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Selecting your region

17 Identify and prioritise immigration cases

Select your ROM Region
] | O
0




i1 Identify and prioritise immigration cases

Select your ROM Region
] | @

Dropdown

Use the dropdown menu to selectthe relevant ROM region.



i1 Identify and prioritise immigration cases

Select your ROM Region
1 v

Emmo

Continue

Select continue.

Please note: When the user has selected the region, it will lock to thatregion. To get
to another region after selection, cache and cookies will need to be cleared in the

browser, or a private browser will need to be used.

[% Complete the content above before moving on.
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Searching for tasks




Gt bdentifyand pricritise immigration cases

‘g

Ceuntry of nationaity (spticns)

ROM regin (optisnal)

Tabs

To view the recommended cases, selectthe 'recommended’ tab.

To navigate to cases already accepted in IPIC for the ROM region, selectthe ‘accepted’ tab.

To navigate to cases already rejected in IPIC for the ROMregion, selectthe ‘rejected’ tab.

To navigate to cases already on hold in IPIC for the ROM region, selectthe ‘on hold’ tab.

Selectwhich action is required for the search. Multiple actions can be selected.



(its Identify and prioritise immigration cases

Review tasks

Recemmanted cates

Ceuntry of nationsity (spticnal)

BOM reghn (optisnal)

Action

Select which action is required for the search. Multiple actions can be selected.

To note: An action is high level business rules of individuals who might be suitable for that action.



Identifyand prioritise immigration cases gl

Roviow tasks

[ —

Country of naticnaity (optiona)

BOM reghen (aptisnal)



Identifyand prioritise immigration cases gl

Roviow tasks

Recemmented e

Country of nationality (optional)

BOM reghon foptianal)




0 Identifyand prioritise immigration cases

Review tasks

Recemmanted cates

BOM reghn (optisnal)

Reporting date range

Select the date range that needs to be included in the search by entering the dates or using the



Gt bdentifyand pricritise immigration cases

Review tasks

ROM regin (optisnal)

Country of nationality

Select the country that needs to be included within the search. This is an optional filter.

Multiple countries can be selected.



0 Identifyand prioritise immigration cases

Review tasks

Country of nationatity (sptional)

w7

Reporting

Select the the reporting centres within the region. This filter is optional.




0 Identifyand prioritise immigration cases

Review tasks

Recemmanted cates

Buporting date cege

Ceuntry of nationsity (spticnal)

BOM reghn (optisnal)

Search

Selectsearch to search the filters users have setabove.

[E] Complete the content above before moving on.
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Review tasks - list view

2 Identify and prioritise immigration cases

Review Reports

Reviewtasks

rcom ed Acceoted (0) Eeiectad (0) On hold (1

Recomment’ed tasks

P-npo; jng date

BAug2023

8Aug2023

8 Aug2023

8Aug2023

BAug2023

15 Aug 2023

15 Aug 2023



{iti Identify and prioritise immigration cases

Review Reparte

Rev i{ﬁtas ks
Recos od (7) Acceoted (0) Bejecizd (0) Qn hold (1)

»

Recommended tasks

Reparting date

0Aug2023

8 AUg2023

BAug2023

8Aug2023

8Aug2023

15 Aug 2023

15 Aug 2023

Recommended

Recommended tab shows the number of recommended cases for task(s) based on the search
criteria a user applies. To review a recommended case, click on the recommendation name starting
from the top of the list



{i# Identify and prioritise immigration cases

Review  Reports

Reviewtasks

Fecommended (T) Accepted (0) Eejected (0} On hold (1)

h_wm(:)

Recommended tasks

Repoiting date
8 Aug2023
8 Aug2023

8Aug2023

A Aug2023

8Aug2023

15 Aug 2023

15 Aug 2023

Change

To change the search, click the ‘Change search’ button to return to the search screen



dentify and prioritise immigration cases

Review Reporte

Reviewtasks

m

=

Recommended (7) Acceoted (0) e

w
3]

tad (0} On hold (1)

Recommended tasks

Reparting date

8Aug2023

8 AUg2023

8Aug2023

8Aug2023

8Aug2023

15 Aug 2023

15 Aug 2023




it Identify and prioritise immigration cases

Review Reports

Reviewtasks

Fecommended (7) Accented (0) Eeiectad (0) Q0o bad (1)

Recommended tasks

n! ofting cate

8Aug2023

8Aug2023

8Aug2023

8 Aug2023

8Aug2023

15 Aug 2023

15 Aug 2023

Reporting Date

Recommended cases will be presented in a list view._



{i# Identify and prioritise immigration cases

Review  Reports

Reviewtasks

Fecommended (T) Accented (0) Bejectad (0) Qn hold (1)

b
Recommended tasks
Repoiting date
8AEg2023
8Aug2023
8AUg2023

A Aug2023

8Aug2023

15 Aug 2023

15 Aug 2023

Task

Users will see which task the recommended case is for.



