ISSO Portal
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

e Login with your NinerNET ID and Password G e

ISSO Portal (DEV)

Welcome to the ISSO Portal Login Page
1SS0 Portal provides a ety of anline services for our institution's international students, scholars, and
emplaoyees - s v that suppart them. Please log in using ane of the options below to view
information or to

Current Students, Faculty, or Staff

For full access to your imernations! services sccount, plesse og in with your NinerNst sccount,

o Select Department for your user type

I1SSO 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

* Enteryourinformation and submit . e
UNC CHARLOTTE

IS50 Portal

-—- Departmental Access Request Form -



https://issoportal.charlotte.edu/

Creating or Looking-up the scholar record in the IS50
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/

Navigation Tips for All Eform Requests

DO NOT use the browser Back button

V) Liz Colenzo ~

Defartment Initiate Extension Request
MAIN PAGE | TEMP436384 | BRIDGET TEST SAIL GERMAN To go back to the request main page,
nformation Requred click on the link at the top of eform

J1 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

DO NOT use the Cancel or Edit buttons at the bottom of an already
submittedeform . . e e ey

City Blvd Charlotte, NC 282237*

Will there be a adlditional site of activity?* If you want to cancel the full request, contact 1SS0
Yes re directly.

o menarer. The cancel button will only cancel the eform, but not the

Review Uploaded File full request. 1220 will not receive notification of your

Your File was Successfully Uploaded desire to cancel the request.

Upload a copy of the Scholar CV/Resume *

Your File was Successfully Uploaded

Submitted By

Liz Colenzo, ecolenzo

If you want to edit an eform, contact 1S5S0 directly

I first.

S50 may already be reviewing the application and will

—‘ need to know that you are making changes.

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

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

Clicking the New button may cancel the previously
submitted and approved 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



J-1 Scholar DS-2019 Initial Request

Creating the Scholar Record

Before creating a record, you will need to know the scholar’s University ID and NinerNET ID.

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

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 A
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
H My Current Cases E My Closed Cases H Current Cases

My Department's
Employees & Scholars

Update Your Contact Affiliated Institution DS-

H Add New Persan Information 2019 Request

E Exchange Student J-1 Scholar D5-2012
EGADE 1-20 Request Application Initial request

New H-1B Request

-1 5cholar D5-2019
Extension




e Complete the eform to add the scholar

' PORTAL Denise Medeiros ~

Application
Add New Person
mental Services
This is & service 1o add 3 new person profile record inta the system. If an institusional university ID is nat specified then the system will

ti il Offi
T verify that no existing records with the same date of birth and email address are in the system. The new profile record will also be

ipport 10 the deparimentz User's current cases.

5 o To avoid errors, please obtain a copy
—— of the schaolar’s passport prior to
submitting the request.

First Name*

Middle Name

il ek Campus: Salect Imbermational Student and Scholar
e o
Campus*
v

Do you have an institutional university 1D for
this new profile?+

® Yes o Ne

University ID Number=

Do you have 2 netwark ID for this new profile?*

I Lriversity 1D Salec] YES and enber e B I
@ Yes No

Network D™ | Metwork 1D; Select YES and enter the MinerfNET 1D

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
ate of Birth: 01/01/2001

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

- New Applications -—

J-1 Scholar D5-2019 Initial request

Exchange Student Application
J-1 Scholar D5-2019 Extension

Affiliated Institution D5-2019 Request

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

There are no previously submitted applications



Step 1: Request Initiated by Department

Department Administrator

ISSO Portal Eform: Department Initiate Request

e After completing Add New Person and Selecting the DS-2019 Request, click on the link to
open the eform.

