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. Inviting a NEW Scholar

1. Loginto the J-1 Scholar Portal

2. Upon accessing the portal, you will see a list of profiles of scholars hosted by your
department.

3. Proceed to click on the +Create button to create a new profile and invite the scholar.

4. Select the Visa Type from the dropdown menu:


https://isss-tufts-prod.terradotta.com/login?redirect=%2F

5. Select a Request Form from the dropdown menu

6. Proceed to complete the required fields and sections.

Once a complete request is submitted by the department, an automatic invitation will be sent
to the invitee's e-mail address. The invited scholar will complete the remaining information
necessary for International Center staff to produce J-1 visa documents.



Il. Inviting a RETURNING Scholar

Use this option if you are re-inviting a scholar previously sponsored for a J-1 visa at Tufts.

To re-invite a scholar, use their previous profile to create a new J-1 Scholar visa request. **If you
cannot find the scholar’s profile, please contact the International Center for assistance. Do not

create a duplicate profile.

1. Loginto the J-1 Scholar Portal
2. Find the scholar’s name in the profile list.

3. Click on the Action button

4. Click on "+Add New Visa to an Existing Profile".

5. Select a Visa Type from the dropdown menu.
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6. Select the Request Form you would like to submit from the dropdown menu.

7. Proceed to complete the required fields and sections.

Once a complete request is submitted by the department, an automatic invitation will be
sent to the invitee's e-mail address. The invited scholar will complete the remaining
information necessary for International Center staff to produce J-1 visa documents.

lll. Requesting an Extension for a Current Scholar

1. Loginto the J-1 Scholar Portal
2. Upon accessing the portal, find the name of the scholar listed in your profiles list.

a. If you cannot find the scholar’s profile, please contact the International Center. Do not
create a duplicate profile.
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3. Open the scholar's profile and click on the Request Tab to see more options.

4. Click on the +Create Request button



5. Select J-1 Visa Extension from the dropdown menu.

6. Proceed to complete the required fields and sections.

Once a complete request is submitted by the department, an automatic notification will be
sent to the scholar's email address on file. The scholar will complete the remaining
information necessary for International Center staff to produce updated J-1 visa documents.

IV. Checking Request Status

Check the status of your Application Request:
1. Open the Scholar’s profile and click on the Request tab.



The Request Status will be listed as Pending, Submitted, or Completed.

In limited circumstances, the request status could be different from the standard options. If you
have questions about the status, please contact your International Center Advisor.

Request Status Description

Pending The department has submitted the request. The
scholar has been notified of the request and must
respond to it.

Submitted The department and the scholar have submitted
the required information for the request.

Completed The International Center has processed the
request.

The International Center will be automatically notified by the Portal when the request is ready
for reviewing in Submitted status.

Check Scholar’s Response Status:

If the response is pending, the Department administrator can check on the status of the
scholar’s response by opening the request:

1. Click on Action button



2. Proceed to click on Open Request.

3. Scroll down to the Approval section to see the status of the scholar’s response.



