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Pre-Case Processing
Advanced Search

To locate any type of pre-case, click on Advanced Search under Pre-Case Processing.
Please note that there is also an Advanced Search option under Case Management, so
be careful to choose the correct one.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick SEEIIT,I"I I:l m

IRIS tmesomooc i
Pre-Case Processing Motifications

Advanced 3earch

Submit AORs

Pre-Case Processing R&P Period Reports

Case Management AORs Sent by Affiliate (22) RAP Period Repors Dus (128)
Advanced Search ADRs Submitied fo RPC/RSC (2) RA&P Pericd Reports Submitted (1)

The screen shown below will open. Entering the Pre-Case ID, if you know it, is the most
efficient way to find the pre-case you are looking for. Otherwise, you may enter
whatever criteria you have, refining your search by filling in more fields. The only
required field is Pre-Case Type. Click Search when you are finished entering the
information.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search [ |-[ |-[ |E3

m Welcome DARLENE BOBLOOCH
IRC

Pre-Case Document Advanced Search

To search for lefters in the middle of a name, add an asterisk (") in front of the value that you enter.

LU

— Document

Pre-Case Type: * [ Interest

[ Affidavit of Relationship

IRIS Pre-Case ID / Interest ID: |

Submitted by Affiliate: [Select One
Status: [Select a Status | hd l
Transferred In? O ¥Yes U No

Dat e i —
L —

1]

—US Tie [ Qualifying Parent

First Name: [ Use Soundex function for all Names

Middle Name:

Last Name:

|

|

|

Second Last Name: |
Country of Birth: [Select Birth Country -]

|

|

Date of Birth: | B
Alien Number: |

1]

— Family Member i

Search PA only: v

First Name: | | [l Use Soundex function for all Names
Middle Name: [ |

Last Name: | |

Second Last Name: | |

Country Currently Residing: [Select Residing Country | ~ ]

Country of Birth: [Select Birth Country -

Date of Birth: | | R

Nationality: [Select Mationality | " ]

| Search | | Cancel |

Fields marked by an asterisk (*) are required.
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Different types of pre-cases are accessed using different Document Types. Below is a
list of Document Types. Note that not all IRIS instances contain an Interest Document
type for old Lautenberg AORs.

e Interest — RIFs, I-730s, old P3 AORs, old CAM AORs, and old Lautenberg AORSs.
o Affidavit of Relationship — Lautenberg AORs, P3 AORs and CAM AORs.

Your Search Results will appear.

Many results screens in IRIS, including this one, have features that allow you to change
the way the screen appears. Click on any of the column header links to sort by that
column in ascending order. Click the same column header link again to sort in
descending order.

Navigate multiple results pages using the First Page, Previous Page, Next Page and
Last Page links found at both the top and bottom of the screen. Use the dropdown at
the top of the page to select how many results can be seen on the screen at one time —
the default is 20.

Click on the Pre-Case ID link to open a pre-case.

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

\.;elme DARLENE BOBLOOCH My Account | About | Logout

Search Result
Displaying 1 - 20 of 4099 Result(s) (OR) Display results per page.
[Eirst Page] [Previous Page] [Next Page] [Last Page]

D°§.;I';;°“‘ P"%‘;: )\;{;f -Case ID c.%zd Status | US Tie Name | pi=7€ % Member  sfember —Mi.;;"
AOR Lautenberg UBJun222G15MARI 62212015 | Closed %mm 1111711960 | 2 %ST 712811987 g:ﬁ:ﬂrgiary
Interest | RIF :?H%Cgﬁéffﬁ‘ 4112015 | Pending % 5119/1987 | 4 w- 6/10/1982 EZ;‘;;Q’E
Interest | RIF ﬁf@ggﬁ“ﬁ' 4/11/2015 | Pending | WARD  Vahan | 714/1954 |1 EHEEEDFI‘E 10/211938 E’;;‘;;g’e
Interest | RIF S M 2015 4112015 | Pending mﬂ 7H4/1954 |1 %= 102111938 E’;mg’e
Interest | RIF P Dlualld: 712014 | Pending iﬂfw- 1 NORSEN. 101711581 E(&i;ﬂ;g’e
Interest | RIF w 711/2014 | Pending  ELLIS, Rima 1 g:&;:.:"mp‘ 5/1/1946 Eg?;;g’e
Interest | P3 AOR W 711/2014 | Pending  RUIZ, Ban 7141971 | 1 ﬁ%h 71111949 Eg?;;ge
Interast | RIF IRC-01JuI2014- | 7)15014 | pandinn | BYAN. >  |ELLIOTT, aDRMa7E | Primary
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Lautenberg AORs

AORs are assigned different statuses during their processing:

» Open — status given an AOR when an affiliate user first begins entering AOR data.
The national office (aka RA) cannot see any AORs that are in a status of Open.

+ Pending — status when affiliate has submitted the AOR to the RA, pending review.

« Accepted by RA — RA has reviewed the AOR and approved it for submission to the
RSC Eurasia.

« Corrections Needed — status when RA reviews a report and determines that it
requires additional information or changes.

« Submitted to RSC — AOR has been submitted by the RA to RSC Eurasia.

« Linked — an R&P case has been allocated to the RA that matches (is linked to) the
AOR.

+ Closed - the AOR can be closed by the RA either before or after submission of the
AOR.

+ Amended — After an AOR has been submitted to the RSC, an affiliate can initiate an
amended AOR. While in the amend process, the regular statuses will be suffixed
with “- Amended.” For example, “Corrections Needed — Amended.”

» Rejected — After an AOR has been submitted to the RSC, if they return the AOR for
correction, the RA can initiate a rejected AOR. While in the rejection process, the
regular statues will be suffixed with “- Rejected.” For example, “Corrections Needed
— Rejected.”

To begin working with Lautenberg AORs, you may:
1. Use one of the Pre-Case Processing notifications to view AORs and to access

them.

2. Use the Advanced Search link under the navigation bar Pre-Case Processing
section.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search | |-| |-[]E3

Welcome RA BOBLOOCH
LIRS
Pre-Case Processing
Advanced Search

Submit AORs

Pre-Case Processing R&P Period Reports

Case Management AORs Sent by Affiliate (22) <:I RA&P Period Reports Due (128)
Advanced Search AORs Submitted to RPC/RSC (2) R&F Period Reports Submitted (1)
Flace Cases NEW ACR Pre-Case MNotes () R&F Feriod Reports OverDue (127)

The most frequent RA function will be handling AORs that have been submitted by your
affiliate offices. Clicking on the AORs Sent by Affiliate link will bring up all AORs that
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fall into this category. They will initially be listed alphabetically by Date Filed, but you
can re-sort them by clicking on the desired header name.
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Find the AOR you wish to view and click on the Pre-Case ID link.

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

There are 48 AQOR(s) Sent by Affiliate

Affidavit of Relationship Type:[select Al -]

| Pre-Case ID Date Filed| AOR Type AOR Status  US Tie Name Filing Affiliate|  Type

CALIRS01Jul242007TEKL 712472007 | P3 Pending WADE, JAMIE CALIRSD1 Corrected
|:>COLIRSU1Jun042019LAVR—1 6/4/2019 | Lautenberg Pending COOPER, JUSTIN | ILLIRS01 Tansferred In

WALIRS03Jun102019MARC | 6/10/2019 | Lautenberg | Pending CRUZ, EDITH WALIRS03 New

WALIRS03Jun102019MARC-1 | 6/10/2019 | Lautenberg  Pending BARNES, TONYA WALIRS03 New

ORLIRS01Jun12201SNIAG 6/12/2019 | Lautenberg | Pending LUCAS, CLAYTON ORLIRS01 MNew

AOR Header and Principal Beneficiary Tab

Once you have clicked on a Pre-Case ID link, you will see the screen pictured below.
The Lautenberg AOR header, at the top in yellow, contains general information about
this AOR, and stays with you as you navigate the subsections within the AOR. You may
view status changes here along with the date of the last update.

Below the header are the AOR tabs from which you may access subsections within the
Lautenberg AOR. The top of the tab for the subsection you are in will be highlighted in
gold.

