ISSO H-1B Portal Training Guide for Departmental
Administrators

Requesting Departmental Access

If you do not have access as a Departmental Administrator (Business Officers, Business Service
Coordinators, etc), below are the steps you will follow to request access. Reminder: the department
admin will be submitting the sponsorship request on behalf of the faculty supervisor (in most cases, this

is the department chair).

e Goto https://issoportal.charlotte.edu/ and Login with your NinerNET ID and Password

ISSO Portal (DEV)

Welc

OPo

ome to the ISSO Portal Login Page

 of online services for our institution’s international students, scholars, and
a3t support them. Please log in using one of the options below to view

Current Students, Faculty, or Staff

For full access to your international services account, piease log in with your NinerNet account

Don't Have a NinerNet Account?
New and future students and scholars can log in with their University ID number, PIN, and date of birth

tal provides

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 login as: *

Client Department

Request Account



https://issoportal.charlotte.edu/

e Enteryourinformation and submit

UNC CHARLOTTE

ISSO Portal

--- Departmental Access Request Form ---

Creating or Looking-up the Employee Record in the ISSO
Portal

Depending on the type of request, you will either create the record in the portal or look up an existing
Employee.

New Employee Requests

e Thisincludes the New H-1B Request

e Follow the instructions for Creating the Employee Record in the ISSO Portal
If the Employee is already in the U.S. in H-1B status, and transferring sponsorship to UNC
Charlotte, the e-form will collect that information.

Continuing Employee Requests

e Thisincludes the H-1B Extension requests.
e Follow the instructions below for Looking Up a Record



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

In order for Employees to access the ISSO Portal, they will need to have a Banner ID and NinerNET
credentials that they have activated. The hiring department is responsible for communicating this

information to the new employee.



Creating the Employee Record

e Loginto the ISSO Portal and go to Departmental Services

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

C CHARLOTTE

ISSO Portal (DEV) Liz Colenzo =

ey sunapsis®: International Office Module Launch Page

Departmental Services

©2005 Indiana University and Jason Baumgartner
International Office ¥ ) &
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
My Current Cases My Closed Cases Current Cases

My Department's
Employees & Scholars

Update Your Contact Affiliated Institution D5-
Information % 2019 Request

[ ]
Add New Person

EGADE 1-20 Request

Exchange Student J-15cholar D5-2019
Application % Initial request

P J-1Scholar DS-2019
7

E New H-1B Request et
xtension

N,




e Complete the eform to add the Employee

UNC CHARLOTTE

' PORTAL

Denise Medeiros ~

Application
mental Services
tional Office

pport

Add New Person

This is a service to add a new person profile record into the system. If an institutional university ID is not specified then the system will
verify that no existing records with the same date of birth and email address are in the system. The new profile record will aiso be adde«

to the departmental user’'s current cases.
(*) Information Required

Last Name*

First Name*

Middle Name

Date of Birth*

Wlfwoor ]

Gender*

v
Email Address*
Campus*

v

Do you have an institutional university ID for
this new profile?*

e Yes No

University 1D Number*

To avoid errors, please obtain a copy of
the passport prior to submitting the
request.

Campus: Select International Student and Scholar
Services

Do you have a network ID for this new profiie?*

University ID: Select YES and enter the 801 ID number

® Yes No

Network 1D*

T

Add New Person

Network ID: Select YES and enter the NinerNET ID

e Then selectthe request you would like to initiate




Looking-up the Employee Record in the ISSO Portal

e [oginto the ISSO Portal and go to Departmental Services

Launch Application 1 H t
sunapsis®: International Office Module Launch Page
Departmental Services
International Office ©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.

load the Wi I her 1.0.2 for is@: International Office Module

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

e Selectthe desired eform request

Departmental Services

Instructions for Departmental Contacts

For new individuals:

Step 1:For paid positions, obtain a NinerNet ID for your scholar so that they can access the ISSO portal

Step 2: For unpaid positions, as per the Academic HR Procedures Handbook (section VIll), submit a 'Dean’s Letter’ to Academic

Affairs for an Unpaid Adjunct. This will réSultin @ NinerNet ID for your scholar so that they can access the ISSO portal. Please aliow 2
days processing time.

