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.

e Go to hitps://issoportal.charlotte.edu/ and Login with your NinerNET ID and Password

1SS0 Portal (DEV)

Welcome to the ISSO Portal Login Page

1550 Portal provides a variety of online services for our institution's international students, scholars, and
employees -- as well 35 the staff that support them. Please log in using one of the options below to view
information or to make a request

Current Students, Faculty, or Staff

For full access to your international services account, please lag in with your NinerMet account.

Don’t Have a NinerNet Account?
Mew and future students and scholars can log in with their University ID number, PIM, and date of birth.
New Student/Scholar Login

e Select Department for your user type

UNC CHARLOTTE

ISSO Portal

Request Account
We did not find an existing account in our system matching the login name you entered.

+ If you are an international student, scholar, or employee, please select "Client” below.
+ If you are a departmental staff member responsible for filing requests pertaining to an international client’s immigration status,

please select "Department"” below.
« If you work for your organization's international services office, please contact your sunapsis system administrator and have them

make sure your sunapsis account is set up properly.

(*) Information Required

Please select the type of user to log in as: *

O Client () Department

Request Account



https://issoportal.charlotte.edu/

e Enter your information and submit

UNC CHARLOTTE

550 Portal

--- Departmental Access Request Form ---

5 B[O FRUests for 1 arsity departments 1o request of the inLernaLiong & Thes
1 8| 7.‘-.| SLNQIArs, 4 e drent reside —

Creating or Looking-up the Scholar Record in the 1SS0
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

e 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
e 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

e Login to the ISSO Portal and go to Departmental Services

issoportal.dev.charlotte edu/istart/controllers/admin/AdminEngine.cfm

UNC CHARLOTTE
ISSO Portal (DEV) Liz Colenzo ~
e sunapsis®: International Office Module Launch Page

Departmental Services

© . R
Iternational Office ©2005 Indiana University and Jason Baumgartner
The sunapsis: International Office Module application suite is the administrative tool used for management of international student

Tech Support "
and scholar populations.

The University IT Policy Office has established a Policy on Access to Institutional Data. Users will be expected to access institutional
data only in their conduct of university business, to respect the confidentiality and privacy of individuals whose records they may
access, to observe any ethical restrictions that apply to the data to which they have access, and to abide by applicable laws or
policies with respect to access, use, or disclosure of information.

Download the Windows launcher 1.0.2 for sunapsis®: International Office Module

Download the Mac launcher 1.0.2 for sunapsis®: International Office Module

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

My Department’s
Current Cases

My Current Cases My Closed Cases

My Department’s
Employees & Scholars

Update Your Contact Affiliated Institution DS-
Infermation B‘ 2019 Request

Add New Persen

Exchange Student J-1 5cholar D5-2019
Application B‘ Initial request

EGADE 1-20 Request 3

P J-1 5cholar D5-2019
7

3. New H-1B Request Extension




To avoid emrors, please obia

® Complete the efOFm to add the SCh0|ar passport prior 1o submitl

n a copy of the scholar’s

g the request,

V) Liz Colenzo ~

Add New Person

This is a service to add a new persen profile record into the system. If an ins
verify that na existing records with the same date of birth and email addre:
<o the departmental user's current cases.

onal uni
s are in the sy

y 1D is not specified then the system will
em. The new profile record will also be added

{*) Infarmation Required

Last Name*

First Name*

Middle Name

Date of Birth*

Gender*

- Campus: Select International Student and Scholar Services
Emzil Address*
Campus*

v University 1I¥ Select YES and enter the 801 ID number
Do you have an institutional university ID for i i e . o
this new prafile? Metwork 1D Select YES and enter the NinerNET 1D
O Yes © No

Do you have a network ID for this new profile?

) Yes o Mo

Add New Person

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

Liz Colenzo ~

Work on an Application

Name: Brown Test, Charlie

University ID: TEMP434111

Date of Birth: 01/01/2007

‘You may click on an application e-form group to work on for this individual.
- New Applications -—

J-15cholar D5-2019 Initial request

Exchange Student Application

J-15cholar D5-2019 Extension

Affiliated Institution D5-2019 Request

New H-1B Request
EGADE |-20 Request
-— Continue an Application in Progress —-

There are no previously submitted applications.







