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Introduction

ISD is a web-based application that facilitates the transmission of electronic data
from Harvard University international visiting scholars to the Harvard International
Office (HIO). This system replaces the paper Preliminary Data Sheets that the
HIO used to receive from international scholars and Harvard administrators to
process immigration forms necessary to obtain a U.S. visa.

This system can be used only for international scholars coming to Harvard for the
first time.

ISD allows the international scholar to submit electronically preliminary
information to the department administrator. After the administrator reviews the
data entered by the scholar and completes the departmental data, s/he sends it
electronically to the HIO. The HIO then processes the application with the U.S.
immigration authorities and sends the visa document to the scholar in his or her
home country.

ISD allows for not only the transmission of data, but also the inclusion of attached
documents in a variety of formats including MS-Word, PDF files, etc., eliminating
the need for many paper documents.

We hope that this system will benefit you as a Harvard administrator. Please
contact us if you have any questions or suggestions.
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ISD Process Overview

This covers the basic steps for using ISD to invite an international scholar to your
department. ISD can be used for new visitors only. For repeat visitors, program
extensions, or any other situation, please refer to the Guide for Administrators on
the HIO web site or contact your HIO advisor.

This overview is designed to get you started with ISD quickly. Each section
of the manual will provide additional details.

1. Log in to ISD with the user name and password provided in the email sent to
you by Ricardo Maldonado. The URL for ISD Department Login is:
https://hicisdadmin.hio.harvard.edu After logging in for the first time, click on “My
Account” and change your password and security question to something that you
will be able to remember.

2. Add and Invite the scholar.

Add a new scholar visitor. After the new record is created click on Tasks and Invite
Visitor.This will allow you to compose an email which will be sent to the scholar
along with login information. You should copy yourself on this email so that you can
help the scholar if s/he has trouble logging in.

3. Scholar logs in and inputs information.
The scholar will log in using the information provided and will complete his data.

4. Department completes data entry.

After the scholar has entered his/her data, you will receive an email. You should
now review the scholar’s information to make sure it is complete and enter the
departmental information on each tab for the scholar.

5. Attach documents and add notes.

Any necessary documents (such as a FedEx air bill) should be attached to the
record. If there is any information you would like to communicate to the HIO
advisor, please enter this in the Notes tab, and indicate you have done so in the
Appointments Tab.

6. Submit to HIO.

Click on Tasks and Review and Submit Visitor’s Information. Click the Submit
button to send the record to the HIO.

7. Receive confirmation that visa document was generated.
Check for “visa document sent” note in Notes section. A note containing the
appointment dates and SEVIS ID number will be entered by the HIO when a J-1

visa document has been sent.
Return to the Table of Contents
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ISD Instructions

Logging in to ISD

& Sign In - Windows Interet Explorer

|| | hitps://hivisdadmin hio harvard.edu/Login.aspx || Joanna (Walecka) Maganzini

Ei View Favorites Jools Help

5 Faverites ‘ 9% | Favorites Bar = |

iR ~ [ & v Pagev Safety~ Toolsw dghv ||

I 22 - | @ fsaATLAS Enter... | @ Horvard Tntern... | @ Signtn x

Ellucian International Scholar Dossier 2.5.0

ellucian.

®2000-2013 Ellucian Company L.P. and its affiliates.

This software contains confidential and proprietary information of Ellucian or its subsidiaries. Use of this software
is fimited to Ellucian licensees, and is subject to the terms and conditions of one or more written license
agreements between Ellucian and such licensees.

Xz n r

/" Trusted sites | Protected Made: Off o~ Hio0x - i
= =

Log in to ISD with the user name and password provided in the email sent to you
by Ricardo Maldonado. The URL for ISD Department Login is:
https://hicisdadmin.hio.harvard.edu/

Note: This web site is only for authorized departmental users. Please do
not provide the above link to the international scholars. They will use a
different one.
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Creating a Security Question

The first time that you log in to ISD it is very important that you change
your password and the security question. The security question will allow you
to get your password in case you forget it or get locked out of the system. Please
use a question and answer that you will remember.

Go to “My Account” and complete the fields below

Please enter your old password to set a new security question and answer.

Question : IType yvour question here.

Answer : IType vour answer to the question above.

0ld Password : I

Change Password : I

Confirm Password : |

The Old Password is the original one sent to you by email. Your new password
must be different from your old password.

Remember to click “Save” to save the changes.

Return to the Table of Contents




Adding a Visitor

Once you have successfully logged into ISD, you will be directed to a Welcome
Page that has a summary of the steps you will be completing. This document

contains additional information to assist you.

On the left side of the screen under Record Manager, click Add Visitor.

(& Home - Windows Internet Explorer J‘?_

Return to the Table of Contents

" . W ot

@Q_v |g, hitps:/ hioharvard.edu/Default.as, v 9 ‘ =) | 6,-| x ‘|;..lJnannal\l\'a\E[kajl‘«|aganz\n\ £

Fle Edit View Favorites Tools Help

i Favorites | & || Favorites Bar v

- | @8 fsaATLAS Enterprisev.]
e e e

ellucian. unIVERSITY

Department

# Home
Administration

& Manage Users

Configure Academic Department

Manage Form Templates
= Mass Reassignment

‘ s Corifigure Intemational Schalar
Dossier

Record Manager

= Search for Visitar

Add Visitor

| @ Hervard Intemnational Offic... | & Home

5o v [ @b v Page~v Safety~ Tools~ @+

Welcome, Ricardo Maldonado | % My Acccount | @ Help | @ About | & Sign Out

| Welcome to 18D !

Note: ISD is used for new incoming scholars who have not been at Harvard University before. If your scholar has been previously
at Harvard please use the form found i this link: http:/hio.harvard.edwhioforms/HIO eForm.pdf and fax it to the HIO at 617
495-4088

1. To add a scholar's record click on "Add Visitor" under Record Manager in the left margin. Visitor's permission should
be set to "Read/Write."

2. After you have added the record you will need to click on the "Tasks" tab and invite the visitor using the email that will be
automatically populated with the login and password. We suggest that you add the following text to this email and “CC”
yourself on the message:

The Harvard International Office will need the following information from you in order to process the necessary visa document
for your upcoming visit to Harvard. Please use only Internet Explorer (through version 8.x) or Mozilla Firefox (through
version 3.5.x) to enter your information in ISD (formerly eScholar) and contact me, your department administrator, when you
have completed and submitted your mformation to the Department. Please do not schedule a visa interview appointment at the
U.S. Embassy or Consulate until you have obtained the necessary visa documents from the Harvard International Office.
Complete the following steps after the visitor portion has been completed by the scholar.

3. Review information entered by scholar to confirm that all fields have been completed.

4. Complete the departmental section, including "Appointment.” "Funding," etc.

»

i

/' Trusted sites | Protected Mode: Off v H100% -




Creating a new record

B o Visin ot T E B
€ Merage Vistor - Windows Iteme: Expore -
@\Jv ] hitps/1 o harvard.cduanage Vi &z |7__x|\-‘] Joanna (Welecks) Maganzin p ~|
Fle Edt View Favoites Tools Help
i Favorites | 5% | Favorites Bar v
== | [ . 1 - S
82|~ | @ feaATUAS Enterprisev? | g8 Harvard Intemational Offic... | @ Manage Visitor x Fi v B) v [ g% v Pagew Ssfetyr Tookv @
gn O r '
bepa
# Home Add Visitor @

= Manage Users

Basic Information
®  Configure Academic Department I

Please fill the basic visitor information below.