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 second approver)

[ REQUIRED
Department Initiate Request

|

FINAL SUBMIT =

NOT YET AVAILABLE
Department Final Submit

Mote: The Department Final . ) . . L
Make sy submit is not yet available  pwing 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)



e Provide all requested program information and submit

UNC CHARLOTTE

1550 Portal {DEV)

R Department Initiate Request

MAIN PAGE | TEMPE38111 | CHARLIE BROWHN TEST

icsrraziaral O¥ce
Fach Sappar

Hiring Authority Informartsan

Position Information

After Submission

Department Initiate Request will be
‘Pending Office Approval’

lhe Department Administrator will provide
the invitation and/or job offer letter on the
Cepartment Final Submit eform

Ll EETT

Primary Site of Actvity Information

Upload Scholar Documentaton

) Liz Colenzo =

J-1 Scholar DS-2019 Initial request

View /S, Py E-F+ G

al

Department forms

(D) PENDING OFFICE APFROVAL
Department Initiate Request

FINAL SUBMIT -

B MOTVET AVRILABLE
Department Final Submit




ISSO Review and 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:

e |Instructions for the Department Administrator and Host Faculty

FMITFREITY OF NORTN CARELING !I"ﬂ“
CHARLOTTE !I' ettt

The Department Administrator will receive:

®  Guidance on preparing the Invitation
and/or Job Offer Letter(s)

®  |[nstruction on initiating the Export
Control process

Action required: Start Export Control
e A notification when it's time to log back

into the system to upload the letter(s)

This is to confirm that your initial request to invite a J-1 visiting scholar has been NDTE: Expn rt E n"trnl wi II he cumpleted

condiionally approved by the 1IS50 based on the expectation that the hosting deparimy

will satisfy the following requirements and that the individual meets the qualifications. Gutside Gf th.E Issu Poﬂall directl? with the

Flease read the steps below which outline your responsibilities and understand that th

be 2 several wesk process: Office of Research Protections and
Integrity.

Department Admin Responsibilities:

ch Protections and Infegrity Export Conf

website to complete and submit the appropriate form. Please follow those instructions
carafully.

= Upon submizssion of the form, the export control office will conduct 3 mandatory|
process and make a final recommendation based on the information included inthe
depariment's request form and the scholar's eform submissions. Flease allow up 10 2
weeks for complete processing of this document.

The scholar is being asked to complete their required information, including proof of Tha H ﬂst Fa cu It}' Wi " rE CEivE H

English language proficiency. =] . "
S e #  Notification that the DS-2019 request is

Part 2: The Department Admin will be notified that it is time to log_ back into the systed -

final submission 1o the IS0, At that fme, you will be able to review 21l of the inform| prograssing

and you must also submit the documents below:

. . _ ®  Instructions that they will be
= Host invitation letter (use this template on departmental letterhead, signed ang i . . .
by depariment chair) which will serveﬂ’a: sup.p_uler;emal viz2 documentation. rESPD nsi ble fﬂr ce rtlf!'” ng E ng | s h
= pasition .
proficiency.

The Host Faculty Responsibility:

Enost s o= nomneg 1 W the scholar's English language m
information and verify whether it is sufficient to function on a day-fo-day basis. If it is not,

e |nvitation for the scholar to submit their eforms

UNIVERSITY OF NARTH GARDLINA | OFFIGE OF
CHARLOTTE | Mrennoua erokaus
NTESKATIDRAL STUDEATS AND SCHOLARS.

Action required: Complete your DS-2019
Request Forms

Dear Charle Brown Test The scholar will receive:

This is to confirm that your UNC Charlotte hest departments requestte invie you s a -1 | [AISEAUCHIONS ON accEssin o] the 1550 Portal to

visiting scholar has been conditionally approved by the ISSQ. Please complete the J-1

Scholar DS-2019 Initial request and understand that this can be a several week process. com pl ate their pDI‘tiD n of the DS-2019 requ ast

Please click the link below to continue.

dev.charlott

Use your NinemetlD to login.

review and submit the final submission to the ISSO. At that point, the ISSO will begin
processing form DS-2019, the J-1 visa document, and you will be notified of final steps for



Step 2: Export Control and Scholar Eforms

Department Administrator

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

e 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.

