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What is Sunapsis®?

Sunapsis® is a complete case management system that allows the
Immigration Services Office to manage, track and maintain records
for all foreign national employees and students.

* Easy way for departments to request visa sponsorship

 Directly integrated with SEVIS and USCIS forms to reduce ISO
processing time

* PeopleSoft feeds provide daily information (i.e. salary changes,
terminations, etc.) that alert ISO when updates need to occur

 Paperless environment to hold notes, documents and record
information for immediate access

» Supports reporting, mass communication, and automated alerts

* Massive reduction of time in obtaining and processing requests,
‘managing information and maintaining documents.
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What are Sunapsis® e-Forms and who
will be using them?

Sunapsis® has a function that enables departments and foreign nationals to
make immigration related requests by completing simple electronic forms
(e-Forms) through an online portal called iStart.

» All departments throughout the Medical School will be expected to use
Sunapsis® e-Forms to request visa sponsorship for new foreign
nationals.

« E-forms currently exist for J-1 and H1B sponsorship, but additional
options will grow over time, including extensions of status.

» Foreign Nationals at the Medical School will also be able to use e-forms
for certain kinds of immigration related requests.

« Immediate use of e-forms is encouraged. Paper intake forms will no
longer be accepted after March 31, 2018.
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Please note that ISO will no longer accept paper J-1 or H1B intake forms after March 31, 2018.

A User Guide is available on the ISO website.
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* Before initiating sponsorship, make sure these items have been confirmed:

Position has been accepted by the foreign national

Duration and amount funding has been confirmed

Credentials necessary for the position have been earned (i.e. the foreign national will need to
provide evidence of minimum requirements to complete submission of forms and incomplete e-
Forms will expire within 90 days, so be cognizant of how early a department might initiate a form).



Opening Sunapsis®

Go to https://sun-prd.erp.umasscs.net/istart/controllers/start/start.cfm, click
Administrative Services for University Departments to open the Administrator

Login portal
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Welcome to the iStart Services Login Page e
Technology is key to our proactive approach. Our information services and experienced staff enable efficient
management of student and scholar data, and our portal provides individualized, web-based services. The follewing are Unh,-ersih’- of Massachusetts
the types of online services available for international students, schelars, & staff, . % | Office Modul
Inter ce
Full Client Services for Students & Scholars. LIMITED ACCESS LOGIN UMASS. Administrator Login
Secure services requiring login with your institutional Limited services requiring login with your University 1D Username:
Network 1D and password, These services include: number and date of birth. These services include: [ ]
ke anid updaks Tnformation o e 1. Limited student services like registration for Password:
= Respk : orientation or SEVIS transfer-in. s [
i) v ™*®! || 2. Uimited il inake orms for 31 scholes or .18 Campus:
program extensions, etc. employees. [Solect o
3. Access alerts and notes on file that require action in These services will NOT provide all the functionality of
in legal status e Full cliant services. —
_o{d“f-r_l_q maintain legal statu the full client services. | Logn |
- LIMITED ACCESS LOGIN

The following are additional services:

Services for University Department:

m University of
Massachusetts

UMASS. Medical School

umassmed.edu

Once you have been approved as a user in Sunapsis®, you will receive an email that will direct you to the
International Office Module Launch Page.




Logging into Sunapsis®

hittps://sun-prod erp.umasscs.net /istart/controllers/ sdmin/Login.html

P University of Massachusetts
( International Office Module
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Administrator Login

UMASS.

Username: P

[DW" University of Massachusetts
] 4 International Office Module
Campus: UMASS.

[Select ¥

[[togn ]
)

- online services for
international students,
scholars & staff

& Secure Online Session sunapsis®: International Office Module Launch Page
Vanessa Paulman
Network 1D Copyright © 2005 Indiana University and Jason Baumgartner

The sunapsis: International Office Module application suite is the administrative
iStart Home Page
|R = = tool used for management of international student and scholar populations.
“ Admission . : . "
| The University IT Policy Office has established a Policy on Access to Institutional
# Departmental Services Data. Users will be expected to access institutional data only in their conduct of
I university business, to respect the cenfidentiality and privacy of individuals whose
# International Office 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
# Tech Team

2 | to access, use, or disclosure of information.
.
# UMass Employment Visas
q Launch the sunapsis®; International Office Module

'l UMass Scholar Processing i
| Download Java

« Upgrade / Installation
ures

Logout of iStart
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1. Login with your University credentials (i.e single sign on).

