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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 on program activities.  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 Seminars Abroad (SA) – Administering Agency

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 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.

The blue menu bar at the top of the screen provides links to the appropriate page listed. 

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.  

· World area

You must select the primary language for your project from the dropdown menu.  

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 Budget

On the Budget screen, enter Fulbright-Hays funding planned expenditures 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.

2.5 Orientation Comments 
The Orientation Comments page provides you with the ability to provide feedback for the Pre-Departure and / or the in-country orientation.
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2.6 Itinerary

The Itinerary screen collects international and in-country travel itineraries.
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Attach an electronic copy of your detailed International Travel and Seminar Agenda Include international flight and travel information.  To attach the file:

· Click on the “Browse…” button. 

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

· Attaching another file replaces the previously attached file.

· Only one file can be submitted in the report.

2.7 In-Country Experience Comments
The In-Country Experience Comments 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 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.