DIVISION OF RESEARCH

wars |

CHECKLISTS
FORMS AND CHECKLISTS

wch
Cermeaganan s
e

vl property abroad, plecse
ol by the Fxport Control Officer
ath

O o e ronechonsand
" ] Intarnations) Travel With

University-Gwned

fe g
roperty sbroad by

Equipment

o
thor digitad siomgo

maybs requirad deponding on nha p. toblet, ool
o e e e

e (USCIS) Form 1129
10 mcport contrullod

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

EXPORT CONTROL CERTIFICATION QUESTIONS

¥our answers usedto determneif nesdtoapplyforan
for Iha visiting ScholarVisitor. Thera is NO costo apply for an export license. Hawever. it can faka up o 6 manths to receiva a
VRl i A e 7 s, o o il vk Tinaly A B BB OHS, K Eapiet O
Officar export related totha visiing Scholaniisitor
I g, T o, o Sl A,

Is the polential Scholar/Visitor from Iran, Cuba, North Korea, Syria, Libya. or Sudan? OYES OND

Z. | Please expiain the purpase and nature of the Usit 1o UNG Chanotie. EXPORT CONTROL CERTIFICATION: SIGNATURES

mrmm to 28 USC'§ 1746, | dectare under penalty of perjury under the laws of the United States of America that

correct. My signature bek fles that the information | prowided abowe is true and comect,
3 :fpfgz[fseafc" purposes, provde the IPF number and sponsor name(s) assodated vilh visit. lhal | have completed the export control training module and that, il a license Is required. | will not give the prospectie
g lsreceived,
4. | WITThe potential Scholar Visior To any y al UNC Charlotte? OYEs OwD
| alsa ui
It YES, please proude locations)
esse ) ws|  FlEase allow up to 2 weeks for export
B. | Are you allowing UNacCoOMpanied acoess 1o The laboratory 7 OYEs Ona Oficer i

6. | Who and whal Is the potential scholarsiisitor's funding source? Sl ﬂﬂn[rDl prﬂ Eeﬁﬁing once the Schﬂlﬂr hES

Do you hawe any Export Controlled equipment Inthe [aboratory assianed 10 the SCholamViEior | - ves =

7] & "
5 VO patear s g Shs —| completed their eforms.
[8. [ Wilthe potential ScholarVisitor be as5i3ned 8 Campus Usemame and password? Oves Ow
T0. | WITThe potential Scholr Visior hiave access 10 UNG Chaniolie Compuler ietwark DYs Dw
T1. | Has Ihe Data Securly Ofiicer for your college/deparimentbeen notiied of /s request? BeIow, | - ves o Narf
pleass explain what network securily arangements will be made to limit the potential
ScholarVisilor's use of lne campus network
I have reviewed the above inform:
TZ. | Will the potential Scholan'Visitor be involved In @ project that has a Technology Control PIan or | 1 ves © o
Dala Securily Plan in piace?
(75| WA SchoanVtorbe ned It any project 1l proprtany i rature? ST
14. | Will the ScholanVisilor be nvolved In any project OvEs DM " Name /Signature of Department ChainDiractor "pata
16. | Will the ScholarVisitor be invahved [n any project wilh an implied or applied Specifc MiNAY | - ves — o
purpose?
16. | Willthe ScholarVisitorbe Involved In any project thal requires oreign nalional approwal by SPORSDr | - ves = 1o
{or stipulates that NO foreégn nationals allowed)? p——
T7. [ Wil The potential SchalanVisitor work vath Righ-1ech o 6xpenmental equipment (6.5, Man-speed | 5 ves = o nal oE
computers, sensors, materals, electronics, lasers, telecommunication devices of other cutting:
edge equipment)? If YES, please st the equipment being used: Restricted Party Screening complsted and clear? Oves  Ohe
78, | Vil e potential ScholarVisilor wark on corporale spansored research? SV oo 2 L ioprie s in e ineas ek lciataincmolouy [ e, proe paothe O¥es  Dhe
It YES, please provde award numbers:
[T9. | Wil the potential ScholarVIsior work on or with materials obtained under a Matenal Transter | - ves — no
Agreement (olherthan the Uniform Biological Material Transfer Agreement)?
If YES, piease provide award numbers: " Name / Signaturs of Export Contral Gffcer " pato

Will fhe potentlal ScholarVisitorwork on any other effort aulside the stated purpese of the Wsit | - ves - no
inohing data, knowhow, software, or equipment of a technical nalure?