& Manage Form Templates ' Lot Name ‘ &

® Mass Reassignment First Name :

& Configure International Scholar il Naier:

4
Daossier

Campus ID :

Record Manager i Campus : ="

Academic Department : [T_]#

m

& Search for Visitor
Department User : |

[ EIE]

= Add visitor I550 Advisor :

Login Information

The Visitor's email address is required prior to inviting the visitor to visit your International Scholar Dossier website and

personal i ion. A is created and sent o the visitor when the invitation is sent.
User Name : e |
I
Email : .

Visitor Permissions

Below are the different permission levels available for visitor.

@ Read/wWrite (Visitor can modify personal information)

) view (Visitor can only view personal information)
|

) None (Visitor cannot log into International Scholar Dossier) Il
o T e T e I - |
J/ Trusted sites | Protected Mode: Off v H10% v

Input incoming scholar’s information. Fields marked with a red dot are required.
Campus ID field should be left blank.

Campus should be “Harvard University,”

Department’s name should be selected from the Academic Department pull-
down menu.

User Name for the Scholar must be unique and is chosen by the Department
Administrator. Please choose something that is easy to remember. We suggest
using a one word combination of the first and last names if possible (for
example: JSmith or JSmith2 ). Try to avoid using the whole name as a login
name for the scholar.

Please remember to check that the scholar's Email Address field is correct. The
address entered in this field will be the destination of an automatic message
containing a password that will allow the incoming scholar to access ISD.

Select “Read/Write” for the Scholar's Permission. This allows the scholar to edit
personal information in ISD.

Click Save.
Return to the Table of Contents




Duplicated records

ISD will now check if there is a record in the HIO database with the same name
that you have entered. A record may exist if the scholar has been at Harvard
before, or if s/he is currently affiliated with another department, school, or
hospital at Harvard.

What to do:

If a record appears as duplicated to the system, you will be brought to a screen
that reads “Duplicates Record Found.” (see graphic below). If this happens,
please contact your HIO Advisor to determine whether the duplicate record is for
the same person you are trying to add. This would be the case if the visitor was
previously under Harvard’s visa sponsorship.

If the HIO confirms that a record for the person you are inviting already exists in
its database, you should use the HIO eForm available for download from the HIO
web site instead of using ISD. Click Cancel to prevent a new record from being
created in ISD.

If your HIO advisor confirms that this is a new visitor, you must proceed by
clicking Continue.

7| SUNGARD HIGHER EDUCATION Department View

P Home
¥ Administration
b Manage Users I Duplicates Record Found
Configure Academic
Department
b Manage Form " . . " 5 5 s - v
Templates @‘ The following record already exists in eScholar database that might be a possible match with the visitor that you're trying to add.
[+ Mass Reassignment b
b Configure eScholar
~ Record Manager
b Search for Yisitor
b Add Visitor

b View Current Visitor Continue |

Status
Active

Attention | Last Name

Herbert

First Name |Campus 1D |Academic Department

Paul Business School

False

L Welcome, Gregory Stratton 7 My Account @ Help : [] About = Logout

pawsiod by SUNGARD

HIGHER EDUCATION

Also, you will get a message about a duplicated record if the user name of your
scholar is the same as someone else’s username in the system. You could
change the user name (go to Tasks > Edit Visitor Login and Permissions) and
that should fix the problem. Adding an extra letter or number to the user name
will also solve the problem.

Return to the Table of Contents
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Inviting a Visitor

After you have added the record you will need to click on the Tasks tab and click
‘Invite Visitor.” The invitation process will generate an email that will be
automatically populated with the login and password.

& Manage Tasks - Windows Internet Explarer i — e S— =B
—— e —— - rs
@u b4 |é, https://higisdadmin.hio.harvard.edu/ManageTasks.aspx hd E | b | ‘f| X | |'.' Joanna (Walecka] Maganzini P ~|
= —— = = ; —
File: Edit View Favorites Tools Help
4 Favorites ; ;.:3 Favorites Bar «
| = | [ | I — T »

| |22 |~ | @ fsahTLAS Enterpri. | @ Harvard Internatio... | €8 Manage Tasks x| | f ~ v [ g v Page~ Safety~ Tools~ @~

ellucian.UNIVERSITY

( Department

# Home
Administration

= flanage Users

| = Manage Form Templates
= fass Reassignment

' s Configure International Scholar

Doszsier i
Record Manager [

& Search forVisitor

n e ize s —— |

| Edit Visitor Login and Permissions

Welcome, Ricardo Maldonado | ﬂMy Acccount | ﬂﬂﬁfp | @ Aboutl ﬂS?gn out

Visitor : Nitesh TEST

Campus ID :

fsaScholar ID : FS6627

Academic Department : Advanced Leadership Initiative
Visitor Status : Active

Processing Stage : Invited

__Compose Email |

i

= Notes Documents I Forms History
ical  Addres Appoi Site Of Activity  Funding  Other »

Bi

Tasks @

. Below are the tasks available to be performed for the visitor.

Tasks I

Invite Visitor |

Review and Submit Visitor's information |
Change Visitor's Department

Confirm Visitor Information J - |

/" Trusted sites | Protected Mode: Off g v H100% «

Here is the sample wording to send to a scholar:

The Harvard International Office will need the following information from you in
order to process the necessary visa document for your upcoming visit to Harvard.
Please use only Internet Explorer (through version 8.x) or Mozilla Firefox
(through version 3.5.x) to enter your information in ISD and contact me, your
department administrator, when you have completed and submitted your
information to the Department. Please do not schedule a visa interview

appointment at a U.S.

Embassy or Consulate until you have obtained the

necessary visa documents from the Harvard International Office.

Feel free to add any additional information that will be important or helpful to the
incoming scholar. We suggest putting your own email address in the “Cc:” field.

11



& Invite Visitor - Windows Internet Explorer ‘- a - b= =

—

@\:/‘ b4 |E__ https://hicizdadmin.hio.harvard.edu/TnviteVisitor.aspx hd E | = | ‘-'7‘ X | "" Goagle p -
__F_\Ie _gl_jit ‘j\ew f_g\_.‘nrite; I_DD|5 _ﬂelg
<ip Favorites | 75 Favorites Bar =
(l ‘jE.‘ (& fsaATLAS Enterprise v.7 (& Harvard International Offi... 8 Invite Visitor x | M5~ B v 0 d= v Pagev Safety~ Toolsw @@+ >
& Home Tt ek et Compose Email |~
fsaScholar ID : FS6627
Administration Academic Department : Advanced Leadership Initiative
Visitor Status : Active
® Manage Users Processing Stage : Invited
| Tasks l Motes Documents Forms History
8 Configure Academic Department
i hical dd A intr Site OF Activity Funding Other »
(
® Manage Form Templates : L il
Invite Visitor @ .
= Mass Reassignment Please enter your email information below.
{l & Caonfigure International Scholar 4 To:
Dossier
Cc:
Record Manager Hies
= b for Wit -
Ll * sl et Subject : You have been invited to Advanced Leadership Initiative department II
& Add Visitor Body : | 3410 - B = ”,v|
®  Yiew Current Visitor | B J O A-&G- EE EE | Verdana «| size~| 70% vi 5
| The Harvard International Office will need the following
information from you In order to process the necessary i
visa document for your upcoming visit to Harvard. Please i
I use only Internet Explorer (through version 8.x) or Mozilla
Firefox (through version 3.5.x) to enter your information
in ISD (formerly eScholar) and contact me, your
department administrator, when you have completed and
i submitted your information to the Department. Please do
not schedule a visa interview appointment at the U.S.
Embassy or Consulate until you have obtained the
necessary visa documents from the Harvard International
| Office %
/' Design | €3 HTML @, Preview "
F ,," Trusted sites | Protected Mode: Off 4 v H100% -

Click Send. This will send an email message to the scholar. The e-mail message
will have two parts:

The first part will include everything you typed in the body of the message (see
above). The second part, added automatically by the system, will contain the
login, password and the URL to the scholar section of ISD. Please note that the
URL for the scholar is different from the one used by you.

