Trojan International Training
for USC Department Administrators

DS-2019 Extension Requests for J-1 Scholars

PRESENTED BY THE OFFICE OF INTERNATIONAL SERVICES

+



E-form Submission

The following scholar e-form requests will be initiated by the
USC Department Administrator in the Trojan International portal:
 DS-2019 Initial & Transfer-In
* DS-2019 Correction Request
* DS-2019 Cancelation
* DS-2019 Extension

All other request types can be submitted in the portal directly by
the J-1 Exchange Visitor.



Preliminary Application Steps

Requirements for submission

1. ISD (application fee)

The department administer must submit the ISD for $150
through Workday. The ISD memo must identify the name
of exchange visitor and request type (extension).

Special Note for CHLA Department Administrators: CHLA ISD Contact: Katie
Peterson: kapeterson@chla.usc.edu or Jesse Castro: jcastro@chla.usc.edu

Please factor in additional time for the preliminary
steps prior to application submission.



https://itservices.usc.edu/iam/ivip/administrators/
mailto:kapeterson@chla.usc.edu
mailto:jcastro@chla.usc.edu

Application Requirements (Extension)

1. DS-2019 Extension Request form (submitted by the department administrator)
2. Updated USC Invitation letter indicating the new end date & funding (if applicable)

3. Proof of Funding for exchange visitor & dependents

Submission Timeline for Extension Applications: OIS requires sponsoring departments
to submit extension requests a minimum of one month prior to the DS-2019 end date.

OIS Processing Time: 10 business days (incomplete applications can take up to 1 month)
The processing window begins on the business day following submission.


https://itservices.usc.edu/iam/ivip/administrators/
https://ois.usc.edu/j1-exchange-visitors/obtaining-a-ds-2019/funding/

Accessing Trojan International

Save this link to access the Trojan International portal. For reference, the login screen
is below:

UNIVERSITY OF SOUTHERN CALIFORNIA

Trojan International

Welcome to the Trojan International Login Page

Trojan International provides a variety of online services for USC's international students, scholars as well as
the staff that support them. Please log in using one of the options below to view information or to make a
request.

Current Students, Scholars or Staff with a valid USC NetlD

For full access to your Trojan International account, please log in.

If you have just activated your USC NetID, please wait at least 24 hours before logging into Trojan
International.

Login
A USC NetlD and password are required.

Don't Have a USC NetID?
Students and scholars who do not have a USC NetID can log in with their USC ID, PIN, and date of birth.
Students and Scholar (No USC NetID) Login



https://trojaninternational.ois.usc.edu/istart/controllers/start/StartEngine.cfm

To access specific e-forms, please click J-1 Scholar Forms under More tab

FUSC “

Office of International Services

Students v Current Students v U.S, Employment ~ J-1 Exchange Visitors ~ Drop-In Advising Livingin LA More -~

F 1 Student Forms
J-1 Student Form

J-1 Scholar Forms

Office of International Services

News and Updates
Stay Connected with OIS


https://ois.usc.edu/ois-forms/

Departmental Authorization

This process only occurs once per departmental user

1. Each department administrator Trojan International
using Trojan International must Request Account

We did not find an existing account in our system matching the login name you entered.

re q u e St i n d i Vi d u a I d e p a rt m e n ta I « If you are an international student, scholar, or employee, please select "Client" below.

« If you are a departmental staff member responsible for filing requests pertaining to an international client's immigration status, please

authorization prior to starting a

- If you work for your organization's international services office, please contact your sunapsis system administrator and have them make

sure your sunapsis account is set up properly.

re q u e S t ] (") Information Required

Please select the type of user to log in as: *

2 . O n C e O I S a p p roves yO u r Student or Scholar © Departmental Contact <:|
d e p a rt m e n ta I a C Ces S’ yo u Wi I I b e Please click "Request Account" to be forwarded to the Departmental Access Request Form.
notified via email within two

business days.




Request Form and Approval Email

- Departmental Access Request Form ---

Compiete this 10rm 10 gain access 10 various e-10rm requests for university depanments 10 request of the intermational office. These iInclude
appications and renewals for H-18 employees. J-1 scholars, and permanent residency petitions.