The Lautenberg AOR will open on the Principal Beneficiary page, which corresponds
to Section | (A) of the AOR form.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM

m Welcome RA BOBLOOCH
LIRS

i

Case Quick Search

IRIS Pre-Case ID: WALIRS03Jan302020K1LULI Status: Submitted fo RSC

US Tie Name: TODD HAMILTOM Last Submitted Date: 312020

Principal Beneficiary Name: BOEBIE HUDSOM Received by RSC Date: 312020

Last Update Date: 3312020 AOR Type: Lautenberg

Last Updated By: RABOBLOCOCH AQR Case Size: 2

Affiliate: ORMA-Vancouver

:; > Principal Bensficiary | P& Family | US Tie | US Tie Family | Aliases

|- Mizrriages I Additions / Explanations I Pre-Caze MNotes I Diocuments. I Status

SECTION liA): Information About the Principal Beneficiary

First Name: * BOEEIE
Middle Name:

Last Mame: * HUDSOM
Second Last Mame:

Sex: * Female
Marital Status: * Single
Maticnality: Ukraing
Date of Birth: = 1041171989
Date of Birth Estimated: Mo

City of Birth: = Shpola
Country of Birth: * Ukraing

Relationship to US Tie: * Sister

Contact Address

Street: * Komarova St Bldg. 46a
Cify: = Flana

State/Province: * s0

Country: * Ukraine

Date Arrived in Country:

If outside of country of citizenship

Postal Code: * 15821

PB Family

Clicking on the subsequent tabs will open up the corresponding subsection. The PB
Family screen corresponds to Sections | (B) and | (C) of the AOR form. From this
screen, you may view information for the various members of the Principal Beneficiary’s

family by clicking on the name.

IRIS 5.7.4
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IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search [ |-[__ |-[|E3
IRI5 Pre-Case ID: WALIRS03Jan302020KULI Status: Submitted to RSC
Received by RS5C Date: 3102020 Last Submitted Date: 3312020
U5 Tie Name: TODD HAMILTOM Motarized Copy Received Date:
Principal Beneficiary Name: BOBBIE HUDSOM AODR Case Size: 2
Affiliate: ORAA-Vancouver AOR Type: Lautenberg
Last Updated By: /~_ ., RABOBLOCCH Last Update Date: 2431/2020
~N
[ Frincipal Bensficiary ]7/ P8 Family [ US Tie T LS Tie Family T Aliazes

E N

[ ‘arriages T Additions / Explanations T Pre-Cass Motss T Chaourments T Status
SECTION I{B) and I{C): Information About the Principal Beneficiary's Family

List all family members of the principal beneficiary who were part of the same householdieconomic unit in the country of origin.

| Mame | Sex Marital Status | Date of Birth Birth Place Relationship to PB
I:> MARILY N WASHINGTON Female | Single Q2001907 Shpola, Ukraine | Sister

Clicking on a member’s name will open up the following screen with details about that
member.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM

RS

Welcome RA BOBLOOCH
LIRS

Case Quick Search [ |- ]

e M\

IR1% Pre-Case |D: WALIRES02.Jan202020KULI Status: Submitted to RSC
Received by RSC Date: 313112020 Last Submitted Date: 31312020
US Tie Name:
Principal Beneficiary Name: @ Add a Family Member of the Primary Beneficiary - Google Chrame — O >
Affiliate:
Fastiipdoted Hys @ lirs-iris-test.azurewebsites.net/Aor/aor_dialog.aspx?dpage=aor_pb_family_added... &
[ Principal Bensficiany r=
[ Marriages T Additions| First Hame: * MARILYM
SECTION I{B} and I{C): Informa{ | Middle Name:
Last Mame: * WASHINGTOM
List all family members of the princip Second Last Name:
Name | Sex: * Female
MARILYMN WASHINGTOM Fe| | Marital Status: * Single
| Nationality: lrsine
Date of Birth: * QIZB188T
Date of Birth Estimated: Mo
Birth City: * Shpola
Birth Country: * \Jlrzine
Relation to Principal Beneficiary: Sister
Relation to U5 Tie: * Sister
Street:
City: Corona
State/Province:
Country: |Jsrgine
Postal Code:
Comments:

Fields marked by an astensk (%) are reguired.

IRIS AOR Tabs and how they correspond to the AOR form

IRIS TAB AOR SECTION
Principal Beneficiary Section |
PB Family Section |
US Tie Section |l
US Tie Family Sections Ill, IV, and V
Aliases Other Names Used supplemental sheet
Marriages Information entered here shows up in the

relevant section

Additions/ Explanations

Section VI

IRIS 5.7.4
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Pre-Case Notes

Pre-Case Notes can be created and read by both the RA and the affiliate with these
exceptions:
e If flagged as containing medical information, a user must have permissions which
allow viewing of medical data in order to be able to see the note.
e The RA screen has a “Viewable by Affiliates” checkbox that is defaulted to
checked. If an RA unchecks that box, the affiliate will not be able to see the note.
e The RAs can restrict creation of Pre-Case Notes to RAs only via the Admin
Configuration feature. Both RAs and affiliates would still be able to view all
notes, depending upon their credentials.
Pre-Case Notes are automatically generated by IRIS during various processes. For
example: When you request corrections to an AOR. They may also be added from the
below screen by clicking Add New Pre-Case Note. In addition, you have the option of
printing notes by clicking the Print Pre-Case Notes button.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search [ |-[ |-[|E4
y v -"

IRIS Pre-Case ID: CALIRS01Sep012017MIRZ Status: Corrections Needed

Received by RSC Date: Last Submitted Date:

US Tie Name: BEATRICE FRAZIER Notarized Copy Received Date:

Principal Beneficiary Name: RICK MARTIM AOR Case Size: 3

Affiliate: AR-Fayetteville AOR Type: Lautenberg

Last Updated By: RABOBLOOCH Last Update Date: 9/24/2019

( Principal Beneficiary | PE Family [ US Tie [ US Tie Family [ Aliases ]

[ Marriages T Additions / Explanations ] Pre-Case Notes | Documents [ Status ]

AOR [Lautenberg] Pre-Case Notes

—AOR [Lautenberg] Pre-Case Notes =}
| Note Summary Note Date | Attachment
Corrections Needed. (RA Note) 91472017 0
RA-to-RA Transfer (RA Note) 6/19/2018 0
Affiliate Transfer (RA Note) 9/24/2019 0
AOR Closed (RA Note) 9i24/2019 0

|—> | Add New Pre-Case Note | Print Pre-Case Notes |

IRIS 5.7.4 page 12 of 53 rev. 4/2/2020



]
IRIS Pre-Case Processing Users’ Guide

When an RA clicks the Add New Pre-Case Note button, the following screen will
appear. Fill in the required information and click Save. The affiliate screen looks the
same minus the “Viewable by Affiliates” checkbox.

| Principal Beneficiary | PB Family [ US Tie [ US Tie Family [ Aliases |

[ Marriages T Additions / Explanations ] Pre-Case Notes [ Documents T Status

__J

AOR [Lautenberg] Pre-Case Notes / Add New Pre-Case Note

Pre-Case Notes Type: AOCR

Medical Information: * Yes ® No

Note Summary: * |

% B I U A~

Note Description: *

Attached documents: | Choose File |Nu file chosen | Upload
Note Date: * lor2ar2019 101 |E
Viewable by Affiliates : |#]

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

[Save| |[Save Draft| [Cancel |

Fields marked by an asterisk (*) are required.
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Supporting Documents

This is where the affiliate will have attached documentation that is required to support
the Lautenberg AOR. To view a document, click on its link under Attachment Type. You
may also attach documentation here as well. Further, IRIS will automatically save a
point-in-time PDF copy of the Lautenberg AOR form each time you acknowledge you
accept the AOR from the Status screen.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case QuickSearch [ |-[ ]-[ ] E
Welcome VALERIE RHODES ! s J
My Account | About | Logout &
LIRS i P
Pre Case ID: COLIRS01May272009MARC Status: Closed
Interest File: Interest File 45826 Last Submitted Date:
Anchor Name: CHARLIE SANDERS Notorized Copy Received Date:
Principal Beneficiary Name: RAUL WILLIAMSON AOR Case Size: 2
Last Updated By: ANNETTE JAMES Last Update Date: 91212012
[ Principal Beneficiary T PBE Family T Anchor T Anchor Family T Aliases ]
[ Marriages T Additions / Explanations T Pre Case Notes ] Supperting Docs [ Status ]
AOR Forms
Attachment Type % Attached By | Status Description /| Comments Remove
> Documentation Attachment 5/29/2009 | K. MEYER Added | Anchor Marciuc PB Marciuc 05-2009.pdf.

| Remove Selected |

Add Attachment [SelectAttachment |'l Templates [SelectTemplate |']

A PDF file will open, allowing you to print or save the document. Please note that
supporting documents can only be printed from this screen - when you print the AOR
from the Status Tab (see next section), they will not be included.
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Status

From this screen you may:

e View the current status of this AOR.

e Print the AOR.

e Take an action to move the AOR toward completion. Examples include:
accepting the AOR, returning it to the affiliate for corrections, returning it to the
affiliate due to an RPC rejection, marking it as having been submitted to RPC,
etc.

e Transfer the AOR to another affiliate.

e Close the AOR.