Step 3: Upon receiving the NinerNet ID, click on Add New Person

Step 4: Start the H or | visa sponsorship request as applicable

For extensions:

Click on the applicable extension application request

Instructions for Non-UNC Charlotte Department Admins:

1. Click on "Add New Person’
2. Start the | visa sponsorship request for affiliated institutions
1. Enter 'International Student and Scholar Office' as ‘campus’

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

Lists

My Department's
My Current Cases My Closed Cases Current Cases

My Department’s
Employees & Scholars

Tasks

Update Your Contact Affiliated Institution DS-
® L)
- Add New Person «/ Information 3 2019 Request
Exchange Student
Exchange Student 2 D2 A
EGADE 1-20 Request % Application % Application - Visiting

Student Table e-form

J-1 Scholar DS-2019

9, H-1B Extension Request Initial request

N

New H-1B Request

J-1 Scholar DS-2019
Extension




o Enter the University ID and Date of Birth of the Scholar/Employee you will be submitting the
request for.

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

Find Record |

e Afteryou push the ‘Find Record’ button, the request will open the request main page and will be
connected with the Scholar/Employee’s record.

H-1B Extension Request

View/Save/Print E-Form Group

Purpose of this form is to request an H-1B Extension

Initiate Request ~—

[] REQUIRED
Department Initiate Extension Request

[] REQUIRED
Department Actual Wage Information

To Complete If Requested -

O OPTIONAL
Department Follow-Up

e Whenyou click on the Department Form link, you will see the University ID and name of the
Employee 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.

Department Initiate Extension Request

MAIN PAGE | TEMP997245 | MINNIE TEST MOUSE TEST

(*) Information Required

Hiring Authority Information

CLIENT RECORD: MINNIE TEST MOUSE TEST | TEMP3997245

Host department/Chair contact Name*

Host/Chair department Title*




H-1B Extension Request

Request Initiated by Department

Department Administrator

ISSO Portal Eforms: Department Initiate Extension Request and Department Actual Wage
Information

To begin the H-1B Extension Request, submit both eforms
listed under ‘Initiate Request’ H-1B Extension Request

View/Save/Print E-Form Group

Purpase of this form is to request an H-18 Extension

Initiate Request

[ REQUIRED
Department Initiate Extension Request

REQUIRED
Department Actual Wage Information

To Complete If Requested

NOTE: Some information on record © Beparmensrtemvp ‘
will be displayed for your reference
Department Initiate Extension Request Department Actual Wage Information

MAIN PAGE | TEMP997245 | MINNIE TEST MOUSE TEST

(*) Information Required
Hiring Authority Information
CLIENT RECORD: MINNIE TEST MOUSE TEST | TEMP997245

Host department/Chair contact Name™

Host/Chair department Title™

Hosv/Chair department contact Email”

Select the Host/Chair department™

Select the Host/Chair division*®

Employee Position Information

Current End Date %ioc_emplatestposexitdate | 'not available s

New End Date (cannot exceed 3 years from current end date)”

Below is the current information on record for your reference:

After you have submitted both eforms, the employee will be invited to submit additional information in

the ISSO portal.

MAIN PAGE | TEMP997245 | MINNIE TEST MOUSE TEST

(*) Information Required

CLIENT RECORD: MINNIE TEST MOUSE TEST | TEMP997245

Does the position supervise full-time employees?*

Yes No

Are there other conditions affecting the pay rate?*
Yes No
Actual Wage
The U.S. Department of Labor requires employers to pay its H-1B employees no less than
the actual wage level it pays all personnel with similar experience and qualifications

holding the same position or the prevailing wage level - whichever is higher.

Are there employees in the department with the same title and qualifications?*

Yes No
Departmental Responsibilities
The hiring department is responsible for the following actions:

* Submitting 3 UPS shipping label to the ISSO for expedited courier service
* Submitting a request to Accounts Payable for USCIS filing fees

Information regarding each of the above will be sent to you shortly and can also be found
on THIS ISSO WEBSITE

Please indicate the current status of these items below

UPS Shipping Label

Do you have the UPS shipping label already?*
Yes No




Navigation Tips for All Eform Requests

DO NOT use the browser Back button

Department Initiate Extension Request
MAIN PAGE | TEMP436384 | BRIDGET TEST SAIL GERMAN

T Termaton Nequned

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

To go backto the request main
page, click on the link at the top
of eform

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

eform

Primary Site of Activity Information

No

Will there be a additional site of activity?*

No

Upload Scholar Documentation

Upload a copy of the scholar passport *

B Review Uploaded File

ipload a copy of the Scholar CV/Resume *

Edit | Cancel |

will activity be at this address: UNC Charlotte 9201 University

If you want to cancel the full request, contact ISSO
directly.