{i# Identify and prioritise immigration cases

Review  Reports

Reviewtasks

Fecommended (T) Accented (0) Bejectad (0) Qn hold (1)

,
Recommended tasks
Reporting date
8Aug2023
8 Aug2023
8Aug2023
# Aug2021

8Aug2023

15 Aug 2023

15 Aug 2023

PersonlID

This is the Person ID ref number.



{i# Identify and prioritise immigration cases

Raview Reports

Reviewtasks

Fecommended (T) Accented (0) Bejectad (0) Qn hold (1)

,
Recommended tasks
Reporting date
8Aug2023
8 Aug2023
8Aug2023
# Aug2021

8Aug2023

15 Aug 2023

15 Aug 2023

Name

Users will select the hyperlink of the recommendation they wish to work on.



{i# Identify and prioritise immigration cases

Raview Reports

Reviewtasks

Fecommended (T) Accented (0) Bejectad (0) Qn hold (1)

b
Recommended tasks
Repoiting date
8 ALg2023
£ Aug2023
8AUg2023

A Aug2023

8 Aug2023

15 Aug 2023

15 Aug 2023

Gender

Users will see which gender the personis on the recommended case.



if7 Identify and prioritise immigration cases

Review Reports

Reviewtasks

Recommended (T} Accepted (00 Befected (0) On hold (1)

b

Recommended tasks

Reporting date

8Aug2023

8Aug2023

8AUg2023

§Aug2023

8AUg2023

13 Aug 2023

15 Aug 2023

Nationality

Users will see which country of nationality the person s for this recommended case.

[E] Complete the content above before moving on.
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Reviewing a task

{1y Identify and prioritise immigration cases

Review Reports

Backto review recommended cases o

] erson details PerSOI'I dEtaiIS

Full name
uib2

Harm HO reference
CEPR or PID

Duplicate PID

o Accept
Date of birth

Reject Country of nationali

Place on hold Guancer

Red notice status




Identify and prioritise immigration cases

Review Reports

ack [eview recommended Ca @

Person detalls Person details

Full name
uib2

HO reference

CEPR or PID
Duplicate PID
Accept
Date of birth
Reject Country of nationali
Gender

Place on hold

Red notice status

Back

Select’Back to review recommended cases’ to return to the listof recommended cases



Review Reports

< Backto review recommended case

Person details Person deta”S

Full name
uiD2

HO reference

CEPR orPID
Duplicate PID
Accept
Date of birth
Reject Country of nationali
Place on hold Gender

Red notice status

Infomation

Review case data:

a) OnIPIC displayed within each of the tabs by clicking on the links
AND
b) Held on the Home Office case management system(s) (e.g. CID / Atlas), especially notes fields

To note: users will need to review the person on CID/ Atlas and not just IPIC before a decision can be
made.



Identify and prioritise immigration cases

Review Reports

Person details Person details

Full name
uib2

HO reference

CEPR or PID
Duplicate PID
Accept
Date of birth
Reject Country of nationali
Gender

Place on hold

Red notice status

Copy

This function allows users to copy the reference in the relevant field.
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Review Reports

ackto review recommended ca

Person details Person details

Full name
uiD2

Harm HO reference
CEPR or PID

Duplicate PID

@ Accept
Date of birth

Reject Country of nationali

Place on hold Gender

Red notice status

Action

Once a user has reviewed the case data on IPIC and data held on the Home Office case
management system(s), the user must make a decision as to whether IPIC appropriately
recommended the case for the given task type.

These options are:
Accept

Reject

Place on hold

&] Complete the content above before moving on.
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Accepting a recommendation

i1 Identify and prioritise immigration cases

Review Reports

Backto review recommended cases

Person details PerSOI'I details

Full name
uib2

Harm HO reference

CEPR or PID
Duplicate PID
Accept o
Date of birth
Reject Country of nationali
Gender

Place on hold

Red notice status
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Review Reports

Person details Person details

Full name
uiD2

HO reference
CEPR or PID

Duplicate PID

Accept @
Date of birth

Reject Country of nationali

Place on hold Gender

Red notice status

Accept

The user should review the data held on IPIC AND other Home Office case management systems (e.g.
CID / Atlas) before changing the decision of whether IPIC appropriately recommended the case for
the intervention.

