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Post Arrival 
 
In the Post-Arrival section of the case, you have the ability to document work with the 
case after their arrival.  This section is also where you will submit your R&P 90-Day and 
180-Day Reports. 
 
 

 
 

Client Data 
 
This section looks similar to Member BioData in the Pre-Arrival section.  However, here 
you are able to add and edit information about case members during and after their 
time in post-arrival programs. 
 
 

 
 
Click on the Alien Number of the case member you want to view or edit.  This will open 
up a Member screen that contains its own Header and member tabs. 
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SSN 
Here you may add the member’s social security number.  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  button to add a new Social Security Number.  Complete the 
SSN field – you do not need to enter the dashes – and then click the  Save  button. 
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The newly entered SSN is displayed, along with the SSN History notation. 
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Address 
 
From the Address tab, you can add the case member’s address, and keep it current as 
it changes over time.  Starting with the Principal Applicant (PA), click the “Add 
Address” button to add a new address. 
 

 
 

The Address dialog window opens.  Complete the fields and click the “Save” button to 
save the new address.  
 
Note, entering the zip code will automatically look up the State and County. If the State 
and County are incorrect, you may update the choice. Use the check box “Copy same 
address as PA for other case member(s)” to repeat this address for all members. 
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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.   
 

 
 
 
A dialog box will appear in which you may add and save the job information. The top 
portion is required.   
 
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. 



  
IRIS Users’ Guide 

Affiliate Agency Staff Users’ Guide: Post-Arrival  page 8 of 51 rev. 5/21/2020 
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To edit a Job Placement entry, click on the Place of Employment link.   
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Client Forms 
 
When you click on the Client Forms tab, you will have access to any form templates 
that are designed to be completed for Individuals rather than Cases. From this screen 
you can also view completed forms that have been attached to this case, and you can 
attach your own completed forms. The section on Anchor Forms on page 22 of the 
IRIS Affiliate Agency Staff Users’ Guide – Part 2: Pre-Arrival explains the process 
for doing this. 
 

 
 
 

 

Note: The forms listed in the Client Forms dropdowns do not reflect all that are 
available in IRIS.  A complete list all the forms available in IRIS is accessible from the 
dashboard under Administration/All Forms. 
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Case Notes 
 
The Case Notes tab allows you to document the services and activities that take place 
during your work with the case members.   
 
 

 
 
Adding and Printing Case Notes 
 
The process is the same as for adding and printing pre-arrival case notes. See pages 
49-52 of the IRIS Affiliate Agency Staff Users’ Guide – Part 2: Pre-Arrival. 

 

Financial Tracking 
 
The Financial Tracking tab allows you to accumulate funds and record payments for 
the Reception and Placement. You may work with both cash and in-kind funds here. 
The two sub-tabs under Financial Tracking reflect these functions:  R&P Donations, 
R&P Payment Receipts. 

 

 
 

R&P Donations 
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The R&P Donations tab lets you track the monetary and non-monetary resources for 
the resettlement of this case. 
 
Please note: Although this screen is labeled R&P Donations, it includes items that were 
bought with cash from the R&P program or other sources.   Fully completing this section 
will allow you to generate the Supply List in IRIS. 
 
Here you can view any items that have already been added, and you can add new 
items. 
 

 

 
When you click the  Add Another Item  button, a dialog window is displayed.  This form 
allows you to enter the date, category, line item, quantity, amount and type.  Click 
the Save button to complete adding this item. 
 

  
 
 
Once you have saved the item, it appears in the R&P Donations list: 
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To edit or remove an item, click on the line item link.  The dialog window is displayed, 
where you can modify the data and then click the  Save  button or click 
the  Remove  button to delete the entry: 
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Print Supply List 
To print the Operational Guidance Supply List, click the  Print Supply List  Report 
button.  A preview screen will display, from which you can save it to a PDF file or print 
it.  
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Payment Receipts 
The Payment Receipts sub-tab is where you enter expenses paid out to, or on behalf 
of, the case clients. Items must be entered here to be included in the R&P Period 
Report summary of expenses. To add a new payment, click 
the  Add New Payment Receipt  button. 
 

 
 
A dialog window will be displayed. This form will allow you to enter the Date of the 
payment, the R&P Amount and/or Flex Amount of the payment, and the Reason For 
Payment.   
 
When you enter a Flex Amount, the Flex Type dropdown will become active and you 
will be required to select a Flex Type prior to saving the record. Note that if the date 
entered is greater than 90 days from the Date of Arrival, a Flex Amount cannot be 
entered.   
 
If the payment was made by check, enter the Check # or check the Cash checkbox.  
Then, indicate if the payment was made to the Refugee or to a 3rd Party on behalf of 
the refugee. 
 