Looking-up the scholar record in the IS50 Portal

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

issoportal.dev.charlotte.edu/istart/controllers/admin/AdminEngine.cfm

UNC CHARLOTTE

1SSO Portal (DEV) Liz Colenzo ~

sunapsis®: International Office Module Launch Page

©2005 Indiana University and Jason Baumgartner

International Office

Tech Support The sunapsis: International Office Module application suite is the administrative tool used for management of international student
and scholar populations.

The University IT Policy Office has established a Policy on Access to Institutional Data. Users will be expected to access institutional
data only in their conduct of university business, to respect the confidentiality and privacy of individuals whose records they may
access, to observe any ethical restrictions that apply to the data to which they have access, and to abide by applicable laws or
policies with respect to access, use, or disclosure of information.

Download the Windows launcher 1.0.2 for is®: International Office Module

Download the Mac launcher 1.0.2 for sunapsis®: International Office Module

} Liz Cobenzo -

Departmental Services

Instructions for Departmental Contacts

For new individuals:

Fuey L

book (s

Step 3: Upon recenving Lhe NinerMet 1D, chtk or

Steg &: Sart Lhe Hoar

For extensions:

abde exlengion applicalion reguest

Instructions for Nan-UNC Charlotte Department Admins:

Please ailow up to § business days for response from the date of the request submission

My Department’s
Current Cases

My Current Cases My Closed Cases

My Department's
Employees & Scholars

New H-AB Request J-1 Schelar DS-2019

Extension

Tasks
Add New Person L ﬁ?l":;’::at:;: Cantact ;;‘:g;r.::ulz:ttitur.iun Ds-
Prior to initiating a request for extension, please
CEADE 120 R Exchangs Student |1 Scholar DS-2018 prepare the updated host department letter (template
R Heplication Initial request available on the 1550s website) and contract (if
E applicable o the position).




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

) Liz Colenzo ™

Lookup International Record

Find a profile record based upan the given University |D and Date of Birth. Flease note you must have either an official University 1D or a
Temporary ID that is currently in this system,

(*) Infarmation Required

University ID*

Date of Birth*
-

| Find Record ‘

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

LOTTE

JEV) Liz Colenzo

J-1 Scholar DS-2019 Extension

ViewsSave/Print E-Form Group

-1 Exchange Visitars may, depending on their ariginal -1 category and pregram length, be eligble to extend their program
Frogram length rurs from a minimum of 3 weeks to the mazimom period @lowed for a specific program dassification as follows:

» Hesgarch Scholar: 5 years

* Professon 5 years

« Short Term Scholar: & months
« Student Intern: 1 year

+ Specdlisk 1 year

Mease use the form below to submit your request to extend the D5-201%. All requasts must be submitted at least 2 weaeks prior to
the end date an the current 0520149,

Department forms

[0 meguizeD
Department Initiate Extension Regquest



e 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.

V) Liz Colenzo ~

epartment Initiate Extension Request

MAIN PAGE | TEMP436384 | BRIDGET TEST SAIL GERMAN

nformation Require

J-1 Exchange Visitors may, depending on their original J-1 category and program length, be
eligible to extend their program.

Program length runs from a minimum of 3 weeks to the maximum period allowed for a
specific program classification as follows:

+ Research Scholar: 5 years
« Drafacenr: Curnnre



Navigation Tips for All Eform Requests

DO NOT use the browser Back button

] To go back to the request main

v)

Liz Colenzo ~

Department Initiate Extension Request

MAIN PAGE | TEMP436384 | BRIDGET TEST SAIL GERMAN

Information equire
J-1 Exchange Visitors may, depending on their original ]-1 category and program length, be
eligible to extend their program.

Program length runs from a minimum of 3 weeks to the maximum period allowed for a
specific program classification as follows:

+ Research Scholar: 5 years

« Drafrccnr € unare

page, chick on the link at the top
of eform

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

submitted eform

Proposed job title*

Snoopy's BFF

Primary Site of Activity Information
Will the scholar's primary site of activity be at this address: UNC Charlotte 9201 University
City Blvd Charlotte, NC 282237%

Yes No

Will there be a additional site of activity?*
Yes No

Upload Scholar Documentation
Uplead a copy of the scholar passport *

B Review Uploaded File

Your File was Successfully Uploaded

Upload a copy of the Scholar CV/Resume *

Your File was Successfully Uploaded

Submitted By

Liz Colenzo, ecolenzo

If vou want to cancel the full request, contact 1SS0
directly.

