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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 semi-annual reports throughout the lifetime of the grant 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 Web Site

To access IRIS, go to http://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.
Note:  Spam filters must be set to allow emails from iris@cds2.com and iris@helpdesk.cds2.com in order to receive the system-generated email.

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 Institute for International Public Policy (IIPP) – Project Director
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.
· Primary world area

You must select the primary world area that your project addresses, if one particular world area is appropriate.  If your project does not focus on one world area in particular, you may select “International” from the list.
· Additional world areas

You may select one or more additional world areas, if appropriate, in the “Additional world areas” combo box.

· Abstract

Copy the abstract from your grant application to this page.  Adjust the wording and format as appropriate.

Note:  Sometime after you have saved the abstract on this page, IFLE will freeze it, check it for formatting errors and then publish it.  As soon as IFLE has frozen the abstract, you will no longer be able to edit it.
· Languages

You must select the languages addressed by your project.  You may select one or more additional languages, if appropriate.

· Countries

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

· Disciplines

You must select the disciplines that your project addresses.  You may select one or more additional disciplines, if appropriate.

· Subject areas

You must select the subject areas that your project addresses.  You may select one or more additional subject areas, 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 Title VI 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 to be 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 Report Schedule

The Report Schedule page provides a summary of the reports due over the course of the grant.
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The table on this page lists the type of report, report due date, report period beginning and ending dates, report period grant amount, report submission date (if submitted), the report status, and for the current report, links to the relevant report screens.
Two actions can be taken on this page:

· To enter information for a report you select in the table, click on the “Enter Report Information” button.
· To review a report and submit it to IFLE, click on the “View/Submit Report” button.  You can also use this button to review reports that have already been submitted to IFLE.

Note:  The report highlighted in gray is the currently selected report.  If you click on the radio button for another report, it will not be highlighted in gray until you click on the “Enter Report Information” button or the “View/Submit Report” button.
To enter information for a report:

· Select the radio button for the appropriate report and click on the “Enter Report Information” button.

· The first page of the selected report will display.  Enter and save the information you enter.  You may come back and make changes to previously entered information as long as you have not submitted the report to IFLE.
Alternatively, you can click on the links in the table for specific pages in the current report.
2.6 Time Extension 
This page is used to notify IFLE during the final year of the grant that the grantee needs additional time to complete approved project activities.
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.
2.7 Narratives

Narratives are due on the Spring and Final reports.  You can access the narratives for your project by selecting “Narratives” on the right side of the blue menu bar, under “Reports.”  When you click this button, an additional menu bar appears beneath the main menu bar, with buttons for each of the narrative sections.

Instructions are provided at the top of each narrative page.  Enter the information and click the “Save” button.
Note that you may copy and paste text into these pages.
2.7.1 Objectives and Accomplishments
List and describe each of the project activities. 
Click on the “Save and Continue” button.
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2.7.2 Adjustments to Project

Report on any planned activities that were not undertaken.

Click on the “Save and Continue” button.
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2.7.3 Exemplary Activities

List and explain any exemplary activities that took place in the current reporting period.
An exemplary activity is one that is especially innovative or effective and that could potentially serve as a model for future projects.
Click on the “Save and Continue” button.
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A budget for the reporting period must be entered for each report.
2.7.4 Evaluation
List any evaluation activities related to the project objectives. 
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2.7.5 Priorities

Describe the grant activities conducted during the reporting period that addressed the announced priorities.
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2.8 Budget

2.8.1 Spring Budget

Include an explanation of the funds carried over from the previous FY and the funds to be carried over to the next FY. 
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You must attach an Excel spreadsheet of the proposed budget for the next one-year period.

· To attach the spreadsheet, click the “browse” button below the comment box and locate the file on your computer.
· Attaching a spreadsheet replaces any previously attached sheet.
· Only one spreadsheet may be submitted with the report.
2.8.2 Fall Report Budget
Complete the form for the current reporting period.
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Note that the budget figures from your Spring report are displayed in the first two columns.
· To correct those numbers, make the changes in the third and fourth column.
· Enter information for the current reporting period in columns five and six.

· Matching Funds must be at least 50% of the total cost of the project.

· Enter comments in the text box below the budget form.
You must attach an Excel spreadsheet of the proposed budget for the next one-year period.

