
Office of Refugee Resettlement
Services for Survivors of Torture

Screen Library 



Navigation: Click “ORR Forms”



Navigation: Click “SOT”



Queue Actions:

New – Creates a new form

Edit – Edit an existing form

Review – Opens a read-only view 
of a form that has already been 
submitted

Save to Excel – Exports the current 
view to a spreadsheet and 
downloads it to your computer



New Form
Verify Current Information, Click Create Form. From now on, form status will be Saved, until submitted.



Form Navigation
Link to Healtorture.org resources. Click Show to go to Program/Outcome Indicator navigation. Review is 
disabled until all indicators have been saved. 



Indicator Navigation

Back navigates to Form 
Overview/Navigation page

Numbers in Total show this 
indicator has been saved

Red X in Total shows this 
indicator has not been saved

Click Edit to go to directly to a 
given indicator

Review will become active once 
all Red X icons in entire form 
have been removed



Navigating within 
indicators (Program 
and Outcome)

Cancel exits the indicator and 
returns to Indicator Navigation 
without saving

Save and Close saves the 
values entered for the 
indicator and returns to 
Indicator Navigation without 
saving

Save and Next saves the 
values and moves on to the 
next indicator



Question type 1: 

Standard Questions, with 
no custom fields.

Stands fields must have a 
count greater or equal to 0

Indicators:

1a 
1b
2
6
7
9
10
11
12
17



Question type 2: 
Mix of Standard and custom fields

Custom fields must have both a 
name/description and a count 
greater than 0

After entering name and count, 
select Add / +

Any field with a count of 0 must be 
deleted before saving
Indicators:

3
4
8
15
18
19



Question type 3: 

All fields must have both a 
name/description and a count 
greater than 0

After selecting option name and 
count, select Add / +

Menu options removed as they are 
added to form and added back to 
menu as they are removed from the 
form

These values will be copied to the 
next year’s form automatically

Any field with a count of 0 must be 
deleted before saving

Indicators:

5
13
14



Outcome Indicator 
Navigation

Select tool(s) used to gather data

Selecting Other requires a 
name/description

After selecting tools, select Save Tool 
Data

Numbers in Total show this indicator 
has been saved

Red X in Total shows this indicator has 
not been saved

Click Edit to go to directly to a given 
indicator

Review will become active once all Red 
X icons in entire form have been 
removed



Outcome Indicator



Submitting a form

Once complete, select Review from 
any page within the form

Review shows data validators

To print, use your browser’s Print 
option

Select Back to return to edit view

Once reviewed, select Submit
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