The cancel button will only cancel the eform, but not the full
request. [SS0 will not receive notification of your desire to

cancel the request.

If you want to edit an eform, contact 1SS0 directly first.

ISS0 may already be reviewing the application and will need
1o know that you are making changes,

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

eform

Proposed job title*®

Snaopy's BFF

Primary Site of Activity Information

Will the scholar's primary site of activity be at this address: UNC Charlotte 9201 University
City Blvd Charlotte, NC 282237+

Yes No

Will there be a additional site of activity?*

Yes No

Upload Scholar Documentation
Upload a copy of the scholar passport *

B Review Uploaded File

Your File was Successfully Uploaded

Upload a copy of the Scholar CV/Resume *

Your File was Successfully Uploaded

Submitted By

Liz Colenzo, ecolenzo

If you need to edit an eform that has already been
approved, contact 1SS0 directly.

Clicking the New button may cancel the previously submitted
and approved eform.




J-1 Scholar DS-2019 Initial Request

Step 1: Request Initiated by Department

Department Administrator

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

V)

Liz Colenzo ~

J-1 Scholar DS-2019 Initial request

View/Save/Print E-Form Group

some general information (every user can see it - not secend approver)

[] REQUIRED
Department Initiate Request

FINAL SUBMIT —

& MNOTYETAVAILABLE
Department Final Submit

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



Primary Sice of Aoty Indonmacion

Uipload Scholar Documentaton

ISSO Review and Approval

After Submission

Department Initiate Request will be ‘Pending Office Approval’

The Department Administrator will receive:

Guidance on preparing the invitation letter
and contract/offer letter (if applicable)
Instructions on initiating the export control
process

A notification when it's time to log back
into the system to upload the letter(s)

NOTE: Export control will be completed outside of the
1SS0 Portal, directly with the Office of Research

Protections and Integrity,

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

progress.

1SS0 Portal (DEV) Liz Colenzo ~

ourch Agglicetion J-1 Scholar D5-2019 Initial request

Departmental Services

Intemational Office View Save/Print E-Form Group

ome general information (every user can see it - nok second approver)
Tech Support some general information (every user can see it - ok second approve

Department forms

(D) PENDING DFFICE APFROVAL
Department Initiate Request

FINAL SUBMIT -

a WOT YET AVAILABLE

D&Eﬂﬂmel’“ Final Submitc




After Approval

The following email communications will be sent:

Instructions for the Department Administrator and Host Faculty

BWVEREITY 6F NORTH CARBLINL .J OFFICT BF
CHARLOTTE | Smumess
!' IR SRS MNP SEAARS

Action required: Start Export Control

1CLO[]
Hello Liz Colenza and Snoopy,

This is to confirm that your initial request to invite a J-1 visiting scholar has been
condiionally approved by the S50 based on the expectation that the hosting depariment
will satisfy the following requirements and that the individual meets the qualifications.
Please read the steps below which outline your responsibilities and understand that this can
be 3 several wesk process:

Department Admin Responsibilities:

ch Protections and Integrity Export Control
website to complete and submit the appropriate form. Please follow those instructions
carafully.

* Upon submission of the form, the export control office will conduct a mandatory
process and make a final recommendation based on the information included in the
depariment's requast form and the scholar's eform submissions. Flease allow up to 2
weeks for complete processing of this documeant.

The scholar is being asked to complete their required information, including proof of
English language proficiency.

Part 2: The Department Admin will be notified that it is time to log_ back into the system for a
final submission to the ISS0. At that time, you will be able to review all of the information
and you must also submit the documents below:

= Host invitation letter (use this template on departmental letterhead, signed and dated
by depariment chair) which will serve as supplemental visa documentation.