(") Information Requered

Your Network ID
Your Full Name*

Your University E-mail®

e CHLA
s : <:| administrators,
— select HSC;
o e ISlandICT
e administrators,
- select UPC.
C « DO NOT SELECT
o “OFF-CAMPUS”

© | confiern that | am an administrator for the given depanment who is authonzed by the
Gepartment 10 take actions on its behalt

Request Access

APPROVED: Trojan International Departmental
Access

pear I

Your request for departmental access to Trojan International has been
approved. If you have any questions, please email the appropriate contact:

J1 Scholar: j1scholar@usc.edu
J1 Student: j1student@usc.edu
F1 Summer Programs: oissp@usc.edu

Trojan International Departmental URL:
https://trojaninternational.ois.usc.edu/istart/controllers/admin/AdminEngine.cfm

Office of International Services
University of Southern California



Select Request Type

The department administrator will select the J-1 Scholar DS-2019 Extension Request form. Once the
form is selected, the administrator will “Lookup International Record” to start request.

Note: Please use the 10-digit University ID to lookup the record.

Departmental Services
UPC Campus includes ISl and ICT

HSC Campus includes CHLA

-
o,
7]

My Department’s Current
Cases

Lookup International Record

Find a profile record based upon the given University |0 and Date of Birth. Please note you must have either an official University ID ora
Temporary ID that is currently in this system.

My Current Cases My Closed Cases

My Department's
Employees & Scholars

() Information Required

oy
=
n

J-1 Non-Degree Student
Add New Person Update Your Contact DS-2019 (Initial and
Information
Transfer) Request X
Date of Birth*

J-1 Non-Degree Student
DS-2019 Cancelation
Request

J-1 Non-Degree Student
DS-2019 Correction
Request

J-1 Non-Degree Student
Extension Request

J-1 Scholar DS-2019
(Initial and Transfer)
Request

J-1 Scholar DS-2019
Cancelation Request

J-1 Scholar DS-2019
Correction Request

|

J-1 Scholar DS-2019
Extension Request

Special Programs DS-
2019 (Initial) Request

Special Programs
Evaluation Request

3 |uwoDryyy

Find Record



Application Checklis

J-1 Scholar DS-2019 Extension Request

View!Save/Print E-Form Group

J-1 Scholar DS-2019 extension process

» The USC sponsaring depariment is responsible for initiating the process.
+ The USC sponscring department will provide the exdended invitation letter
« The J-1 schalar will provide funding documentation if applicable

Extension request deadline: One month prior to the DS-2019 end date

NOTE: Acceptable file type is POF undar ZME.

If you see a lock, the form is not yet accessible. Other forms must be completed by either the applicant or the department.

All parties must complete each section of this eform to request a D5-2019 with OI5.

Step 1: Department Administrator initiates DS-2019 request -

[ REGUIRED
D5-2019 Extension for J-1 Scholar

@ NOT YET MVAILABLE
Program Information at USC

Step 2: Scholar completes their section of the request

[0 REQUIRED
Scholar Information

[] REGUIRED
Financial Information

[0 REQUIRED
Medical Insurance Verification

@ MOT YET AVAILABLE
Scholar Submission

Step 3: Host Faculty reviews/approves request

£ NOT YET AVAILABLE
Host Faculty Approval Signature

Step 4: Department Chair/Center Director reviews/approves request

@ NOT YET AVAILABLE
Department Chair or Center Director Approval Signature

Step 5: Department Administrator reviewsledits Step 2 and submits request to OIS

f NOT YET AvAILABLE
D5-2019 Final Submission to 0I5




Please note that the following items are
required to start the application:

*Application Fee —ISD #
*USC ID Number for applicant
*USC Net ID for applicant

DS-2019 Extension for J-1 Scholar
wai pace [

{*) Information Required

Flease provide contact information to be associated with this request

Application Fee: 15D £ (IS0-200000)°

SD-
Department Contact Information
Flease do not abbreviate any information.

Deepartment Contact Name*

Department Contact Email*

Degartmant Contact Phone®

299-209-0000

USC Sponsoring Department*

A
Degartmant Strast Address”
Deepartment Building and Room Number*
Departmant City*
C=partmant Staze®
California e

Department Zip Code*

opa0e

Do not click on Submit twice.

’ Save Defaults I[ Save Draft I[ Submit ]




Once each section is complete, the
department administrator will be
returned to the application checklist page.

This section requires the department administrator to
upload the USC extension letter issued to the applicant.

Program Information

e~

J-1 Scholar DS-2019 Extension Request o
wi Save!| it E-Form Group

J-1 Scholar DS-2019 extension process cusw recore: [

Scloct tha campus o 1.1 schai s associaind wih forthis reouest

The purpase of this form is la collect infarmatian regarding an extension request far a -1
schalar.