¢ View the date the notarized copy of the AOR was received by you. Note: This is
obsolete functionality, but some old records contain this information.

¢ Indicate the date the AOR was received by RSC Eurasia.

¢ View the history of this AOR’s status and who made the changes.

IRIS 5.7.4 page 15 of 53 rev. 4/2/2020
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IMMIGRATION & REFUGEE INFORMATION 5TSTEM

RIS Zigteome Ra BoBLOOCH

Casze CQluick Search - -

My Account | About | Logout

IRIS Pre-Case I0: THOFMS0ZS5=p 10201850 Status: Submitte=d to RSC
Received by REC Date: Last Submitted Date: BR2T209
U5 Tie Narme: DARLEME ELLIS Motarized Copy Received Date: 272G
Principal Bensficiary Mame: LEAH DOUGLAS ADR Case Size: 2
Affiliate: TH-Chattanooga ADR Type: Lautenbsrg
Last Updated By: ANTHONY GRIFFIN Last Update Date: B2T20148
[ Principal Bencficary | P8 Family I US Tie i US Tie Family Il Aliases
I-_ Marriages ] Additions ¢ Explanationes I Pre-Case Notes -I- Diocusments -I Statues
AODR Status
This Affidavit of Relationship’s status is currently Submitted to RSC.
Amended Date:
[ Print Lautenberg ADR Repert |
= Corrections Needed
= Rejected by RPC/RSC
= | would like to fransfer this ACR to another affiliate
O wiould like to close this Affidavit of Relationship
Received by RSC Date: | | = [Gawe]
ADR History:
| Date | Status Reason Changed By
272018 | Submitted to REC ANTHOMY GRIFFIM
Q272018 | Recened ANTHOMY GRIFFIM
272018 | Accepted by RA ANTHOMY GRIFFIM
282018 | Pending EDITH MARTIN
22018 | Comections Needed ANTHOMY GRIFFIM
AM32018 | Accepted by RA ANTHOMY GRIFFIM
132018 | Pending EDITH MARTIN
81132018 | Comections Needed ANTHOMY GRIFFIM
8122018 | Pending EDITH MARTIM
22018 | Comections Needed ANTHOMY GRIFFIM
aMlz0i18 | Pending EDITH MARTIN
Ar1dz018 | Open EDITH MARTIN

IRIS 5.7.4
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Printing the Lautenberg AOR

Click the Print Lautenberg AOR Report button on the Status screen. The Lautenberg
AOR form will open as a PDF file, which will allow you to print or save it.

AFFIDAVIT OF RELATIONSHIP for the LAUTENBERG PROGRAM

Pre-Case |D: THDFM3025ep10201 850
Date Filed: 1WSep/2018

Check ane of the fellowing: New nor: [X Amended AOR: || Corrected AOR: [ |

WARNING: In comgleding this alfidavit, you are claiming a family refationship (o persons averseas. Complefion of this ADR
daes nol guaranies refluges processing of admission (o the LS. i you knowingly and willlully misnepresent or conceal a
ratedial fac or submil or reference a false document with this ADR, your reques] for family reunification may be denied.
Additionally, USCIS has indicaled thal such misconduc! may resull in civil andior criminal penallies, induding immigration
consequences for you andiar the inlended beneficiany of this AQR.

SECTIOM I :
| am fing this Affidavil of RelaSonship for the Tolowing 2 persons localedin:  Ukraine
{Humbar] (Curmssl courniry =f resdence)
Diate af arrival in that ceount outside of country of citizenship): 2X&ug135T
TIONEHIP
MAME: Lask, First sex | MOATAL | DATE OF BIRTH | CITYICOUNTRY OF BIRTH | TO¥oU
[L.8. TIE)
1 |Douscaag LEAH F M 23U9ET VarkstinaL ki Maithis
2 |Lucas, cLaREMCE M M PEN 1952 Vst ke Fathsr
RESSALOCATION OF YOUR RELATIVE: Phone: 10455
Streset Address: T8 Jefferson Road e
IE-rrg,-: Napervile Jsmﬁ'nmn::lﬂm It:n-.um: Lkraine IPm:i Code: TA008

SECTION ll: U.5. TIE INFORMATION

Your Mame: ELLIS DAFLENE Your Date of Brthe Z3Mouw 1986 Sew F
Current LS. & - 35 Eighth P ¥
City and Country of Birth: Valussing, Ukraine
City: Cwverland Park State: NG Fip: 44110
Phone (H]: 5628 W A G M E-miail Address: MA

Your Current U5, immigrabion Status {Check One]

Your Dale of Serival in e U5, - 00 S=p2019

I-IIJ.S. Ciizen: Certificate #

uPﬁmrr:ﬂtFﬂem:M

If you armved as a refugee please complele the folowing:

uu-_.-.n:: AE

A vour Country of Processing: Lukembourg

Elﬁ.eﬁ_gu: AETTOSSTEAS

B. Your Overseas Cass Numiber: YO-ET6841

LIcener |Pisase Explain and indude i)

C. Agency that processed your case overseas: Evrasia

If filng for a stepparent, parent, or spouse, please list daies/places of mariage and divonce.
tha relative s decasssd, pass Indicats tha dats of Saath in the stdnes column.

List former spouses in Section 11l of supplemental sheet

SECTION Ik

Episcopal Migration Minisines

Pagm 1= 3
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Transferring the AOR to another Affiliate

To transfer, click the | would like to transfer this AOR to another affiliate radio button
and then click Save.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search [ |-[ |-[ &4

mslcome EDITH HARPER My Account | About | Logout
IRIS Pre-Case ID: COLIRS01Jun042013LAVR. Status: Pending
Received by RSC Date: Last Submitted Date:
US Tie Name: JUSTIN COOPER Notarized Copy Received Date:
Principal Beneficiary Name: VERONICA TURNER AOR Case Size: 13
Affiliate: CO-Denver AOR Type: Lautenberg
Last Updated By: AUDREY JENKINS Last Update Date: 6/20/2015
( Principal Beneficiary | PB Family | US Tie | US Tie Family | Aliases )
[ Marriages T Additions / Explanations T Pre-Case Notes T Documents ] Status |
AOR Status

This Affidavit of Relationship's status is currently Pending.

Amended Date:

[ Print Lautenberg AOR Report |

 Accept
) Corrections Needed
' Reverse Amended AOR
|:> O 1 would like to transfer this AOR to another affiliate
' | would like to close this Affidavit of Relationship

Save
Received by RSC Date: | | [ save |
AOR History:
Date Status Reascn Changed By
6/20/2019 | Pending AUDREY JENKINS
6/4/2019 Open AUDREY JENKINS
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Transfer AOR fields will appear under the RSC Date. Choose the receiving affiliate from
the “Select Affiliate” drop down list, add a reason for transfer, select a transfer date,
click on the “l would like to transfer this AOR...” checkbox and then click the Transfer

AOR button.
IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search [ |-[ |-[] | Go
IRIS Pre-Case ID: COLIRS01Jun042019LAVR Status: Pending
Received by RSC Date: Last Submitted Date:
US Tie Name; JUSTIN COOPER Motarized Copy Received Date;
Principal Beneficiary Name: VERONICA TURMER AOR Case Size: 13
Affiliate: CO-Denver AOR Type: Lautenherg
Last Updated By: AUDREY JENKINS Last Update Date: 6/20/2019
[ Pprincipal Beneficary | PB Family 1 Us Tie N US Tie Family 1 Aliases ]
[ Marriages T Additions / Explanations T Pre-Case Maotes T Documents T Status 1
AOR Status

This Affidavit of Relationship's status is currently Pending.

Amended Date:

| Print Lautenberg ACR Repor |

O Accept

= Corrections Needed

' Reverse Amended ACR

® | would like to transfer this AOR to another affiliate
1 would like to close this Affidavit of Relationship

Received by R3SC Date: B | Save

Transfer AOR

[——> From CO-Denver To [seiect Affliate [~]
Reason for Transfer: | |
Date of Transfer: *  [7i24/201% | EH
11 would like to transfer this AOR from CO-Denver to

Transier AOR

AOR History:

| Date | Status Reason Changed By
6/20/2019 | Pending AUDREY JENKINS

6472019 Open AUDREY JENKINS
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IRIS will update the Lautenberg AOR’s affiliate, and the receiving affiliate will now be
able to access the AOR in IRIS. You will see the new affiliate’s name in the header and
on the Status screen.

IRIS will also create a Pre-Case Note about the transfer, as well as add a row to the
AOR History grid on the Status screen.

Please note that you will still need to obtain a transfer form from the affiliate and forward
it to RSC Eurasia.