The Host Faculty Responsibility:

on the position)

= £ 2 W the scholar's English language proficiency
information and wverify whether it is sufficient to function on a day-to-day basis. If it is not,

Invitation for the scholar to submit their eforms

WHIVERSITF OF WORTH CARDLINA | OFFIGE OF
C]_[AR L()TTE INTERNATIONAL PROGRAMS
WTERNATIDNAL STUBENTS 4ND SCAOLARS

Action required: Complete your DS-2019
Request Forms

Dear Charlie Brown Test,

This is o confirm that your UNC Charlotte host department's request to invite you as a J-1
visiting scholar has been conditionally approved by the ISSO. Please complete the J-1
Scholar DS-2019 Initial request and understand that this can be & several week process
Please dlick the link below 1o continue.

dev.charlotte

Use your NinernetiD to login.

review and submit the final submission to the ISSO. At that point, the ISSO will begin
processing form DS-2018, the J-1 visa document, and you will be notified of final steps for

The Host Faculty will receive notification that
the DS-2019 request is progressing and that
they will be responsible for certifying English
proficiency.

The scholar will receive instructions on
accessing the 1SS0 Portal to complete their
portion of the DS-2019 request.




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.

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

&5 research.chaniofte U GERINMENkSGEE 1oseach: protooong g Mg

DIPAEKDON CONTrClo - and cheokss *

i @ VR Ligntage Ui Campaihp . @ agdelon @ FLLLs

s WSOz () HctravicCazecb o [ Ietemancna Suse. @ The Leeesis s

Please allow up to 2 weeks for export
control processing once the scholar has

DIVISION OF RESEARCH completed their e-forms.

HOMF ARDIT LIS | # FUFNTR PARTMINT L . QUICK

EXPORT CONTROL: FORMS AND
v irwsee GHEGKLISTS

- FORMS AND CHECKLISTS

+ Office of Rezearch
Commersializabor and Hartnoship:

ey i vou plante take any University owned property abroad, plazse

. submit this farm for review and approvel by the Frport Control GHficer
| » Uffice of Hesgarch Frotections and at least two [2) weeks prior to travel. This forrm sumimerizes the

Inkegrity (ORI Internstional Travel With sexquirements for sm export license cxeeption for lemponsy

University-Owned shipmente e« hand carries of University -owned property abroad by
¥ UNC Charlotte taculty and thus under UNC Charlotte’s dirsction
Equipment University-ownned property incledos couipmaent, companents,

prototypes, and materials, as well as laptope, tablets, cell phones, and
arlher dhigita] storege devices (including merneoey sticks), The lsiler are
regulated becauss of thelr encryption capabilities. An export license
may ba raquired depanding on what is on your laptop, tablat, o5l
phone, or digital device and to which country itis boeing talen,

U5, Citizenship and Imm gration Senvoes (USCIS) Form 1129
mequires reviee and certilicetion relstive 1o export controlbed
techrolegy or wechnical data released to o prospestive emploves on
— o T T O W W I S T PoY A Sy ' it S s



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

@ researchcha.. | Form_Export-..sa-2023-02-10 ~

EXPORT CONTROL CERTIFICATION QUESTIONS

Your answersto the fallowing questions will be usedio ifyourcal id illneed to apply for an export license
for the visiting ScholarVisiter. There is NO costto apply for an export license. However, it can take up to 6 manths to receive &
license from the Department of C Bureau of Security. Timely i ofthis form to the Export Control

Officer (xportcontrols Munce edu ) will enable efficient review of any export control matters related to the visiting Scholanisitor
If providing additional information, please attach separately.

1. | s the potential ScholarVisitor from Iran, Cuba, North Korea, Syra, Libya, or Sudan? O YES DNO

2. | Please explain (he purpose and nature of the wsit 1o UNG Chanolle.

3. | W ior research purposes, provde the IPF number and sponsor named{s) associated with Wsit.
#:

IPF: Sponsor:
[ 4. | WlTThe polential Scholar Visior Nave access 1o any laboratory al UNG Charolte? SYES D NO
If YES, please provide location(s).
5. | Are you allowing unaccompanied access to the laboratory 7 O YES DNO
6. | Who and what Is the potential scholarsiisitor's funding source?
7. | Do you hawe any Export Controlled equipment in the laboratory assigned to the ScholarVisitor? | 5 ves oo
| 8. | Willihe polential Scholar VISior Nave access 10 encry pion SoUTCEmed Co0e? COYEs ONo
9. [ Willthe potential ScholarVisitor be assigned a campus and O YES DNO
| 10. | WilTThe polential Scholar VIsIor Nave access 10 UNG Chanolle Compuier NeTtwork? TIYES D ND
11. | Has the Dala Security Officer for your college/depariment been notified of this request? Below, | — ves - o

please explain whal network security arangements will be made to limit the polential
ScholarVisitor's use of the campus network.