2. You will primarily be using Departmental Services and UMass Employment Visas or UMass Scholar
Processing.
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Requesting J-1 visa sponsorship

l University of Massachusetts
A International Office Module

‘ - W . online services for

. i I international students,

‘ LN scholars & staff
(. Secure Online Session Lookup International Record

Vanessa Paulman
Find a profile record based upon the given University ID and Date of Birth. Please

Network 1D:
note you must have either an official University ID or a Temporary ID that is
currently in this system.

istart Home Page
@l Client Services ORI S 2
# Departmental Services Date of Birth Month viiDay v | Year v
| * required fields Find Record

& International Office
* Tech Team
# UMass Employment Visas

= UMass Scholar Processing

. RS J 1 SChion
1] Gz

5 Upgrade / Installation
Procedures

Logout of iStart

1. When you are ready to hire a postdoc or visiting scholar, navigate to Umass Scholar
Processing and select UMMS J1 Scholar to prompt Lookup International Record. Please ignore Umass J1

scholar form.

2. Use the TEMPID for University ID and date of birth given to you by ISO, and hit Find
Record. *DOB may be “fake” if we do not have actual DOB. i.e. 01/01/1950

NOTE: This form is not to be used for J-1 student interns. Contact ISO for specific instructions.



Initiate J Scholar Process

IMPORTANT

€ & Start - “To.complelefite d-1 Request you Wik
-~ AR I a scholars B staf need the Pl invitation letter, English

T T Language Prqficien_cy form, salary

e . o= Depume Admsrators - Pese compes e dermes orns bl amount including evidence of external

holar appointment. Plesse submit

e s e funds (if applicable) and knowledge

ired forms.

2o appo

i processing. Note: The department ¢
% Client Services the scholar completes and submits all r j
% Departmental Services | To complete the department farms, the department will need to upisad the a bout WhethEr the research |nC| udes

fellowing documents:
* International Office

B ech Toum | 1 Primaaton e Export Control projects.
2. Centification of Engish Lacguace Proficiency

* UMass Employment Visas 3. Proof of external funding (f any)

EUHRss Scholar Processiig | 11y department administrator will alse rieed to know if the schalar will work on P University of Massachusetts
MA8E 11 Schelar any export-controlled projects pnor to completing department forms.
UHME L Scholar Plesse contact 150 at 508-854-5260 cption 3 with any questions. U International Office Module

. Upgrade / Installation
Procedures

References:

Leagut of iStart -
4 uMME 3.1 e ongarshin Pall _—? N - online services for
' I a International students,
; AL scholars & staff
— ‘ £V
TEMP182669 | JOHN RAGNAR TEST ) Secure Online Session Initiate J Scholar Request
E-FORMS TO BE COMPLETED BY THE DEPARTMENT Kate A Carroll
1 [ Initiate J Scholar Bequest Network HAIN PAGE | TEMPS39214 | SANTA CLAUSE
] Pisariciskamstisn This form will ate an email to request the scholar to complete forms. You will
J Erogram [nformaticn iSlart Home Paoe receive an e-mail once they have submitted thewr e-forms.

[ Finans:

\/Funding Infarmation '

| Client Services CLIENT RECORD: SANTA CLAUSE | TEMPSS9214
L] Export Controly ¥ Departmental Services
O pepastment Certfications
E-FORMS TO BE COMPLETED BY THE INTERNATIONAL

Select your Department: = v

= International Office

M Tech Team SCHOLAR INFORMATION

| Schotar F [
[0 schotar tio 1nfo i UMass Employment Visas . . .

[ schotar Contast Infe

= UMass Scholar Processing
MASS J1 Scholpe
Re-type Email; *

] schotar 1.5 Visa History UMMS 3-1 Scholar

] Scho Information i = required fieids Save Defaults | | Save Draft
[ Schotar Famy Informatios = Upgrade / Installation

| Procedures

[ schotar's Family Finsncal Information

[ schatar Health Insurance Attestation Logout of iStart 3 .