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

—

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

ISSO may already be reviewing the application and will
need to know that you are making changes.

. 2

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

Proposea job utie

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?*

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

Coer |

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.

-




New H-1B Request

Step 1: Request Initiated by Department

Department Administrator

ISSO Portal Eforms: Department Initiate Request and Department Actual Wage
Information

After completing Add New Person, click on the link to begin the New H-1B Request E-form.

New H-1B Request

View/Save/Print E-Form Group

H-1B Request Started

Make sure that you have the following
ready to upload:

Purpose of this form is to initiate an H-1B request ° NinerTalent position description

* Employee’s passport

e Employee’s CV

v SUBMITTED
Department Initiate Request

—

[] REQUIRED
Department Actual Wage Information

STEP 2: Additional information for H-1B Petition

STEP 3: Submit for Export Control Review +
To Complete If Requested +

ISSO Review

ISSO will review the eform submission to determine if the New H-1B Request should progress.

The status of the request will display in the portal:

New H-1B Request

View/Save/Print E-Form Group

ISSO is Reviewing Request for H-1B Eligibility




ISSO Initial Approval

The following email communication will be sent to the Department Administrator.

Conditional approval of [Employee Name]
H-1B request (start export control and
prepare offer letter)

Dear,

This is to confirm that your initial request for H-1B visa sponsorship has been conditionally
approved by the ISSO with the expectation that the hiring department 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 a 3-8 month

process

Department Admin Responsibilities:

* Part 1: Immediately go to the Office of Research Protections and Integrity Export
Control website to complete and submit the appropriate form. Please follow those
instructions carefully.

* Part 2: Once the international employee has completed and uploaded their required
information (the ISSO will invite them to log into the portal), the Department Admin
will be notified that it is time to log back into the system for a final submission to the

ISSO. At that time, you will be able to review all of the information and you must aiso
upload the documents below
© Department offer letter
© Final, signed contract (if applicable based on the position)
* Part 3: The department admin will request the USCIS filing fee checks through
Accounts Payable following the instructions located on THIS ISSO WEBSITE. Please
allow 1 to 2 weeks for processing

Overview & Timeframes:

* Upon the department admin’s final submission, the export control officer will be

The Department Administrator will receive:

e Instructions on initiating the export
control process

e Information on USCIS filing fees

e Overview and timeframes

NOTE: Export control will be completed outside
of the ISSO Portal, directly with the Office of
Research Protections and Integrity.

Initiate Export Control

Department Administrator

Export Control Process

This process will be initiated outside of the ISSO Portal.

e Gotothe Export Control: Forms and Checklists website.

Complete the appropriate form to help determine whether an export license may be needed for

the prospective Employee.

e Submitthe completed form to exportcontrol@charlotte.edu.



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

Expo

rt Control Forms

DIVISION OF RESEARCH

CHARLOTTE

CHECKLISTS
FORMS AND CHECKLISTS

*Offco of Rezcarch
Commacitzater i D ytnamnos

©RCM i you plan to take any University owned property abroad, please
subemit this form for roview and approval by the Fxport Control OF
| < Oice o Meseanch wrotectns sng atleast two (2) weeks prior to travel. |11 form sumimarizes the

Inbegrity (G2

Travel With

 Corn & U

3 - lor mn oxport liconse y
University-Owned shipments or hand carries of University-owned property abroad by
UNC Charlotte taculty and thus under UNC Charlotte’s direction

EXPORT CONTROL: FORMS AND

Please allow up to 2 weeks for export
control processing once the Employee
has completed their e-forms.

dor.