12. | Willthe potential Scholar/'Visitor be involved In a project that has a Technology Control Plan of | 5 ves Cmo
Data Security Plan in place?

13. | Will the ScholarVisitor be involved in any project that is proprietary in nature? CYES DNO

14. | Will the ScholarVisitor be Involved in any project with publ or di inati i T ¥YES DNO

15, [ Will tne"Schulal.f\.flsllorbe involved in any project with an Implied or applied specific military | - ves oo
purpose?

16. | Willthe Scholan'Misitor be involved In any project that requires foreign national approval by sponsor | - ves o wo
{or stipulates that MO forefgn nationals allowed)?

17. | Will the potential Scholar'Visitor work with high-lech or expenmental equipment (e.g., high-speed | - ves oo

0 . SENSONS, ics, lasers, tel desces or other cutting
edge equipment)? If YES, please list the equipment being used:

18. | Will the potential Scholar’\Visitor work on corporate sponsored research? CYES TNO
If YES, please provde award numbers:

19. [ Will the potential Scholar/Vislior work on or with malterials obtained under a Matenal Transter | - ves Do
Agreement (other than the Uniform Blological Material Transfer Agreement)?

I YES, please provde award numbers:

20. | Will the potential Scholar'Visitor work on any other effort outside the stated purpose of the Msil | - ves —wo
imohing data, k ft . OF Bl of a technical nature?

I YES, please explain:

EXPORT CONTROL CERTIFICATION: SIGNATURES

Pursuant to 28 USC § 1746, | declare under penalty of perfury under the laws of the United States of America that
the foregoing Is true and correct. My signature below certifies thal the information | provded abowe is true and comect,
that | have completed the export control training medule and that, if a license is reguired, | will not give the prospectie
Scholan'Visitor any export technical until the proper Isreceied.

| also understand that failure 1o report completely and accurately may resull in expert centrol and/or sanetions violations
punishable by criminal or civl penalties. i any of the responses to these questions change, | will contact the Export Controls
Officer in the Office of nd Integrity al exporte: edu,

the cannot be pr d and filed by the University.

T r
Name / 5it f Supar p Data

I have reviewed the above information:

I I
Name / Signaturs of Depariment ChairDiractor Date

Internal Use Only:

Restricted Party Screening completed and clear? O¥s  ONo
Is a License requiredto release technical to the p i O¥es O No
Visitor/Scholar?

T r
Name / Signaturs of Export Control Officer Data

The supervisor and department chair will need
to answer these questions and sign at the

b}

bottom. Then email the form to

gxportcontrol@charlotte edu for review.




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.

OWIVERSITY OF NORTH CARDLING | OFFIGE OF
CHARLOTTE | fmsrous o
INTERKATIONAL STUDENTS AMD SCHOLARS

Action required: Complete your DS-2019
Request Forms

Dear Charlie Brown Test

This is to confirm that your UNC Charlotte host department's request to invite you as a J-1
visiting scholar has been conditionally approved by the ISSO. Please complete the J-1
Scholar DS-2019 Initial requast and understand that this can be a several week process.
Please click the link below to continue.

https:llissoportal.dev.charlotte.edulistart/controllers/client/ClientEngine.cfm

Use your NinernetlD to login.

Upon completion of your required Informauon, the Nost taculty and department agnin will
review and submit the final submission to the ISSO. At that peint, the ISSO will begin
processing form DS-2019, the J-1 visa document, and you will be notified of final steps for
J-1 visa issuance

If there are any questions along the way, our office will send you an email
Sincerely,

International Student & Scholar Office

UNC Charlotte | Office of International Programs
9201 University City Blvd. | Charlotte, NC 28223
Phone: 704-687-7781 | Fax: 704-687-3168
intlsso(@charlotte edu hitp:/fisso charlotte edu/

LIVE. LEARN. BE GLOBAL.

CHHS 202 | 9201 University City Bivd.
Chariotte, NC 28223
T04-687-7781

N Charlie Brown Test ~

ISSO Portal (DEV) Services Home Page

Online Services for International Students, Scholars, and Staff: Update your institutional information, request signatures, work
authorization, certificate of enrollments, sign-up for sessions, and more.

A Notifications

There are no current notifications.

