hours and wage are entered the “Effective Date” is also entered. If the
effective date is after the case’s 120" day then it will not be included in the report. The
system will indicate this as an error when the report is submitted so that the job’s wage
and hours may be entered with a date that is not after the 120" day. The same process
is implemented for the 180 Day Report.

Part B:

The following are the statuses you must choose from for part B of the 120 Day Report.
You may also reference the “Matching Grant Progress Report — Glossary of Terms”
on www.irisweb.org.

1. Economically self-sufficient- ORR defines Self-sufficiency as follows:

“‘Economic self-sufficiency means earning a total family income at a level that
enables a family unit to support itself without receipt of a cash assistance grant.
Cases and individuals receiving Food Stamps, Medicaid, etc. without cash
payments, are considered self-sufficient. In order for a MG case to be counted
self-sufficient a minimum of one member in each case must be employed.”

2. Not economically self-sufficient but remains in the program

Clients who are not self-sufficient at 120 days and do not remain in the program, are
considered time expired.

3. Not economically self-sufficient and removed from the Program prior to,
or on, day 120.

a) Removed by Service Provider

b) Dropped out

c) Out-migrated

d) Other

The status you choose in part B will apply to all members of the case unless someone
has out-migrated. If anyone has moved, check the “Outmigrated “box for each
member that has out-migrated.
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Matching Grant - 120 Day Report

A, Job placement information must be complete and accurate befors completing Section B:

Use
Date. Date : Wi Employer Refuges MG
BANES, PAMELA Emplovable, Yes Oull-Migrabed |IT | P-Hlt@::l‘h
The managar § very by i "
ploased '\.-'i1.r Famaias ::.au':‘:a. :Tu, .trn: i rl_|
. L i £ | 15D Péfftdmance She ”Iu : "'ral_ poith s _|
25000 Home o SSmo |t .- B ke 1o wwalch 1o 6 L
40 B|m el epmbiii s cashinr pasfion i ore T
another pefuges who el
halpa ‘wilh inderpretaban pans up
TORRES, GILBERT Employatin Ma Out-Migrated [ | [Add Job
il
Isama Hillon Haled K
n | B -
]
12
3172010 Wlmsn "
xa BB
HELLY, MISTY Employatin Mo Cut-Migeated [ [ Add Jon
FORK, GLORIA Employatis: Mo Out-Migrated [ Add Ja

B. Choose the appropriate 120 Day status, with comments as needed:

Eﬂ Ecomomically self.mifficiont (Self suficiency = defriad as “no lemger recemng cash assistance paymenls fram Matchmg Grant o public cash aasstanca
programs dus bo eamangs from emplo n'rr-enl‘:n

™ 2) Mot econemically sellautflchent (Cortinues to recews MG semices sndio MG cash suppesl)

iltl} Thme explred (Mot se¥oifficiant st the 120th day, bt will not b2 ket in the MG program)
™ lay Applying for pubic cash azsistance

4) Drapped st priot to 1200k day [Check spprognate calegory bebra)

:'_‘.a;l.!qr.rgc sad public cash assistance

™ ) Chtrigrated

|7 ) Gither (May hava been sarctionsd from The peogran dus to nor-compliance) sspian belns

Commanis

EE Sawe & Subrmit 10 Volag Prird M Followup Hapart

When you have finished with the report, you have the option of saving it without
submitting it to the RA or Saving and Submitting. You can also Print the report from
this screen.

Once the report has been Saved and Submitted to RA, an [Update Report button is
displayed to allow you to make changes and resubmit. Once the current reporting
period is over (see the Locking section below), however, the report will be locked and
may only be modified by contacting the RA Matching Grant Coordinator.

