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Introduction 

What is IRIS? 
IRIS ï the Immigration & Refugee Information System ï is a web-based application 
designed to electronically assist in the processing and management of client cases 
between the Resettlement Agency (RA ï aka VOLAG) national staff, each of the RAôs 
affiliates, and the Refugee Processing Center (RPC).  The benefits that are gained by 
use of IRIS include: 
¶ Time savings 

o Affidavits of Relationship (AORs) processed and submitted more quickly  
o Case management time redirected from paperwork to working with clients 
o Shorter learning curve for new staff members 

¶ Improved accuracy and timeliness of data collected and reported 
¶ Centralized system means that data need only be entered once, rather than 

maintained in multiple systems. 
¶ Access to IRIS ï with appropriate permissions ï from any Internet-connected 

computer 
 
There are Production and Test instances of IRIS.  The Test instances are used for 
testing and training.  Production instances contain the live data.  Production instances 
are identifiable by a blue header bar and Test instances contain a gold header bar with 
***TEST*** displayed in it.  You will see that we used both Production and Test 
instances of IRIS to capture our screenshots for this User Guide.   

The Process 
IRIS automates the following processes: 
¶ Refugee Pre-Allocation Process 

o AORs 
o Interests 

¶ Case Placement, Assurance, Travel, Arrival 
¶ Resettlement and Placement (R&P) Program Case Management 
¶ Matching Grant (MG) Program Case Management 

 

 
Each process will be detailed in the appropriate section within the User Guide. 



     

IRIS Resettlement Agency Staff Usersõ Guide 

IRIS 5.5.3 page 5 of 144 rev. 01/15/2019 

Basics 
 
If your IRIS account has already been established, you can skip down to the section 
titled ñLogging On.ò 
 

Setting Up Your IRIS Account 
 

Once an IRIS administrator enters your name and security level into the system, you will 
receive an e-mail message inviting you to create your IRIS account.  The message 
should look similar to the one below.  Click on the link within the e-mail, or copy the 
address and paste it into the address bar of your web browser. 

 

 
 
This will take you to the User Account Completion screen. Complete all Required fields, 
noting your Username and Password for future use. 
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Logging On 
 
IRIS is a web-based application, allowing authorized userôs access from any location 
with internet access.  
 
To logon to IRIS, launch your Internet Web browser software. 

 
Now that the browser is opened, and depending on your computerôs configuration, 
select the IRIS link from your Favorites or enter your agencyôs web address in the 
address bar.  Contact your agency contact or IRIS Support for this address if you do not 
know it.  Alternatively, you can go to http://irisweb.org/ and select your agencyôs link 
from the list of agencies under the IRIS LINKS header. 

 
 

Tip:  Create a direct desktop shortcut to IRIS by left clicking and dragging your agencyôs 
URL to your desktop. 
 
The Login page appears. 

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

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

http://irisweb.org/
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Locked Account 
 
If an incorrect password is entered three times, the user account will be locked.  The 
following message will appear:  

 
 
 

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

 
 
IRIS Dashboard 
The screen shot on the next page shows the Dashboard, or opening screen for IRIS. 
 
1.  The Header Bar appears at the top of every IRIS screen, staying with you as you 
navigate through the system. It allows users to perform common tasks and get basic 
information about the IRIS session.   
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2.  On the left is the Navigation Bar. This is where you will see links to the functions 
assigned to you by the system administrator.  What you see in the Navigation Bar is 
determined by your permissions. Your Navigation Bar may contain fewer links, or may 
contain additional ones, from those shown here. The functions will be described in detail 
throughout this guide. 
 
3.  On the right is the Notifications Pane.  This is where you will see notifications 
triggered by various interactions with RPC or affiliate colleagues. These will alert you to 
tasks that need your attention. You will also receive some notifications by e-mail. Please 
see irisweb.org for a complete list of all online and e-mail notifications generated by 
IRIS. 
 
4.  A useful link under Notifications is the Recently Viewed section. It will allow you to 
bring up the ten most recently viewed AORs, Interests, or Cases that you as an 
individual user have worked with. 
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Header 
 
The header stays with you as you navigate through IRIS. From it, you may: 

¶ Find any case you wish by entering the case number in the Case Quick Search 
box as shown below and then click Go.  

¶ Return to the dashboard by clicking on the gold IRIS icon. 

¶ Click on My Account to change your password or manage account information.  