Approving an AOR and Submitting it to RSC Eurasia

Approving the Lautenberg AOR and submitting it to RSC Eurasia requires several
steps. You will still need to submit a PDF copy of it to RSC Eurasia via rsharenet, but
working in IRIS will streamline the process. Beginning on the Status screen, check
Accept and then click Save:

Principsl Bensficiany | B3 Family Us Tie LS Tie Family alizzes
flarriages T additions / Explanations Pre-Caze Motes Diocuments ] Status
AOR Status

This Affidavit of Relationship’s status is currently Pending.

Amended Date:

| Print Lautenberg AOQR. Report |

|:> Accept

Corrections Needed

Reverse Amendad A0R

[ would like to transfer this ADR to another affiliate
| would like to close this Affidavit of Relationship

E— Ty
Received by RSC Data: | |EH | Save |

AR History:

| Date | Status Reason Changed By

252020 Pending LILLIAN CWENS
1/28/2020 | Open LILLIAN CWENS
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Note that the Status designation on the Lautenberg AOR header has changed to
Accepted by RA and that a new row has been added to the AOR History showing the
AOR was accepted, as well as the date the transaction occurred and the name of the

person who accepted it.

AOR History:

| Date | Status Reason
W3I2020 Accepted by RA
2152020 Pending
1/29/2020 | Open

Changed By

RABOBLOOCH
LILLIAM OWENS
LILLIAM OWENS

The affiliate office will be notified via the AORs Accepted by RA dashboard notification.
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Marking the AOR as Submitted

When you have submitted the Lautenberg AOR to RSC Eurasia by uploading the
package as a PDF to rsharenet, you can mark the Lautenberg AOR as submitted. You
may choose to do this from the dashboard or from the individual Lautenberg AOR.
From the Dashboard

Click on Submit AORSs:

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

Advanced Search
Submit AORs

Pre-Case Processing R&F Period Reports

Case Management AORs Sent by Affiliate (20) REP Period Reports Due (128)
T Ee ADR= Submitted to RPCIRSC (3) REP Period Reparts Submitted (1)

You will see a list of all Lautenberg AORSs ready for submission to RSC Eurasia. Check
the box | certify that this AOR has been submitted to the processing center and
then click Mark as Submitted.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Casze Quick Search |:| - :| —|:| Go |

Submit AORs
Affidavit of Relationship Type:|seiect a1 [~]
| certify that this AOR
AOR Type PreCaseld US Tie Name has been submitted to
the processing center
Laufenberg AZLIRS01S52p242019SULE ENMRIQUE MILLER (] <:|
Lautenberg MALIRS01Jul0T2014CAMB MARIA MOORE ]

[——,> [Mark as Submitted | [ Cancel |
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From the AOR

Use the Pre-Case Processing Advanced Search function to locate the Lautenberg
AOR. Open it and click the Status tab. Check | certify that | submitted this AOR to
the processing center and then click Submit.

IMMIGRATION & REFUGEE INFORMATION STSTEM Case Quick Search |:| E
IRIS Pre-Case |D: ORLIRSM Apr1&2007VELI Status: Accepted by RA
Received by RSC Date: Last Submitted Date:

U5 Tie Name: JOSHUA RODRIQUEZ Notarized Copy Received Date:

Principal Beneficiary Name: TINAMARTIM AOR Case Size: 1

Affiliate: ORMA-Portland AOR Type: Lautenbeng

Last Updated By: ELSIE FOBEERTSON Last Update Date: 242020

|' Principal Sensficiany | PS Family | Us Tie | LS Tie Family | Alizzas |
|- Iarriages I Additions / Explanations I Pre-Case Motes I Documents I Status |
AOR Status

This Affidavit of Relationship's status is currently Accepted by RA.
Amended Date:

[ Print Lautenberg ACR Report |

I:> | certify that | submitted this AOR to the processing center
= Corrections Needed
= Reverse Amendead ACR
2 1 would like to transfer this AOR to another affiliate
= 1 would like to close this Affidavit of Relationship

—>
Received by RSC Date: | |EH | Save |
AOR History:
| Date | Status Reason Changed By
242020 Accepted by RA ELSIE ROBERTSON
2412020 Pending ELSIE ROBERTSON

When this step is complete, the status on the AOR header will be Submitted to RSC
and a row will have been added to the AOR History.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search [ ]-[ -] Go|
IRIS :.:EIcnme RA BOBLOOCH My Account | About | Logout ﬂ.

IRIS Pre-Case ID: ORLIRS0 Apr1&2007VELI Status: Submitted fo RSC

Received by R5C Date: Last Submitted Date: 3312020

US Tie Hame: JOSHUA RODRIQUEZ Motarized Copy Received Date:

Principal Beneficiary Mame: TINAMARTIM AOR Casge Size: 1

Affiliate: ORMA-Portland AOQR Type: Lautenberg

Last Updated By: RABOBLOOCH Last Update Date: 312020

|' Principal Sensficiary | PS Family | US Tie | LS Tie Family | Alizzas

|- Marriages I Adiditions / Explanations I Pre-Case Motes I Diocuments I Status |

AOR Status

This Affidavit of Relationship’s status is currently Submitted to R3C.

Amendad Date:

[ Print Lautenberg AOR. Report |

= Corrections Needed

= Rejected by RPC/RSC

= would like to transfer this AOR to another affiliate
O I would like to close this Affidavit of Relationship

Received by RSC Date: | |EH [ Save |
AOR History:
| Date | Status Reason Changed By
I:> 331/2020 | Submitted fo RSC A& BOBLOOCH
32412020 | Accepted by RA ELSIE ROBERTSON
324/2020 | Pending ELSIE ROBERTSOMN
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Corrections

If after reviewing a Lautenberg AOR, you find that it needs corrections, open the AOR
and go to the Status tab. Check Corrections Needed.

IMMIGRATION & REFUGEE IMFORMATION SYSTEM Case Quick Search [ |- ]-[] E
IRIS Pre-Caze ID: WALIRS03Feb0620205ERE Status: Pending
Received by R3C Date: Last Submitted Date:

US Tie HName: EDWARD AMDREWS MNotarized Copy Received Date:

Principal Beneficiary Mame: MAURICE DOUGLAS AOR Casze Size: 1

Affiliate: ORMA-Vancouver AOR Type: Lautenberg
Last Updated By: MAXINE ROSE Last Update Date: 22020

|' Brincipal Sensficiany | B3 Family | US Tie | LS Tie Family | Alizzas |
|- Iarriages I Additions / Explanations I Pre-Case Motes I Documents I Status |
AOR Status

This Affidavit of Relationship’s status is currently Pending.
Amended Date:

[ Print Lautenberg AOR. Report |

O Accept

= Caorrections Needed

= Reverse Amended AOR

= | weould like to transfer this AOR to another affiliate
2 I would like to close this Affidavit of Relationship

Save

Received by RSC Date: | | EE [ Save |

AOR History:

| Date | Status Reason Changed By
272020 Pending MAXINE ROSE
2/6/2020 | Open MAXINE ROSE

A Corrections box will appear, in which you may enter an explanation of the needed
changes. When finished, click Save.
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|' Princips Sensficiary | P8 Family | US Tie | LS Tie Family | Alizses |
|- Mlarriages I Additions / Explanations | Pre-Case Motes | Diocuments | Status |
ADR Status

This Affidavit of Relationship’s status is currently Pending.

Amended Date:

[ Print Lautenberg ACR Report |

= Accept

® Corrections Needed

= Reverse Amendead A0R

= | would like to transfer this ADR to another affiliate
O 1would like to close this Affidavit of Relationship

Corrections to be made if necessary:

=

— EETCY

Received by RSC Data: | |EH [ Save

AOR History:

| Date |

The Status designation on the AOR header will change to Corrections Needed.

Using the information you entered, IRIS will generate a Pre-Case note, viewable by both
the RA and the affiliate. To review the Pre-Case notes, click the Pre-Case Notes tab.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search [ |-[ |-[|E3
:r:mmmmm o e

IRIS Pre-Case 1D: WAL IRS03Febl820205ERE Status: Corrections Meeded
Received by R5C Date: Last Submitted Date:

U5 Tie Name: EDWARD AMDREWS Motarized Copy Received Date:

Principal Beneficiary Name: MAURICE DOUGLAS AODR Case Size: 1

Affiliate: ORMNA-Vancouver AOR Type: Lautenberg

Last Updated By: RA BOBLOOCH Last Update Date: 41272020

[ Principal Bensficiary T P2 Family T US Tie T LS Tie Farnily T Aliases ]
[ ‘arriages T Additions // Explanations T Pre-Caze Motes T Crocurnents ] Status |
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You may now view your note by clicking on its link under Note Summary.