The R&P Period Report Summary of Expenses has two amounts.  

a) “Amount of R&P cash provided to family”. If the payment is made to the 
Refugee, then it is totaled for item A.  

b) “Amount of R&P funds spend on behalf of family. If payment is made to 3rd 
Party, then it is totaled for item B. 

 
Click the  Save  button to complete entry of this payment receipt. 
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Printing Receipts 
 
Once a payment has been saved, you can print the receipt for it.  Click the Check # link 
to open up the edit screen.  
 
 

 
 
Use the  Print  button to bring up the receipt on the screen.   
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Notice:  The receipt appears differently, based on whether the payment was made to 
the refugee or to a third party:  

 
 

    
 



  
IRIS Users’ Guide 

Affiliate Agency Staff Users’ Guide: Post-Arrival  page 19 of 51 rev. 5/21/2020 

Minor Suitability Assessment 

Post-Arrival Suitability 
To complete a Post-Arrival Minor Suitability Determination Report, navigate to the 
Minor Reports tab and click on the minor’s Suitability Status. A post-arrival suitability 
determination is required within 7 days of arrival in the U.S. Suitability Type will display 
the type of suitability determination required for the minor.  
 
Note: New Post-Arrival Minor Suitability Determination forms are displayed in IRIS for 
cases with an arrival date of 10/01/2017. The effective arrival date can be changed from 
IRIS Variables. 
 
For M3 cases, the Affiliate can select pre or post-arrival suitability determination from 
the Minor Reports tab and then clicking on the ‘Select’ hyperlink.  
 

 
 
 
 
 
 
 
 
Scenario #1: 
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When Out-migrate = ‘Y’ then the only required fields are:   
 Minor connected to another service provider 
 Comment box on why the minor was out-migrated 

All the sections i.e. I, II, III, and IV in this scenario will be optional and the Affiliate will be 
able to submit the form w/o any validations. For Section V, option ‘Out-migrated’ will be 
automatically pre-selected indicating that the case was out-migrated. 
 
Scenario #2: 
When Out-migrate = ‘N’ then all the sections and questions will be required to be filled 
out before submitting the form to the RA. 
 
   

 
 
 
 
 
 
 
Click on the Pending hyperlink and fill in the fields on the form. An example of the 
online form is shown below.   
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If you cannot complete the entire form in one session, you can save without submitting 
to the RA by clicking the Save button.  Previous button will take you back to Minor 
Suitability grid and Next button will take you to Section IV of the form. When ready to 
submit it to the RA, click the Submit button. 
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Once you have submitted the Post-Arrival Minor Suitability Determination Report to the 
RA, the bottom of the report will change to look like the following. You will notice that the 
Save and Submit buttons have been removed and an entry has been added to the 
Suitability Determination Report History grid. 
 
 

 
 
The RA will receive a notification that the report has been submitted. 
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If the RA rejects the report due to corrections needed, you will receive notification of it 
on your Dashboard.  Click on the Post Suitability Corrections Needed link to see the 
reason why corrections are needed. 
 

 
The link provided takes you directly into the report for ease in making the corrections.  
Once you have made the corrections, once again hit the Submit button to resubmit it to 
the RA. 
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90 Day Follow-Up Evaluation Report 
To complete a 90 day follow-up evaluation report, navigate to the Minor Reports tab 
and click on the minor’s 90 Day Status. A 90 day follow-up is required within 14 days 
after the 90th day from arrival in the U.S.  
 
Note: New 90 day follow-up evaluation forms are displayed in IRIS for cases with an 
arrival date of 10/01/2017. The effective arrival date can be changed from IRIS 
Variables. 
 
For M7 cases, the Affiliate will only require 90 day follow-up evaluation. There is no 
pre/post suitability determination required. Suitability status column have no value. 
To display 90 day follow-up report, click on Pending hyperlink. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Scenario #1: 
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When Out-migrate = ‘Y’ then the only required fields are:   
 Minor connected to another service provider 
 Comment box on why the minor was out-migrated 

All the sections i.e. I, II, III, and IV in this scenario will be optional and the Affiliate will be 
able to submit the form w/o any validations. For Section V, option ‘Out-migrated’ will be 
automatically pre-selected indicating that the case was out-migrated. 
 
Scenario #2: 
When Out-migrate = ‘N’ then all the sections and questions will be required to be filled 
out before submitting the form to the RA. An example of the online form is shown below. 
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Once you have submitted the Post-Arrival Minor Suitability Determination Report to the 
RA, the bottom of the report will change to look like the following. You will notice that the 
Save and Submit buttons have been removed and an entry has been added to the 
Suitability Determination Report History grid. 
 
 

 
 
The RA will receive a notification that the report has been submitted. 
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If the RA rejects the report due to corrections needed, you will receive notification of it 
on your Dashboard.  Click on the 90 Day Reports Corrections Needed link to see the 
reason why corrections are needed. 