At this point, you have completed steps 1 and 2 on the Welcome Page and can
log out of the system unless you have additional scholars to invite. The scholar
will now use the information from the email you sent to log in and complete his or
her part of the process.

Note: Please do not use the “Compose Email” icon in the upper right part
of the screen.

12



The scholar will receive an email message similar to the one below:

Favorite Folders A Bt 8 From Subject Received Size Categ.. (¥ |~
[ Inbox |
L6 Linread Mail |=] Date: Today

§ C!‘;'a" H J & ¥ i
) .
/ Message Adobe PDF @
. : T - [o) =] o 3 Find T
= i G B x . g, — 0@ Safe Lists ~ =t Y ¥, g_ i
A = 7 sl /! & == || 2 Related + d
Reply Reply Forward @, calt + | Delete Moveto Create Other || Block [ 4 1ist fun Categorize Follow Mark as Sendto
ta Al Folder~ Rule Actions~ | Sender - Up~ Unread || b Select~ OneNote
Respond Adtions Junk E-mail s Options 5 Find Onetote
From: # gregory_stratton @harvard.edu Sent: Thu3/31/2011 11:57 AM
To: & Stratton, Gregory
e
Subject: You have been invited to Business School department

The Harvard Intemational Qffice will need the following information from vou in order to process the necessary visa document for vour upcoming visit to Harvard. Please use only Intemet W
Explorer (through version § x) or Moszilla Firefox (through version 3.5 x) to enter your information in eSchalar and contact your Department Administrator when you have completed and
submitted vour information to the Department. Please do not schedule a visa interview appointment at the U.S. Embassy or Consulate until vou have obtained the necessary visa documents
from the Harvard Intemational Office,

Please use the below usemame and password information to login into the ul specified
URL = hitp. 128,103 69,58 8001 Login asp:

UserName = pherbert

Password = sCaT_wa(yW3(Y

This will complete the invitation process. Your scholar should be ready to enter
his/her own information.

Return to the Table of Contents
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Departmental Process to complete and submit
information (Overview)

After the scholar has submitted his or her information to the Department you will
receive an automatic message similar to the one below.

| Faverite Folders

2 |20 0 8 From Subject Received Size Categ... |V |
[ Inbox | i i f
3 Linreact Mail l=] Date: Todaw
i) = * ¥
::/
Message | Adobe PDF
(G G @me | P LSy | Rygmewe [l (3 B K7
Reply Reply Forward R cait - | Delete Mov Block | Categorize Follow Matkas | = Sendto
ta All e Actions~ || Sender - Up~ Unread || o SElect Onehlote
Respand Stk E-mai Options = Find Gnehiote
From ternationaloffic duedh Sent: Thu 3/31/2011 12:10 Pt
To: Stratton,
o
subject: aScholar: A visitar has submitted informatian

The following visitor has submitted information to eScholar. Please review this information and process accordingly.
Visitor's Full Name = Herbert Paul

Visitor's Campus Id =

Academic Department = Business School

This e-mail indicates that the scholar has completed the data entry. It is your
turn now to complete the data. You will now need to do the following:

e Review information entered by the scholar to confirm that all fields have
been completed.
e Complete the departmental sections:
o Appointment
o Site of Activity
o Funding (scholar might have already entered some funding
information)
If you indicate that you want the visa document mailed to the scholar via
FedEx, you must attach an electronic FedEx air bill in the “Documents”
tab.
e In order to submit the scholar's and the departmental information to the

HIO, go to the "Tasks" tab and click on "Review and Submit Visitor's
Information" link.

Return to the Table of Contents
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Search for Visitor

Log in to ISD and on the left side of the screen under Record Manager, select
Search for Visitor.

— — =
(& Invite Visitor - Windows Internet Explorer — . — EM
-y e —— C 4 _
. - = 1
@u L |g https://hicisdadmin.hio.harvard.edu/InviteVisitor.aspx o g | = Re \ P ".l Goagle P o
. = ——— = i —
File Edit Yiew Favorites Tools Help
<7 Favorites i \:,5, |, Favorites Bar =
| == T T ST T | " »
|| |55 |~ [ fsaATLAS Enterprise v.7 (& Harvard International Offi... & Invite Visitor x f5 ~ B v = & v Pager Safety~ Tools~ @~
@ Home el b __Compose Email |
fsaScholar ID : FS6627
Administration Academic Department : Advanced Leadership Initiative
Visitor Status : Active
s Manage Users Processing Stage : Invited
Tasks l Notes l Documents Forms l History
®  Configure Academic Department i 5 _
Biographical Address Appointment Site OF Activity Funding Other »
| ® Manage Form Templates I
Invite Visitor @
| = Mass Reassignment il Please enter your email information below.
I = Caonfigure International Scholar |‘: To:

Daossier 14 itech_goel@ha
Cc:

Record Manager

Becc :
% Search for Visitor . " —— - S - I
Subject : v, have been invited to Advanced Leadership Initiative department

& Add Visitor Body : | 8400~ B LB .ﬂw| i
Y u View Current Yisitor | B I U A-8&- EE=E= Verdana 'Slmvm% ' =
| The Harvard International Office will need the following
information from you in order to process the necessary
visa document for your upcoming visit to Harvard. Please I

use only Internet Explorer (through version 8.x) or Mozilla !
Firefox (through version 3.5.x) to enter your information |
in ISD (formerly eScholar) and contact me, your

department administrator, when you have completed and
! submitted your information to the Department. Please do -
not schedule a visa interview appointment at the U.S.
Embassy or Consulate until you have obtained the i
necessary visa documents from the Harvard International i
Office =

|/ Design | 4¢3 HTML @ Preview

ﬂ f Trusted sites | Protected Mode: Off vi| v HI0% ¥

= ey
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Search by Last Name and under Search Results, click on scholar’s last name.

N

{@ Search Visitor - Windows Internet Explorer — e — - JE=NEE
@OU \g, https://higisdadmin.hio.harvard.edu/SearchVisitor.aspx r g ‘ [ | ‘QJ X H-" boston channel 4 internship » "

File Edit View Favorites Took Help

i Favorites | 5% || Favorites Bar =

| e v Pagev Safety= Toolsw @+

|~ | @ 15aATLAS Enterprise v.J i@Hawardlmemmnm Offic... }’ Search Visitor x | 5 - I

Welcome, Ricardo Maldonado | # My Acccount | @ Help | @ About | @ Sign Out

ellucian UNIVERSITY

Department

# Home Search Visitor @

Enter information about the person you are searching for and click the Search button. The results appear on this page and include a list of visitors

Administration
I that match the criteria that you have entered.