IMMIGRATION & REFUGEE INFORMATIOM SYSTEM Case Quick Search |:| - |:| | G|

:fgmmmmm ARV P P

IRIS Pre-Case ID: WALIRS03FeblG2020SERE Status: Corrections Needed
Received by R5C Date: Last Submitted Date:
U5 Tie Name: EDWARD ANDREWS Notarized Copy Received Date:
Principal Beneficiary Name: MAURICE DOUGLAS AOR Case Size: 1
Affiliate: ORMA-Vancouver AOR Type: Lautenberg
Last Updated By: RABOBELOOCH Last Update Date: 41272020
Principal Bensficiary T P2 Family T LS Tie T US Tie Farnily T Aliases

_'_'
e J

‘arriages T Additions / Explanations ] Pre-Cazs Motss [ Craouments T Status

ADR [Lautenberg] Pre-Case Motes

AODR [Lautenberg] Pre-Case Notes

| Mote Summary Mote Date | Attachment
Corrections Meeded. (RA Mote) H2I2020 o

| Add Mew Pre-Case Mote | | Print Pre-Case Motes |
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Once open, you can also modify the Pre-Case Note if needed and Save it.

IMMIGRATION & REFUGEE INFORMATION SYSTEM |:| E

IRIS Pre-Case ID: WALIRS03Feb0G2020SERE Status: Corrections Needed
Received by RSC Date: Last Submitted Date:

U5 Tie Name: EDWARD ANDREWS Notarized Copy Received Date:

Principal Beneficiary Name: MAURICE DOUGLAS AOR Case Size: 1

Affiliate: ORMNA-Vancouver AOQR Type: Lautenberg

Last Updated By: RA BOBLOOCH Last Update Date: 4/2/2020

[ Principal Bensficiary T P2 Family T LS Tie T LS Tie Farily T Aliases ]
[ Marriages T Additions / Explanations ] Pre-Cazs Motes [ Drocuments T Status ]

ADR [Lautenberg] Pre-Case Motes |

Pre-Case Notes Type: ADR
Medical Information: * 0 Yag ® Mg
Note Summary: * [orrections Needed.

|% ® £ O A-5]

Please comect the spedling of the US Tie's Last Name.
Note Description: *
Attached documents: | cheose File | Mo file chosen |[upload
Note Date: = L0037 A | B T
Viewable by Affiliates : )
Updated By: BOBLOOCH, RA
Updated Omn: HA2020

Specilying that this note contains restricted medical information will prevent it from appearing to users whio have not
been given health' data privileges.
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Closing an AOR

To close a Lautenberg AOR, go to the Status tab within that AOR. Check | would like
to close this Affidavit of Relationship.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search [ |- |-[|E3
IRIS Pre-Casze 1D: WWALIRSD3Feb0620205ERE Status: Comeclions Needed
Received by RSC Date: Last Submitted Date:

US Tie Name: EDWARD AMDREWS Notarized Copy Received Date:

Principal Beneficiary Mame: MAURICE DOUGLAS AOR Case Size: 1

Affiliate: ORMWA-Vancouver ADR Type: Lautenberg

Last Updated By: R&BOBLOOCH Last Update Date: 4122020

|' Principsl Bensficiany | PS Faily | US Tie | LS Tie Family | Alisses

|- f=rriages I Additions / Explanations I Pre-Caze MNotes I Diocuments. I Status

AOR Status

This Affidavit of Relationship’s status is currently Corrections Meeded.

Amendead Date:

[ Print Lautenberg AOR. Report |

Caorrections are currently needed. See Pre-Case notas for details.

| would like to transfer this AOR to another affiliate
O lwould like to close this Affidavit of Relationship

Received by RSC Date: | |EH [ Save |

AOR History:

| Date | Status Reason Changed By
4/2/2020 | Comecfions Needed R4 BOBLOOCH
2772020 | Pending MAXIME ROSE
2/6/2020 | Open MAXINE ROSE

A box will appear in which you may enter the reason for closing the AOR. When
finished, click Close AOR.
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@ | would like to close this Affidavit of Relationship

Reason for Closing this AOR:

Close ACR
Received by RSC Date: | |EE [Save |

AOR History:

| Date | Status Reason Changed By

The Status designations within the Status tab and on the AOR header will now read
Closed.

IMMIGRATION & REFUGEE INFORMATION SYSTEM

Case Quick Search [ |-[_ |-[|FE3

IRIS Pre-Case |D: WALIRS03Feb0620205ERE Status: C Clozed >
Received by R3C Date: Last Submitted Date:

U'S Tie Name: EDWARD ANDREWS Motarized Copy Received Date:

Principal Beneficiary Name: MAURICE DOUGLAS AOR Case Size: 1

Affiliate: ORMA-Vancouver AOR Type: Lautenberg
Last Updated By: RABOBLOOCH Last Update Date: 4202020

|' Principsl Sensficiany | B2 Family | US Tie | 1S Tie Family | Alizzzs |
|- Marriages I Additions / Explanations I Pre-Case Motes I Documents I Status |
AOR Status

|:>This Affidavit of Relationship’s status is currently Closed.

Amended Date:

[ Print Lautenberg ACR. Repart |

Received by RSC Date: | |EH [ Save |
Reopen AOR

AOR History:

| Date | Status Reason Changed By
4122020 Closed RABOBLOOCH
4/2/2020 | Comrections Needed RABOBLOCCH
2712020 | Pending MAXINE ROSE
206/2020 | Open MAXINE ROSE
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P3 and CAM AORs

Stages & Activities

Stages

The Stages module in IRIS is used to capture information related to the AOR after it has
been submitted to RPC. It is only available in CAM AORs and P3 AORs that were

entered after 9/17/2016.

The below grid describes each stage.

What actions

AORs, the RSC includes the Case Number as part
of the Pre-Case ID. Here is an example of a P-3
Pre-Case ID: 212624301-22May2015.J0-940809.

will likely be
performed in
Stage Description each stage
RPC has sent the AOR to RSC and they have Record the Pre-
created a case. RSC posts a list of all new Pre- Case ID.
Case ID's on their website each week. For P-3
Pre-Case ID

Case Number

Case Number is created. This is the number that
will be included in the biodata once the case is
sent to the RA.

Record the
Case Number.

AOR Screening

RSC schedules AOR prescreening and sends
"circuit ride" information to RA with a request to
confirm that the PA is available for the interview

and update PA's contact information if necessary.

Circuit ride
information
and Request to
confirm sent to

The affiliate must submit an amended AOR to
resolve the discrepancy.

affiliate.
Affiliate
confirmation
sent to RSC.
If there is a discrepancy between what is on the Letter posted
AOR and something that is learned at the AOR in IRIS for
Discrepancy Letter pre-screening, RSC will issue a discrepancy letter. | affiliate to send
These are posted on RPC’s website each week. on to UST.
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RSC requests that the UST initiate DNA testing for

Letter posted

DNA Sample Collection

request to confirm that the PA is available for the
DNA collection, and updates PA's contact

DNA Request Letter all eligible relationships. DNA Request letters are | in IRIS for
posted on RPC’s website each week. affiliate to send
on to UST.
RSC schedules DNA collection appointment and Circuit ride
sends "circuit ride" information to RA with a information

and Request to
confirm sent to

USCIS Status

However, the Nairobi RSC sends the RA a detailed
spreadsheet that does contain this information.
None of the other RSCs send the USCIS Status to
the RA, so it isn’t available for all AORs, but the
RAs would still like to be able to collect
information on this stage since Nairobi handles
the bulk of the AORs.

information if necessary. affiliate.
Affiliate
confirmation
sent to RSC.
Refugee Access Verification Unit (RAVU) reviews Letter posted
the case by comparing information in the UST's A | in IRIS for
RAVU Letter file. RAVU may approve, deny, or screen some affiliate to send
members off of the case. RAVU decision letters on to UST.
are posted on RPC’s website each week.
RSC schedules USCIS pre-screening interview RA records
date. The RA is typically not notified. However, notes.
the Nairobi RSC sends the RA a detailed
spreadsheet that does contain this information.
Pre-screening Interview None of the other RSCs send the USCIS Status to
the RA, so it isn’t available for all AORs, but the
RAs would still like to be able to collect
information on this stage since Nairobi handles
the bulk of the AORs.
The USCIS Interview date is scheduled. The RAis | RA records
typically not notified. However, the Nairobi RSC | notes.
sends the RA a detailed spreadsheet that does
USCIS Interview contain this information. None of the other RSCs
send the USCIS Status to the RA, so it isn’t
available for all AORs, but the RAs would still like
to be able to collect information on this stage
since Nairobi handles the bulk of the AORs.
The RA is not provided with a copy of the letter. RA records
USCIS sends the letter directly to the PA. notes.
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Each stage will stay collapsed until some data has been added to it. To begin adding
data to a stage, click the plus sign to the right of it. Except for certain due dates, dates

must be manually entered.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search [ |- |-[ |E3