¶ Click on About to Identify which version of IRIS you are working in. 

¶ Log out. 
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Case Management 

Create Cases by Importing BioData 
 
Importing Weekly Allocations WRAPS data files:  from the IRIS Dashboard, click the link 
for "Load All WRAPS Files" in the WRAPS section: 

 
 
Select the File Type (BIODATA), then click the Browse button: 
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Locate and select the appropriate BioData file and click the Open button: 

 
 
Click the Start button to begin the import process: 
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While the import process is running, an animated box is displayed.  This will disappear 
when the process is complete: 

 
 
Once done, the WRAPS Import Summary screen is shown.  If there had been any 
errors or warnings, there would have been a link to view the log of those.  In this case, 
there were no errors: 
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The next step is to import the Allocation Results file.  From the WRAPS Import screen, 
select File Type (ALLOCATION-RESULTS) , and then click on the browse button to 
locate the file: 

  
 
Locate and select the appropriate Allocation Results file and click the Open button: 
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Click the Start button to begin the import process: 

 
 
While the import process is running, an animated box is displayed.  This will disappear 
when the process is complete: 
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Once done, the WRAPS Import Summary screen is shown.  The Allocation Summary 
link opens a report with the basic information on all cases imported: 
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Once the weekly allocation of cases has been imported, the next step will be to place 
the cases.  Cases may be placed individually from within each cases.  When placing 
many cases at once, use the "Place Cases" link on the IRIS Dashboard (in the Case 
Management section). 
 
When the Case Placement screen loads, it contains all cases that are not placed with 
an affiliate.  This may include not only newly allocated cases, but those that have been 
returned by an affiliate, or those that were allocated previously but not placed. 
 
When the Case Placement screen loads, it may also have some affiliate offices 
preloaded in the Affiliate dropdown.  These indicate new cases that are cross-
referenced to another case you have already placed at that office. 
 
Some cases will appear in the same grid, with only a single affiliate selection.  These 
indicate cross-referenced cases, which will be placed together ï saving time and 
likelihood of error. 
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Importing BioData for Inactive or Closed Cases 
 
When importing BioData, after you select the file name and click Continue, IRIS checks 
to see if there are any Inactive or Closed cases involved.  If so, the following screen is 
displayed: 

 
You can select any cases you want to be set to Active by checking the box next to the 
case number.  Clicking Continue resumes the BioData import process. 
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Checking a previously Inactive case that was checked in the BioData import process to 
be reactivated shows that the case is now Active: 

 
Checking a previously Closed case that was checked in the BioData import process to 
be reactivated shows that the case is now Active: 
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Checking a previously Inactive case that was not checked in the BioData import process 
to be reactivated shows that the case remains Inactive: 

 
Checking a previously Closed case that was not checked in the BioData import process 
to be reactivated shows that the case remains Closed: 
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Updating Cases with the Weekly Caseload Data File 
 
IRIS has the ability to import the Affiliate Case Load Report provided by RPC.   RPC 
provides a data file version of the report as a comma-delimited text file.  The file ends 
with a .csv extension. 
 
Steps to import the file: 

1. From the IRIS dashboard, click ñLoad WRAPS Filesò  
2. Select AFFILIATE CASE LOAD FILE from the list of import types  
3. Click ñChoose Fileò to upload the affiliate case load data file from your 

computer.   
a. Sample file name: ñ20170410 ï [RA] Affiliate Caseload Datafile.csvò 

 
The information in the caseload data file is matched to IRIS data by using the RPC 
Case GUID and the Principle Applicants Individual GUID.  If a match is not found, then 
there is an error message.  Other conditions such as a language code not found in IRIS 
will cause a warning message.  The error message "Case with Number already exists" 
means the caseload file and the IRIS case matched using the GUID, however, the case 
number in the data file differed from the case number in IRIS. 
 
The table below lists the data imported from the Affiliate Case Load Data File and the 
IRIS field that is updated. 
 
Table 1. Data from Affiliate Case Load Data File and the field in IRIS that will be updated. 