® Manage Users Last Name :
i - Configure Academic Department First Name :
' Campus ID :
& Manage Form Templates
fsasScholar 1D :
®  Mass Reassignment L =
[ Campus : [a]| = l
& Configure International Scholar a Academic Department : | 2| j m
Dogsier
User: [Maldonado, Ricardo =
Record Manager Tl visitor Status : Al = !
o W
® Searchfor Visior Processing Stage: |2l [=]

& Add Visilor | Reset |

Search Results

# of visitor record(s) found: 4

Please click the Last Name value to view the detail information of a visitor.

Last Name First Name Academic Department Campus ID fsaScholar ID Status Processing Stage

TEST Nitesh Advanced Leadership Initiative FSg827 Active  Invited l
testdecembertwo ricardo African and African American Studies (FAS) FS8397 Active Pending Scholar Data Entry |
TestMaldona TestRicard  Advanced Leadership Initiative F5979 Active Invited

Vega Raul Advanced Leadership Initiative F5a338 Active Pending Scholar Data Entry !

® 2000 - 2013 Ellucian Company L.P. and its affiliates.  ellucian.

J/ Trusted sites | Protected Mode: Off

If you can’t find the scholar try to repeat the search but leave the “User”
field with the value “All” instead of your name.

First, review the Biographical and Address tabs that should have been completed
by the scholar for any missing information. Please do not make any changes to
the biographical information entered by the scholar. If changes are necessary,
please contact your HIO advisor.

Return to the Table of Contents
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Appointment Tab

Click on Appointment tab and fill in relevant information. Please note that
because ISD is an internal database, FAS Departments should use the “GSAS”
selection for the “School Name” field.

NOTE: Administrators entering data for J-1 Student I nterns, must choose Student
Intern from the "Harvard Appointment Title" pull-down menu.

/& Add or Edit Appointment - Windows Internet Explorer e ——— ==
& .

-@uv [ hitps://hioisdadrmin. o harvard.edu/VisitarDsta

File  Edit View Favorites Tools Help

we.aspxICategoryName=Appaintment AlsEditMode=true - 8 [ B[ 4] x [[* boston channel ¢ intermship p ~|

i Favorites | & || Favorites Bar =

—— . = s o 5
25 - | @ fsaATLAS Enterprise v.7 & Harvard Internztional Offic.. | € Add or Edit Appointment X | B~ B v [ é% v Pagew Safety~ Took~ @~

®  Configure Academic
Department i ical ddr Site Of Activity Funding Other »

®  Manage Form Templates

® Mass Reassignment

[ Tasks [ Wotes [ Documents [ Forms | History | =

s Configure Internatianal * Appointment Information @
i Scholar Dossier
Appointment Fields Data
Record Manager |
& Searchfor Visitor The following information is to be entered by the department administrator

If there is any element of patient care involved, faculty sponsor should contact the HIO immediately.

& Add Visitor =

Note: Administrators entering data for Student Interns, please choose "Student Intern” from the "Harvard Appointment Title”
pull-down menu.

mn

= View CurrentVisitor
School Name =1 (7)) |

E‘ LI )]
Appointment End L]
i Date M EI 4
| Harvard =l @
Appointment -
Title
Hospital Title @

Appointment
Start Date EI

[ [

will this %)
I appointment be El o I
less than 6
months?
1s it possible that <] @
the appointment D =
will be renewed
I or extended?
Select "Research * @
> Scholar” unless [=] =
visitor is a
Student Intern

Subject field -

——————— P code (as per HIO

I instructions) E

[

Fill in your school
affiliation and
department in

this format:

"FAS:Economics” -

How many hours
per week will the
individual work?

= Cnstam Annnintment Tnformation =z,

I J/ Trusted sites | Protected Mode: Off g v HiN% ~

The Subject Field Code should match the code sent to you with your user name
and password when your ISD account was first created and sent to you in the
email from Ricardo Maldonado.

If you have misplaced this code, please contact your HIO Advisor.

Return to the Table of Contents
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Below Appointment Data there are Custom Fields that must also be completed.

NOTE: For administrators with incoming J-1 Student I nterns ONLY:

Confirm the English language statement (see screen below). Administrators with
incoming J-1 Student I nterns also must complete Form DS-7002, save it and attach it
to the Student Intern's record using the "Documents” tab above (links to the form
below).

Sample Form DS-7002 =

http://www.hio.harvard.edu/hioforms/HIO - Sample Form DS-7002.pdf
Blank form DS-7002 =

http://www.hio.harvard.edu/hioforms/HIO - Form_DS-7002.pdf

Under the field “Have you attached any documents for your scholar,” select “Yes”
if you plan to upload a document, such as a FedEx air bill or previous visa
documents. The HIO advisor will not check for attached documents unless “Yes”

is selected.

f T B
& Add or Edit Appointment - Windows Internet Explorer P — l ==t i:_hj
. = = Z W ]
@v b |§, https:/higisdadmin.hio.harvard.edu/VisitorDataViews.aspx i Categoryh -~ ﬂ | = | "7| A | |"l boston channel 4 internship P~
o .
File  Edit View Favorites Tools Help
4 Favorites- | 55 Favorites Bar =
T | [ o | . - " %) F &) it
52| - | @ fsaATLAS Enterprise .. | @ Harvard Intemational... | €8 Add or Edit Appoi... % | 5 v B v = s v Pagev Safetyr Tools~ @~
— i CUSTONT FTEIS Dot — — —
= Custom Appoint t Information
00 Are English language skills sufficient o]
01 Contact Faculty Full Name * @
I 02 Contact Admin Full Name = @
03 College School El * @ [
04 Advisor ,zl * @
i 05 Department Program ® “
I 06 Contact Admin Address Line 1 = @
l B
07 Contact Admin Address Line 2 L7
08 Contact Admin City LI )]
09 Contact Admin State @
10 Contact Admin Zip ]
il 11 Contact Admin Email ° @
l 12 Contact Admin Phone * @
I 13 Contact Admin Fax s @
Have you attached any documents for | =] ® (7] =
your Scheolar
Have you completed any notes in the EI s @
(I Notes Tab
(| Hospital = @
Mailing Instructions El N
I 4 mn | 13
h| o Trusted sites | Protected Made: Off 4 v H10% -
= = = — ——

When all information is filled, click Save.

Return to the Table of Contents
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Site of Activity Tab
Click on the Site of Activity tab.

Click Add New and in the Pre-fill Site of Activity field, select your school,
department, or hospital. You may then need to fill in additional information to
complete the required address fields.