RSt ) 0

Pre-Case |D: 212487351-050ct2017 Status: Submitted to RPC - Rejected
Case Number(s): Last Submitted Date: Si24/2015

QFM Mame: EARL SILWA AOR Type: P2

QFM Nationality: Eritrea AOR Case Size: T

QFM Current Country: Ethiopia Affiliate: SD-Siowx Falls

USBFM Name: ROBERTA SPENCER

[ 1).5.-Based Family Member T Qualifying Farity Membars ] Relatives T Additions / Explanations ]’ Signatures ]
[ Pre-Cazs Motes T Documents ] Stages I Status ]

| S5TAGES |

—RPC Pre-Case ID

RPC crested cagzs and azsigned to REC
Create Daba: Complete Date:

RPC Pra-Case ID:
[2124872351-050ct2017 |

—Case Number

—s

3

—AOR Screening

—

r—Discrepancy Letter

—

—DMA Request Letter

—

—DMA Sample Collection

—q

—RAVU Letter

£

—

you will receive a notification in the "A0R Activities” notification on the dashbeard ***

== The remaining stages are primarily for RA usa only. Should the R& need to make you aware of something or request your input,

— Pre-Screening Interview

—USCIS Interview

rUSCIS Status

Go Back To Top
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*** Be sure to change only one stage at a time and save it before moving on to the
next. Otherwise data you added to the other stages will be lost. ***

The RPC Pre-Case ID stage will be open because IRIS automatically populates the
RPC Pre-Case ID with the IRIS Pre-Case ID in the header when the AOR is created.

Notes:
e The RA will have the ability to modify the RPC Pre-Case ID, but not the IRIS Pre-
Case ID in the header.
e When searching for an ID in the Pre-Case Processing Advanced Search, IRIS
will be looking for the IRIS Pre-Case ID, not the RPC Pre-Case ID.

In the Case Number stage, upon adding a Case Number to the first member listed,
click the “Apply Same Case # to all members” checkbox to reduce data entry. If one or
more members have a different Case Number, modify their Case Numbers and click
Save.

The PA’s Case Number will be added to the header. If there is more than one unique
Case Number, the word “More” will be next to the Case Number in the header. Click
the link to navigate to the Case Number stage to view all Case Numbers associated
with the AOR.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM

Welcome DARLENE BOBLOOCH G || O || e i : DD

Case Quick Search [ |- |-[|Ed

Pre-Case ID: 212457351-050ct2017 Status: Submitted to RPC - Rejected
Case Number(s): AA-111111 More Last Submitted Date: 5/24/2018

QFM Name: EARL SILVA AOR Type: P3

QFM Nationality: Eritrea AOR Case Size: 7

QFM Current Country: Ethiopia Affiliate: SD-Sioux Falls

USBFM Name: ROBERTA SPENCER
[ U.5.-Based Family Member T Qualifying Family Members T Relatives T Additions / Explanations T Signatures 1
[ Pre-Case Notes T Documents ] Stages [ Status 1

| STAGES

—RPC Pre-Case ID

RPC created case and assigned to RSC

Create Date: Complete Date:
| | B | | B
RPC Pre-Case ID:
[2124597351-050ct2017 |
—Case Number L]
Create Date: Complete Date:
[3/19/2018 | B [3/19/2018 | B
Members:
EARL SILVA IAA |- [111111 |-[ ] " Apply Same Case #to all members
DEBRA BURKE [aa ]-[111111 -]
DIANNE SPENCER [aa ]-[111111 -[ ]
ANDRE MYERS [aa ]-[111111 -]
JARED FLETCHER Ba |-z ][
FREDDIE ELLIOTT [aa ]-[111111 -]
MISTY WHEELER [aa ]-[111111 -]
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The following stages contain due dates that are used in the AOR Stages dashboard

notification:

e AOR Screening — “Confirmation Due By” must be manually entered.

e Discrepancy Letter — “Amend AOR by” will automatically be added by IRIS
when the Create Date is entered. It will be set to 180 days from the Create Date,
but can be changed manually if needed.

e DNA Request Letter — “Initiate DNA by” will automatically be added by IRIS
when the Create Date is entered. It will be set to 180 days from the Create Date,
but can be changed manually if needed.

e RAVU Letter — “If RAVU requested AOR be amended, submit by” will

automatically be added by IRIS when the Create Date is entered. It will be set to

90 days from the Create Date, but can be changed manually if needed.

| Add New Activity || Remove Selected |

IRIS 5.7.4
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—AOR Screening @
Create Date: Complete Date: Confirmation Due By:
[r2018 | EH N [1/2018 |ER
Activity Summary Updated By Updated On Attachments Ackr;{.::i&?grem Remove
| Add New Activity || Remove Selected |
— Discrepancy Letter =]
Create Date: Complete Date: Amend AOR by:
[r1/12018 |ER | B [1:2872019 |ER
Activity Summary Updated By Updated On Attachments Ackr&zu;i;:g;nem Remove
| Add New Activity || Remove Selected |
—DNA Request Letter —]
Create Date: Complete Date: Initiate DNA by:
[ar1/2018 |ER |E [1:28/2019 |ER
Activity Summary Updated By Updated On Attachments Ackr&i'.::ilﬁ:g?em Remove
[ Add New Activity ][ Remove Selected |
—DNA Sample Collection T})
—RAVU Letter =]
Create Date: Complete Date: If RAVU requested AOR be amended, submit by:
[e/1/2018 | B8 | [10/30/:2018 | B8
Activity Summary Updated By Updated On Attachments Ackr&z:i:i:g;nem Remove
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Activities

Within all but the first two stages, activities can be added by the RA and the affiliate as a
way of communicating back and forth regarding each stage. An unlimited number of
attachments can be added to each activity. Adding an attachment is similar to the
attach functionality in Pre-Case Notes. Must click Save Activity to open the attachment
functionality, and then must click save again to actually save the activity, just like in a
Pre-Case Note.

In the example below, note that the Attachment functionality is grayed out.

[Cancel | [Save |
ACR Screening Activity
—AOR Screening — Activity Details ]
Create Date: Complete Date: Activity Summary: © A0R Screening Activity #1
[81172018 | 4
Activity Details: testing
Activity Summary ‘ Updated By ‘ Updated On
)
| Add New Activity || Remove Selected |
—Attachments =]
r—Discrepancy Letter
Create Date: Complete Date: | Choose File | No fils chosen | Add Document
|8ﬁ'1.’2013 |ﬁ Please Save Activity to Unlock Add Document button
—Acknowled 1ts
. Requires affiliate acknowledgement
Activity Summary Updated By Updated On
Created By: DARLENE Created On: 0/12/2012 Updated By: Updated On:
BOBLOOCH
[ Add New Activity | [ Remove Selected |
| Cancel | | Save Draft | | Save Activity ‘ | Save & Add New Activity |
—DNA Req Letter .
Fields marked by an asterisk (*) are required.
Create Date: Comilete Date:

Once the Save Activity button is clicked, the Attachment fields become active. Click
Choose File to select the attachment and then click Add Document.
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AOR Screening Activity

— Activity Details =1

Ativity Summary: * AOR Screening Activity #1

Activity Details: testing

—Attach t: @

Choose File | Test doc 1.docx | Add Document

—Acknowledgements

! Requires affiliate acknowledgement

Created By: DARLENE oo Updated By: DARLENE @i
BOELOOCH Created On: 8/19/2018 B0BLOOCH Updated On: 2/119/2018

[ Cancel | [ Save Draft | [ Save Activity | [ Save & Add New Activity |

Fields marked by an asterisk (*) are required.

Once Add Document is clicked, the attachment is saved and the Description/Comment

field is open for data entry. Click Save Activity again to complete the saving of the new
activity.

—Activity Details {—]

Activity Summary: * AOR Screening Activity #1

Activity Details: testing
]
—Attachments =]
Document Description/Comment Action |
Test doc 1.docx [Test - AOR Screening | | Remove |

Choose File | No file chosen | Add Document

—Acknowledgements

) Requires affiliate acknowledgement

Created By: DARLEMNE o Updated By: DARLENE -anar
BOELOOCH Created On: 818/2013 50BLO0CH Updated On: 2/12/2013

[ Cancel | [ Save Draft | [ Save Activity | [ Save & Add New Activity |

Figlds marked by an asterisk (*) are required.
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RAs have access to a “Requires affiliate acknowledgement” checkbox that, when
checked, will require the affiliate to acknowledge having reviewed the activity. Affiliates
can create activities for the RA to view, but they cannot require RA acknowledgement.