If the user has decided to accept the recommendation, select accept.

If the user accepts, they are agreeing with the recomme nddtion_

Users must remember to book the action on atlas.

&] Complete the content above before moving on.




& Identify and prioritise immigration cases Admin <

Review Reports

¢ cass o S« ©)

Accept case

o You must record any updates to this case in CID or ATLAS.



& Identify and prioritise immigration cases Admin <

Review Reports

Accept case

o You must record any updates to this case in CID or ATLAS.

Back

Selectback to view the list of cases again



Admin «

Review Reports
—_—r

Accept case

o You must record anyupdates to this case in CID or ATLAS.

Emo

Confirm

Select confirm to confirm the decision

&] Complete the content above before moving on.

{7 Identify and prioritise immigration cases

Review Reports

< Back to review recommend S o

Accepted_ __

View acceptedcasas 6




i1 Identify and prioritise immigration cases Admin <

Review Reports
—

< Back to review recommended cases @

Accepted

View accepted cases

Back

Select'back to review recommended cases' to return to the recommended tab



Review Reports
—

< Back to review recommended cases

Accepted

View accepted cases

Accepted

IPIC will confirm that the case has been accepted.



Review Reports
—

< Back to review recommended cases

Accepted

View accepted cases o

Accepted cases

Selectto view the accepted tab of cases previously accepted in IPIC

[% Complete the content above before moving on.
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Rejecting a recommendation

i1 Identify and prioritise immigration cases

Review Reports

Backto review recommended cases

Person details PerSOI'I dEtaiIS

Full name
uib2

Harm HO reference

CEPR or PID
Duplicate PID

Accept
Date of birth

Reject o Country of nationality
Gender

Place on hold

Red notice status




ul7 Identify and prioritise immigration cases

Review Reports

< Backto review recommended C3ses

Person details Person detaIIS

Full name
ulD2
HO reference
CEPR orPID
Duplicate PID

Accept
Date of birth

Reject _— @ Country of nationality

Place on hold e

Red notice status

Reject

The user should review the data held on IPIC AND other Home Office case management systems (e.g.
CID / Atlas) before changing the decision of whether IPIC appropriately recommended the case for

the intervention.

If the user has decided that the action is notappropriate, users can rejectthe case.

&] Complete the content above before moving on.




Review Reports

Why do you want to reject this caseo

Selectall that apply

or

[0 Reasonnotisted

Detallon reason for rejecting this case (optional) o

must record any updates to this casein CID or ATLAS.



itise immigration cases

Review Reports

Why do you want to reject thiscase?

Selectall that apply

or

[0 Reasonnotisted

Detallon reason tor rejecting this case (optional)

=

) voumust record any updates to this casein GID or ATLAS.

Back

Select back to view the listof cases again



%7 Identify and prioritise immigration cases

Review Reports

Why do you want to reject this case@

Select all that apply

or

D Reazon not listed

Detallon reason 1OF rejecting this case (optional)

ovwm! ol any up to thi: im CID or ATLAS.

-

Rejectionreason

Users will need tick atleast one rejection reason from the list provided, if there isn'tan appropriate
reason, users will need to select 'reason not listed’ and then explain the reasons why the rejection is

necessary.



itise immigration cases

Review Reports

Why do you want to reject thiscase?

Selectall that apply

or

[0 Reasonnotisted

Detallon reason tor rejecting this case (optional) @

=

) voumust record any updates to this casein GID or ATLAS.

Detail

Itis desirable to inputreasons for rejecting the case regardless which option is selected.



Identify and prioritise immigration cases

Review Reports

Why do you want to reject thiscase?

Selectall that apply

or

D Reason not listed

Detallon reason tor rejecting this case (optional)

=

Euu record any updates to this casein CID or ATLAS.

Atlas

A user must confirm that they have recorded any updates to the record in Atlas by clicking confirm.

Alternatively, select cancel if appropriate.