& Add or Edit Site OF Activity - Windows Intemet upmer‘;' — — ] B )
-

< — — |

@w -.|p_, hitps://hisisdadmin. hio:harvard.edu/VisitorDataViews.aspxiCategoryName=Sit ~ 5 ‘ ) ‘ 0,‘ x | |-?] bostan channel 4 internship p ~|

File Edit View Favorites Tools Help

i Favorites | 5% | Favorites Bar v

=R T — S s
|| |52 |~ | & fsaATLAS Enterprise v.7 | @ Harvard International Offic... | @ Add or Edit Site Of Acti. X | % v B v = @ v Pagev Safetyv Teol~ @

gn O
A Home Compose Email _|

Administration partment : Advanced Leadership Initiative

s : Active

s Manage Users Processing Stage : Invited
= Configure Acaderic D | Tasks | Notes I Documents I Forms | History |
Biographical Address Appointment Site Of Activity Funding Other v

! & Manage Form Templates
s Mass Reassignment

& Configure International Scholar

| Buessr 4 Site Of Activity Information @ |
Record Manager ) Site Of Activity Fields Data
= Search for Yisitor To be entered by the department administrator

' = Add Visitor The site of activity should be the main address of the demi If the is located at multiple sites on the campus, it is

not necessary to give specific building or room information. For example, the main address for the Department of Chemisty and Chemical

8 View Current Visitar = Biology is 12 Oxford Street. This main address is sufficient, even if the scholar will be located at one of the surrounding buildings.

il If the scholar will not be working on the Harvard campus (for example, at the FermiLab in Chicago, IL), enter the address where the scholar
will be located.

|
Prefill Site of ACHVItY |,ard University - Arbaretum- ‘
| Primary Site [ves[,]

Site Name o zd University - Arboretum ‘

@

| Site Address Line 1 (School or Dept) Arnold Arbaretum
i '
CiY  Jamaica Plain ‘

State [ma = |

i Postal Code  5;3, ‘
Zip Routing Code
~ Preferred Name
u Site Address Line 2 (Street Address) 125 t‘\rhnrwav I
Done /" Trusted sites | Protected Mode: Off v H00% ~

Two examples of appropriate Site of Activity format are below:

The Site of Activity Name should generally be Harvard University and the school
or hospital. If the Department is located at multiple sites on campus, it is not
necessary to give specific building or room information. If the scholar will not be
working on the Harvard campus (for example, at the FermiLab in Chicago, IL),
enter the address where the scholar will be working.

For HMS and FAS, the department must be added in Address Line 1, and the
department’s street address on Address Line 2.

Site of Activity Name: Harvard University -FAS
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Site Address line 1: Department of Chemistry and Chemical Biology (Input the
academic department or hospital and do not use acronyms, abbreviations or
ampersands)

Site Address line 2: 12 Oxford Street

City: Cambridge

State: MA

Zip Code: 02138

Site of Activity Name: Harvard University - BIDMC

Site Address line 1: Beth Israel Deaconess Medical Center (Input the academic
department or hospital and do not use acronyms, abbreviations or ampersands)
Site Address line 2: 330 Brookline Avenue

City: Boston

State: MA

Zip Code: 02215

Click Save

Return to the Table of Contents
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Funding Tab

— = 1
& Add or Edit Funding - Windows Internet Explarer a = e e B R e S S o - (] [ |
| T = —— a |l i[om 3 ]
= ttps:/ fhioisdadmin, hio.harvard.edu/VisitorDataViews.aspx?CategoryMName + G | = [ 43 | % || 24 boston channel 4 internship |
kot) £ http i hio.h d.ed D *CategoryN O | = 14 hip o
— - _— =
File Edit View Favorites Tools Help
s Favorites | 9 Favorites Bar =
i i »
22l= ,é fsaATLAS Enterprise v.7 é Harvard International ... | €8 Add or Edit Funding % | fi v B v = dm - Pagew Safety~ Tooks~ @+
Academic Department : Advanced Leadership Initiative e

Visitor Status : Active
Processing Stage : Invited

‘ Tasks | Notes | Documents | Forms | History |

Biographical Address Appointment Site OF Activity Funding Other [ 3

e es

¥ Funding Information €

Funding Fields Data

The department must lete the funding section if funding is from Harvard or an affiliated hospital.

If the funding is coming from an affiliated hospital, please enter the information on the "Other Organization Funds” line as
specified below.

When filling in the Other Funds field, list various funding source(s) and amount(s) in the description box in the followmg
format: University of Berlin (8500), Stockholm School of Economics (5000). The sum of these s (132500) sh
| listed in the Other Funds field.

MNote: Harvard funding fields are accessible only to Department Administrators

=)
[l The scholar must funding from all other sources, as appropriate.
All funding must be guaranteed. All dollar s must be d without c and periods, and should be rounded to the

nearest whole dollar (for example, $15,459.87 should be entered as 15460).

Provide funding information for the total peried of the affiliation at Harvard. For example, for a two-year appointment the
finandial information must cover a 24 month period.

S Trusted sites | Protected Mode: Off a v #,100% -

= = == = &

All funding must be guaranteed. All dollar amounts must be entered without
commas or periods, and should be rounded to the nearest whole dollar
(for example, $15,459.87 should be entered as 15460).

Provide funding information for the total period of the affiliation at Harvard. For
example, for a two-year appointment the financial information must cover a 24
month period.

The department must complete the funding section if funding is from Harvard or
an affiliated hospital. For Harvard funds, the description should read “Harvard
University.” If the funding is coming from an affiliated hospital, please enter the
information on the “Other Organization Funds” line as specified below.

The scholar must complete funding from all other sources, as appropriate. When
filling in the Other Funds field, list funding source and amount in the description
box. If there are multiple sources, please list them in the description box using
the following format:

University of Berlin (8500), Stockholm School of Economics (5000). The sum of
these amounts (13500) should be listed in the Other Funds field. Click Save.

Return to the Table of Contents
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Attaching Documents

Click on Documents tab and attach as many documents as needed. The
following are acceptable file formats:

* Bitmaps (*.BMP)

* Microsoft Word documents (*.DOC)

« Compuserve Graphics Image Files (*.GIF)
» JPEG files (*.JPG)

» Adobe Acrobat files (*.PDF)

* Text files (*. TXT)

 Excel spreadsheets (*.XLS)

* Zipped files (*.ZIP)

If there is any additional information you would like to include about this scholar
to the advisor for your department in the HIO, click on the “Notes” tab and fill in
notes as desired.

If you wish to have documents sent by FedEXx, please make sure that you have
attached an electronic FedEx air bill to the “Documents” tab as described in the
next section and that you have indicated FedEx mailing instructions in the
“Appointment” tab.

Return to the Table of Contents
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Federal Express (FedEx) Air bills

To create an electronic air bill, you must create a login with fedex.com using
your FedEx account Number. Instructions for creating the account:

e Go to fedex.com/us

¢ On the left hand side, click on “Register Now.’

M Ship -

Track =

Go places with FedEx
Register now and ses Dfficial Rules »

Manage ~ Learn - & FedEx Oﬂ\ce@] x

Support Locations = Englizh

Search fedex.com Q

Quick Access

Create a Shipment

Get Rates and Transit Times
Schedule a Pickup

Order Shipping Supplies
Pay your Bills Online
Update your Address Boak

File a Claim on a Package

Fed5sz.

Customer Focus
Mewr Custamer Center
Small Business Center
Service Guide
Customer Suppart

Track a Shipment

Find & Location

MNews

B Heln
Enter any combination of upto 30 FedEx
Tracking or Door Tag numbers (one per
line)
Wou can alsatrack FedEx Office orders by
ertering ordsr AUMBsrS

_

Enter & ZIP or postal cods to find & FedEx

Iocation near you

ZIF code
oRr

Address

ity

State ~

Sdvanced search

@ Help FedEx Expands LTL Offerings
2011 Rates: Updated 13011
Fuel Surcharge Informstion

FedEx Hewsroom »

Featured Services Companies

FeEx SameDay FedEx Express
FedEx Home Delivery FedEx Ground
Packaging Services FedEx Office
Ancilary Clearance Services FecEx Fraight

Search fedex com Q
Follow FedEx B United States - English
( \

‘ The new fedex.com.
nere 2o o

e Select “Use my account online” to create a user name and
password to use fedex.com with your FedEx account.
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M ¥ Ship ~ | Track ~  Manage ~ | Leam: = | & FedEx Ofice® -

Ship smarter

© Opena FedExascount *  Choose the account option that meets your needs
> © Use myaccount anline
© Getauser (D only E
If you ship regularly If you already have a FedEx

Choose FedEx and
save up to 16%

Make managing your shipping as fast
and easy as possible. Open a FedEx
account onling, and take advantage of
FedEx Ship Managm@ at fedex.corm

Ifyou already have a fedex.com User id,

account

Ifyou've never created shipping lahels
and managed shipments online, you're
infor-some real benefits. Just create a
username and password for online
access to your FedEx account,

Iog in and apply for & new accournt

Open a FedEx account » Use my accouit or

Advantages Advantages

« Save lime and ship smarter
with tools like Address Book,
Ship History and much more.