# Data File Field 
Descriptive 
Field Name 

Sample 
Value IRIS Mapping Note 

1 textbox276 

Case Availability 

Hold 
IRIS Case=>Case 
Availability Status   

2 prefix_code 

Case Prefix 
Code CE 

IRIS 
Case=>prefix_code   

3 
case_number_s
plit 

Case Number 

936732 
IRIS 
Case=>case_number   

4 case_suffix Case Suffix A IRIS Case=>case_suffix   

5 ind_firstname 

PA First Name 

FirstNa
me 

Case Member => 
[Relation to PA = 
Principal Applicant] => 
FirstName   

6 
ind_middlenam
e 

PA Middle 
Name 

Middle
Name 

Case Member => 
[Relation to PA = 
Principal Applicant] => 
MiddleName   
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# Data File Field 
Descriptive 
Field Name 

Sample 
Value IRIS Mapping Note 

7 ind_surname 

PA Surname 

LastNa
me 

Case Member => 
[Relation to PA = 
Principal Applicant] => 
LastName   

8 
ind_secondsurn
ame 

PA Second 
Surname 

LastNa
me2 

Case Member => 
[Relation to PA = 
Principal Applicant] => 
LastName2   

9 nat_code 

Nationality Code 

AF 

Case Member => 
[Relation to PA = 
Principal Applicant] => 
NationalityCode   

10 lang_code 

Native 
Language Code 

PBU 

Case Member => 
[Relation to PA = 
Principal Applicant] => 
[NativeLanguage = 
Yes] => LanguageCode   

11 textbox610 

Case Priority 

SV 
IRIS Case=>Case 
Priority   

12 textbox294 

Case Status 

IMM 
IRIS Case=>Case 
Status   

13 textbox589 

Cultural 
Orientation 
Status NOA 

IRIS Case=>Cultural 
Orientation Status   

14 textbox590 

Cultural 
Orientation 
Hours 

3Days 

Field not in BioData 
IRIS Case=>"Cultural 
Orientation Hours" 

Codes: 
1. 1Day 
2. 3Days 
3. 4Days 
4. 4Hour 
5. 5Days 
6. NSH 

15 textbox568 

Must Travel By 

9/3/201
4 

Field not in BioData 
IRIS Case=>"Must 
Travel By"  
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# Data File Field 
Descriptive 
Field Name 

Sample 
Value IRIS Mapping Note 

16 textbox301 

Travel Status 

STO 

Field not in BioData 
IRIS Case=>"Travel 
Status" 

Codes: 
1. Travel 

Reservatio
ns 
Received 

2. Arrived in 
USA 

3. Departed 
4. External 
5. IAC Cleared 
6. IAC 

Requested 
7. Not Arrived 
8. Not 

Departed 
9. No Activity 
10. No Show 
11. Pending 

Acceptance 
12. Provisional 

Travel 
Certificate 
Requested 

13. Travel 
Reservatio
ns 
Requested 

14. Removed 
15. Request 

Sent to 
RPC 

16. Start Over 

 

Updating Cases with the Agency Case Closure Data 
File 
IRIS has the ability to import the Agency Case Closure Data File that is provided by 
RPC. 
 
The following steps describe the import process. 
 

1. Import the data file from ñLoad WRAPS Filesò screen 
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2. IRIS cases that match the case on the import file will have their Status changed 

to Closed 

3. A case note will be added for each closed case. 

 
 
 
During the import IRIS checks the data and may provide an error or warning message.  
Error means an update did not occur.  A warning message updates IRIS and only 
makes you aware of a condition.  
 
 

Error Message Condition 

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

CSV file row does not match CSV file format 
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IRIS case not found by case load file RPC case 
GUID 

Case GUID from CSV file was not found in IRIS 
database. 

RPC case GUID matched. Case number does not 
match 

Case GUID from CSV file was found in IRIS 
database DB, but Case number does not match 

Case is already closed Case Active Status equals to Closed 

 

Warning Message Condition 

Empty ClosureReason field CSV file row ClosureReason field is empty 

 

 

Accessing Cases 
 
In addition to the Case Quick Search and Recently Viewed links discussed in the 
Dashboard section of this guide, you may also access cases by clicking on the 
Advanced Search link under Case Management on the Navigation Bar. Please note 
that there is also an Advanced Search link under Pre Case Processing, so be careful to 
choose the correct link. 

 

 
 
This will provide you with a wide variety of search options, as shown on the next page. 
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You may fill in as many of the criteria on this page as you wish. When finished, scroll to 
the bottom and click the Submit button.  The more information you enter, the more you 
will refine your search. 
 
If you want to see all the cases you have access to see, click Submit without entering 
any search data. 
 












































































































































































































