& Requests

M INPROGRESS
J-1 scholar DS-2019 Initial request




The scholar will submit a number of E-forms.

UNC CHARLOTTE % BEQB O
ISSO Portal (DEV) Charlie Brown Test ¥
Home J-1 Scholar DS-2019 Initial request
Changing to F-1Student
Status some general information (every user can see it - not second approver)
Check-in
Departmental Services To be completed by Foreign National -

Insurance and Finances
[0 REQUIRED

View My Information Scholar Personal Information

[] REQUIRED
Dependent Information

[J REQUIRED
Scholar Funding

[] REQUIRED
Scholar Immigration Status Information

FINAL SUBMIT

D REQUIRED
Scholar Final Submit

After Submission

Once the Scholar Final Submit E-form is submitted:

e The scholar will receive an email notification

UNIVERSITY OF NORTH CAROLINA | DFFICE OF
E INTERNATIONAL PROGRAMS

INTERNATAOMAL STUDENTS AND SCHOLARS

DS-2019 Request Submission

Dear Charlie Brown Test,

Thank you for your submission. This information will assist the host department and other
UNC Charlotte offices to continue the process for J-1 visa sponsorship at UNC Charlotte.
You will receive a notification when the D5S-2019 has been created or if any additional
information is needed. Please allow up to 2 weeks for processing.

Sincerely,

International Student & Scholar Office

UNC Charlotte | Office of Intemational Programs
9201 University City Blvd. | Charlotte, NC 28223
Phone: 704-687-7781 | Fax: 704-687-3168
intlsso@charlotte. edu| hitp://isso.charlotte.edu/




*** 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
r iv

ENTRREITY OF MORTH CAROLING !IFFHIF
[ G| .

Action Needed: DS-2019 Request for Charlie
Brown Test

Hello Snoopy,

This notifieation is to inform you that the visiting scholar you have invited to your department
has now submitted their information in the IS50 Portal. In an effort to continue the J-1 visa
sponsarship process, it is now time for you to complete the following action:

= Review the English language proficiency information and upload the host faculty's
[English proficiency review fomm], indicating which method of review was chosen
and the results.

Please follow the link below {o respond to this reguest:

Scholar Final Submit

Client Name: Charlie Brown Test

Client ID Number: ****=*411{

“Your Legin |D: liz+snoopy@iofiiceconsulting. com
Your Password: SDAZFGT-22

Upon completion of the abowve action, the S50 will review the complete record and notify
the host department and visiting scholar of the issuance of form DS-2018, the J-1 visa
support document. Thank you for your patience and cooperation throughout this process.

Sincerely,

International Student & Scholar Cffice:

UNC Charlotte | Office of Intemational Programs
9201 University City Bhwd. | Charlotte, NC 28223
Phone: T04-587-T781 | Fax: T04-887-3168
ntlsso@charlotie. edu| htip./isso.charlofie edu/

COMFIDENTIALITY MOTICE: This email message. including all attachments, is for the sole
use of the intended recipients and may contain confidential and privileged information.

LIVE. LEARN. BE GLOBAL.

CHHS 202 | 8201 Uniwversity City Blvd.




The login information will automatically be populated for them

C CHARLOTTE

1SS0 Portal (DEV)

Login to Review / Comment on an E-Form Request
Please comment ¢ review on the request you received viz an email from our system. Use the credentials given to you in the email
message to lag into this system. This request was generated when an internatienal student or scholar made an online request of the
international office that needs a secondary verification.
(*) Information Required
Client 10 Mumber [Student - Emplayee University 10)
TYTLOtT]
¥aur Lagin 1D+

liz+snoapy@isfliceconsulting.com

“Your Password ¥

You cannor access the system with your university network ID and password, The
login ID and password to use was included in the email that you received. You must
use the infermation from that email to log into the system.

Scholar Final Submit

ubrmities

I the e-form r

¥ Department Initiate Request

~ Scholar Personal Information
~ Dependent Inform.

¥ Scholar Funding

~'Scholar Immigration Status Infarmation

~Scholar Final Submit

g ]

COMMENTS FRL SCHOLAR FINAL SUBMIT

English Proficiency Certification

As the Host Faculty, you must verify the scholar has demonstrated English
proficiency with one of the following methods:

skirgg Cour

y Host Facully

Please click the Scholar Final Submit eform link above to review in
hi L% sub 5 0% v 7

aliawing

Toell
10

= Schiolar Final Subrmit Link

xam praof

Person completing this form
Your .




