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USRAP Afghan P-2 Referrals
Guide for Submitting NGO/Media Referrals to USRAP

The Afghan Referral Record submission page is intuitive to use and contains helpful notes,
tips, and clearly identifiable required fields. However, there are some common pitfalls that
can be avoided by reading this guide prior to submitting a referral to the USRAP Afghan P-2
program. Please follow the instructions in this guide to prevent referral processing delays
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Referral Creation and START Navigation

Getting Started
1. Receive email from Department of State Enterprise ICAM(noreply@seicam state.gov)

and follow instructions to active your START account and enroll in Okta Verify.
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2. Sign into START by navigating to Okta
(https://state.okta.com/) and signing in (using your full yr
‘email address, password, and one-time code). Select the Senne
ServiceNow tile with the ‘PRM START label.

3. Your START home page will display with ‘USRAP
Production’ in the top left instead of USRAPDEV), the Filter Navigator’ on the left-
hand menu, and your name in the top-right (instead of Afghan NGO Media Referrer
1)

a. You will automatically be brought to a home page that
reads "Security constraints prevent access to requested

Cy + page”. This is normal ~ please proceed.
|b. Use the Filter Navigator and type "Afghan Referrals” ~ the

a © ‘module should show up as you begin typing.
pa < If you hover your mouse over the ‘Afghan Referrals’ bar, a
J po star will display, which will allow you to favorite the
SOS ests module and find it later by selecting the star icon in the

: || left-hand menu
d. Set your date format preference by clicking your name in

3 the top right, clicking ‘Profile’, and selecting your=) EET preferred date format
e. Click "Afghan Referrals’ - you will receive a pop-up with

the START Terms and Conditions ~ readcarefully and
select ‘OK’ if you agree.
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Creating a New Record

1. Ensure you have all necessary application materials. Follow the instructions and
utilize the documents provided on wrapsnet.org to ensure that a complete referral
package is prepared for the individual employed by your organization in Afghanistan
(hereafter referred to as the Principal Applicant or PA) that you are referring,
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a. Remember: You must input biographic information indicated in the Excel

Format of Referral Form (see above example) and obtain an Employment

Verification form signed by your organization's senior-most US. citizen
‘employee. Note: The Excel Format is meant to help you collect the
information you will type into START about yourPA~we do not need a copy
of this Excel document.

b. Remember: For an individual to be eligible for a P-2 referral, they must be of
Afghan nationality and have been employed directly by your organization.
Please do not submit referrals for volunteers, interns (paid or unpaid),
independent contractors, or independent consultants.

2. Create a referral. When you click ‘Afghan Referrals’ (Step 3. c. of Getting Started) a
page will display as depicted below:
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a. This page will display all referrals that you have created that are in an
Unsubmitted, Incomplete, Accepted, and Case Created status.

1. If you save a referral, it will have an Unsubmitted status, and you
may come back and edit it later.

2. If you submit a referral and PRM determines that it is not complete,

the referral will display with an Incomplete status in your view.
3. Ifyou submita referral and PRM determines that it is complete, the
referral will display with an Accepted status in your view.

4. Ifthe PA of your accepted referral relocated to a third country and
completes the instructions we send them to notify us that they reached
a third country, we will create a USRAP case for them. Their referral’

status will then display as Case Created.
b. Referrals that you submit for review will not display in this list until they are

reviewed by the RPC.
<. If you have not yet entered and saveda referral, no records will display.

3. Select the ‘New’ button to begin entering a new Afghan Referral Record.
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Entering Referral Data
A newly opened blank referral wil display as below. Enter Principal Applicant's
biographic information into the Afghan Referral Record fields. Required fields are
indicated in red below. Reminder: the Principal Applicant (PA) is the individual who
‘was/is employedforyour organization and qualifies for a P-2 referral.
prc Abc Bc lotion
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1. Principal Applicant Basic Information

Enter applicant's first name i they do not have a first name,
enter "FNU”

|Middlename | enter if applicable
Enter the applicants sumame;ifthe applicant only has one
name,enterthename in the ‘Surname’ field, andenter “FNU" in
the First name’ field
Enter if applicable

*rotname oo

+ sumame smn

socondsumame
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Examples if applicant only has one name:
«Applicant provides that their only name is “Smith” - enter "FNU” in the

“First Name" field and enter “Smith” in the ‘Surname’ field.

[sec [Enterthe applicant’ sex

Birth date Enter the applicants birth date; if you don't know the exact day,
choose the 1 ofthe monthifyou don't know the exact month,
choose January
Seestep 1.c. in Getting Startedto setdateformatpreference
Enter the applicant's nationality

Enter the applicant's marital status

* so Male !