Email: =
[ scholar Employment and Academic History

uinassnicu.cuu

1. Select Initiate J Scholar Request

2. Select your department from the drop down list and then enter the scholar’s name
and email. This automatically sends an email to the scholar to complete their section of the e-Form.

3. Be sure to press SUBMIT.

The Scholar will be the one to submit their personal information and documents (and dependent info if
applicable).



Completing the Departmental e-Form for J-1 Scholars

= Jecwre Oaline Session UMMS J-1 Scholar
Vanessa Paulman
MNetwork 1D Department -ﬂ"' imistralors - Je: - r.!"'p -'= the d-p;’-“rt forms belo

I5tart Home Page
« Client Services

= To complele the department forms, the depariment meed T2 upload the

* Depactmental Services falewing documenis

International Office

on Letter
Tech Team 2 Certification of English Langusge Preficens
Employment Visas 3. Procl of external funding (if any)
- UMass S P ing The department administrator will also nesd to know if the scholsr will work on
= anmy export-contrtiled projects prior to complell

UMASS 31 Schoar

UMMS 3-1 Scholar Please contact IS0 ot S05-556-5260 eption 3w

Upgrade /[ Installation

Refererces
Logout of iStart UMMS 3-1 Viss Sponsorship Bobey

[ Sxport Controls
[ Decertrrent Costifications
E-FORMS TO BE COMPLETED BY THE INTERNATIONAL

[ Scrotar Contact Info

[ Scrcisr Employment and Azademic History
] Serolar US. Visa Histary

[[] Serstar Family Information

[] Sehotar's Family Finansial Infsrmation

[[] Schoisr Health Insursnce Altestation

Vome ve/Print E-Form Group

You will be unable
to complete the
Departmental
Certifications until
the J-1 scholar
has completed
their section.
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Complete the Program Information, Financial Information and Export Control sections.

* You will need the Pl invitation letter, English Language Proficiency form (https://sun-
prd.erp.umasscs.net/istart/um-eform-docs/englishcertification.pdf), evidence of external funds (if

applicable) or salary level, and knowledge about whether the research includes Export Control

projects to complete this section!

(Meanwhile the international will be completing their own J-1 Scholar Information Collection)

**You will be unable to complete the Departmental Certifications until the J-1 scholar has

completed their section.
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https://sun-prd.erp.umasscs.net/istart/um-eform-docs/englishcertification.pdf

Final Steps

Dear Vanessa J Paulman:

Thank you,

John Ragnar TEST (***##*2669) has updated information relating to their currently
active J-1 sponsorship application. Please log into the online departmental services
to review this information and complete the application.

https://sun-prd.erp.umasscs.net/istart/controllers/admin/AdminEngine.cfim

Immigration Services Office
Human Resources
University of Massachusetts Me|
333 South Street, HR 2 Floor
Shrewsbury, MA 01545

2.

7

€, &% iStart

() Secure Onlina Sesvion
Vanesss Paulman
Natersek 10t

iStart Home Page

| Chent Sarvices

| Departmental Services

|« Intarnational Office

W Tach Tanm

I UMass Employment Visas |

“ UMass Scholar Processing

* Procedures
Lot of iStart

© yutem. i
| yiD®
| Date of przh = 55
| = reuired faks Find Recol

University of Massachusetts
International Office Module

snline servces for
international students,
scholars & gf=&

Lookup International Record

rwcord based upan the giv
we withar an official U

TEMP182669 | JOHN RAGNAR TEST

E-FORMS TO BE COMPLETED BY THE DEPARTMENT
[ Initiate J Scholar Request

[ Program Information

Einancial/Funding nformation

B=EQRMS TO BE COMP
B scholar Bio Info

O BY THE INTERNATIONAL

] scholar Contact Info
E Scholar Employment and Academic History
[ scholar u.S. Visa Histary

w Scholar Family Information:
01/08/2018 04:53 PM | Submitted - Scholar Family Information

Final Steps

E’ Scholar's Family Financial Information
[ Seholar Health Insurancs Attestation

View/Save/Print E-Form Gr

[J= tncompiete () = Submit Another (@) = Follow-Up Required

(0 = oOptional [ = not vet available  [#] = Awaiting Answer
i = complete  [dl = Pending Review = Denied
- oratt

1. Once the Departmental Forms e-Forms are completed, the Administrator will receive
an email letting you know that the scholar has completed their part and that you can now complete the final

step.

