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1 Introduction

1.1 Purpose
The purpose of this document is to assist IFLE grantees with using the International Resource Information System (IRIS) to enter project and report information in compliance with the U.S. Department of Education reporting requirements for grant activities. This guide provides instructions for using IRIS that are tailored for each program and role.  The intent is not to repeat the instructions displayed on the screen, but to underscore the basic process, clarify questions, and expand on the more complex features of IRIS.

1.2 Organization

Screens are presented in logical order, following the structure on the dropdown menus.  Grantees will not necessarily access the screens in the order presented here.  Each section presents basic instructions for completing each page or screen.

1.3 Overview

IFLE requires grantees to submit a report after the orientation, and a final report within 90 days of the grant’s end date.  This ensures that the project is making acceptable progress and is meeting the stated goals.  IFLE uses IRIS to carry out the grant monitoring and administration process.  

After the grant is awarded, the general project information is imported into IRIS.  IRIS then sends a welcome message to the project director via email. The email contains login information for IRIS, along with instructions about the system and the first report due date.  The project director is also asked to log in to IRIS to verify and update the data on the Project Information page. 

1.4 IFLE/IRIS Public Website

To access IRIS, go tohttp://iris.ed.gov.   This displays the IFLE IRIS website.
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From this page, you can browse information about IFLE programs and search public grant information.   You do not need a username or password to access this information.  

A list of IFLE programs appears on the left side of the screen.  Click on the name of the program to find out more information.  

You can also browse the programs by clicking on a category in the “Browse” section of the Explore the Programs box, or execute a search by using the “Quick Search” function in the same box.   Note the instruction: “For Advanced Search options, click here.”

To enter your report and access your grant information, you must log in to the system using the box in the upper right corner of the screen.

You should have received a “Welcome” email from IRIS containing your login information.  

If you have forgotten your password or your award number: 

· Click on “Forgot your password or award number? Click here to have them emailed.” 

· The password will be emailed to you at the address listed for you in IRIS.

Note: Only the project director can add users to the project.  If you need access to the system to enter data or report information, ask your project director to log in and enter your contact information on the Additional Users screen.   Additional users can enter report information but CANNOT submit the report.

1.5 Update Password

Once you log in to IRIS, you will be asked to change your password.
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To change your password:
· Enter your current password, and your new password. 

· Enter the new password again to confirm.  

· Click on the “Update” button.  

Use the new password the next time you log in to the system.  If you forget your password, you can use the “Forgot password” link on the login screen, which will send your login information to your email address. 

2 Group Projects Abroad (GPA) - Project Director (Annual Grants)

2.1 Home Page

The first page you see after changing your password, or logging in after your initial login, is the home page:   
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The home page displays the due date of your next report, and a summary of instructions on how to navigate and use the system.

The top of the page lists a summary of your program information, and the dates of your overall grant and amount awarded.

Note: The information in the screen shot has been partially blanked.  All information, including amounts, will appear when you login.  This section appears on each page of the website.

The blue menu bar at the top of the screen provides links to the appropriate page listed. It is divided into two sections:  Administrative on the left, and Reports on the right.  

2.2 Project Information Page

You can display the Project Information page by selecting the “Project Info” button on the left side of the blue menu bar.

Soon after you received notice of your grant award, you should have received an email that provided information about the IFLE-IRIS reporting system and instructed you to complete and submit the information on this Project Information page.  

You will use the Project Information page for two purposes:

1. Maintain current contact information for the grant project director. 

2. Provide descriptive information about your project to be published on the public portion of this website.
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Upon notification of the award, project directors will be asked to log in to IRIS, proceed to the Project Information page, and confirm the contact and project information.

Note: If any of the static text fields are incorrect, contact your IFLE program officer for correction.

Click on the “Save” or “Save and Continue” button to save any changes you make.

If the contact information for the project director changes at any time during the grant performance period, you should update this page as soon as possible.
The information that you enter on this page will be published on the public portion of the IFLE-IRIS website.  

The following provides guidelines on what information you need to provide.

· Project title

Enter a descriptive project title.  You may use the project title from your grant proposal.  

· Countries

You must select the primary country for your project.  You may select one or more additional countries, if appropriate.

Click the “Save” or “Save and Continue” button on this page to save the information.

2.3 Additional Users Page

The project director uses this page to add users to the project.   Additional users can enter and edit project and report information, but cannot submit reports.
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Once entered and saved an email is generated and sent to the added users with their login information. 
The additional user can log into the system, using the login information sent by IRIS, and enter or edit report information.  They CANNOT add users or submit reports.
2.4 Travel Approval Request (TAR) Page

All international travel using Fulbright-Hays funds must be pre-approved by IFLE.   You must submit a Travel Approval Request (TAR) to the IFLE program officer using the International Travel Request page.
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In the above example, no TARs have yet been added.

After adding a TAR, it will appear in a table on the TAR page.  Links display in the table, allowing you to update, delete, or print any TAR.
When you click on the “Add a Travel Approval Request” button to add a TAR, the system displays a blank form, as in the example below:
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To complete a TAR:

· Complete a TAR for each itinerary.  If you have a group traveling on the same itinerary, complete one TAR for the group.

· Complete all of the relevant information on the page.  