RA screen examples:

Discrepancy Letter Activity

r—Activity Details @

Activity Summary: * Discrepancy Letter #1

Activity Details: Test
e
r—Attachments @
Choose File | No file chosen | Add Document

Please Save Activity to Unlock Add Document button

r—Acknowledgements

Requires affiliate acknowledgement

Created By: DARLEME

BOBLOOCH Created On: 9/20/2018 Updated By: Updated On:

[ Cancel | [ Save Draft | [ Save Activity | [ Save & Add New Activity |

Fields marked by an asterisk (*) are required.

r— Discrepancy Letter =]
Create Date: Complete Date: Amend AOR by:
[/1i2018 |EA | B 1/28/2019 | B
Activity Summary Updated By Upgited Attachments Aekr;{:u:;&:eg:lent Remove
Discrepancy Letter #1 gggtg"é%H 92012018 | 0 Yes o
[ Add New Activity | [ Remove Selected |

After review of the activity and its attachments, the affiliate should check the
acknowledgement checkbox. If the checkbox remains unchecked for a week, the RA
will be notified via a dashboard notification.
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Affiliate screen example:

Discrepancy Letter Activity

r— Activity Details
Activity Summary: * Discrepancy Letter #1
Activity Details: Test

r—Attachments f

r— Acknowledgements

This Activity requires affiliate acknowledgement

| (TEST BOBLOOCH) on (9/20/2018) acknowledge review of this Activity and any attachments
associated with it

Created By: DARLEME oy Updated By: DARLEMNE L@
BOBLOOCH Created On: 8/20/2018 BOELOCCH Updated On: /20/2015

Fields marked by an asterisk (*) are required.

By default, IRIS will show the most recent activity in a stage. Click More to see all
activities for a particular stage. Click Less to collapse the stage’s activities back to the

most recent one.

r—Discrepancy Letter @
Create Date: Complete Date: Amend ADR by:
[/1/2018 | | [1/28/2019 |EA

- Updated Acknowledgment
Activity Summary Updated By On Attachments Required Remove
. DARLENE
Discrepancy Letter #4 BOBLOOCH 9/20/2018 |1 (]
| Add New Activity || Remove Selected |
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r— Discrepancy Letter (=]
Create Date: Complete Date: Amend AOR by:
[r172018 |EA | B [1/28/2019 e
.. Updated Acknowledgment
Activity Summary Updated By On Attachments Required Remove

. ] DARLENE 90/
Discrepancy Letter #4 BOBLOOCH 9/20/2018 |1

- ] DARLENE 0y
Discrepancy Letter #3 BOBLOOCH 9/20/2018 |0 Yes
Discrepancy Letter #2 TEST BOBLOOCH 9/20/2018 |0
Discrepancy Latter #1 TEST BOBLOOCH 9/20/2018 |0
[ Add New Activity ][ Remove Selecied |

Except for the “Requires affiliate acknowledgement” checkbox, previously saved
activities cannot be modified. Instead, add a new activity. RAs have the ability to
remove RA-created activities and affiliates have the ability to remove affiliate-created
activities.

AOR Letter Import

IRIS has the ability to import DNA, Discrepancy and RAVU AOR letters and attach them
to the correct Stage. During the import process, IRIS performs two primary actions.
First, import the AOR letter and split the letter into files for each AOR in the letter.
Second, match the split file to the corresponding IRIS AOR.

Note that a letter which has been scanned to create a PDF file may not be imported.
IRIS will not be able to examine the content of a scanned PDF to find the information
needed to split the PDF and match it to an IRIS AOR.

The import process is intended to use only with the files provided by RPC.

IRIS will attempt to match the information in the AOR Letter using the following data in
IRIS:

1. PreCaselD

2. Member Name and DOB

3. Anchor Name and Alien Number

4. Anchor Name or Alien Number
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If a match is made, IRIS will display the information used to make the match and
provide a hyperlink to the possible match if you would like to examine the information

before attaching the letter.

Sometimes the information in the letter and the data in IRIS do not match. In that
instance, you may download the file for your own purpose, such as manually looking up
the AOR and attaching the letter.

These are the steps for importing an AOR Letter into IRIS:

1. From the IRIS dashboard, click “Load WRAPS Files.”
2. Select AOR LETTER from the list of import types.
3. Select the type of letter.
4. Click “Choose File” to upload the AOR Letter from your computer. Sample file
names:
a. DNA

I. 2019 09 23 010228 — LIRS — DNATestingRequiredPackage.pdf

b. Discrepancy
I. 123456789-A0R Discrepancy Letter-KE-123456

c. RAVU
I. P3-LIRS-1-29-2019.pdf

WRAPS Import

File Type: |AOR LETTER |~
| -
File Location: SV Lerror |

Discrepancy Letter

Figure 1. Screenshot of the AOR LETTER import screen.

After clicking Import, IRIS will split the original PDF into separate files for each AOR. A
table will display each AOR letter within the file and a matching AOR if one is found
within IRIS.
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At this point, you may click a checkbox and the import button and IRIS will attach the file
to the associated Stage.

Alternatively, you may download the file and, using Pre-Case Processing Advanced
Search, find the AOR and attach it manually.

AOR Letter Import Errors and Warnings

When the AOR Letter is uploaded, certain conditions will cause an error or warning. An
error is more severe and means some or all data will not be imported. A warning is less
severe and means data will still be imported.

Errors

#
1

Condition

Format of line in data file is not comma
separated line

Check if the RA Code in file is the same
as the current IRIS site

Find IRIS Case by RPC GUID in the file

Verify IRIS case RPC Case GUID and
Case Number match the data file RPC
GUID and Case Number

IRIS case Primary Applicant does not
match the Individual found by the RPC
IndID in the data file

Warnings

All warnings are based on missing codes, and do not cause the line to be skipped
during the import.

#

00N O U A~ WN PR

Condition / Message

Unknown priority code

Unknown AVS code

Unknown Case Status code
Unknown COS code

Unknown Orientation Hours code
Unknown Travel Status code
Unknown Nationality code
Unknown Language code

IRIS 5.7.4

Message

Bad line format. Line in
data file must have comma
separators

VolagCode in file does not
match IRIS site

IRIS case not found by case
load file RPC case GUID
RPC case GUID matched.
Case number does not
match

Individual is not PA.
Individual data not
imported
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Action

Line not imported

Line not imported

Line not imported

Line not imported

Individual data for that
line not imported
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Interests

Interests submitted by your affiliate offices can be accessed by clicking on the
Advanced Search link under Pre-Case Processing on the Navigation Bar.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search |:| E!I

Pre-Case Processing
- Advanced Search

Submit AORs . .
— Pre-Case Processing R&P Period Reports
Case Management AORs Sont by Afiste (12) SEP Perind Reports Dus (123)

Advanced Search AORs Submitted to RPC/ESC [4) R&P Period Reports Submitted (1)

When the Search Page appears, select Interest as the Pre-Case Type and also select
the type of Interest if you know it. Add any additional search criteria that you would like
and click Search.
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IMMIGRATION & REFUGEE INFORMATION STSTEM

Pre-Case Document Advanced Search

To search for letters in the middle of a name, add an asterisk (%) in front of the value that you enter.

— Decurment

Pre-Case Type: *

IRI5 Pre-Case 1D /! Interest [D:
Refugee Case Number:
Submitted by Affiliate:
Status:

Transferred In?
Date Filed:

) # nserest

Affidavit of Relationship

Jul interests hal

| | comaaor

[ |- -]

730

|Scer.1 One

|l| Laute nberg AOR

|Scer.1 a Status bl
D ¥es O Neo

Fom[ =
N —

P3 ACR
RiE

— W5 Tie / Gualifying Parent

First Name:

Middlz Name:

Last Name:

Second Last Mame:
Country of Birth:
Date of Birth:

Alien Number:

Use Sowndex function for all Mames

|Sc iect Birth Country

—Family Member

Search PA only:

First Name:

Middlz Name:

Last Name:

Second Last Name:
Country Currently Residing:
Country of Birth:

Date of Birth:

Matienality:

Use Soundex function for all Mames

|Sc lect Besiding Cowntry

|Sc ect Birth Country

-]
-]

|Sc et Mationality

[-]

|_>|Seﬁmh Cancel

W

Figlds marked by an asterisk (%) are required.