2. Follow the link in the email to log in to iStart again. Select UMMS J-1 Scholar and
use the scholar’s same TEMPID & DOB as before (if needed, you can find the TEMPID and DOB under
Departmental Services in iStart.

3. Complete the final step of Departmental Certification. *This is where you will
upload the English Proficiency form found at:

https://sun-prd.erp.umasscs.net/istart/um-eform-docs/englishcertification.pdf
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https://sun-prd.erp.umasscs.net/istart/um-eform-docs/englishcertification.pdf

Final Steps

: To T iStart -

&l Secure Onfine Sevsion Department Certifications

Dear APPROVER,

The fzlowing links provide you with infiormation submmilled st part of the e-form
raquast Uad o the followeng cSent recond

A J-1 sponsorship request has been initiated by your department for John Ragnar
TEST. Once you approve this sponsorship request, the Immigration Services
Office will be notified to complete the J-1 sponsorship process for this scholar.

Please follow the link below to approve the J-1 sponsorship request for John
Ragnar TEST.

Department Certifications

Client Name: John Ragnar TEST
Client ID Number: ***#¥#2669

Your Login ID: vanessa.paulman@umassmed.edu []= trcerlets ()= Sutbmtiectier () = Folow-Us Raqured
Your Password: Om= Optioral [ = Net Vet Svailable ] = dnailing Anzwer
= Compists [ = Peding Amview [ w Durind
[#= Dratt

CLIENT NAME & ID NUMBER: 0N RAGNAR

COMMENTS / REVIEW FOS DEPARTMENT

TO REVIEW ANY INFORMATION SUBMITTED BY THE DEPARTMENT OR
SCHOLAR, PLEASE CLICK ON EACH OF THE ABOVE LINKS

Note. Yes/No responses in the eForms sbove are noted as follows:

1=Yes  O=No
By submitting this form, 1 confirm that:

@ The Cecarimet will provide -1 sponscrhip for the scholer
reted stove. =

@ Theiformabon corlsned o e sDmilied deperiment
formma above i acourale [o the Dest of my knowiedge. =

150 prioe Lo making

the J-1 spenasratia program incluling,
. Shangas = fundimg or programm Cales (Le
warty terminalion or pxiengion), *

Last Updated QuORI0IE L0 B

= reguired fieids Suomi |

1. The approver listed in the Department Certification triggers an email to whoever
should sign off on the e-Form. This should be a Pl or the Academic Administrator depending on
departmental business practices.

2. The approver will follow the link to sign off on the forms by clicking the 3 boxes and
hitting submit. They may review any of the completed e-Forms listed above.

12



€, &%  iStart

Noetwark 1D Separtrant foemg Deiow I
: olar sppinimecl  Piesse sutmit
Etart Moms Page
+ Client Services
+ Departroental Services
= e
You are now DONE! e
L + UMass Empioyment Vises
= UMass Scholar Processing | The Separtmest ademiristralor will siss meed 0o know if e schiolar will nork o=
r . 1 ey mporl-oniroied projecls pror o comgielog Cepariment forrrs.
ARy 3} Somour
UMMS 31 Scmatar Faztw cortest 150 ot S0S-556-5260 cplan I milh avy Sumiln
. Upgrade / Instalistion |
Procedures
Lsoovs of e

TEMP182669 | JOHN RAGNAR TEST
E-FORMS TO BE COMPLETED BY THE DEPARTMENT

E-FORMS TO BE COMPLETED BY THE INTERNATIONAL
& Scholar B2 Infe
[ Senclar Contect 1t

[ Sersiae Emaioymert aed Szademis Siateey

[ Schalas US. Vise

g Bafmias famey inteematias
L Toltied - Setoly Fpemity mtoernates

[ Seheiar's Famiy F

[ Setisiss meaith Ins rance Alestston
Ygn v Pmet Bform Groug

[O= Ircorgiste (3= Subemt Ancther D= "
O= Optional [ = Nt Vet dusilable ] » Ansiling Answer
[fi= Compiete [ = Percing Revien  [il] w Dene

@ = ot

Your ISO specialist will receive an alert letting us know the e-forms are submitted. You & the approver will
receive an email from ISO informing you of such.