· To attach the spreadsheet, click the “browse” button below the comment box and locate the file on your computer.
· Attaching a spreadsheet replaces any previously attached sheet.
· Only one spreadsheet may be submitted with the report.
2.8.3 Final Report Budget
You must complete the budget form for the current reporting period.
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The budget figures from your Spring report are displayed in the first two columns.
Any changes to those figures may be reported in columns three and four.
Note:
· Matching Funds must be at least 50% of the total cost of the project.
· You are required to download the SF 269-Financial Status Report Long Form; click on the link, complete the form and print it, and fax or mail a hard copy to your IFLE program officer.

Enter comments in the text box below the budget table.
You must attach an Excel spreadsheet of the proposed budget for the just completed budget period.

· To attach the spreadsheet, click the “browse” button below the comment box and locate the file on your computer.
· Attaching a spreadsheet replaces any previously attached sheet.
· Only one spreadsheet may be submitted with the report.

Click on the “Save and Continue” button.

2.9 Report Data

The following data is only required for the Fall and Final Reports.

2.9.1 Fellow Tracking

This is the main administration page for monitoring the progress of the IIPP fellows.
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Before the current report is submitted, you must update each fellow’s status to show the latest phase completed.  To do this, or make any other changes to existing fellow records, click on the “Update” link in the table on the Fellows Tracking screen.

To delete a fellow, click on the “Delete” link in the table.
To add a new fellow, click on the “Add a Fellow” button.
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Enter the relevant information for each fellow.  As the fellow completes each new phase, update the fellow’s information accordingly.
After adding information for a new fellow, or updating information for an existing fellow, click on the “Save and Return to List” button.  This will bring you back to the main Fellows Tracking screen.
2.9.2 Institutional Partnerships Activities
Use this page to report any institutional partnership activites that were developed during the current reporting period that used Title VI or matching funds.  Enter a record for each partnership.

The first page that is displayed lists any partnerships that you have already entered in the report.  Initially, no institutional partnership activities would be listed, as shown in the sample page below.
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To add an institutional partnership, take the following steps:

1.
Click on the “Add an Institutional Partnership” button.  The system provides a blank form, as shown below:
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2. Select the information that best describes the institutional partnership, and enter comments that further describe how this partnership accomplishes the project goals.

3.
Save the information for the partnership by selecting one of the two buttons on the bottom of the page:

· “Save and New Entry” - This saves the information for the partnership you have just entered, and displays a blank form so you can add another institutional partnership.

· “Save and Return to List” – This saves the information for the partnership you have just entered, and then returns you to the original list of partnerships.  The institutional partnerships you have added will now appear in the list.
To update or delete institutional partnerships that you previously added to the report, take the following steps:

1. View the list of programs by selecting “Institutional Partnerships” on the Report menu bar.  The system displays a list of the records you have previously entered.
2. To the left of each record, select the “Update” or “Delete” link.

3. If you select “Update,” the system displays the selected record where you may update and save the information.

If you select “Delete,” the system will ask you to confirm the deletion.  You may confirm or cancel the deletion.

2.9.3 Instructional Resources
Use this page to report any instructional resources that were developed during the current reporting period that used Title VI or matching funds.  Enter a record for each resource.

The first page that is displayed lists any resources that you have already entered in the report.  Initially, no resources would be listed, as shown in the sample page below.
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To add a resource, take the following steps:

1.
Click on the “Add an Instructional Resource” button.  The system provides a blank form, as shown below:
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2. Select the information that best describes the instructional resource, and enter comments that further describe how this resource accomplishes the project goals.

3.
Save the information for the resource by selecting one of the two buttons on the bottom of the page:

· “Save and New Entry” - This saves the information for the resource you have just entered, and displays a blank form so you can add another instructional resource.

· “Save and Return to List” – This saves the information for the resource you have just entered, and then returns you to the original list of resources.  The instructional resource you have added will now appear in the list.
To update or delete resources that you previously added to the report, take the following steps:

1. View the list of programs by selecting “Instructional Resources” on the Report menu bar.  The system displays a list of the records you have previously entered.
2. To the left of each record, select the “Update” or “Delete” link.

3. If you select “Update,” the system displays the selected record where you may update and save the information.
4. If you select “Delete,” the system will ask you to confirm the deletion.  You may confirm or cancel the deletion.