I YES, please explain:




Scholar

ISSO Portal 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.

TE AEEw B

b 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

R IN PROGRESS
J-1 Scholar DS-2019 Initial request

They will submit a number of eforms

£ Qaec8B

) Charlie Brown Test ~

J-1 Scholar DS-2019 Initial request

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

To be completed by Foreign National -

[] REQUIRED
Scholar Personal Information

[0 REQUIRED
Dependent Information

[] REQUIRED
Scholar Funding

[J REQUIRED
Scholar Immigration Status Information

FINAL SUBMIT

[] REQUIRED
Scholar Final Submit

*** This will complete the scholar submissions ***



After Submission

Once the Scholar Final Submit eform is submitted:

e The scholar will receive an email notification

e The Host F ﬂ Lrh\lLUlL/w | submitted information

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 DS-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] http/fisso charlotte edu/

FNIVEREITY OF NORTH CARBLING |‘ OFFACT BF
CHARLOTTE  #atstons s
|'I INVIRSATIL S0 TS AR SEATLARS

Action Needed: DS-2019 Request for Charlie

— n



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.

e The login information will automatically be populated for them

UNC CHARLOTTE

1SS0 Portal (DEV)

Login to Review / Comment on an E-Form Request

€ Comment / review on the request you received via an email from our system. Use the credentials given to you in the email
s request was generated when an international student or scholar made an anline request of the
\at needs a secondary verification.

nation Required

ient I0 Nuber (Student - Emplayee University D)

our Login 10"
liz+sneapy@ioficerensulting.com

aur Password ¢

You cannot access the system with your university network D and password. The
login ID and password to use was included in the email that you received. You mist
use the information from that email to log into the system.

Login

e They will have access to review
. . . Scholar Final Submit
all eform information submitted et o 1 s
by the Department Administrator Ee—
and scholar

~ Dependent Information

*Seholar Funding

* Scholar Immigration Status Infarmation

*Seholar Final Submit

CLICNT NAME & 1D NUMBIR:  CHARUIL BROWN TEST | **+++=g

COMMENTS £ REVIEW FOR SCHOLAR FINAL SUBMT

English Proficiency Certification

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

Please click the Scholar Final Submit eform link above to review information and
brnitted by the scholar, This

ying exam or degree, o indaled tha

e English proficieng
~
10
en Lhe Seholar Final Submit Link sbowe Lo sew the iLached exam praof
~
Person completing this form
i
oo |
L Adminseratee will be noified ission, Flea

ot ke up L0 an how for thers



English Proficiency Certification

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

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

e If applicable, they.wilkneed.tqopen
Supporting doé&ﬁéﬁiﬁﬁ&iﬁdﬂ “ UNC CHARLOTTE

itien

1SSO Portal (DEV)

jal
Mote: some fields will display 0 or 1 SCHOLAR FINAL SUBMIT

tt
b« E-Form Data
1 =Yes [ Field Value
Please indicate if you have documentation of a standard English language exam, an academic degree at an English Exam
0=MNo speaking country or will be demonstating English proficiency in an interview with the Host Faculty.
[Which Exam? [Toefl
- hat was your score? 170
[Click Select File to upload a copy of your Test Score File Uploaded
Joc I certify that the information provided above is true 1
Host Faculty Name ISnoopy
B Host Faculty Email liz+snoopy@iofficeconsulting.com
Re-type Host Faculty Email Pﬁsnoop @iofficeconsulting.com]
3 ~ - T

Attached File(s)
Exam: Toefl Bpocument Updated on 10/15/2024 English proficiency (client e-form)

Score: 110

Open the Scholar Final Submi

Confirm what type of English proficiency proof you reviewed?®

v

e If an interview is required, the Host Faculty will enter the interview information there

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

After Submission

1 hour after submission the Department
Administrator will receive an email notification Action Required: Submit J-1 Scholar Request

Hello Liz Colenzo,

The J-1 scholar 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:/lissoportal.dev.charlotte.edulistart/controllers/admin/AdminEngine.cfm

International Student & Scholar Office
UNC Charlotte | Office of International Programs