¥

» Conflict of tnterest

Equipment Unive: < 4 peoparty
s

. comg B
o3 well as laptops, tablets, cell phones, and

cluding meenory nticks). The laller arc
"

Exoort Control Certification technoloav or technical data released to o oroscect

icos
1 their

U.S. Citizenship end Immigration Services (USCIS) Form 1-129

An export license
may be required depending on what is on your laptop, tablet, coll
phane, ar digital device nnd to which country it s boing taken,

watrolled
empioves on

®

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

EXPORT CONTROL CERTIFICATION QUESTIONS

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

Your tothe foliowng q willbe usedto fyour need to apply for an exportlicense i
for the visiting Scholar/Misitor. There is NO costto apply for an export license. However, it can take up to 6 months to receive a at the bOttO m M The n e m a I l th e fo rm to
license from the D\ ofC Bureau of Security. Timely submission of this form to the Export Control .
Officer (exportcontrols @unce edu)willenable view of any export control matters related to the wsiting ScholanVisitor eXDOrtCO ntrol@charlotte_edu for review.
It providing additional information. please attach separately.
1. | s the potential Scholar/Visitor ¥om Iran, Cuba, North Korea, Syra, Libya, or Sudan? I TYES DNO
Z. | Please explain (he purpose and nature of Ihe wsit 1o UNC Chanotie.
3. | iffor research purposes, provde the IPF number and sponsor name(s) assodated with uisit.
IPF#: Sponsor:
4. [ WilTThe potential Scholar/ Visiior have access 1o any laboralory al UNC Charfotte? YES O NO
If YES, please provde location(s).
§. | Are you allowing unaccompanied access 10 the laboratory? “YES CIND
6. | Who and what is the potential scholar'shisitor's lunding source? EXPORT CONTROL CERTIFICATION: SIGNATURES
Pursuant to 28 USC § 1746, | declare under penalty of perjury under the laws of the United States of America that
Do you hawe any Export C inthe Y d 1o the ScholarVisior? | - ves - no the foregoing is true and correct. My signature below certifies that the information | provided above is true and comect,
en 7 VISILOf have access 10 encry| SOUICH 7 SYES O NO that | have compieted the export control training module and that, if a license is required, | will not give the prospecthe
Wil the potential SCholarVisitor be a campus and p 5 7S O Scholar/Visitor any export controlied technical datatechnology until the proper authorization is received.
. | WilTthe potential Scholar/ Visitor have access 10 UNC Charfotie computer ? JYES DINO | also understand thal failure to report completely and accurately may result in export control and/or sanctions violations
11 Has the Data Security Officer for your College/department been notified of this request? Below, | - YEs ONo by criminal or civl penalties. !I‘any of the responses 1o these questions change, I will contact the Export Controls
please explain what network security amangements will be made to limit the potential Oficer in the Ofice of Research Protections and Integrity at sxporicontrolsunce sd.
Scholar/Visitor's use of the campus network. . ig P and filed by the
12. | Willthe potential Scholar/Visitor be involved in @ project that has a Technology Control Plan of | - ves - no
Data Security Plan in place?
13. | Will the Scholar/Visitor be invoived in any project that is proprietary in nature? 1YES CINO i ;
14. | Will the Scholar/Visttor be involved in any project with or ? YES [INO Name / Signature of Supervisor of Praspective Employes Date
16. | Will the Scholar/Visitor be involved in any project with an implied or applied specific military YES CINO
purpose?
76, | Willthe ScholarVisitor be ImoIved In any project thal requires oreign national approval by SPonsar | - ves o no T have reviswudthe. sbows Infolmtice:
(or stipulates that NO foreign nationals allowed)?
17. | Will the potential Schalar/Visitor work vath high-tech or expenmental equipment (€.g., high-speed | ~ ves — no
sensors, lasers, devices or other cutting-
edge equipment)? If YES, please list the equipment being used: r i
Name / Signature of Department ChairDirector Date
18. | Will the potential Scholar/Visitor work on corporate sponsored research? SYES DINO
If YES, please proMde award numbers. el Lad Caly
19. | Will the potential Scholar/Visitor work on or with matenals obtained under a Matenal Transfer | - yes © no
Agreement (other than the Uniform Biological Material Transfer Agreement)?
y g and clear? O Yes O No
If YES, please provde award numbers:
20. | Will the potential Scholan/Visitor work on any other effort outside the stated purpose of the Msit | ~ yvgs  no "
imohing data, t or ofa nature? :I:nl:r;:‘n:ur? relasse L OYes TNo

If YES, please explain:

T
Name / Signature of Export Control Officer Date




Employee Submits Eforms

Employee

ISSO Portal Employee Eforms

The Employee will receive an email with login instructions, log into the portal using their Banner ID# and
NinerNet credentials, and select the New H-1B Request.