If you select “Pending” for Status, your search results will show a list of all the Interests
that need to be reviewed. To open an Interest file, click on the Pre-Case ID link
associated with the file you wish to see.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM

IRI Ki:k:nme RA BOBLOOCH

Search Result
Displaying 1 - 20 of 1927 Resultis) (OF) Display results per page.
First Page] [Previous Page] [Mext Page] [Last Page]

My Account | About | Logout

Case Quick Search [ |-[__ |-[_|E2

I]ncmnentpm'

—— | IRIS Pre- Date USTie Case Member |Member
Type =232 CaselD | Createq -i2tu® | USTeName | giniare | Sige MEMBEL | ginhdate | Type
LIRS- .
: ISMAIL. asdfasdf. e Primnary
Interest ADR 08Mar2020- | 3872020 Pending Chamtal 1 St 72041880 Refuges
ISMAIL 2aglzs
Intzrast - Idla.Ff:Sszﬂza 2032020 | Pending | Z2MPEELL 3(28/1088 | 1 MURPHY, 11/27/107 | Crmary
miars 73p |s=fEfensb &N8iNg | Wampusu WESLEY el Refuges
KABAZD e
Interest - I-:i!!ﬁrbzﬂzo- 2032020 | Pending | oaMOLDS. | 4403 | 1 PORTER. 202005 | Lomany
T30 ABARATA Lalise ZACHARY Refuges
interest | - IQITFEhSchzmgu 12/27/2018 | Pending | SARRETT. 111261975 | 1 LEMSTRONG. | /4 qgqy | Primary
miare 7Io | =LeEosdlE ENNE | Mariam ! MARVIN ! Refugee
ATHEIS
Interast - IZ-IT%SE-CED19- 12/2772018 | Pending | MECOY, 1171085 |1 JOHNSTOM. | 4 1agqggy | Erimary
mere 7ao | E=Eee T ENENg | Alemaszh ! WALTER ! " | Refugee
HAGODS
Lo i FERNANDEZ Primary
Interest | —qn | D2Dec2048- | 1222018 | Pending | LEE. Letehithan | 1/1/1830 |1 FEREATDEL. | Tioriea0
730 AN Refuges
BEYEME
LIRS-

IRIS 5.7.4
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Like the AOR, the Interest File contains a header with summary information that will
stay with you as you navigate the subsections within. The Pre-Case Type field tells
you what document was filed to generate the Interest.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Cluick Search |:|

Interest File ID: 51802 tatus: Pending

U5 Tie: CAMPBELL, Kampusu Dal:e Filed: 0200372020

PA: MURPHY, WESLEY Interest Case Size: 1

PA Interest ID: LIRS-03Feb2020-KABAZD Pre-Case Type: "-T3|] i"'l <:|

Affiliate: C0-Denver
o3 AOR

| USTie [ Refugess T Supporting Docs T Pre-Cag oe I Status ]
-730

US Tie CAM ACR

Lautenberg
e b

The Interest page contains tabs denoting the subsections of the file. The top of the tab
for the subsection you are in will be highlighted in gold.
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US Tie Tab

The Interest opens up on the US Tie page, where you may view details about the US
Tie. As an RA user, you do have the ability to edit the Interest data. This is helpful when
collaborating with the affiliate to complete any needed corrections by phone or email. If
you do make any changes, click Save and Continue.

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

Interest File ID: 51802 Status: Pending
US Tie: CAMPEELL, Kampusu Date Filed: 02/03/2020
PA: MURFHY, WESLEY Interest Case Size: 1
PA Interest ID: LIRS-03Feb2020-KABAZO Pre-Case Type: 1730 [+]
Affiliate: CO-Denver
|_|_> US Tie T Refugees T Supporting Docs T Pre-Case Motes T Status ]
US Tie

Case Number:
Alien Number: * 1823478072

First Name: * Kampusu

Middle Name:

Last Name: CAMPBELL

Second Last Name: | |
Birth Country: [Derr'. Rep. Congo v]
Nationality: [Derr'. Rep. Congo V]
Birth Date: 3/28/1966 i
Address 1: ¢ 12154 W Mevada Fl
Address 2:

City: * Tucson

State: - Select a State [~
Zip: * 125805

Home Phone: 12381

Work Phone:

|:> | Save and Continue

Fields marked by an asterisk (*) are reguired.
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Refugees Tab

The Refugees subsection is pictured below. From this screen, you may view details for
individual members of the case by clicking on the link associated with the member’s
name. You may also add a new member of the case by clicking Add Refugee.

IMMIGRATIOM & REFUGEE INFORMATIOMN SYSTEM Case Quick Searc‘.h
Interest File ID: 51802 Status: Pending
US Tie: CAMPEELL, Kampusu Date Filed: 027032020
PA: MURFHY, WESLEY Interest Case Size: 1

PA Interest ID: LIRS-03Feb2020-KABAZO Pre-Case Type: 1730 [+]
Affiliate: CO-Denver

[ Us Tie % Refugees T Supporting Docs T Pre-Case Motes T Status ]

Interest Refugees

Mame Is PA? | Date of Birth: | Relationship to US Tie Current Country Interest ID ‘
I:> WESLEY MURPHY Yes 12711997 Son Fambia LIRS-03Feb2020-KABAZD ‘
I_> Add Refugee

Continue

Required: Only one refuges musi be set as the ‘Principal Applicant’.

Clicking on the name will open the dialog box shown below. Make any needed changes
and click Save.
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@ hittps://lirs-iris-test.azurewebsites.net/interest/interest_dialog.aspxfdpage=intere.. — a X

@ lirs-iris-test.azurewebsites.net/interest/interest_dialog.aspx?dpage=interest_applica.. &,

Edit Interest Refugee

First Name: * WESLEY

Middle Name:

Last Name: * MURFHY

Second Last Name:

Sex: © |Ma|e v]

Birth Country: = |Derr'. Rep. Congo vl
Nationality: |Derr'. Rep. Congo vl
Date of Birth: * 172711997 | BH

Is Birth Date Estimated?

Is Principal Applicant? * |ves

Relationship to PA: * |F‘rinc'|:|al Applicant

Relationship to US Tie: *

Son

Date of Arrival: |

Address 1:

Address 2:

City, State/Province:

Zip:

Country: * |zam bia

Case Number: L]

—— [ Save| [ Cancel |

Supporting Documents Tab

Fields marked by an asterisk (*) are reguired.

LIRS-03Feb2020-KABAZO

The Supporting Documents Section is where the affiliate should have attached any
other documentation to go along with the Interest. To view a document, click on its link

under Attachment Type.
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IMMIGRATION & REFUGEE INFORMATION SYSTEM

it

Case Quick Search

Interest File ID: 51802

US Tie: CAMPEELL, Kampusu
PA: MURPHY, WESLEY

PA Interest 1D: LIRS-03Feb2020-KABAZO
Adffiliate: CO-Denver

Status: Pending
Date Filed: 02/03/2020
Interest Case Size: 1

Pre-Case Type: n

[ US Tie T Refugees T Supporting Docs T Pre-Case Motes T Status
Interest Forms
Attached -
Attachment Type Date Attached By | Status Description / Comments Remove
R. BOBLOOCH Added | test.docx. Application documents (]

|:> Supporting Documentation 41212020

Remove Selecied

Add Attachment [Select Atiachment

|v] Templates [Select Template

]

Uploaded documents may open in Word, PDF, or another program, depending on what

the affiliate office used. You may print or save the document from this screen.

Pre-Case Notes Tab

See the section in this manual regarding Adding a Pre-Case Note. The functionality is
the same for Interests.
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Status Tab

Approving the Interest

The Status tab is where you will work on getting the Interest approved. Once any
needed corrections have been made by you or the affiliate office, click the Status tab.
You will see the screen pictured below. Check the box labeled I certify that a notarized
copy of this interest file has been received. (Note: Interests are not required to be
notarized. This will be corrected in a future version of IRIS). Then, click Received.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search |:| - :| - |:| [ Go|
Interest File 1D: 51802 Status: Pending

US Tie: CAMPEELL, Kampusu Date Filed: 02/03/2020

PA: MURFHY, WESLEY Interest Case Size: 1

PA Interest ID: LIRS-03Feh2020-KABAZO Pre-Case Type: 1730 |+]

Affiliate: CO-Denver

[ US Tie T Refugees T Supporting Docs T Pre-Case MNotes | ﬁ Staftus

Current Status: Pending
Status Date: 273/2020

|:> ® | certify that a notarized copy of of this interest file had been received.
' 1 would like to transfer this Interest File.
O |would like to close this Interest File.

> [ Recewed |
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The Status tab and the Interest header now reflect that the Interest has been received.

IMMIGRATION & REFUGEE INFORMATION SYSTEM Case Quick Search |:|
L S T

Interest File ID: 51802 Status: Recejved

US Tie: CAMPBELL, Kampusu Date Filed:

PA: MURFHY, WESLEY Interest Case Size: 1

PA Interest ID: LIRS-03Feh2020-KABAZO Pre-Case Type: 1730 [+]

Affiliate: CO-Denver

[ US Tie T Refugees 1 Supporting Docs [ Pre-Case Motes 1 Status

|:> Current Status: Received

Status Date: 4/2/2020

' | would like to transfer this Interest File.
' | would like to close this Interest File.
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