2.9.4 Faculty Enhancement

Use this page to report any faculty enhancement activities that were held during the current reporting period that used Title VI or matching funds.  Enter a record for each program.

The first page that is displayed lists any faculty enhancement activities that you have already entered in the report.  Initially, no activities would be listed, as shown in the sample page below.
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To add an activity, take the following steps:

1.
Click on the “Add a Faculty Enhancement” button.  The system provides a blank form, as shown below:
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2.
Select the information that best describes the faculty enhancement activity, and enter comments that further describe how this activity accomplishes the project goals.

3.
Save the information for the activity by selecting one of the two buttons on the bottom of the page:

· “Save and New Entry” - This saves the information for the activity you have just entered, and displays a blank form so you can add another faculty enhancement activity.

· “Save and Return to List” – This saves the information for the activity you have just entered, and then returns you to the original list of activities.  The activities you have added will now appear in the list.
To update or delete faculty enhancement activities that you previously added to the report, take the following steps:

1. View the list of programs by selecting “Faculty Enhancement” on the Report menu bar.  The system displays a list of the records you have previously entered.
2. To the left of each activity, select the “Update” or “Delete” link.

3. If you select “Update,” the system displays the selected record where you may update and save the information.
4. If you select “Delete,” the system will ask you to confirm the deletion.  You may confirm or cancel the deletion.

2.9.5 Language and International and Area Studies Programs

Use this page to report any language and international and area studies programs that were created or enhanced during the current reporting period that used Title VI or matching funds.  Report new or enhanced programs by entering a record for each program.

The first page that is displayed lists any language or international and area studies programs that you have already entered in the report.  Initially, no programs would be listed, as shown in the sample page below.
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To add a program, take the following steps:

1.
Click on the “Add a Program” button.  The system provides a blank form, as shown below:
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New
2.
Select the information that best describes the program, and enter comments that further describe how this program accomplishes the project goals.

3.
Save the information for the program by selecting one of the two buttons on the bottom of the page:

· “Save and New Entry” - This saves the information for the program you have just entered, and displays a blank form so you can add another program.

· “Save and Return to List” – This saves the information for the program you have just entered, and then returns you to the original list of programs.  The programs you have added will now appear in the list.
To update or delete programs that you previously added to the report, take the following steps:

1. View the list of programs by selecting “Programs” on the Report menu bar.  The system displays a list of the records you have previously entered.
2. To the left of each program, select the “Update” or “Delete” link.
3. If you select “Update,” the system displays the selected record where you may update and save the information.
4. If you select “Delete,” the system will ask you to confirm the deletion.  You may confirm or cancel the deletion.
2.9.6 Language and International and Area Studies Courses

Use this page to report any language and international and area studies courses that were created or enhanced during the current reporting period that used Title VI or matching funds.  Report new or enhanced courses by entering a record for each program.

The first page that is displayed lists any language or international and area studies courses that you have already entered in the report.  Initially, no courses would be listed, as shown in the sample page below.
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To add a course, take the following steps:

1.
Click on the “Add a Course” button.  The system provides a blank form, as shown below:
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2.
Select the information that best describes the course, and enter comments that further describe how this course accomplishes the project goals.

3.
Save the information for the course by selecting one of the two buttons on the bottom of the page:

· “Save and New Entry” - This saves the information for the courses you have just entered, and displays a blank form so you can add another course.

· “Save and Return to List” – This saves the information for the course you have just entered, and then returns you to the original list of courses.  The courses you have added will now appear in the list.
To update or delete courses that you previously added to the report, take the following steps:

1. View the list of programs by selecting “Courses” on the Report menu bar.  The system displays a list of the records you have previously entered.
2. To the left of each course, select the “Update” or “Delete” link.

3. If you select “Update,” the system displays the selected record where you may update and save the information.
4. If you select “Delete,” the system will ask you to confirm the deletion.  You may confirm or cancel the deletion.

2.9.7 Grant Results
Identify results of grant-funded activities, on the Grant Results screen.
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Click on the “Save and Continue” button.

2.10 IRIS Help Desk

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

· Click the “Contact Us” link within the system.  You will have two options to contact the Help Desk: either by using the form on that page, or using the link that appears on that page to send an email message to the 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.
If your questions are program-related, contact your IFLE program officer.