UAIVIRNITY OF XORTA CARSLINA | OFRICE OF
WTIAVATIOMAL FTONATS AN SOAN 083

ISSO

The login information will be
UNC Charlotte H-1B Sponsorship: Access to provided in the email

Employee Eforms

Dear (Name of Employee).

A department at International Student and Scholar Office has started the process to sponsor
your visa status. The form group that is being completed is the New H-1B Request. In order

NinernetiD and University ID use hitos://issoportal.chariotte edu/istart/controllers/client

ClientEngine cfm to login

Please understand that the H-1B process is complex and there are several compliance-

related steos which involve multiole individuals. Therefore we ask for vour patience as well

The Employee will submit a number of New H-1B Request

E-forms

NOTE: Acceptable file types are PDF, JPG, GIF, BMP and PNG. If you submit this form and get an error, you will need to fix the
error and re-upload documents

Please prepare to upload the following documents. You may save your work along the way.

* Passport
* Most recent diploma

A list of documents to " Mast recent vanscript

* Credentials evaluation (if foreign degree)
prepare will display for the o

If currently in the U.S. or previously in the U.S. please prepare to upload any of the following applicable documents:
employee

* 1-94

* Visa page(s)

* All previously issued |-20s or DS-2019s

* Waiver of J-1 212e (if applicable)

* Proof of fulfillment of J-1 212e (if applicable)

* All previously issued EADs

* All employment confirmation leters while on OPT

* 3 most recent paystubs (if currently employed in the US)
* All I-797 approval notices for periods of H-1B status

* I-140 receipt notice or approval notice (if applicable)

Purpose of this form is to initiate an H-1B request

STEP 1: Beneficiary information -

[] REQUIRED
H1B Personal Information

[] REQUIRED
H1B Immigration and Employment

@ NOTYET AVAILABLE
H1B Submit

STEP 2: Additional information for H-1B Petition




Status Display for Department Administrator

Once the employee has begun submitting their eforms, the status of the request will display in the portal:

New H-1B Request

View/Save/Print E-Form Group

Beneficiary Started to Complete Forms

After Submission

Once the H-1B Submit E-form is submitted, the employee will receive an email notification letting them
know the eforms were received.

*** This will complete the employee submissions ***



ISSO Review

ISSO will review the eform employee submissions.

The status of the request will display in the portal for the Department Administrator:

The status will also display for the employee:

New H-1B Request

View/Save/Print E-Form Group

ISSO is Reviewing Beneficiary Information for H-1B Eligibility




After ISSO Approves Employee E-forms

The following email communication will be sent
to the Department Administrator c CHAMEI:&Z‘{.“M.,

AT STRMNT AN SAEAR
.

ISSO

This is the notification for the [Employee Name] Request in Process:
Department Administrator to Department Final Contract/Offer Letter

return to the ISSO Portal to Upload and Verification of Export Control
complete Steps 2 and 3 Submission
Dear,
1 Your prosp: H-18 employee, [Employee Name], has successfully submitted their

required documents to the ISSO.

1. Next steps:
In order for the ISSO to begin the Labor Condition Application process through the
U.S. Department of Labor, you must now upload the hiring department's final
contract and offer letter to the employee’s ISSO portal record.

2. If you have not aiready done so. you MUST now submit the department’s export
control form on behalf of the employee to the Office of Research Protections and

Integrity. Failure to complete this step will result in delays in the H-18 process.

International Student & Scholar Office

UNC Chariotte | Office of International Programs
9201 University City Bivd. | Charlotte, NC 28223
Phone: 704-687-7781 | Fax: 704-687-3168
intisso@charlotte edu| http:/isso charlotte edu/




Steps 2 and 3: Department Administrator E-forms

Department Administrator

ISSO Portal Eforms: H-1B Dept Upload Final Contract and Dept Submit to Export Control

When the Department Administrator receives notification to return to the ISSO Portal, they will log into
the portal and open My Current Cases

Departmental Services

Instructions for Departmental Contacts
For new individuals:
Step 1:For paid positions, obtain a NinerNet ID for your scholar so that they can access the ISSO portal
tep 2: For unpaid positions, as per the Academic HR Procedures Handbook (section VIll), submit a ‘Dean’s Letter’ to Academic

Affairs for an Unpaid Adjunct. This will résultin a NinerNet 1D for your scholar so that they can access the ISSO portal. Please allow 2
days processing time.