Once the 120 Day Report is saved and submitted, the Matching Grant Header will
change to reflect this submission:
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Case Quick Search |__ |- L] |_||

My Account | About | Logout

IMMIGRATIOMN & REFUGEE INFORMATION SYSTEM

Welcome Veronica Pierce

LIRS

7i15/2010

Case Number: TU-382846 120th Day:

Case Type: Refugee [120 Submitted |
Affiliate: 13 - MI-Southfield 120 Day Status:

PA Name: GRIFFIN, LAUREMN 180th Day: 0T
ArrivallAsylum Date: 3/18/2010 180 Submitted

Program Year: 2010 180 Day Status:

MG Enrollment Date: ~ 3/24/2010

180 Day Report

As with the 120 Day Report, as soon as a Matching Grant case reaches the 180th day
from the date of arrival or asylum granted, it appears in an online IRIS Notification
called 180 Day Report Due. Cases remain in this notification until the 180 Day Report
is completed, saved and submitted. The notification is useful as a working list of what is
due at any given moment.

IMMIGRATION & REFUGEE INFORMATION SYSTEM

Pre Case Processing
Advanced Search
Receive Approved AQRs

CaseQuickSearch [ |-[  |-[ |EA

My Account | About | Logout ﬁ

Last Updated: 9/

Welcome Veronica Pierce

LIRS

Notifications 12010 9:21:31 AM

Submit AORS

Advanced Search

Pre Case Processing
AOR Submitted (18)

Case Management

R&P Pre-Arrival

R&P Reporting
R&P Reports Submitted (240)

R&P Report Corrections Needed (7)
Minor Reports Submitted (13

Place Cases

Transfer a Case
Search Case Transfers
Add Mew Travel
Searcha’Ugdate Travel

neile Arrien]

Assurance Date Approaching (121)
Assurance Date Pagsed (83)
Assurance Ready (3

Matching Grant

120 Day Report Due (124
180 Day Report Due (75

To access the report, click on the notification link and then the client’'s name.
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|| Welcome Veronica Affiliate E qu’
I-HE. LIS My Accournt | Abowt | Logout ;:F-’. r%-'l-l"'

i Hum e [P 117582 1201k Duary: THsA010
Case Type: Refuges 120 Subimitied B0
Aufillate: 0% . CODemear 120 Day Staties: ] |

il Nami: EHANAL Rup Marsyan TBME Day: E kT[]
AmrivollAsylam Dale: 3182070 180 Subimitted

Program Year: 2010 180 Day Status:

NG Emrliment Date; 3203010

BIG My | Finanges L0 Dury Reprt I.M Cay Repart | Cavemotes CazeFarmg
Matching Grant - 180 Day Report

A. Job placement information must be complete and accurate before completing Section B:

Employ | Term. | Hrsl I Foliow-up Interviews
Employer Hama Wage  Ben

| Dot | Dats W | Employer Refugee

GRIFFIN, LALUREN Employable: Yes E

BFVR00
wZVEnt ety of hatemom Ha
3 | siooe
BECH, ELEANDR Emplayabie: Ha el Job |

B. Choose the appropriate 180 Day status, with comments as needed:
A) In the 120th Day Report, the case was reported as "Economlcally self-sufficlent™ This case:

1) [T Cordinues o be economically sel-sulfciant.
2) F:-is nod economically self-suffioent

31| [Other (Explain Below)
B} In the 120th Day Report, the case was reported ag “Remalning In the program,” The case |s now:
1) [T Econoncally sef-sufficient

2} (7 Mot economecally self.sufficiant
3) [T jother (Explain Below)

Comments: ‘

[Gom | Save & Subest 10 Violag Frint G Follow-up Report |

The 180 Day Report takes into account the status that was submitted on the 120 Day
Report. If the 120 Day status was 1, then only the options in section A are available. If
the 120 Day status was 2, then only options in section B are available. If the case did
not continue in the program — status 3, then this report is not required and the 180 Day
status will reflect the same status reported at 120 days.

Once you have finished with the report, you have the option of Saving it without
submitting it to the RA or Saving and Submitting.