Step 3: Department Final Submit Eform

Department Administrator

ISSO Portal Eform: Department Final Submit

When the Department Administrator receives notification that the Host Faculty has submitted their
eform, they will do the following:

e Log into the portal and open My Current Cases

Departmental Services
Instructions for Departmental Contacts
For new individuals:
1550 ports

Step 1:0ba ed NinerNet ID far your applica

ons, include language from AA

Step 2:
D (24 hr proces:
Step 3: Upen receiving the NinerNet ID, click on Add New Person

Step 4: Start the H or | visa sponsorship 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 requast

My Department’s
My Closed Cases ‘ H Curren t Cases

My Department’s
Employees & Scholars

Add New Person ‘ :—,“;;i:,l;‘fa\;‘f;unr Contact ‘ gg‘ilgiaﬁl:::ul:ss[ﬁ(uﬂnn DS-
el - B2 - B
New H-1B Request ‘ JE':KS;H*;?;:DS—ZMD ‘

e Find the scholar and reopen the DS-2019 request

UNC CHARLOTTE

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 J-15cholar DS-2019 Initial request 10/15/2024 10/15/2024 Snoopy

o TEMP768022 10/12/2024  10/12/2024



e The Department Final Submit eform will
now show as Required

e Provide the requested information
and submit

V) Liz Colenza *

J-1 Scholar D5-2019 Initial request

View/Save/Print E-Form Group

same general information (every user can see it - not second approver)

@ serroven
Department Initiate Request

FINAL SUBMIT

partment Final Submit

) Liz Cole

Department Final Submit

MAIN PAGE | TEMP434111 | CHARLIE BROWN TEST

(%) Information Required

(CLIENT RECORD: CHARLIE BROWN TEST | TEMP434711

1am uploading*

Imitation lester © 2job offer etter 8ot invitation and job.

® lene

Upload the invitation letter *

Select File

Upload job offer leter *

Select File

1 certy | completed the Export Compliance training module a& CI Program *

Export Control Neme*

cally re routed to Export Control to collect their signature

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

After Submis| Note: the invitation and/or job
offer letter will be viewable for the

scholar in their portal along with
their D3-2019.

Export Control

eview all submitted information

Action required: Export Control Certification
for Charlie Brown Test

Dear Export Control Officer:

The Internistional Student and Scholar Offce (ISSO) requests that you review / comment on

the following request submitted to our office. I you have any questions please contact

1350 and ask to speak to an advisor. Thank you for your time and attention to this matier.

Department Final Submit

Chient Name: Chariie Brown Test

Client ID Number:

Your Login ID: liz+EC@ioficeconsulting.com
Your Password: 02BD63E-D3

International Student & Scholar Office

UNG Charlotte | Office of Intemational Programs
9201 University Gity Bivd. | Gharlotte, NG 28223
Phone: 704-687-7781] Fax: 704-637-3168
ntissofcharlotte edul http:liisso charlotte edu/

CONFIDENTIALITY NOTICE: This email message, including all sttachments, is for the sale
use of the intended recipients and may contain confidential and privileged information.




Step 4: Export Control

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

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

1SSO Portal (DEV)

Login to Review / Comment on an E-Form Request

s request was generated when an international student or scholar made an online request of the
ceds a secondary verification.

Your Login ID*

liz+EC@iofficeconsutting.com

Your Password =

You cannot access the system with your university network ID and password. The
Iogin ID and password to use was included in the email that you received. You must
use the information from that email to log into the system.

Login

UNC CHARLOTTE

e They will have access to review 1SS0 Portal (DEV)
all eforms submitted by the Department Final Submit
Depa rtment Administrators :D Z:"mi:n:m:m“ sth information submied as part of the e-form request tied to the fallowing cient record:
and scholar © Schelr Personal Information

¥ Dependent Information

~ Scholar Funding

+ Scholar Immigration Status Information

¥ Scholar Final Submit

+ Department Final Submit

(*) Information Required

CLIENT NAME & ID NUMBER: CHARLIE BROWN TEST | ###*&#*%41711

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 Control Certification *

Select File

Export Control Certification

Restricted Party Screening Completed and Clear?*
Is 3 License required 1o relesse technics! data/technalogy to the prospective Vistor/Scholar=

Name of Export Contral Officers

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



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

WRITTRTITE OF BRRTN CAFQLINA Fwﬂﬁﬂ
c CHARLOTTE | M

Export Control Answer for Charlie Brown Test

Linus, Export Control Officer has indicated the Restricted Party was completed and dear
and a license was MOT reguired to relesse technical datatechnology to the prospective
Visitor/Scholar.