·  “In-country” refers to travel within a country other than the U.S. 

· When stating total funds expended, provide your best estimate of total funds to be expended.  

· Flight information to international destination is required.  Enter this information to the best of your knowledge at the time of the request.  

To submit a TAR to IFLE:

· If you are completing more than one TAR, and are not yet ready to submit it to IFLE, enter the information and click on the “Save and Add Another TAR” button. 

· If you are completing only one TAR, such as for a group, and are not ready to submit it to IFLE, enter the information and click on the “Save and Return to List” button. 

· If you are ready to complete and submit the TAR to IFLE, click on the “Submit to IFLE” button after entering the information.

The following describes how the TAR is processed:

· When you click the “Submit to IFLE” button, the system sends an email to the IFLE program officer.

· The IFLE program officer will either approve or disapprove the request.

· Upon approval or disapproval the project director (and the additional user, if he or she submitted the request) will be notified of the decision.  

·  Each TAR, and the email message sent with the approval or disapproval, will contain the IFLE program officer’s comments. In the case of disapprovals, the reasons for the disapproval will be included, along with any specific requests for changes or for further information.

· If changes occur after a TAR has been approved, the TAR can be updated and resubmitted to IFLE for approval. Click on the “Update” link, make the appropriate changes, and then click on the “Resubmit TAR” button. 

· Disapproved TARs may be adjusted based on the IFLE program officer’s comments and resubmitted, following the same steps.  

Note:
· In-country refers to travel within a country other than the U.S. 

· When stating total funds expended provide your best estimate of total funds to be expended.  

· Only flight information to the destination is required and only for international travel.  Enter the information to the best of your knowledge at the time of the request.  

2.5 Project Overview (Pre-Travel)

The Project Overview page collects general information on the project, including the itinerary, publicity materials, and information on key personnel in the host country.  It is completed prior to the seminar.
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Complete the fields and upload the relevant files, then click on the “Save and Continue” button.

2.6 Maintain Participants (Pre-Travel)

This is the main administration page for notifying and monitoring the progress of GPA participants.  It is completed prior to the seminar.
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Click on the “Add Participant” button to add GPA participants to the grant.  Information for participants already added to the system is displayed in the table.

Note: No entries will appear in the table until you add the participants.  
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Enter information for each participant, then click on the “Save and Return to List” button. 

Note: Delete a participant or update information for a participant by clicking on the appropriate link next to participant’s name in the table.  

Participants receive a “Welcome” message containing login information and the report due date through the Notify Participants function.  To do this:

· Check the box in the Notify column for each participant you wish to notify.

· Click on the “Notify Participants” button.  

It is important to add participants as early in the grant as possible, since these records establish accounts for each participant.

Note: In cases where a fellow has a spam filter, it must be set to allow emails from iris@cds2.com and iris@helpdesk.cds2.com in order to receive system-generated emails.

2.7 In-Country Experience Evaluation (Post-Seminar)

The In-Country Experience Evaluation collects information on “Exemplary activities” and “Areas for improvement” while in the host country.    
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Enter the evaluation, addressing the relevant areas listed in the instructions. Click on the “Save and Continue” button.

2.8 Sources of Funding

The Sources of Funding page provides you with an opportunity to list the amounts, types, and sources of funding other than the Fulbright-Hays GPA funds needed to conduct the seminar. 
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Complete all relevant fields. The totals are automatically calculated. Click on the “Save and Continue” button
2.9 Priorities

Click on the link in the instructions to view the invitational and competitive priorities for the program.  Describe any activities in the current reporting period that addressed these priorities and indicate whether grant funds were used to support them.  
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Click on the “Save and Continue” button.

2.10 Final Budget

On the Final Budget screen, enter Fulbright-Hays funding expended on the seminar for each category. 
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Attach an Excel spreadsheet with your detailed budget information.  To attach the spreadsheet:

· Click on the “Browse…” button. 

· In the pop-up box, select the budget file. The budget will upload into the system.

· Attaching another spreadsheet replaces the previously attached sheets.

· Only one spreadsheet may be submitted in the report on this page.

2.11 Dissemination and Resources

The Dissemination and Resources identifies using URLs and/or citations of resources or curriculum development that participants have created as a result of the GPA project.
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2.12 View Submit Report

The View/Submit Report page displays all of the information entered for your report.  This gives you an opportunity to review the report information prior to submitting it to IFLE.
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Note: The participants’ submitted reports are displayed as well. Prior to submitting your report, be certain that your participants have completed and submitted their reports.  Once the institutional report is submitted, neither you nor your participants may update the information. 

To submit a report:

· Carefully review the report information.

· Make sure the fellow reports are complete and submitted.

· Click on the “Submit” button to submit your report to IFLE.

Note: Only project directors will be able to see the “Submit” button, as they are the only users authorized to submit reports.  Additional users will not see the button.

2.13 IRIS Help Desk

If you have additional questions about the functionality of IRIS, or other technical questions, contact the IRIS Help Desk:

· Click on the “Contact Us” tab on the main page of the IFLE IRIS website. You do not have to be logged in to the system to use this. Complete the form on that page to send a question to the Help Desk.

If your questions are program-related, contact your IFLE program officer.
