
ISSO Portal Training Guide for
Departmental Administrators

Requesting Departmental Access

If you do not have access as a Departmental Administrator, below are the steps you will follow to
request access. Reminder: faculty members DO NOT need access to the portal. Instead, they will act
as 'second approvers' and will be invited into the process via email.

● Go to https://issoportal.charlotte.edu/ and Login with your NinerNET ID and Password

● Select Department for your user type

https://issoportal.charlotte.edu/


● Enter your information and submit

Creating or Looking-up the Scholar Record in the ISSO
Portal
Depending on the type of request, you will either create the scholar record in the portal or look up an
existing scholar.

New Scholar Initial Requests
● This includes the J-1 Scholar DS-2019 Initial Request
● Follow the instructions for Creating the Scholar Record in the ISSO Portal
● If the scholar is already in the U.S. as a J-1 scholar and transferring sponsorship to UNC

Charlotte, the form will collect that information

Continuing Scholar Requests
● This includes the J-1 Scholar DS-2019 Extension Request, which must be completed 2-4

weeks prior to the expiration date of the DS-2019
● Follow the instructions for Looking Up a Record



Requesting a NinerNET ID and confirming that the
scholar has activated their account

In order for scholars to access the ISSO Portal, they will need to have a Banner ID and NinerNET
credentials that they have activated.

Unpaid Visiting Scholars:

For visiting scholars who have their own funding and will NOT be paid by UNC Charlotte, the host
department must follow the Academic Affairs HR process for requesting a Banner record using the
‘unpaid adjunct’ category. Please follow their instructions located within the Academic HR Procedures
Handbook and email the ‘Dean’s Letter’ to aa-personnel@charlotte.edu.

Please note: The guest account will no longer be a supported practice for visiting scholars.

https://provost.charlotte.edu/academic-budget-hr/academic-personnel-procedures-handbook/
https://provost.charlotte.edu/academic-budget-hr/academic-personnel-procedures-handbook/


Creating the Scholar Record

● Login to the ISSO Portal and go to Departmental Services

● Before beginning a specific request, select: Add New Person



● Complete the eform to add the scholar

● Then select the request you would like to initiate for the scholar





Looking-up the scholar record in the ISSO Portal

● Login to the ISSO Portal and go to Departmental Services
● Select the desired eform request



● Enter the University ID and Date of Birth of the scholar you will be submitting the request for

● After you push the ‘Find Record’ button, the request will open the request main page and will
be connected with the scholar’s record.



● When you click on the Department Form link, you will see the University ID and name of the
scholar populated at the top of the page. You will enter the new dates, any changes or updates
in funding, and upload the department’s updated letter with the extended dates.



Navigation Tips for All Eform Requests
DO NOT use the browser Back button

DO NOT use the Cancel or Edit buttons at the bottom of an already
submitted eform

DO NOT use the New button at the bottom of an already approved
eform



J-1 Scholar DS-2019 Initial Request

Step 1: Request Initiated by Department
Department Administrator

ISSO Portal Eform: Department Initiate Request
● After completing Add New Person, click on the link to begin the DS-2019 initial request E-form.

Make sure you have ALL of the following information prior to beginning the request:

● The type of appointment, title, and description of duties
● The source of funding (UNC Charlotte vs self-funding)
● The proposed start and end dates (at least 3-4 months into the future)
● The primary site of activity (usually 9201 University City Blvd)
● Provide all requested program information and submit



ISSO Review and Approval

After Submission
Department Initiate Request will be ‘Pending Office Approval’

ISSO will review the eform submission to determine if the J-1 Scholar DS-2019 Initial Request should
progress.



After Approval
The following email communications will be sent:

● Instructions for the Department Administrator and Host Faculty

● Invitation for the scholar to submit their eforms



Step 2: Export Control and Scholar Eforms
Department Administrator

Export Control Process
This process will be initiated outside of the ISSO Portal.

● Go to the Export Control: Forms and Checklists website.
● Complete the appropriate form to help determine whether an export license may be needed for

the prospective scholar/visitor. It will require signature from the supervisor and department
chair.

● Submit the completed form to exportcontrol@charlotte.edu.

https://research.charlotte.edu/departments/office-research-protections-and-integrity-orpi/export-control/forms-and-checklists/




Scholar

ISSO Portal Scholar Eforms
The scholar will receive an email with login instructions, log into the portal using their Banner ID# and
NinerNet credentials, and select the DS-2019 Initial Request.



The scholar will submit a number of E-forms.

After Submission
Once the Scholar Final Submit E-form is submitted:

● The scholar will receive an email notification



*** This will complete the Scholar submissions ***

Host Faculty

ISSO Portal Eform: Scholar Final Submit ‘2nd Approver’ Role
The Host Faculty will not log into the ISSO Portal, but will just click on the link in the email they
receive.



The login information will automatically be populated for them



English Proficiency Certification
The information provided by the scholar will be populated on the surface of the eform for the Host
Faculty

● If an interview is required, the Host Faculty will conduct their own interview and enter the
information there.

*** This will complete the Host Faculty submissions ***



Step 3: Department Administrator E-form
Department Administrator

After Submission
1 hour after submission, the Department Administrator will receive an email notification to complete
the department final submit.

ISSO Portal Eform: Department Final Submit
When the Department Administrator receives notification that the Host Faculty has submitted their
E-form, they will do the following:

● Log into the portal and open My Current Cases



● Find the scholar and reopen the DS-2019 request

● The Department Final Submit eform will now show as Required

● Click the link, provide the remaining information, and submit



*** This will complete the Department Administrator submissions ***

Step 4: Export Control
ISSO Portal E-form: Department Final Submit ‘2nd Approver’ Role

After Departmental Final Submission
Export Control will receive an email request to review all submitted information

Export Control will not log into the ISSO Portal, but will just click on the link in the email they receive.

● The login information will automatically be populated for them



● They will have access to review all E-forms submitted by the Department Administrator, Host
Faculty, and the Scholar.

After Export Control Final Submission to ISSO
The following will happen:

● ISSO will be notified of the completed DS-2019 request
● The Department Administrator will receive a summary of the response provided by Export

Control



*** This will complete the Export Control submissions ***

Step 5: ISSO Review and DS-2019 Issuance

Department Administrator, Host Faculty, and Scholar
● The department administrator can see when the ‘Final Submit’ Eform has been completed by

the notification, ‘pending office approval’.
● This is now in the ISSO’s queue for review and processing. Please allow 5-10 business days

for the ISSO to review and process your DS-2019 request.
● If further clarification is needed, you will receive an email.

Email Notification: DS-2019 has been issued and DS-2019 is available in the ISSO
Portal
The scholar will receive an email letting them know that their DS-2019 is available in the portal to
print, sign, and take to the U.S. consulate for their J-1 visa interview.