L?.] Complete the content above before moving on.
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Review Reports

< Back to review recommended cases o

Rejected

View rejected cases 9




i1 Identify and prioritise immigration cases Admin 4

Review Reports

< Back to review recommended cases @

Rejected

View rejected cases

Back

Select 'back to review recommended cases' to return to the recommended tab



i1 Identify and prioritise immigration cases

Admin <«

Review Reports

< Back to review recommended cases

Rejected

View rejected cases

Rejected

IPIC will confirm that the recommendation has been rejecte«



i1 Identify and prioritise immigration cases Admin 4

Review Reports

< Back to review recommended cases

Rejected

View rejected cases o

Rejected cases

Selectto view the rejected tab of cases previously rejected in IPIC.

(% Complete the content above before moving on.
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Placing a recommendation on hold

i1 Identify and prioritise immigration cases

Review Reports

Backto review recommended cases

Person details PerSOI'I dEtaiIS

Full name
uib2

Harm HO reference

CEPR or PID
Duplicate PID

Accept
Date of birth

Reject Country of nationality

Place on hold o Gander

Red notice status




Review Reports

< Backlo review recommended cases

Person details Person deta”S

Full name
uiD2

HO reference
CEPR orPID

Duplicate PID

Accept
Date of birth

Reject Country of nationality

Place on hold @ Gemvdan
Red notice status

Place on hold

The user should review the data held on IPIC AND other Home Office case management systems (e.g.
CID [ Atlas) before changing the decision of whether IPIC appropriately recommended the case for

the intervention.

If the user has decided to place the case on hold, select place on hold.

&] Complete the content above before moving on.



dentifyand prioritise immigration cases

Admin

-

Review Reports

Why do you want to place this on hold? o

or
o Cther

Detail on reason for placing this case on hold (optional) o

@ voumust recora any updatesto this case in CID or ATLAS.,

s @)



dentifyand prioritise immigration cases

Admin

-

Review Reports

¢ sosecol e (2)

Why do you want to place this on hold?

ar

o Cther

Detail on reason for placing this case on hold (optional)

o You must record any updates to this case in CID or ATLAS.

Back

Select back to view the list of recommendations again.



dentifyand prioritise immigration cases Admin <

Review Reports

< Back to| aso

Why do you want to place this on hold? @

or

O Cther

Detail on reason for placing this case on hold (optional)

@ Youmust record anyupdatesto this case in CID or ATLAS.

Rejectionreason

Users will need tick one of the reasons listed as to why they are placing the case on hold. If there isn't
an appropriate reason, users will need to select’other’ and then explain the reasons why the place
on hold is necessary.



it Identifyand prioritise immigration cases Admin 4

Review Reports

Why do you want to place this on hold?

ar

o Cther

Detail on reason for placing this case on hold (optional) @

o You must record any updates to this case in CID or ATLAS.

Detail

Itis desirable to inputreasons for placing the case on hold regardless which option is selected.



i Identifyand prioritise immigration cases Admin 4

Review Reports

Why do you want to place this on hold?

ar

o Cther

Detail on reason for placing this case on hold (optional)

o You must record any updates to this case in CID or ATLAS.

Atlas

A user must confirm that they have recorded any updates to the case in Atlas by clicking confirm.

Alternatively, select cancel if appropriate.

@_‘] Complete the content above before moving on.
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< Back to review recommended cases o

Placed on hold

View cases on hold 8




17 Identify and prioritise immigration cases

< Back to review recommended cases

Placed on hold

View cases on hold

Back

Select 'back to review recommended cases' to return to the recommended tab



17 Identify and prioritise immigration cases

< Back to review recommended cases

Placed on hold

View cases on hold

On hold

IPIC will confirm that the case has been placed on hold.



17 Identify and prioritise immigration cases

< Back to review recommended cases

Placed on hold

View cases on hold o

Cases on hold

Selectto view on hold tab of cases placed on hold in IPIC.

[2] Complete the content above before moving on.
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Changing a decision

it Identify and prioritise immigration cases Admin <

Review Reports

Review tasks

Recommended (0) Accepted (0) Rejected (0) Onhold (1)

On hold tasks
On
Placed on ho[d Countryof
Referral hold Task Name Gender nationality



i1 Identify and prioritise immigration cases fdemin: o

Review Reports

Review tasks

®

Recommended (0) Accepted (0) Rejected (0) Onhold (1)

On hold tasks
Oon
Placed on ho[d Country of
Referral hold Task Name Gender nationality

On hold

Users will see the number of recommendations on hold in this tab.