Step 3: Upon receiving the NinerNet ID, click on Add New Person

tep 4: Start the H or ) visa sponsorship request as applicable
For extensions:

Click on the applicable extension application request

Instructions for Non-UNC Charlotte Department Admins:

1. Click on "Add New Person’
2. Start the ) visa sponsorship request for affiliated institutions
1. Enter "International Student and Scholar Office’ as ‘campus’

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
My Department’s
Employees & Scholars




4 Go to Departmental Services L=

My Current Cases

Show 10 ~ entries

Name University ID ~ Application Status startDate Lot Updated 'é;“ Updated
Appleseed Test, Johnny H1B H1B1234 J-1 Scholar DS-2019 Extension 03/11/2025  03/11/2025 Liz Colenzo

N International
Appleseed Test, Johnny H1B  H1B1234 H-1B Extension Request Incomplete  03/12/2025 03/13/2025 Office
Chung, Hee Cheol 801321338 J-1 scholar DS-2019 Extension 03/12/2025  03/12/2025 Liz Colenzo
Chung, Hee Cheol 801321338 Display Information 02/27/2025 02/27/2025 Liz Colenzo
Colenzo Test2, Liz H1B 2 TEMP930825  New H-1B Request Required  02/11/2025  02/12/2025 International
Middle Office
H1B2 new, Liz new middle TEST989898 J-1 Scholar DS-2019 Initial 02/13/2025 02/13/2025 Liz Colenzo
new request

Find the employee and reopen the New H-1B Request

New H-1B Request

View/Save/Print E-Form Group

ISSO Has Confirmed H-1B Eligibility - Department Resumes Steps 2&3

Be prepared to upload final contract and offer letter and also confirm

* USCIS filing fees
* UPS shipping label
* Export control submitted

Purpose of this form is to initiate an H-1B request

STEP 1: Initiate Request

|

STEP 2: Additional information for H-1B Petition

[] REQUIRED
H1B Dept Upload Final Contract

STEP 3: Submit for Export Control Review

ﬂ NOT YET AVAILABLE
H1B Dept Submit to Export Control

To Complete If Requested +




e Assoon asthe H-1B Dept Upload Final Contract eform is submitted, the H-1B Dept Submit to
Export Control will change from ‘not yet available’ to ‘required’.

e You must submit Step 3 ‘H-1B Dept Submit to Export Control’ immediately, so that the Export
Control Office can log into the ISSO portal record, view and approve all uploaded documents. This
form is simply reminding the department admin if they had not yet completed the export control
document to make sure to do it at this time.



After Submission of H-1B Dept Upload Final Contract

The following email reminder will be sent to the department admin:

[Employee Name] H-1B Request in Process:
USCIS filing fee checks and UPS shipping
label

Dear,

If you have not already done so, please immediately request the USCIS filing fee checks
through Accounts Payable following the instructions located on this website. Please allow 1
to 2 weeks for processing

Upon issuance of the USCIS filing fee checks and the department’s UPS shipping Iabel, the
department admin must hand deliver them to the ISSO in CHHS 202 with the name of the

nternational employee indicated on the envelope.

International Student & Scholar Office

UNC Chariotte | Office of Intemational Programs
9201 University City Bivd. | Charlotte, NC 28223
Phone: 704-8687-7781 | Fax: 704-687-3168
intisso@chariotte edu| http://isso. charlotte edu/

After Submission of H-1B Dept Submit to Export Control

e The Department Administrator will not receive any notification
e Export Control will receive an email request to review the H-1B submissions. Please allow 1-2
weeks for this review.

The status of the request will display in the portal for the Department Administrator and the Employee:

New H-1B Request

H-1B Eligibility Confirmed - ISSO is Processing Request

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



Step 4: Export Control

Export Control Officer

ISSO Portal E-form: ‘2nd Approver’ Role

Export Control will receive an email request to review all submitted information

c enmn o oRTH carvid ::: o

ISSO

Action required: Export Control Certification
for [Employee Name]

Dear Export Control Officer:

The International Student and Scholar Office (ISSO) requests that you review / comment on
the following request submitted to our office. If you have any questions please contact
ISSO and ask to speak to an advisor. Thank you for your time and atiention to this matter.