ISO will review submission of e-forms for completeness. If additional information is required from scholar, ISO
will reach out to scholar. ISO will send email to scholar and departmental administrator to confirm once e-
Form is complete and DS-2019 can be issued.

*ISO can usually have DS-2019s issued and mailed within one week of receiving all
completed forms (with the exception of J-1 transfers).

If you have any questions, please contact your ISO specialist.
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Requesting H1B Sponsorship for
Employment Based Visa Processing

v' e o » online services for
- _ ' I international students,
‘ > B scholars & staff

(L) Secure Online Session Lookup International Record

Vanessa Paulman
Find a profile record based upon the given University ID and Date of Birth. Please

Network ID ; b ; ; p
note you must have either an official University ID or a Temporary ID that is
i = currently in this system.
istart Home Page
@ Client Services University ID TEMP434012
# Departmental Services Date of Birth August vi23 v | 1973 ~
| * required fields Find Record |

# International Office
# Tech Team

=l UMass Employment Visas

Lo@terPTTTET I VISa Suea)
M

ini

# UMass Scholar Processing

+ Upgrade / Installation
Procedures

Logout of iStart

1. Once you get the email from ISO for H1B sponsorship, log in to iStart, select UMass
Employment Visas and select UMMS H-1B Non-Clinical. Ignore Employment Visa Support link.

2. Use the TEMPID and Date of Birth given to you in the ISO initiation email.

NOTE: This form can be used for new hires or current employees changing status to H1B or extending H1B
sponsorship. For current employees, a TEMPID is not required. Administrators will use existing PeopleSoft HR
ID and real date of birth.
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Requesting H1B Sponsorship for
Employment Based Visa Processing

QUESTIONS?

Please contact the Immigration Services Office at 508-856-5260 option 3
or immigrationservices@umassmed.edu, with any questions.

TEMP434012 | RAGNAR TEST
E-FORMS FOR SPONSORING DEPARTMENT

1. Initiate H-1B Employment Request

[] position Information 2
3. [] Export Control and Patient Contact
D Department Attestations l
E-FORMS TO BE COMPLETED BY THE INTERNATIONAL Deer Rengar TEST,
- . ) A department at the University of Massachusetts Medical School (UMMS) has started the process
I:] Biographical Information to sponsor your H-1B employment. To complete the sponsorship process, the Immigration Services
Office (150) must collect information about you and any family members that will join you in the
D Contact Info U.S., through our electronic forms (eForms) system known as iStart. The eForm group that must be

completed 15 called the "UMMS H-1B Non-Clinical™ group

I:] Employment and Academic History Please follow the link below to access our iStart portal and complete the required eForms

Initiate H-18 Employment Requ

[] visa History & Travel Plans
Client Name: Ragnar TEST

I:] Dependent Information Client ID Number. ****** 4012
Your Login |D: vanessapaulman@gmail. com

View/Save/Print E-Form Group YOurPassword:T

If you are going to re-access this link; always do so through this e-mail ONLY. Do not attempt to
access the link via a bookmark

D = Incomp!ete @ = Submit Another @ = FOHOW'UD f Please contact the Immigration Services Office (ISO) at UMMS if you have any questions regarding

| he fon
< () = optional [ = Not Yet Available  [3] = Awaiting A ™™ e A oo
.y ; _ ) Sincerely,
{E = Complete [Z = Pending Review = Denied
[# = Draft

Inunigration Services Office

UMASS. Medical School
umassmed.edu

1. Initiate H-1B Employment Request by selecting your department and providing the
employee’s name and email address.

2. This will send an email directly to the employee asking them to provide their own
information. You will also receive an email indicating that the email has been sent to the employee.