English Proficiency Certification

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

UNC CHARLOTTE

ISSO Portal (DEV)

SCHOLAR FINAL SUBMIT

E-Form Data - - . . "
‘ Feld Vale Mote: some felds will display 0 or 1
Please indicate if you have documentation of a standard English language exam, an academic degree at an English eam
lspeaking country or will be demonstating English proficiency in an interview with the Host Faculty.
hich Exam? [Toefl I 1’I"L"'H
hat was your score? 110 -
[Click Select File to upload a copy of your Test Score File Uploaded r
I certify that the information provided above is true i l] \'I i
Host Faculty Name |Snoopy
Host Faculty Email liz+snoopy@iofficeconsulting.com|
Re-type Host Faculty Email "TTZ*S”O‘)P @iofficeconsulting.com They can open the attached files to review supporting

Attached File(s) documentation

Bpocument Updated on 10/15/2024 English proficiency (client e-form)

As the Host Faculty, you must verify the scholar has demonstrated English
proficiency with one of the following methods:

1. A standard English language exam
2. Completion of an academic degree in an English speaking country
3. With an English proficiency interview, conducted by Host Faculty

Please click the Scholar Final Submit eform link above to review information and
attached documents submitted by the scholar. This is where they will have provided
documentation of a qualifying exam or degree, or indicated that they will need an English
proficiency interview.

Scholar provided the following proof for English proficiency

Exam v

Exam: Toefl
Score: 110

Open the Scholar Final Submit Link above to see the attached exam proof.

Confirm what type of English proficiency proof you reviewed?*

e 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.

Action Required: Submit J-1 Scholar Request

Hello Liz Colenzo,

The J-1 schalar Liz Test J Initial Test TEMP434111 has completed all their forms, please
click on the portal link below. Submit the Final Form which will be routed to Export Control
for final verification before our office can review and issue a DS-2019.

https:ilissoportal.dev.charlotte.edulistart/controllers/admin/AdminEngine.cfm

International Student & Scholar Office

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:

e Log into the portal and open My Current Cases

") Liz Colenzo ™

Departmental Services

Instructions for Departmental Contacts

For new individuals:

Step 1:0btsin & spansored NinerNet ID far your spplicant, so they can sccess 1550 porta

Step 3: Upon receiving the NinerNes ID, click on Add New Persan
Step 4: Startthe H or | visa spensarship request as applicable
Please allow up to 5 business days for response from the date of the request submission

For extensions:

Click on the applicable extension application request

My Department’s
My Closed Cases H Current Cases

My Department’s
Employees & Scholars

H Add New Person '., h‘};ﬂf:a\tfﬁ:‘r Contact ?g!lilg\';(:‘;!ulg:t(\'m(\'un Ds-
EGADE 1-20 Request i};:’;fc'ﬁ;iwdm {:IKSI:T?;:L E:Ezw
New H-1B Request ‘ Jél:i;’;?;:.r D5-2019 ‘




e Find the scholar and reopen the DS-2019 request

1SS0 Portal (DEV)

& Go to Departmental Services

My Current Cases
Show| 10 v entries

Name University ID _Application Status StartDate ~ LastUpdated On  Last Updated By

Brown Test, Charlie TEMP434111 - Started 10/15/2024 10/15/2024 Snoopy

Test Devil, Tasmanian ~ TEMP768032 10/12/2024 10/12/2024 International Office

o : q Froves
Showing 1 to 2 of 2 entries
Previous | 1 | Next

e The Department Final Submit eform will now show as Required

) Liz Colenza ~

J-1 Scholar DS-2019 Initial request

View/Save/Print E-Form Group

some general information (every User can see it - not second approver)

Department forms -

B APPROVED
Department Initiate Reguest

[0 requiReD
Department Final Submit

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

) Liz Colenzo ~

Department Final Submit

MAIN PAGE | TEMP434111 | CHARLIE BROWN TEST

(*) Information Required

CLIENT RECORD: CHARLIE BROWN TEST | TEMP4341 N ""}t e 'l h e in v i- I.HT.i.CII'I ﬂ.'ll.d-'l.n i j{-] b

| am uploading*
gmmmm g p———" offer letter will be viewable for the

Upload the invitation letter *

scholar in their portal along with

their DS-2019,

1 cartify | compieted the Expart Compliance training module 2t CITI Pragram =
Export Contral Names
Export Control Officer