REF: Charlie Brown Test (TEMP424111)

Sincarely,

International Siudent & Scholar Cifice

UMNC Charlotte | Office of Intemational Programs
8201 University City Bivd. | Charlotte, NC 28223
Phone: 704-887-7781 | Fax: 704-887-2168
ntlssoi@charlotte.edu| http:/isso.charlotte eduf

LIVE. LEARN. BE GLOBAL.

CHHS 202 | 9201 University City Bhd.
Charlotte, N 223
TO4-587-7




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 ~

eunch Applicacion 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 appraover)

Department forms -

APPROVED
Department Initiate Request

@ PENDING OFFICE APPROVAL
Department Final Submit

Tech Support




J-1 Scholar DS-2019 Extension Reques

Looking-up the scholar record in the IS50 Portal

e Login to the ISSO Portal and go to Departmental Services

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

IC CHARLOTTE

I1SSO Portal (DEV) Liz Colenzo ~

Launch A}

International Office

sunapsis®: International Office Module Launch Page

©2005 Indiana University and Jason Baumgartner

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 i International Office Module

Download the Mac launcher 1.0.2 for i i Office Module

e Select the J-1 Scholar DS-2019 Extension

)

Lie Colenzo =

Departmental Services
Instructions for Departmental Contacts
For new individuals:

Academic MR Procedures Handbook

Tin ErTeL 0 o i

o application res

Instructions for Non-UNC Charlotte Department Admins:

Please allow up to 5 business days for response from the date of the request submission

Lists

My Current Cases My Closed Cases My Department’s
Current Cases

Prior to initiating a request for extension,
please prepare the updated host
Tasks department letter (template available on

E - — the |15S50's website) and contact (if
Add New Person ‘ . Update Your Contact ‘ B Affiliated Institution DS- ‘

infarmation 2019 Request applicable to the position).

EGADE 1-20 Request Exthange Student J1 Scholar DS-2013
Application Initial request

: 1 Scholar DS-2018
B e




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 upon the given University ID and Date of Birth, Please note you must have either an official University ID or a
Temporary 1D that is currently in this system,

Date of Birth*
@

| Find Record I

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

JEV) Liz Calenza =

J-1 Scholar DS-2019 Extension

ViewssavelPrint EForm Group
J-1 Bsthange wisitors may. depending on their original |-1 category and pregram length, he aligible to exrend their program

follows:

Fragram length runs from & minimum of 3 weeks 10 the masimum periad alowed for a speific program dass fication as

hiolar: 5 years

+ Short Term Gcholar: & months
+ Student Interm; 1 year
 Specialist | year

Meaze use the form below to submit your request to extend the DS-2019. All requests must be submited at least 2 weeks prior to
07019,

the end date on the current 1

Department forms =

[ =equizen
Department Initiate Extension Request

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.

V) Liz Colenzo ™

Department Initiate Extension Request

MAIN PAGE | TEMP436384 | BRIDGET TEST SAIL GERMAN

nformation Required
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

. Drafacenr B unaee



Step 1: Request Initiated by Department

Department Administrator

ISSO Portal Eform: Department Initiate Request

Complete the requested information on the eform

Department Initiate Extension Request Current information on file will be

MAIN PAGE | TEMP434111 | LIZ TEST ] INITIAL TEST d ISWE}'EH fﬂr Y’D u.