= Use an address book to auta-fill
shipping labels

« View your entire shipping
= Save up to 16% on eligible

FedEx Exprass®u S.and
international senvices

histary.
® Generale detailed customized

repots and much mare,
« Save up to 8% on eligible FedEx

Ground® and FedEx Home
Dahven@sewmes

© Keepyour existing discounts or
add new discounts,

lunderstand that my use of the discount
will be governed by the Program
Agreement

¢ Fill in the appropriate information.

Suppot  Locsions | =2 Engish ~

Search fedsx.com Q

If you ship rarely

‘You are notrequired to have 3 FedEx
account number to create shipping
labels online However, please note that
you will have to enter and authorize your
craditcard number for svery shipment
Learn mare

Walid for single-piece shipments within
the LL.E. only.

Get a user ID only »
Advantages

+ Use an address book to auto-fill
shipping labels

« Wiew your entire shipping
history.
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United Sttes Home =

fedex.com Registration

Contact Information Lagin Infarmation

Enter the shipping address you wart assoclsted with your login roresteauserd [

*First name nitisl <

*Last name “Cre

. 3 ers and use at least one letter and i
Z e lease select a secret quest =l

"Secret answer |
Address 2
*City | T
*Statelprovince [ plzase Select =l

* ZPhostal |

erstand hovw
FedEx intends to use my information. Privacy Policy
* Courtry [05% =

*Phane no.

Confirm Your Selected Account Option

© Open a FedEx account & Use my account online © Create a user ID only

Get access to the full array of shipping, biling  Set up your existing FedEx account numier Ship right evway using your credit card, no

and tracking services on fedex.com. for online access. accourt needsd. =
Mare infarmation @ More infarmation & hore infarmation &

[Cancel ] comtinuc

Search fedex.com Q

Customer Focus Featured Services Companies

Follow FedEx =5 United States - English
Newy Customer Center FedEx SameDay FedEx Express M

|

e Once complete, this will bring you to a final confirmation screen.

Click on the orange arrow next to where it reads “Start using My
FedEx”

e Next you will need to supply your FedEx account number.

Now that your FedEXx login is set up, you are ready to create an air bill. You will
then print this to a .PDF file to attach to your scholar’s ISD record.

e Click on Prepare Shipment.

e Enter your FedEx account number. Then click the continue button.
After doing this, you may see this screen again. If so, re-enter the
account number and then click Continue.

e From here, whenever you want to create an air bill, you'll need to

go to click on Prepare Shipment. It will bring you to the following
screen:
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®
FedEx Ship Manager (@) Logout @) Heb =

Prepare Shipment Bl | Ship History ” My Lists v” Reports H hy Prafile |

S'ente a_Shipient -
Enter shipping information (2)Print labelis)

# Denotes requived field Preferences | Clear all fields
My Shipment Profiles @ Help E Hide | | 4. Billing Details (@ Help = Hide
by shipment | Select :I * Bill transportation to | HIC.E83 ﬂ

profiles (formerly

Fast Shig) oL reference I

m More reterence fizlds

1. From @ Help E Hide Special Services (optional) @ Help [ Edit

S | T :I Select additional services for your shipment
* Cortry/Location Urited States Pickup/Drop-off (optional) @ Help [ Edit

S |Harvard Interriationsl Office |VI You are dropping off your package at 3 FedEx location
*Contact name IDepartmerd Administrator's Name |
T otyoke Center, Room 864 E-mail Notifications {optional) @ Help [ Edit

Aldress 2 |1 350 Massachusells Avenus Send an e-mail to yourselt, the recigient or others indicating the status

of your shipment

* City ICambridge
*state | Massachusetts k2| Rates & Transit Times {optional) @ Help & Hide
*

2P |021 i Amounts are shown in LSO
* Phone no. |51 7-495-2759 ext. | Select Service and Transit Time Your Rate

. Click calculste to get rates and Calculate
[ Save az my default address e e .
™ Save new sender in address baok
5. Complete your Shipment (@ Help

2.To (@ Help El Hide

- Create & Shipment Profile o store recipient, package and all
other detailz of this shipment for future use

* CountryiLocation | United! States =
Sawve for later m

Compary |Select or enter s
* Cortact name |Schnlar's Mame ]
T Address |Scholar's Address

Please note that FedEx will not ship to P.O. Boxes.

e Fill in required information. Enter $1 for value, and use the current
date.

o Select the service type you prefer. Please note that rates for
different service types vary greatly, so be sure to choose carefully.
“‘Standard” or “Economy” shipments are usually good choices,
except in very time-sensitive cases.

e Click Ship.

¢ Confirm shipping details and then click Ship again.
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_______________________________________________________________________________________________________|
Confirm your shipment details

Cutbound Shipment (3 Help
From Department Administrator's Mame Ship date 020952011
Harvard International Office Service type Standard Overnight
Pack FedEx Envel
Holyoke Center, Room 864 ackage type S ERERE
Humber of packages 1.0
1350 Massachusetts Avenue Total weight 050 Ihs
Cambridge, b Dimensions
Unted States Declared walue 00 ush
02138 Bill transportation to HIO-553
Your reference
Slsa2isd Pickup/Drop-off Drop off package st FedEx location <
To Schalar's Marme P.0. no.
Invoice no.

Schalar's Address
Department no.

Cambridge, Ma, Special Services
United States

02138

B17-495-2789

If you get an email indicating that the package will be picked up the same
day do the following:

Go to the "Prepare Shipment" screen of the FedEx web site under Section 4

(Billing Details). Where it reads "Pickup/Drop-off," you can click "+Edit" and
select the option to "Drop off package at a FedEx location”

¢ Once on the screen with the FedEx air bill, click Print button. You
will print the air bill to a .PDF file.
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FEd Ship Track ~

Manage

®
FedEx Ship Manager

Leam # FodEx Ofiice”

(@) Logout @)

Prepare Shipment - ‘ Ship Histary

Prepare a shipment
(1) Entex shipping information (@) Print Lahelts)

H iy Lists

v" Reports H iy Prioile |

Thank you for shipping with FedEx Your tracking numbex: 796935594480

¥ Labe)
e

P B

| Ecit shipment | Cancel shipment | Repeat last Schedule a Pickup

Ship Date: 31UMAR 11

Frann (6174852768 Origin - CEFA
Daparimant Adminisiators Harma FedSz. (i 0sia

Fanvard Intemationsl Offcs
Halyoks Gantar, oo B64

1350 Massachusetts Avenue

Cambridge, NA 02138

Ve

o
GAD: TI00TBLINET 3130

SHIP TO: (517) 4952799 BILL SENDER

Scholars Name
Scholars Address

Cambridge, MA 02138

= Bar Cade

Delvery dres:
e
v

V ] [
‘“ f |
)
L \ L ! W

Invoico #
PO#
Dapt#

FRI-01APR A1

e 7969 3550 4480 STANDARD OVERNIGHT
2

02138

01 CEFA 566

NLTITT

Suppot  Locsions | == Enalish

Search fedsx.com Q

e Print to a .PDF file (under the printer selection, choose “Adobe
PDF”). Save this file to your desktop and then upload it to the

Documents tab.