* Birthdate 08 Jl1980 @®

Nationally Afghanistan a ®
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2. Principal Applicant Location & Contact Information

Current location | Enter the country in which the applicant is currently located
country
Primary email Enter the applicant's email address. Each referral must have an

‘email providedforthe PA because PRM contacts applicants by.
‘email to provide further processing instructions
Ifthe PA does not have an email address,weencourageyou to
either assist the applicant in creating an email account or ask the
applicant for an email address ofa trusted family member that
may help them with future processing instructions.
Note: if spaces are entered or pasted before or after the email
text, the field entry will display as invalid, and you will be unable
to submit the referral. Remove the spaces before submitting.
Enter if applicable
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Primary phone | Enter the applicant's phone number~you may remove spaces,
number “+” characters, and “0" characters that are often provided in the

front of a number. The system will automatically generate the
country if the country code is entered correctly. Don't put a “0”
between the code and number.

"93" is the Afghanistan country code

Secondary phone | Enter if applicable
number

ome apn a
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3. Principal Applicant Identity Information

issuance
[Passportnumber Enterifavalable |

Passport place of Enter if available
issuance

4. Principal Applicant Qualifying Information

Applicant's SelectDirecthireofUS-Based Media/NGO (P2)’usingthe
affiliation/occupation | magnifying glass icon.

Current employment | Ifthe applicant i currently employed for your organization,
/es/No) select ‘Yes’; otherwise, select No".

Employment start date| Entertheapplicant'sdatesof employmentforyour
and end date organization. Where possible, please provide accurate dates.



Ramos Acorn  WUSSHEY Siam aes

Tf unable to identify the exact date, these dates may be
estimated:
«Ifyou only know the employmentdatetothe year, enter

01 Jan YYYY as start date and 31 Dec YYYY as end date.
«Ifyou only know the employment date to the month and

ar,enter 01 MMYYYYas start date and 31 MM YYYY.
Tam attaching if you have any other documents (employment etter, HR
employment letter, contract, ID badge, pay stubs, etc) aside from the

verification Employment Verification form that pertain to the PA's
documentation employment that you would like to provide in the referral

(Yes/No) package, select ‘Yes’
Ifno other employment documents are available, select No’
and write a justification in the explanation fieldastowhy
employment documents cannot be provided.
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5. Referrer Information
The Referrer is the current senior-maost employee of the non-governmental
Organization (NGO) or media organization and should be the person who signed
theEmploymentVerificationform. Enter the referrer's name and email address.
from the Employment Verification form (Section C.) for the referrer fields. If you
do not provide the same name and email address as the individual on the
Employment Verification form, the referral will be considered incomplete.
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Enter as provided in Section C. of the Employment Verification
form.

Referrer offical | Enter as provided in Section C. of the Employment Verification
email form.Werecommendthe Referrercreates a rule in their inbox to

filter all emails from usrapprod@servicenowservicescom to a
designated folder.
Enterby clicking the magnifying glass and select “US NGO" or “US.

organization | MEDIA” depending on your organization.
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Enter your name as the person who is submitting
submitting this referral _| this referral.
Official email of person | Enter your email address as the person who is
submitting this referral | submitting this referral or enter the address ofa

shared inbox so that all confirmation emails for your
organization go to one address.

Applicant is aware If the applicant is aware that you are submitting a
they've been referred to | referral for the applicant, select Yes’if they are not,
the USRAP (Yes/No) select ‘No’
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Once all fields are entered to the best of your ability, click ‘Save’ to save the data
entered. Clicking ‘Update’ will aso save the data you entered, but it will return
you to the list of referrals that you have entered.

You may save your data at any point during the entry process evenifall
mandatoryfields are not complete. You may leave yourreferral (andeven sign
out of START) and return to it later with the data you entered preserved as long

lected ‘Save’or
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6. Family Member Information

To add family members, click ‘Save’ in the top right of the referral record. The
referral record must first be saved —the option to add family members will only

display after clicking ‘Save’.

ate i, IMPORTANT NOTE Tobethea rymemberson antrset
use em) T referral pleasepressSave.

(= J z
IMPORTANT NOTE: To enable the adion ofIl»a at  ————1]"iF Cm

To edita family member's information after initially saving, do not select the
il i —in; lick the (i) ne family mber’s

then click ‘Open Record’ in the pop-up, edit the information. Update the record

and click ‘Save’.

7 Afghannomination=ARR0033647
% OQ. =Relationshiptoprincipal applicant =Familymember fullname

© we Smith Rachel

mily Member Information [openrecord|

Note: The ‘Relationship to principal applicant’ drop-down displays many
relationship options, including ineligible family relationships. P-2 eligible family
‘members only include spouse, children of any age (whether married or
unmarried), spouse of child, and grandchildren. I the child of the PA is
married, lst their spouse as the son/daughter-in-law of the PA. If the child of the
PA has children, list them as grandson/granddaughter of the PA.
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Attaching Documents
1. There is a specific Employment Verification form to be used by U.S. NGOs and media

organizations to submit P-2 referrals. Drag and drop this form into the referral
record in START (or use the paper clip to upload from a folder). The form should look
like the picture below:

® Sear ET
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a. In Section C. of the Employment Verification form, please provide the full

name of your organization after *..worked for my organization:" (rather than a
program or project name). This must be the organization that the PA was.
directly employed by.