3. Complete Position Information and Export Control & Patient Contact sections for
the department.

*You will need to know ahead of time whether the projects that the employee will
work on will be Export Controlled.
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Requesting H1B Sponsorship for
Employment Based Visa Processing

1 Dear Vanessa J Paulman:

Rangar TEST (**#***94012) has updated information relating to their currently
active H-1B sponsorship application. Please log into the online departmental
services to review this information and complete the application.

https://sun-prd.erp.umasscs. net/istart/controllers/admin/ AdminEngine.cfm TEMP434012 | RAGNAR TEST

Thank you, E-FORMS FOR SPONSORING DEPARTMENT
Immigration Services Office [4 Initiate H-18 Employment Request

Human Resources - "

University of Massachusetts Medical School E Position Information

333 South Street, HR 2m Floor
Shrewsbury, MA 01545

Ii 5 d.edu 3
PH: (508) 856-5260 select option 3 -
FX: (508) 856-5022

E-FORF . MPLETED BY THE INTERNATIONAL

m Biographical Information

v = § Y » e [#] Contact Info

: . I St a rt International :

‘ L schola [#] Employment and Academic History
' ahh

[] visa History & Travel Plans

i Secure Onling Session Lookup International Record
Vanessa Paulman Dependent Information;
Network 1D Find a profile record based upon the given University 1D and Date of Birtl £l 01/08/2018 03:43 PM | Submitted - Dependent Information
note you must have either an official University 1D or a Temporary 1D the
currently in this system, :
iStart Home Page View/Save/Print E-Form Group
 Clisht S icag University 1D = TEMP434012
= nepmmuﬁal oriions Date of Birth * August viiaa w
|® International Office * required fields Find [[] = Incomplete (¥ = Submit Another (i) = Follow-Up Required
# Tech Team (O = Optional ] = Not Yet Available [#] = Awaiting Answer
= UMass Employment Visas /1= complete  [d = Pending Review  [] = Denied

e

nt Viss Suppar
UMMS H-18 Non-Clinical [# = Draft

= Upgrade / Installation
~ Procedures i i
?A University of
Logout of istary Massachusetts

UMASS. Medical School
umassmed.edu

1. Once the employee has completed their portion of the e-Form, you’ll receive an
email telling you the e-Form has been updated.

2. Youshould log back into iStart, select Employment Visa Support and then UMMS
H1B Non-Clinical.

3. Complete the final step: Department Attestations.
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Attestations:
The Final Step in Processing
Employment Based Visa Requests

= - online services for
; international students,
L scholars & staff

i

(] Secure Online Session Department Attestations
Vanessa Paulman
Network ID:

istart Home Page APPROVER/PI INFORMATION 1 .

# Client Services

The PI or supervisor will need to confirm information that has been completed on

| ¥ Departmental Services this application. Please provide their name and contact information.
| ¥ International Office | CLIENT RECORD: RAGNAR TEST | TEMP434012
|® Tech Team Department Name: * :_ '_.
| = UMass Employment Visas Approver Name: * [ 1 2.
Employment Visa Support Approver Email: * 3
L . Re-type Approver Email: * "
UMass Scholar Processing ) )
* required fields | Save Defaults | Save Draft
& Upgrade / Installation z )
Procedures
Logout of iStart

m University of
Massachusetts

UMASS. Medical School
umassmed.edu

1. Please determine who in your department is the appropriate person to sign off on
the hire. The APPROVER should be the PI, Supervisor or Academic Administrator.

2. Complete the Name and Email information

3. Submit.
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Attestations:
The Final Step in Processing
Employment Based Visa Requests

Dear Vanessa APPROVER, CLIENT NAME & [0 NUMBER: RAGNAR TEST | **===+4012
COMMENTS / REVIEW FOR DEPARTMENT ATTESTATIONS

To review any Information submitted by the department or beneficiary (i.e.

An H-1B employment sponsorship request has been initiated by your department for smployee). plesse dlick o each of tie sbave finks Madex Y/ io sessnrse Jo
Ragnar TEST. Once you approve this sponsorship request, the Immigration Services E %
Office will be notified to begin the H-1B sponsorship process for Ragnar TEST. i M

By submitting this form, the dep. confi the following:
Please follow the link below to approve the H-1B sponsorship request for Ragnar TEST. @  The minimum requirements and salary listsd on the Position

Information form reflect the requirements and wage level

. paid to all other individuals with similar experience and
Dggaﬂmcnt Attestations qualifications working in this department. If applicable, the
individual is compensated at the highest prevailing wage rate
of all work sites indicated on the Position Information form. If

Client Name: Ragnar TEST required to da so, | am able to explain the reason(s) for any
Client ID Number: *++#3*4012 R ol progic tonreristion kst the rones S
Your Login ID: vanessa.paulman@umassmed.edu payrell records of similarly employed individuals to the
Your Password: 2 Department of Labor to verify these statements. *