Please follow the link below to respond to this request:

£15 Degt Submit to Expod Contro Export Control will not need to log into
Chlant Heme: [Eployen Hame) the ISSO Portal, but will just click on

Client ID Number: *****0825

Your Login ID: exportcontrol@test.com the link in the email they receive

Your Password: BR0RARA-C4

International Student & Scholar Office

UNC Chariotte | Office of International Programs.
9201 University City Bivd. | Charlotte, NC 28223
Phone: 704-887-7781 | Fax: 704-887-3168
ntisso@chariotte edu| http-/fisso. charlotte edu/

CONFIDENTIALITY NOTICE: This email ge. including all ts, is for the sole
use of the intended recipients and may contain confidential and privileged information.

UNC CHARLOTTE

The login information will 1SSO Portal (DEV)
automatically be populated

Login to Review / Comment on an E-Form Request

fo r th em Please comment / review on the request you received via an email from our system. Use the credentials given to you in the email
message to log into this system. This request was generated when an international student or scholar made an online request of the
nternational office that needs a secondary verification.
(*) Information Required
Client ID Numier (Student - Empicyee University ID)
Your Login 1D*
liz=EC@icfficeconsulting.com
Your Password *
You cannot 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 into the system.

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



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

e [SSO will be notified
e The Department Administrator will receive a summary of the response provided by Export Control

[ (R

ISSO

Export Control Answer for [Employee Name]

Dear,

Yes, Export Control Officer has indicated the Restricted Party and a license required to
release technical data/technology to the prospective Visitor/Scholar.

REF: [Employee Name] (TEMP930825)
Sincerely,

International Student & Scholar Office

UNC Chariotte | Office of International Programs
9201 University City Bivd. | Charlotte, NC 28223
Phone: 704-687-7781 | Fax: 704-887-2168
ntisso@charlotte edu| http:/lisso.charlotte edu/

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

The status of the request will display in the portal for the Department Administrator:

New H-1B Request

View/Save/Print E-Form Group

ISSO is Reviewing Additional Forms

The status will also display for the Employee:

New H-1B Request

H-1B Eligibility Confirmed - ISSO is Reviewing Department’s Additional Forms




ISSO Preparing and Filing of LCA and H-1B Petition

Department Administrator and Employee

Status Display in ISSO Portal:

The Department Administrator and Employee will see status updates in the ISSO Portal as the case
progresses.

e H-1B Eligibility Confirmed - ISSO is Preparing and Filing LCA
e |SSO is Awaiting Export Control Clearance

e |SSOis Processing I-129 Request

o |SSO Mailed the H-1B: Awaiting USCIS Decision

e USCIS Approved Petition

If further information is needed, ISSO will reach out to the Department Administrator or Employee.

H-1B I-797 Approval Notice:

n 6"”'" LAl luﬂﬂ‘/m’m"m.

When ISSO receives the
I-797 Approval Notice, the
Employee will receive an email

ISSO

notification.

Employee will pick-up the original H-1B |-797 Approval Notice Received
I-797 from the ISSO and take it to HR

to complete the -9 hiring process.

Dear [Employee Name]

Congratulations! This is to inform you that the ISSO has now received your H-18 |-787
approval notice from USCIS. Please make arrangements to pick it up at your earliest
convenience from the ISSO located in CHHS 202. At that time, you will also be asked to
sign an acknowledgement form outlining the expectations of continued employment in H-18
status. Next, please take a copy to Human Resources for |- purposes

Attached please find:

1. Your H-1 approval notice: and

2. Your Labor Condition Application (LCA)

Please store these documents in a safe place. You will need to carry your approval notice
for any re-entries tothe US

Supervisors, please consult with the ISSO if there are to be any significant changes to this
position, such as duties, responsibilities, changes in work location, or salary, as an H-18
amendment could be necessary. This H-1B approval is based in large part upon the position
description provided by the hiring department as well as the Labor Condition Application
which was certified by the U.S. Department of Labor. We appreciate your partnership in
helping to keep UNC Charlotte compliant with federal regulations

If you have any questions, please let me know.

International Student & Scholar Office