The link provided takes you directly into the report for ease in making the corrections.  
Once you have made the corrections, once again hit the Submit button to resubmit it to 
the RA. 
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R&P Period Reports 
 
The R&P Period Reports are contained within IRIS. When the RA receives notification 
of the cases requiring these reports, an e-mail notification will be sent to each Affiliate 
office listing their own cases. 
 
An R&P Period Report consists of the Case Page and the Members Pages.   IRIS 
shows you the status of the report on the right side of the screen, which include 
Pending, Submitted, Corrections Needed, Accepted and Sent to RPC.     
 
The report shown below has not been worked on yet. 
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Case Page 
 
To work on the Case report, click the Report Case Number link. The R&P Period 
Report screen for the case is displayed.  All fields on the form are required. In addition, 
based upon your answers to some questions, other fields may appear that need to be 
completed. When finished, check the box for Verified by Case worker to be complete 
and click Save .  
 
The Members portion of the report should be completed first because what you put in 
each member’s report could impact the Case report.  For example, if you try to enter 
employment as a source of support on the Case Details screen, but have not yet 
completed the member parts, you will receive an error saying, “no case member is 
employed”. 

Member Pages 
 
From the Main R&P Period Report screen, click the link for one of the case members 
to access the Member report for that individual. All data fields on this form are required. 
When finished, check the box for Verified by Case worker to be complete and click 
Save. 
 
Note: For question 3 option ‘65 and over’, and ‘Under 18’ will be automatically pre-
selected based off DOB against Date of Arrival and not the 90th day.  
 
If question 2 ‘Out-migration’ = ‘Y’ then Q3 – Q6 will be grayed out and disabled.  
 
As you complete the various parts of the report, notice that the statuses on the right side 
of the screen change. 

  

 
When all statuses for the report show as Submitted, the RA will receive a notification.  
If the RA finds that changes are needed, the status of the affected section of the report 
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will be changed to Corrections Needed and you will receive a notification on the 
Dashboard alerting you to this. 
 

 
 
 
 When you click on the notification, you will be taken to a summary screen that shows a 
list of all R&P Period Reports that have been returned for correction. Click on the Case 
Number link to go to each case’s R&P Period Report where you can then make the 
corrections. 
 

 
 

Notice that once an R&P Period Report has been submitted to an RA, IRIS includes a 
Report History grid at the bottom of the R&P Period Report screen. 
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Printing R&P Period Reports 
 
R&P Period Reports are submitted to RPC electronically, so there is no need to send a 
hard copy of the report to the RA. However, you may want to print it for your paper files. 
 
Click the Print Report button. 
 
As with other IRIS reports, you can review the report on the screen, save it to a PDF 
file, or print it. 
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Case Forms 
 
Case Forms are those forms that relate to the case as a whole, and not to a specific 
individual within the case. When you click on the Case Forms tab, you will have access 
to any form templates that are designed to be completed for Cases rather than 
Individuals. From this screen you can also view completed forms that have been 
attached to this case, and you can attach your own completed forms. The section on 
Anchor Forms on page 22 of the IRIS Affiliate Agency Staff Users’ Guide – Part 2: 
Pre-Arrival explains the process for doing this. 
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VOLAG Notes 
 
VOLAG Notes is a type of Case Note that is used by the RA to communicate to the 
affiliates about the case.  This could include information about case members from 
overseas, about travel, medical information, or anything else that is learned that would 
be helpful to the affiliate office in preparing for and working with the case members.  
The RA may also attach a pertinent document, such as a Significant Medical Conditions 
form. 
 

 
 

 
Just as with other types of Case Notes, the RA has the ability to mark a note as 
“containing restricted medical data.” In this case, only affiliate users with medical 
permissions will be able to see that particular note. 
 
To view the full text of a particular VOLAG Note, click the Description link. To print all 
VOLAG Notes, use the  Print Case Notes  button, which gives the same viewing/printing 
options as other Case Notes sections in IRIS. 
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R&P Period Report Management Console 
 
The R&P Period Report Console is a helpful search tool.  
 

 
 

 
The R&P Period Report Console allows you to search on R&P Period Report data for 
your agency.  For example, you can search for reports based on Arrival date range. 
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Below are sample results after searching for all reports where Arrival Date is between 
1/1/2013 and 3/27/2013 which contain any of the valid report statuses: 
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Quarterly Consultation Console 
 
The Affiliate Quarterly Report Console can be accessed from the left pane of the IRIS 
dashboard page once the role ‘AffQuarterlyConsultation’ is assigned. 
 

 
 
The console allows you to search and access the Quarterly Consultation (QC) reports 
for your agency.  
 