2. Attach any other supporting documents that are availablefor the PA. These may
include but are not limited to: additional supporting documents that verify the PA's
employment for your organization, Passport scans for the PA (and family), National
1D scansfor the PA (and family).

a. Ensure attachments are not ina zip file prior to attaching.
3. Once document(s) are uploaded, you can click ‘Manage Attachments’ at the top of

the page to view the attachment (by downloading the file).
a. You can delete an attachment by selecting the check box next to the file

under ‘Manage Attachments’.
b. You can edit the nameofan attachment by clicking ‘rename’.
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4. Once all attachments are added to the referral, click ‘Save’.
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Submitting the Referral
Once the record is ready with all required fields complete, any family members added,
and documents attached (The Employment Verification form hed), cick
“Save” and then “Submit for Review” to
transition the status to “Pending Review".

£m een 1S)
Upon submitting a referral, the referral
will disappear from your list view. You
will not be able to access the referral to edit the referral record information or
upload additional documents after you click the ‘Submit for Review’ button. If you
need to edit a record that was already submitted, contact PRM through the established
email communication channel requesting for the referral to be made editable.

‘The referral will return to your view and display in the list once the referral record
is reviewed by our staff. Once reviewed, we will transition the status of the referral (see
statuses and descriptions in the next section), and you will be able to again view the
referral. You will not be able to edit the referral unless it has a status of Incomplete’ or
you contact PRM to request that the referral is made editable.

If you click ‘Submit for Review, but you do not leave the view of your referral, there are
one or more fields that have invalid data. If a field has invalid data, instructions will
prompt you to update the field. This is commonly due to the date being in an incorrect
format or an email address having an invalid domain.
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Monitoring Your Referrals
As mentioned above, when you select the ‘Afghan Referrals’ option in the left-hand

menu,a list will display. Any referrals entered by you that are either in an Unsubmitted,
Incomplete, Accepted, or Case Created status will display here.
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+ Unsubmitted: If you create a new referral and click the ‘Save’ button (without
clicking the ‘Submit for Review’ button), that referral will have a status of
Unsubmitted and will display in your list view.

© You may save referrals that you are not ready to submit in this status and edit
them at any point.
Remember: Your referral will not be reviewed or further processed in this
status. You must submit a referral for it to be reviewed, but once you submit,

you will not be able to edit it
+ Incomplete: Referrals that you have already submitted will display in your lst view

with an Incomplete statusifthey have been reviewed and are missing required
information. It is your responsibility to monitor your list view for Incomplete
referrals and to edit, update, and resubmit such referrals. As a reminder, your
account has temporary access, so please submit your referrals early and
monitor your queue often.

© If you find a referral in your lst view that has a status of Incomplete, open the
referral and scroll to the bottom. There will be a box labelled ‘Result
comment’ in which an explanation for why your referral is incomplete and
instruction on how to update it will be provided. See the below example for a
referral that has an Employment Verification form attached, but the document
is unsigned:
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PORTANT NOTE: To enable the addition of family members onanew crested eer pesse press Save.
tom seme or

© Make the appropriate updates to the referral and select the ‘Submit for
Review’ button to send it back into the queue for review.

«Accepted: Referrals that you have already submitted will display in your list view
with an Accepted status if they have been reviewed and are determined complete
and eligible for P-2.

© Upon accepting a referral, we will send a confirmation email to the PA's
primary and secondary emails with their ARR number and further processing
instructions from usrapprod@servicenowservices. com.

o The email addresses provided for the Referrer and Submitter will be bed on
the confirmation email.

+ Case Created: Referrals that were reviewed and accepted will have a Case Created
status once we are able to create a USRAP refugee case from the referral. A case may
only be created once an applicant lets us know they are in a country we can process
from (outside of Afghanistan).

© Upon creating a case for a referral, we will send a confirmation email to the
PA's primary and secondary emails with their case number from
usrapprod@servicenowservices.com.

o The email addresses provided for the Referrer and Submitter will be bed on
the confirmation email
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You may add/remove columns to display in your list that correspond to fields in the
referral record by clicking the cog icon and using the arrows. Click ‘Ok’ to make the
change to your display.
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Final Note: The emails of the Referrer and Submitter as provided in the referral record

will be bec'd on an email sent to the applicant once their referral is reviewed and
considered complete and accepted. This email will provide further instructions to the
applicant to notify us when/if they relocate to a country outside of Afghanistan, which is
required to process in USRAP.

Itis the responsibility of your organization to monitor such emails to determine which of
your applicants have had their referral accepted. These emails will serve as your record
of referral acceptance after your temporary START account is disabled.

Ifa referral is not in your list view with an Incomplete, Accepted, or Case Created status,
and you have not received an email confirming the PA's referral, then the referral is still

pending our review. Please be patient as we are working through our review queues as
quickly as we can. Your organization is the main point of contact for your referred
applicants until/unless their referral is accepted into the USRAP (ie. a USRAP case is
created). Applicants are advised to contact their referring organization for updates on
their referral status.
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