Once the report has been Saved and Submitted to the RA,

a |Begin Status Change |putton is displayed to allow you to make changes and
resubmit. Once the current reporting period is over, however, the report will be locked
and can only be modified by contacting the RA Matching Grant Coordinator.
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When the 180 Day Report is saved and submitted, the Matching Grant Header will
change to reflect this submission:

IMMIGRATIOMN & REFUGEE INFORMATION SYSTEM

Case Quick Search |__ |- - JEd

My Account | About | Logout

Welcome Veronica Pierce

Case Number: TU-382846 120th Day: 7H56/2010

Case Type: Refugee 120 Submitted

Affiliate: 13 - MI-Southfield 120 Day Status:

PA Name: GRIFFIN, LAUREMN 180th Day: 9/13/2010

ArrivalfAsylum Date:  3/18/2010 [180 Submitted |
Program Year: 2010 180 Day Status: 127000 D

MG Enrollment Date: 324/2010

MG Progress Report

National Coordinators submit the Progress Report, to ORR twice a year. Prior to FY
2016, the MG Program reported on trimesters. The report includes your 120 and 180
day outcomes for the relevant months. Details of the report codes and calculations may
be found on www.irisweb.org/.

MG Enroliments by Affiliate and Site - Summary

This report shows all enrollments Affiliate and by month, compares to total available MG
slots and calculates slots remaining.

MG Enrollments by Nationality by Affiliate and
Site - Summary

This report shows a count of individuals enrolled in MG summarized by Affiliate or sub-
office and individuals nationality.

Case Notes

The Matching Grants Case Notes section follows the same format and functionality of
the other Case Notes sections in IRIS. Case Notes entered here are only for this
particular MG Case, so if you have a split case, you may print the MG case notes
separately.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search |:|—|:|—|:|m

Welcame Veronica Affiliate - 7
My Account | About | Logout B 7V,

LIRS e

Case Number: 1Z2-301576 120th Day: 71442010

Case Type: Refugee 120 Submitted 8/9/2010

Affiliate: 05 - CO-Denver 120 Day Status: 2

PA Name: YA 180th Day: 9/12/2010

Arrival/Asylum Date: 3M7/2010 180 Submitted

Program Year: 2010 180 Day Status:

MG Enroliment Date:  3/18/2010

| MG Main | Finances | 120 Day Report | 180 Day Report (Case Motes l Case Forms

Case Notes

Description | Date

Resume/interview 10/5/2010

Enrolled case in MG 10/5/2010
Add New Case MNotes || Print Case MNotes
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Case Forms

The Case Forms section contains forms that apply to this particular Matching Grant
case. Below is a sample:

IMMIGEATION & BETUGED iHIGEMATION STSTIM Case Ouick Saarch |-

Welcome Veronica Affiliate

iy Acocoant | About | Logout |

Cose Mumber: |Z-3NSTE T20th Day: Triaraain
Casa Typa: 3= 1HF Submined 8010
Affiliate: 05 - CO-Demer 120 Day Status: -
P Mame: YASSIN, Amma Yabya Yaasin Wik Dy 010
Arrivalifisylum Date: 3172070 180 Submlised
Program Yemr Faial] 100 Doy Srardue
MG Enraliment Date: 3183010
MG Rigyin | Finsryoes | 120 Dwy REport | 150 Dy Report Caae Motes

Matching Grant Case Forms

Summary Sheet of Cash and In-Kind Donations

Tamplate: Filename Sumimaly Sheel of Cash and 1K Lact edied on 6223006 by VOLAG Ui
Old Files; Hone

Uppbodbed Mew File: * [ Beowsa

| Sawa File |

MG Budget and Expenditures

Template: Eilename. MG_Budost Expense s Last edited on 1/ 222008 by VYOLAG User

(i Files: None

Updoad Mew File: * | I «

[Sowri |

Volumteer Commitment Sheets

Template: Eiename Volumbesr Commuitiment Sheets via. [as edited on 31102007 oy WOLAG Use

0ld Files: Nane

Updoad Mew Fie || Baowse

Ii Save File I

As with other Forms sections in IRIS, you can click on the Template link to open a
blank copy of a particular form. This should be completed and saved locally, either on

our computer’s hard drive or a network drive. To attach the completed form, click the
Browse button. Select the file for the completed form you have saved, and click the
Open putton. The file name appears in the Upload New File box.

Important: the file is not attached yet — you must click the [Save File Jputton to complete
the process.
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MG Case Locking

When you work with Matching Grant cases, enrolling them, and tracking their progress
via the 120- and 180-Day reports, the results are collected by IRIS for the national office
to submit a Progress Report to the Office of Refugee Resettlement (ORR). Once the
six-month period is over and the data has been sent to ORR, IRIS protects the data
from changes by locking certain parts of your MG cases.