Criteria for the Quarterly Consultation Report 
 
Field Required/Not Required Notes 
Fiscal Year Required  
Quarter(s) Optional, but pre-selected  
Affiliate Optional, but pre-selected  
Status Optional, but pre-selected  
Type Optional Specify if you want to search for a QC 

report for Reception & Placement (R&P) or 
Matching Grant (MG) 

 
Click on Display button to return results for QC reports. 
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Clicking on the value under status will take you to the QC Core page. ‘Due Date’ can be 
set from IRIS Variables (Configurable). Currently, it is set to Quarter + 9 days. 
 
Note: All the column headers are sortable. 

R&P Quarterly Consultation Core Form 
 
Below is the R&P Quarterly Consultation Core form with all the sections displayed. All the 
required fields are indicated with an (*) after the Section’s label.  
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Under Basic Information, Compliant field will be set to ‘Yes’ if all the required participants 
participated and all discussion points are discussed = ‘Y’ 
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 In a scenario, if multiple rows are added for institution for instance, Local Governance 
then at least one participant needs to participate = Y for the compliant value to be true 
and equal to ‘Yes’ 

 
The Save button will save all the changes applied to this page. The page also saves 
automatically with all the changes in case the affiliate navigates to another tab on this form. 
 
Clicking the Validate button will check that all required fields have been filled out and will 
display list of errors in case it’s not filled out. The fields needing attention will also be 
highlighted in RED. 
 

 
 
If all required fields are all filled out then a pop-up dialog box message will be displayed, stating 
‘Successfully validated, no errors found’. 
 
The Next button will save as well as navigate to the next screen.  
Please Note: The next screen in the R&P QC report will be either Beneficiary Feedback or 
Quarterly Required Training based on your agency’s specified IRIS variables.  
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R&P Quarterly Consultation Beneficiary Feedback (Supplemental) 
[CWS only] 

  
 
The affiliate has a choice to select either both or select one of the supplemental forms. In the 
above example, supplemental form ‘Beneficiary Feedback’ is enabled from iris variables. 

R&P Quarterly Consultation Required Training (LIRS only) 
 

 
 
Note:  LIRS is uses the Required Training supplemental form while all other agencies have the 
Beneficiary Feedback  form enabled. 
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R&P Quarterly Consultation Status 
 
The Affiliate can submit QC core and supplemental form from the status page once all the 
errors have been resolved. The ‘Submit’ button will display and highlight the tabs in RED in case 
the errors still exists. 
 

 
Report History will track and log all the changes occurred to the QC report. The changes include 
tracking Submitted, Corrections needed, Accepted statuses.  
 
Once the form is successfully submitted, the QC form will be in read-only mode. The RA can 
either accept or send it back for corrections where the form will be edit mode.  
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Matching Grant Quarterly Consultation Core Form 
Below is the MG Quarterly Consultation Core form with all the sections displayed. All the 
required fields are indicated with an (*) after the Section’s label.  
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The Basic Information section will display the status, specific affiliate, fiscal year and quarter 
that corresponds with the report.  
 
The Save Draft button will save all the changes applied to this form in case the affiliate 
navigates to another tab on this form or needs to return to the form later.  
 
The Save button will also save the changes made to this form and check that the required fields 
have been completed. It will display list of errors in case it’s not filled out. The fields will also be 
highlighted in RED for visual aid. 
 
Once the form is filled out in its, entirety, click Next to submit. 
 
  



  
IRIS Users’ Guide 

Affiliate Agency Staff Users’ Guide: Post-Arrival  page 51 of 51 rev. 5/21/2020 

MG Quarterly Consultation Status 
 
The Affiliate can submit QC core form from the status page once all the errors have been 
resolved. The ‘Submit’ button will display and highlight the tabs in RED in case the errors still 
exists. 
 

 
Report History will track and log all the changes occurred to the QC report. The changes include 
tracking Submitted, Corrections needed, Accepted statuses.  
 
Once the form is successfully submitted, the MG QC form will be in read-only mode. The RA can 
either accept or send it back for corrections where the form will be edit mode.  
 

 


	Post Arrival
	Client Data
	SSN
	Address
	Job Placement
	Client Forms

	Case Notes
	Financial Tracking
	R&P Donations
	Print Supply List
	Payment Receipts
	Printing Receipts


	Minor Suitability Assessment
	Post-Arrival Suitability
	90 Day Follow-Up Evaluation Report

	R&P Period Reports
	Case Page
	Member Pages
	Printing R&P Period Reports

	Case Forms
	VOLAG Notes
	R&P Period Report Management Console
	Quarterly Consultation Console
	R&P Quarterly Consultation Core Form
	R&P Quarterly Consultation Beneficiary Feedback (Supplemental) [CWS only]
	R&P Quarterly Consultation Required Training (LIRS  only)
	R&P Quarterly Consultation Status
	Matching Grant Quarterly Consultation Core Form
	MG Quarterly Consultation Status