28



Suppot | Locsions | == Enlsh £

Fed Zhip Track Manage Leam * FodEy Ofiice® Search fedsx.com Q
7 ® 5= =
FedEx Ship Manager (@) Logout @ ek v
Prepare Shipment o ‘ Ship Histary H Wy Lists v|| Reports H Ty Profile |
Prepare a shipment E
(1) Enter shipping information () Print Lahel(e} fprine. 2l x|
finter
Thank Name:  [Adobe PDF =] Propsties
¥ Lahe Staus:  Ready
I Receipt | Figw Type  Adobe PDF Converter
= Where: by Documentsh® pdf
Commert I Piintto fils

~ Prirt 1ange - Capies

& 4l Numberof copiss. [T =
—

 Fages from: |1 tar {1 vy T
- EEH Eﬂﬂ | colets

Fiony 1§17} 45-2768 Orgin - CEFA
Diapartmant Administrators Hames

Harvard Inteimational Offics

Halysk Conter, Roar BE4

talyal . Roam
1350 Massachusetis dvenue.
Cambridge, MA 02138

>
ETE
Fedx,
El

T
SHIP TO: (317) 485:2789 BILL SEMDER
Scholars Name

Scholars Address

Cambridge, MA 02138 ok | taned |
]m,: 7969 3550 4480 STANDARD OVERNIGHT
02138

01 CEFA B0S

JMRA T

Please note: If you select FedEx for Mailing Instructions and do not attach
an air bill to the record, the documents will be sent by Regular Air Mail
Delivery. We suggest noting the FedEx tracking number or saving a PDF
copy of the air bill so that you may track the package in the future or
inform the scholar.

‘ Lot

[RRse

If you are having trouble with the FedEx web site, you can refer to their
online help section by clicking the “Help” button in the FedEx Ship
Manager, or by calling the FedEx Customer Service Department at
1.800.GoFedEx.

Return to the Table of Contents
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Review and Submit Process

e Click on Tasks

e Click Review and Submit Scholar Information, and if all information is
correct, click on Submit button. This will send the information to the HIO
for processing.

6 Manage Tasks - Windows Intemet Explo A=
- ¥_|g B ranltiadmin bio harmrd =BG Mene ek aens ] = o ~|
| File Edit View Favorites Tools ﬂ:}p = -
| 54 Favorites | 7% J Favorites Bar =
22|+ | @ £saATLAS Enterpr... | @ Harvard Internati... | @ Manage Tasks % | B (6 unread)frmm....|7| &~ ~ [ g v Pagew Sofetyw Tookw @hv

ellucian. UNIVERSITY Welcome, Ricardo Maldonado | £ My Acccount | @ Help | @ About | & Sign out

Department

Visitor : Nitesh TEST =
@ Home Campus ID : Compose Email
fsaScholar ID : FS6627
Administration Academic Department : Advanced Leadership Initiative
Visitor Status : Active
& Manage Users Processing Stage : Invited

m

; ﬁ Notes l Documenlsl Forms l History }
®  Configure Academic Department = — =

® Manage Form Templates
Tasks @

S s BRI . Below are the tasks available to be performed for the visitor.

& Configute International Scholar Tasks
Bzl Invite Visitor
__| Edit Visitor Login and Permissions L
Record Mana-ger Review and Submit Visitor's information ¢
& Search far Visitar Change Visitor's Department

Confirm Visitor Information

a View Currentisitor

/" Trusted sites | Protected Mode: OFf g v H100% -

= —— P
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e NOTE: Administrators reviewing data entered by J-1 Student Interns need
to make sure that all the Custom Fields under the Education tab
(Other>>Education) are completed before you submit the record to the
HIO. See screen below:

& Add or Edit Education - Ws Internet Explorer i ,ij - p = ':‘| g
@'\:}v'|én https://hioisdadmin.hio.harvard.edu/VisitorDataView ¥ % = "?_L)( | -.l boston channel 4 internship R v|
E-ile Edit View Favorites Tools Help :

5. Favorites : :,3, Favorites Bar «

22|+ | @ fsaATLAS Enter... | @ Harvard Intema.. | €8 Add or Edit . x fa - v [ s v Pagev Safetyv Tools~ i@

+ Custom Education Information |

For J-1 Student Interns Only (Student Interns are visitors who are degree candidates in their home cuuntries]'

Please fill in the information below.

|

Note: Do not use apostrophes. Use Masters instead of Master’s or Bachelors instead of Bachelor's

Custom Fields Data

w Custom Education Information |
Degree sought at Home Institution |

Wl Estimated Completion Date of Current
Program at Home Institution
Field of Study at Home Institution |

Home Institution

I agree to comply with the J 1 visa | E[ ‘
health insurance requirement -

Save | Reset |

© 2000 - 2013 Ellucian Company L.P. and itz affiliates. ellucian.

Done /" Trusted sites | Protected Mode: Off fg v H100%

After submitting a scholar’s information, do not make any further changes
to the record. Do not resubmit the record, as this would create a duplicate
record. If you need to make changes after submission, please contact the
advisor for your department in the HIO.
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Once visa documents have been processed, issued and sent to the scholar by
the HIO, a note will be added to the scholar’s record informing you of the
status and the scholar’s SEVIS ID number.

A typical note would be: “Visa document sent 9/22/2010 by Air Mail for
appointment from 4/1/11 - 5/31/11. SEVIS ID #N0O00000000”. You may send this
information to the scholar, in order to facilitate an appointment for a visa interview
at a U.S. Embassy or Consulate.

e T

@:g’ x ) Ll |E, https://higisdadmin.hic harvard.edu/Motes.aspx
— -

= =

File Edit View Favorites Tools Help

4 Favorites ‘ 95 . Favorites Bar =

T T — =iy »
ozt | g fsaATLAS Enterpr... |E Harvard Internati... !fé Motes 2 | B (6 unread) - rmim... | | & e v [ mm -~ Page~ 5Safety> Tools~ @'

ellucian.UNIVERSITY Welcome, Ricardo Maldonado | £ My Acccount | @ Help | @ About | & Sign Out

Department

£ Home xisitur 2 - Compose Email
fsaScholar ID : F57922

Administration Academic Department : Partne
Visitor Status : Active

s Manage Users Processing Stage : Submj to International Office =

W Documenisl Forms l History l
& Configure Academic Departmant = I — = == = = S— S— =
i phical Address Appointment Site Of Activity Funding  Other »

® Manage Form Templates

Notes ©

® Mass Reassignment 1 -

Add Note
s Configure International Scholar P N

Dossier . This tab contains all notes information for the visitor
— | Date Last z i Last Edited Number of attached
Record Manager Edited Sabject Deschmiion By documents
& Search forYisitar 10/25/2013 Document Document sent Admin Admin O
issued 10/22/2013

& Add Visitor

'-'»" Trusted sites | Protected Mode: Off 3 HI00% -

Return to the Table of Contents
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Contact your HIO Advisor

Once a record is complete and your HIO Advisor does not have additional
questions, J-1 visa documents will be processed within 10 business days.