¥ The department will comply with the terms of the Labor
Conditions Application for the duration of the alien's
autharized period of stay. The department will notify the
Immigration Services Office bafore any promotion, lateral
transfer or other change in terms of the pesition, as listed on
the Position Information form, are affected. *

#  The department understands that we are liable for the
reasonable costs of return transportation abroad for the
individual fer whom this H request has been made, if this

is from employ by UMMS before the
end of the authorized stay, per the requested dates on the
Position Information form, =

For persons not currently holding a work-authorized status,
the department understands that the prospective employes
may not be employed by or volunteer at UMMS until the H-18
is approved. *

Last Updated 01/08/2018 04:01 PM

* required fields

1. The approver from the final step in iStart will receive the above email and follow the
Department Attestation link.

2. The approver will then log in to the attestations page, confirm all statements and hit
Submit.
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H1B Attestations

CLIENT NAME & ID NUMBER: WONDER WOMAN | =*==*=9358

COMMENTS / REVIEW FOR ATTESTATIONS

STATEMENTS BY THE EMPLOYER

The minimum requirements and salary listed on the Position
Information form reflect the requirements and wage level
paid to all other individuals with similar experience and
qualifications working in this department. If applicable, the
individual is compensated at the highest prevailing wage rate
of all wark sites indicated on the Pesition Information form. If
required to do so, ] am able to explain the reason(s) for any
differential in wage rates listed on the Position Information
form and/or provide documentation including the names and
payroll records of similarly employed individuals to the
Department of Labor to verify these statements, *

The department will comply with the terms of the labor
condition application for the duration of the alien's authorized
period of stay. The department will notify the Immigration
Services before any promotion, lateral transfer or other
change in terms of the position, as listed on the Position
Information form, are affected. ®

The department is liable for the reasonable costs of return
transportation abroad for the individual for whom this H
request has been made, if this employee is dismissed from
employment by UMass before the end of the authorized stay,
per the requested dates on the Position Information form. *

For persons not currently in H-1B non-immigrant status, the
employer understands that the prospective employee may
not be employed by or in volunteer status at UMass until the
H-1B is approved (unless the person is already in a valid
status that allowss employment at UMass). *

Last Updated 08/23/2017 10:11 PM
* required fields 2_ Submit

m University of
Massachusetts
VIASS. Medical School
massmed.edu
I

2. Submit.

You are now done!

1. The APPROVER will receive an email with a link to the Attestations Page. They
should read and check off on these statements.

ISO will begin working on the Employment Based petitions that the department has requested to sponsor.
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EMPLOYMENT VISA REQUEST PROCESS COMPLETED

Please contact the Immigration Services Office at 508-856-5260 option 3
or immigrationservices@umassmed.edu, with any questions.

YOU are now DON E! TEMP434012 | RAGNAR TEST

E-FORMS FOR SPONSORING DEPARTMENT

[ Initiate H-1B Employment Request

[ Position Information

[#] Export Control and Patient Contact
[l Department Attestations

E-FORMS TO BE COMPLETED BY THE INTERNATIONAL
[ Biographical Information

[#1 contact Info

[¥] Employment and Academic History

|1 visa History & Travel Plans

m Dependent Information:
01/08/2018 03:43 PM | Submitted - Dependent Information

iew Print E-Form Gr

[[] = Incomplete (® = Submit Another (@) = Follow-Up Required
(O = optional [ = not vet Available = Awaiting Answer
[/l = complete  [dl = Pending Review  [X] = Denied

[# = Draft

e

Once ISO has received the completed e-Forms and has approved them, you will see all boxes checked off.

(You must log back into iStart with the initial login information provided to see the full e-Form checklist.)

If you have any questions, please contact your ISO specialist.
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FREQUENTLY ASKED QUESTIONS:

Q: When should | start using e-Forms?
A: Right away! You are encouraged to use e-Forms as soon as J1 or H1B sponsorship has
been approved by ISO. Paper Intake forms will no longer be accepted after March 31, 2018.

Q: | entered the scholars email information wrong on the e-form so they didn’t get the
request to submit their information. How can | update it?
A: Cancel the submission on Initiate J Scholar Request, resubmit with correct email.