Admin <«

¥ Identify and prioritise immigration cases

Review Reports

Review tasks

Recommended (0) Accepted (0) Rejected (0) On hold (1)

On hold tasks
Oon
Placed on ho[d Countryof
Referral hold Task Name Gender nationality

Name

The user should locate and click on the name of the recommendation which needs to have the

decision changed.

Please note: a decision can be changed on any tab if a mistake has been make.
However, they should not go back to change accept to reject if something changes

after the case has been accepted.

Accepted cases will stay within the accepted tab for 5 days.

Rejected cases will stay within the rejected tab for 20 days.



On hold cases will remain here indefinitely unless the case is either accepted or

@] Complete the content above before moving on.

it Identify and prioritise immigration cases

Review Reports

Back 1o review on bold review goses o

| persondetails Person details
details Full name
Home Office reference

PersoniD

Duplicate person ID(s)

View reasonon hold o Date of birth

Accept Country of nationality

Reject Gender

Red notice status



:Identify and prioritise immigration cases Admin <

Review Reports

Back 1o revicw on hold review ca r@

| persondetaie Person details

Full name
Home Office reference
PersoniD

Duplicate person ID(s)

View reasonon hold Date of birth

Accept Country of nationality
Reject Gender

Red notice status

Back

To go back, select'back to review on hold review cases'.



i1 Identify and prioritise immigration cases Admin 4

Review Reports

Back to review on hold review cases

| personaetaits Person details

Full name
Home Office reference
PersoniD

Duplicate person ID(s)

View reasonon hold L Bate of birth
Accept Country of nationality
Reject Gender

Red notice status

Viewreason

The user should review the data held on IPIC AND other Home Office case management systems (e.g.
CID / Atlas) before changing the decision of whether IPIC appropriately recommended the case for

the intervention.
When reviewed,
Either view reason on hold

Accept
Reject

&] Complete the content above before moving on.
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Ml Reports

This is the Reports tab. This area of IPIC is used to view and download Management
Information (MI) reports which provides a log of all activity on IPIC. It defaults to the

last7 days and can be changed to meetrequirements.

There are five auto generated categories that will automatically be displayed and
populated with figures from the last 7 days (from yesterday), the previous 4 weeks in
weekly reports and the previous 6 months. These will be based upon the ROM region

thatyou selected when logging in.

Users can‘drill down’ into the details of a specific Ml category by selecting the one

they want to look atin more detail. This canbe done for all available categories.



it Identify andprioritise immigration cases

Review Reports o

Date rangel Last 7 days VI o




iiti7 Identify and prioritise immigration cases

Review Reports

Date rangel Last 7 days VI

Selectthe reports tab.

Reports



it Identify and prioritise immigration cases

Review Reports

Date rangel Last 7 days VI

Users can select the date range from the dropdown menu. Included is the last 4 weeks and then the

Date range

last 6 months.



iiti7 Identify and prioritise immigration cases

Review Reports

Date rangel Last 7 days VI

Total

Users can selectthe action you would like to review Ml for.

[% Complete the content above before moving on.



Review Reports

Date rangel Last 7 days vJ o
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Review Reports

o T

Date rangel Last 7 days vl

Lo Se5

Back

Select'back to_' to go back to the main Mi page.

This will be the region the user selected.



{iti Identify and prioritise immigration cases

Review Reports

Date rangel Last 7 days v| 5

Lo Se5 I

Date range

Selectthe date range for the Ml data required.

Admin <




itise immigration cases Admia <

Review Reports

Date rangel Last 7 days v

Total

Users will see the total of- recommendations and also the trend from the previous month.



{iti Identify and prioritise immigration cases Admia <

Review Reports

Date rangel Last 7 days vl

- T

All decisions

Users will see how many cases have been accepted, rejected, on hold within- for the specific

date range set. This reportcan be downloaded.



{iti Identify and prioritise immigration cases Admia <

Review Reports

Date rangel Last 7 days vl

Dow se5
-8

Nationalities

Select _’ to expand and view the data.

@] Complete the content above before moving on.



Caseswaiting Accepted Rejected On hold

Download all nationalities



I Cases waiting Accepted Rejected On hold

Download all nationalities

Cases waiting are still outstanding recommendations.

The + or - after each bold number indicates the trend.



I Cases waiting Accepted Rejected On hold

Download all nationalities | 9

Download all nationalities

You can select ‘'Download all nationalities’ to download the data into an excel spreadsheetrelating to

all nationalities.

[E] Complete the content above before moving on.

Here is an example of a downloaded report for_ for- cases - dated



Complete the content above before moving on.