Export Contral Emaii*

lz+EC@iofficeconsulting.com

Re-type Export Cantrol Emait*

lizEC@iofficzconsulting.com

This farm will be automatically re routed to Export Control to collect their signature




*** 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

£ e

Action required: Export Control Certification
for Charlie Brown Test

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

e The login information will automatically be populated for them

UNC CHARLOTTE

1SS0 Portal (DEV)

Login to Review / Comment on an E-Form Request

Please camment / review an the request you received via an email from our system. Use the credentials given to you in the email
message to log inte this system. This request was generated when an international student or scholar made an online request of the
international office that needs a secondary verification

[*) Information Required

Client ID Number (Student - Employee University ID)

Your Login 1D

liz+EC@iofficeconsuking.com

Your Password *
You cannet access the system with your university network ID and password. The

login ID and password to use was included in the email that you received. You must
use the information from that email to log inte the system.

Login



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

UNC CHARLOTTE

1SS0 Portal (DEV)

Department Final Submit

The fallowing links provide you with information submitted as part of the e-form request tied to the following client record

“ Department Initiate Request

¥ Scholar Personal Information

+ Dependent Information
+Scholar Funding

v Scholar Immigration Status Information

v Scholar Final Submit
“ Department Final Submit

(*) Information Required
CLIENT NAME & ID NUMBER: CHARLIE BROWN TEST | #*#==*%4711
COMMENTS / REVIEW FOR DEPARTMENT FINAL SUBMIT

Click on the link above, download, review the Export Control Certification completed by
the Department, and sign.

Upload the fully signed Export Contral Certification *

Export Control Certification
Restricted Party Screening Completed and Clear?*

Is 3 License required to release technical data/technology to the prospective Visitor/Scholar?>

Name of Export Control Officer®

After Export Control Final Submission to ISSO

The following will happen:

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

G mlmnurmrumuﬁﬁmmm

Export Control Answer for Charlie Brown Test

Dear Liz Colenzo

Linus, Export Control Officer has indicated the Restricted Party was completed and clear

=nd = lizenze was MOT required to release technical dataftechnology to the prospective

isitarlSchiolar.

REF: Charlie Brown Test (TEMP434111)

Sincarely,

Internationa| Siudent & Scholar OfFfice



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

Step 5: 1550 Review and DS-2019 Issuance

Department Administrator, Host Faculty, and Scholar

e The department administrator can see when the ‘Final Submit’ Eform has been completed by
the notification, ‘pending office approval’.

e 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.

e If further clarification is needed, you will receive an email.

1SSO Portal (DEV) Liz Colenzo

Lounch Appication J-1 Scholar DS-2019 Initial request

Departmental Services

International Office View/Save/Print E-Form Group

some general information (every user can see it - not second approver]

Department forms -

APPROVED
Department Initiate Request

Tech Support

@ PENDING OFFICE APPROVAL
Department Final Submit

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.



INTERNATIONAL PROGRAMS
INTERNATIONAL STUDENTS AND SCHOLARS

UNIVERSITY OF NORTH CAROLINA / DFFICE OF

CHARLOTTE

ISSO

Notice of DS-2019 creation and next steps

Dear Liz Test J Initial Test,

This is to inform you that the J-1 visa support document, form DS-2019, has now been
issued by the IS50. To access this document, login to the 1SS0 portal and click on the
Documents icon.

Review, print, and sign your D5-2019. Report any errors or changes immediately to 1550,
Your Invitation Letter and/or Contact will also be available to download and print in the
portal.

For scholars outside the U.S. next steps include:

1. Pay the mandatory SEVIS fee online at www fmjfee.com using the UNC Charlotte
EVY Program Number (P104774) and the SEVIS ID number found in the top right-
hand corner of the DS-2019 Form.

2. Fill out the DS-160 Application, pay the MRV (visa application fee), and schedule
an appointment with a U.S. Embassy/Consulate up to 120 days prior to the
anticipated start date on the D5-2019 form. Instructions are provided on the U.S.
Department of State website.

3. Prepare the following documents for the visa interview appointment:

o Printed letter of invitation from UNC Charlotte