For a list of Frequently Asked Questions about ISD, please refer to the ISD FAQ
on the HIO web site (or the ISD FAQ document sent to you).

If you have any non-technical questions about the information to submit in ISD,
please contact your HIO Advisor directly:

Harvard International Office Advisors
For the most current list of HIO advisors please go to:

http://www.hio.harvard.edu/abouthio/contactus/contactyouradvisor/

You can also find the advisors’ telephone and email them here:

http://www.hio.harvard.edu/abouthio/contactus/stafflist/

If your advisor is not available the HIO has an advisor on call during business
hours. Please visit the following page for more information:

http://www.hio.harvard.edu/abouthio/advisoroncall/

Return to the Table of Contents
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ISD Frequently Asked Questions (FAQ)

We have grouped the FAQ by similar subjects to facilitate your finding the right
question.

Data Entry Questions

Procedural Questions

System Access and Error Messages
Other Questions

To go to each answer hold the Control key and Click on the question.

Data Entry Questions

How do | complete and upload a FedEx air bill?

When | complete the FedEx form and click ship - | get an email
indicating that the package will be picked up the same day. | don't want
it picked up here and it is not clear when it should be at HIO. What
should | do?

What should | enter for Site of Activity?

What should | enter for Subject/Field Code?

Procedural Questions

What browser should | use?

| tried to add a visitor and the system indicates that the record already
exists in FsaAtlas. What should | do?

How do | find out if a record that | submitted has been processed?

System Access and Error Messages Questions

My scholar never received the invitation with the login name and
password. What could be the problem?

What should | do if my account is locked?

|l invited a visitor and s/he cannot log in. Why?

When | tried to submit a record, | received an error. What should | do?

Other Questions

Whom should | contact with further guestions?
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Answers

Data Entry Questions

How do | complete and upload a FedEx air bill?

To create an electronic air bill, you must create a login with fedex.com using
your FedEx account Number. Detailed instructions for creating the account can
be found under the Federal Express Air bills section of the Manual.

When | complete the FedEx form and click ship - | get an email indicating
that the package will be picked up the same day. | don't want it picked up
here and it is not clear when it should be at HIO. What should | do?

You can fix this on the "Prepare Shipment" screen of the FedEx web site under
Section 4 (Billing Details). Where it reads "Pickup/Drop-off," you can click "+Edit"
and select the option to "Drop off package at a FedEx location.”

Detailed instructions for creating the account can be found under the Federal
Express Air Bills section of the Manual.

What should | enter for Site of Activity?

The easiest way to enter the Site of Activity is to use the “Pre-fill Site of Activity”
drop-down menu. This contains a list of schools, hospitals, and departments at
Harvard. After selecting a “Pre-fill Site of Activity,” you may need to enter
additional information.

For detailed information about entering the “Site of Activity,” go to Site of
Activity section of the Manual.

What should | enter for Subject/Field Code?

You should use the Subject/Field Code that was sent to you in the original
invitation email (six numbers format xx.xxxx) that contained your ISD password.
The format used for the Subject/Field Code Remarks is “School: Department”,
e.g. “HMS: Hospital acronym”. Please contact your HIO Advisor (see list at the
bottom of this FAQ) if you have further questions about the Subject/Field Code.

Back to top of FAQ
Back to top of Manual
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Procedural Questions

What browser should | use?
ISD is compatible with Internet Explorer through version 8.x, and Mozilla
Firefox through version 3.5.x. Use of other browser software (Safari,

Google Chrome, etc.) Will cause errors. If any other browser is used at any
point in the process of inviting a visitor, it is likely to cause an error in submission.

| tried to add a visitor and the system indicates that the record already
exists in Fsaatlas. What should | do?

First contact the HIO. We will need to verify if that record is indeed duplicated
(some people will have the very same first and last names). If a record appears
as duplicated to the system, you will be brought to a screen that reads
“Duplicates Record Found.” (see graphic below). If this happens, please contact
your HIO Advisor to determine whether the duplicate record is for the same
person you are trying to add. This would be the case if the visitor was previously
under Harvard’s visa sponsorship.

If the HIO confirms that a record for the person you are inviting already exists in
its database, you should use the HIO eForm available for download from the HIO
web site instead of using ISD. Click Cancel to prevent a new record from being
created in ISD.

If your HIO advisor confirms that this is a new visitor, you must proceed by
clicking Continue.
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Sometimes you will get a message about a duplicated record if the user name of
your scholar is the same as someone else’s username in the system. You could
change the user name (go to Tasks > Edit Visitor Login and Permissions) and
that should fix the problem.

How do | find out if a record that | submitted has been processed?

After submitting a record to the HIO, you can log in to ISD at any time to check
whether the record has been processed. Search for the Visitor and click on
“‘Notes.” After a document has been issued for the scholar, a note will be put in
the record containing the scholar's SEVIS ID number. For a J-1 visa, typical note
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would be: “Visa document sent 9/22/2010 by Air Mail for appointment from 4/1/11
- 5/31/11. SEVIS ID #N000000000”. This information can be sent to the scholar
in order to facilitate an appointment for a visa interview at a U.S. Embassy or
Consulate.

Once a record is complete and your HIO Advisor does not have additional
questions, J-1 visa documents (Form DS-2019) will be processed within 10
business days.

Back to top of FAQ
Back to top of Manual
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System Access and Error Messages Questions

My scholar never received the invitation with the login name and password.
What could be the problem?

First, check to make sure that the email address of the scholar is correct. If it is
not, you can change it: go to Tasks >> Edit Visitor Login and Permissions. If the
email address is correct, ask the scholar to check his/her spam folder.
Sometimes the invitation may be sent there.

You can also re-invite the scholar and enter your own email address under c.c.
so that you will receive a copy of the invitation email. You can always forward
that invitation to the scholar. By re-inviting the scholar s/he will receive a new
random password by email.

Please note that the web page address (URL) for the scholars is not the same as
the one for you. Do not send the scholar the web address that you use for ISD.

What should | do if my account is locked?
If your account is locked, it will need to be reset. Please click where it reads
“Forgot password?”
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Enter your user name and click “Next”
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Step 1. Please enter your username.
Username
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Enter the answer to your security question and click “Reset”
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Step 2. Please enter your security question and answer.
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After you click on Reset you will receive a new password via email. Please
remember to login and then go to “My Account” to change the password. This
procedure will work only if you had created a security question and answer
previously.

If the procedure above does not work, please email Ricardo Maldonado,
ricardo_maldonado@harvard.edu and he will unlock your account. The system
will then send you an automatic new password by email. We suggest that you
copy and paste the new password to avoid errors.

| invited a visitor and s/he cannot log in. Why?

The most common reason for a scholar being unable to log in to ISD is a
password transcription error. The easiest way to avoid this error is for the
scholar to copy and paste the automatically-generated password from his/her
invitation email.

When | tried to submit a record, | received an error. What should | do?
If you receive an error when trying to submit a record to the HIO, contact Ricardo
Maldonado (see below).

Other Questions

Whom should | contact with further questions?
For visa related questions, please contact your HIO Advisor.

If you are experiencing technical problems with ISD please contact Ricardo
Maldonado at the Harvard International Office. Ricardo can be reached by
phone at 617.496.2813 or by email at ricardo_maldonado@harvard.edu.

Back to top of FAQ
Back to top of Manual
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