(%) Information Required

-1 Exchange Visitors may, depending on their original |-1 category and program length, be

eligible to extend their program. Current Information on File
Program length runs from a minimum of 3 weeks to the maximum period allowed for a [Active D5-2019 Information
specific program classification as follows: Jctive D5-2019 Start Date
Wwctive DS-2019 End Date
* Research Scholar: 5 years Ictive DS-2019 Category

+ Professor: 5 years Jctive DS-2019 Position

Ictive DS-2019 CIP Code

. . I
Short Term Scholar: & montns [Fictive DS-2019 CIP Code Desariptan

* Student Intern: 1 year
+ Specialist: 1 year Current HR Position/Job Title: S2if funded-Not applicable

Please use the form below to submit your request 1o extend the D5-2019. All requests Reason for Extension:*
must be submitted at least 2 weeks prior to the end date on the current D5-2019.

Current Host Faculty/Supervisor on File

Snoopy
liz+snoopy@icfficeconsulting.com
MNew Reguested Program End Date®

CLIENT RECORD: LIZ TEST | INITIAL TEST | TEMP434111 &8

Will the position/job title change™
'Will the current Host Faculty change?*
Yes Mo
Is the scholar self funded or paid by UNC Charlotte?*

Confirm Host Departmant contact Name* . )
Self-funded Paid by UNC Charlotte

Upload an updated sponsarship form (offerfinvitation letter) *

Current Active Site of Activity on file

You will enter the new dates, any changes
or updates in funding, and upload the
department’s updated letter with the Wil the Sice of Aty changezs
extended dates. Yes No

No active site of activity on file.

Save Draft || Submit |




After Submission

Department Initiate Request will be ‘Submitted’

J-1 Scholar DS-2019 Extension

View/Save/Print E-Form Group
1 Exchangs Visitars may, depending on their ariginal -1 category and program length, be ligible to extend their program
Program length runs from a minimum of 3 weeks to the maximum period allowed for a spedific program classification as follows:

+ Research Scholar: 5 years

+ Professor: Syears

+ Short Term Scholar: & manths
+ Student Irtern: 1 year

+ Specialist 1 year

Please use the form below to submit your request to extend the DS-2019. All requests must be submitted at least 2 weeks prior to
the end date on the current DS-2018.

 SUBMITTED
Department Initiate Extension Request

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

The following email communications will be sent to the scholar:

UNIVERRITE OF FARTY EARALIRY Ilrmm
c R I O D

1SS0

Action required: Complete your DS-2019
Extension Request Forms
Dear Liz Test J Initial Test:

A depariment at International Student and Scholar Office has started the process to extend

T o R
Extensicn. In order to continue, you must complete the form(s) listed below. Please dick
hers to access the form. You will be 3sked to login:

Group: Departmental Services | J-1 Scholar DS-2010 Extension

Lagin information and direction to the
eforms will be provided in the email.

Form: Scholar Personal Information

Form: Scholar Funding

Form: Scholar Final Submit

NinernetiD and University ID use hitps:ii |.dew.charl ot istart!
confrollersiclient/ClientEngine.cfm to login
o university jals: hifps chariotie edistar cirmissi

Uise: the provided University ID, your dafe of birth, and provided PN
Use University ID Number: 8765767657 with Limited Access PIN: 73121762

Sincerely,

Intemational Student & Schalar Office:

UNC Charlotte | Office of International Programs.
8201 University City Bivd. | Charlotte, NC 28223
Phone: T04-887-7781 | Fax T04-887-3188
intlssof@ichariotte edul httpoifisso.chariotte aduf




Step 2: Scholar Eforms

Scholar

ISSO Portal 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.

W N PROGRESS
J-1 5cholar D5-2019 Extension

They will submit a number of eforms

J-1 Scholar DS-2019 Extension

|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
* Professor: 5 years
+ Short Term Scholar: 6 months

* Student Intern: 1 year
+ Specialist: 1 year

Please use the form below to submit your request to extend the D5-2019. All requests must be submitted at least 2 weeks prior to
the end date on the current D5-2019.

To be completed by Scholar

D REQUIRED
Scholar Persenal Information

[ REQUIRED
Scholar Funding

ﬁ MOT YET AVAILABLE
Scholar Final Submit

*** This will complete the scholar submissions ***



Step 3:1S50 Review and DS-2019 Issuance

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 Extension request.

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