Q: | need to make a change to a form that has already been submitted (i.e. new
program dates, new uploads such revised offer letter), what can | do?

A: Once submitted, an e-Form is complicated to change. Please email new information or
pdfs directly to your immigration specialist.

m University of
Massachusetts

UMASS. Medical School
umassmed.edu

22



OVERVIEW OF ALL YOUR CASES
/e

NN o . online services for
‘Q'.P w i |Sta rt kil e, You can check on a case by

going to Departmental Services,

(& Secure Online Session Administrative and Departmental Services Overview selectin g arece nt case and
Vanessa Paulman g £ e
oo iyl ety o / finding out the last action
E ] requests, ete.) that are available to submit to the International Office. ? CO[TI p |et8d .
Current Cases Case Information Display |
TEST Cummings Mickey HOUSE
TEMP582006
Ahmed Ezat Mahmosd February 23, 2005
e The last updated departmental eform on file for this
—— il oo Ifomaian, wpdeed ot 0116 4 This is also a great way to find
Jazoh dkobeen
Sintermtionsl Office | | S0 Sk the correct University ID and
 Tech Team = Date of Birth to use for the

% UMass Employment Visas Mt MOJE

 UMass Scholar Processing | | 57152

employee or scholar in question.

i NUO Y
- Upgrade [ Installation
~ Procedures
Logout of iStart |Past Cases

T Case has been updated in the past week
+ Individual has filled out dlient accessible e-form

m University of
Massachusetts

UMASS. Medical School

umassmed.edu

You can see all of your recent cases by selecting Departmental Services. Here you can also see the most
recent form completed.
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CHECKING IN ON A CASE

” B online services for
. ' a international students,
* - scholars & staff

.Y
(1) Secure Online Session Lookup International Record
Vanessa Paulman
Network ID: Find a profile record based upon the given Universit g ate of Birth, Please
note you must have either an official Universis™TD or a Temporary 1D thatT

currently in this system.

iStart Home Page
| Client Services

University ID * TEMP434012

|# Departmental Services Date of Birth * | Algust. Til28 vif1973 v

| International Office * required fields Find Record

@ Tech Team

|2 UMass Employment Visas

# UMass Scholar Processing |

" Upgrade / Installation
Procedures

Logout of iStart

m University of
Massachusetts

UMASS. Medical School
umassmed.edu

You can always check an active case by selecting the form type you are working on and submitting the ID
and date of birth for your case. This will bring you back to the main page with the list of all e-Forms.

*If you don’t remember an ID or date of birth, you can find it under your cases in
Departmental Services.

24



Want to see what the
Foreign Nationals has
submitted?

1. Log in to the e-Form

To see everything that was
submitted in one pdf — including
e-form answers and copies of
[ loaded by the scholar

VIEWING AND PRINTING SUBMITTED ITEMS

- retant Hae Bage | Required forms are marked with a blank square. Optional forms are marked with
= Admission a circle.
F Departmental Services I TEMP582006 | MICKEY MOUSE
[ International Office E-FORMS TO BE COMPLETED BY THE DEPARTMENT
| Tech Team | [ Initiate ) Scholar Process
| UMass Empl Visas | [ Brogram 1nf
[= UMass Scholar Processing [ Export Controls
. Upgrade / Installation E-FORMS TO BE COMPLETED BY THE INTERNATIONAL
Rrocedires [ 3-1 Scholar Info Collection
Logout of istart ar

2. Select / P e
View/Save/Print e-Form Group ——

v = - - online services for

= 4 I ta n international students,

‘ i e scholars B staff
_ ] Y

|4 Secure Online Session UMASS J1 Scholar
Vanessa Paulman

Network 1D: Forms for 11 Scholars for the University of Massachusetts. Click the links below to

begin processing the necessary forms to support a J-1 Visa.

[] = incomplete (&) = Submit Another () = Follow-Up Required

() = Optional O] = Not Yet Available [3] = Awaiting Answer
[l = complete  [d = Pending Review  [X] = Denied
[# = oraft

m University of
Massachusetts

UMASS. Medical School

umassmed.edu

View/Save/Print e-Form Group enables you to see everything that has been submitted through the e-
Form process, including documents such as diplomas, passports and CVs.
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