In the example below, the case was arrived and was enrolled in September of 2008.
Since the report for this case has been completed, the [Edit Enrollment jputton is now
grayed out, preventing you from changing case members and employable status.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case QuickSearch [ |-[  |-[ ]  Go |
Welcome PEARL JACKSON = ;
Lins My Account | About | Logout 4 &
E fa.l
Case ID: MP-107895 Case Size: Allocation Date: &/772008
Case Type: Refuges Processing Status: @ Assurance Date: A/12/2005
Case Pool: Bhutanese in Nepal Active Status: LYs) 4i777] Arrival Date: 9/3/2008
Affiliate: 05 - Colorado-Denver MG Enroll Date: 9/11/2005
PA Name: WILLIAMSON, EEGINALD Enrolled Programs: R&F MG
Fre Arrival Faost Arrival WOLAG Motes Matching Grant Other Programs
MG Enrollment Date: 9/11/2008 Reporting Year: 2008
MG Case 1

Primary Members: WILLIAMSON, REGINALD
Other Members:
| Open Case File | | |

Similarly, if the 120th or 180th Day for a case was reached in the previous period, then
the ability to change and resubmit those reports will be locked.

If there is a special circumstance that requires a change to a case that was previously

reported in a Progress Report, contact your national office Matching Grant Coordinator,
who may unlock the case for your editing.
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MG Management Console

The MG Management Console is allows you to work with your data in many useful
ways. Click on the MG Management Console link on the navigation bar, and then click
“Show filter”.

Pre Case Processing
Advanced Search

Receive Approved AORS
Submit AORs

Case Management
Advanced Search
Place Cases
Transfer a Case
Search Case Transfers
Add New Travel

Search/Update Travel
Reconcile Arrivals

Administration

User Maintenance
E-Mail Announcements
Manage Word Templates
Eorms

Affiliate Maintenance

Matching Grants

MG1 Enroliment Report
MG Expense Reports
G Management Console
MG Progress Report Summary

MG Progress Report
WRAPS

Load All WRAPS Files

Export All WRAPS Files

Configure WRAPS
Reports

Ad-hoc Reports
Erint Reports

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search |:| - |:| - |:| [ Go

Welcome Veronica Pierce '
My Account | About | Logout
LIRS T fiad

Matching Grant Management Console

MG Case Filters
Affiliate: * Select Al [+ Consolidate into Single Report

Program Year: * 2010 hd
Show Filter
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You now have the ability to search by any of the criteria shown on the screen shot below. For
example, you could quickly see how many Burmese cases are “Economically self-sufficient” at
day 120, by choosing Burma in the ethnicity box and status 11 for 120 Day Status.

MG Management Console

MG Case Filters

Fiscal Year: * n

Affiliate: * [Selectﬁ.ll |v] "I Consolidate into Single Report

MG Enrollment Start Date: |:| [ ]
MG Enrollment End Date: |:|

Case Number: [ ]-] |-

|
Type: [;-".II |v]
Ethnicity: [Eurma |v]
120 Day Status: n
130 Day Status: All n
Hide Filter

Cancel
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Other Programs

Other Program Maintenance

IRIS has basic functionality to track case enrollment in other programs. An Affiliate Office may
create Program’s unique to their office from the “Other Program Maintenance” screen. The link
is found on the IRIS dashboard.

Administration

User Maintenance
Affiliate Maintenance
All Forms

Affiliate Contact Daia

I Other Program Maintenance '

Case Notes

Case Notes for Other Programs works the same way as in other Case Notes sections
of IRIS. One difference is that you can select for which program you are writing the
case note.

On the Navigation bar, you should see a link “Add a Non-Refugee Case”. Click on this
link, fill in all required fields, and then click Submit

You are brought to this screen. Click on Other Programs tab.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search |

Welcome Veronica Affiliate

LIRS
Case ID: A 45321667 Case Size: 4 Allocation Date: Mone
Case Type: Asylee Processing Status:  Arrived Assurance Date:
Case Pool: Active Status: Active Eligibility Date: 10/4/2010
Affiliate: 05 - CO-Denver MG Enroll Date: 10/4/2010
PA Name: Henry, Janet Enrolled Programs: MG
| Pre Arrival Matching Grant Other Programs ||
| RPC BioData | Pre-Arrival Case Motes |
| Case | Member |

Case Members

AlienID | Seq. | Name | RelationtoPA | Gender | BirthDate | Minor
45321667 Henry, Janet Principal Applicant F 12/21/1988
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Note: A list of programs must be selected before you are able to create a case note for
that program. The screen below is a list of programs to select and populated under the
Programs section. Click the | Add Other Program | 1y jtton

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search D-I:LDE

Welcome Veronica Affiliate (
My Account | About | Logout
LIRS [
Case ID: A 45321667 Case Size: 4 Allocation Date: MNone
Case Type: Asylee Processing Status:  Arrived Assurance Date:
Case Pool: Active Status: Active Eligibility Date: 10/4/2010
Affiliate: 05 - CO-Denver MG Enroll Date: 10/4/2010
PA Name: Henry, Janet Enrolled Programs: MG, MG , OLDR
| Pre Arrival | Matching Grant I Other Programs l
Programs
Program | Date Start | Date End Added By
Matching Grant 9/3/2010 10/8/2010 Veronica Affiliate
ORR Older Refugees (Col.Springs) 10/1/2010 10/31/2010 Veronica Affiliate

| Add Other Program

Case Notes

| Program | Description Date

| Add Mew Case Notes || Print Case Notes |

The Program screen opens. Select a program then click Add.

=

£ | Program -- Webpage Dialog |2 |

Program: * |Se|e::t Program -
ol

CARES

Famity Enrichment
K-12 Impact
I Clegr| Matching Grant

| ORR Oider Refugees|

Col Snrinoe

Fields markeé by an asterisk {*) are required.

htt €& Local intranet | Protected Mode: Off
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To create a case note, click on Add New Case Notes

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search D-I:LDE

Welcome Veronica Affiliate - 4
My Account | About | Logout " 7"
LIRS 3 /-
Case ID: A 45321667 Case Size: 4 Allocation Date: MNone
Case Type: Asylee Processing Status:  Arrived Assurance Date:
Case Pool: Active Status: Active Eligibility Date: 10/4/2010
Affiliate: 05 - CO-Denver MG Enroll Date: 10/4/2010
PA Name: Henry, Janet Enrolled Programs: MG, MG , OLDR
| Pre Arrival | Matching Grant I Other Programs
Programs
Program | Date Start | Date End Added By
Matching Grant 9/3/2010 10/8/2010 Veronica Affiliate
ORR Older Refugees (Col.Springs) 10/1/2010 10/31/2010 Veronica Affiliate

| Add Other Program |

Case Notes

| Program | Description Date

| Add Mew Case Notes | Print Case Notes |

The Note screen opens. Select a program that you are writing the case note.

s — e e— —_— = "
| Note -- Wi Diall
£ s me 1209 O — - q
Program: * z
Contains Restricted
Medical Matching Grant
Information: * ORR Older Refugees
Short Description; * [ (ColSprings)

Note: *
Caseworker: |Verunica Affiliate | ']
Note Date: * [10/5/2010 | EH
Updated By:

Updated On:

Specifying that this note contains restricted medical information will prevent it from appearing to
users who have not been given 'health' data privileges.

I|Save|| Save Draft | |Cance||

Fields marked by an asterisk (%) are required.
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Complete the case note for the desire program and click Save. The case note appears
on the Other Programs tab, in the Description field.

| Pre Arrival | Matching Grant [ Other Programs
Programs
Program | Date Start Date End Added By
Matching Grant 9/3/2010 10/8/2010 Veronica Affiliate
ORR Older Refugees (Col Springs) 10/1/2010 10/31/2010 Veronica Affiliate

| Add Other Program

Case Notes
Program | Description Date
Matching Grant Enrollment« 10/5/2010
Add Mew Case MNotes || Print Case Motes |
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