* The USC sponsoring department is responsible for initiating the process
* The USC spoensoring department will provide the extended invitation letter

- The J-1 scholar will provide funding documantation if applicable
Extsnelon Infarmation

cslod an DE-2019¢

Extension request deadline: One month prior to the DS-2019 end date Currant start daie from USC (a5
<]

NOTE: Acceptable file type is PDF under 2MB Current end daie fas indcsted on DE-2013]

=
If you see a lock, the form is not yet accessible. Other forms must be completed by either the applicant or the department.

Haw axtanaad and o aicaled o o FAESGN AT

All parties must complete each section of this eform to request a DS-2019 with OIS, ) _

Fisacs oanfem e ToRTwIng:

Step 1: Department Administrator initiates D5-2019 request

taion ietir shad nat Indicata rr-UISC funding sous

. SUBMITTED
D§-2019 Extension for J-1 Scholar 2.1 LB AL | M P10 10 AcCurae rapor a1 3

e U S, Emsasey.

.1 undorstane hal  the appicants francial documant s nol acalable 3 hf e, | wil HOT subeit
[0 REQUIRED 0 08.2019 appication unl & bacarmes avalable
Program Information at USC

Upinad 3 copy af the USC new nvitation letier with the exiended and date

Step 2: Scholar completes their section of the request -

[0 REGUIRED
Scholar Information

Categary Guidslines.

Resgarch Scholar: The primary objecive is ressarch at the USC campus, 80% of
must be research relaled. Reseurch Scholars mizy perform other duties up 1o 20% in edd

ample: teaching ane class at USE. The USEC J-1 appoiniment must
USC sponsoring scademic department

[0 REQUIRED 1o oniasting research
Financial Information e -l and beneit

Shorterm Scholar: The primary ohjecve is Lo perfarm variaws dufies at the USE campus,
including research, ctiserving, cansuing. raining, or demansirating a special sl
The L

[] REGUIRED 11 appointment st be full Sme and benefit the USC spansaring academic
Medical Insurance Verification apartment

Professor: The primary objecive is ieaching al e USC campus. B0% of e fime must be
relatad in cassraom instruction. Professars may conduct aiher duties up ta 20% in addition o
@ NOT YETAVAILABLE imacking. Example: ressarch al USC. The USC J-1 sppaintment must be ful-time and benefil

Scholar Submission the USE sponsoring acaderc deparimen

Cngarstand and cartty thak tha 11 scholar appanimant will be ful-time. wil bandft iha USC spanzaring

Step 3: Host Faculty reviews/approves request ‘acadumic departman, and wil mest a Dagarimant of Stals gudaings &3 octinad abave. *

& NOT YET AVAILAELE sits of Activity and Remote Work Guidelines:
Host Faculty Approval Signature

41 schulars izt repar 1o their site of aciivity (USC-based sddress indcated on e DS-2018)
far the duralice of their J-1 sppainiment. Thiey are ot penmitied ta repar Lo 3 non-USG sie
{domesiic or international) wihout prior autherization fram OIS

. i i i _ 41 scholars (Research Schalars, Short-term Scholars. and Professars) may wark rematety
Step 4: Department Chair/Center Director reviews/approves request e e o e i

remote palicies ond his approved hybrid progrem participatian for the J-1 schalar.

@ NOTYET AVAILABLE
Department Chair or Center Director Approval Signature

8y chacking this bax, | aulhartzn tha appointmant 1o ihs L1 scholar al ha Uriversiy of Sathem

cairamia, -

Step 5: Department Administrator reviews/edits Step 2 and submits request to OIS

By chacking this bax. | aulhartzs tha program for #42 .1 schalar ot s Linivaraly of Southam Caltomia

@ NOT YET AVAILAELE
D§-2019 Final Submission to OIS

Do nor ciick on Submiz twice:




Applicant’s Email Notification and Checklist

Following the completion of the department Applicant completes their required sections.
administrator’s sections, the applicant receives an email

to complete their required fields and upload supporting

documentation.

Office of International Services J-1 Scholar DS-2019 Extension Request
DS-2019 Extension Request - Action Required J-1 Scholar DS-2019 extension process
Dear_ = The USC sponsoring department is responsible for initiating the process

5 * The USC sponsoering department will provide the extended invitation letter
Your USC sponsoring academic department has started a DS-2019

extension request on your behalf. In order to continue the process, please * The J-1 scholar will provide funding documentation if applicable
click the link below to access the forms.

Extension request deadline: One month prior to the DS-2019 end date
Group: Departmental Services | J-1 Scholar DS-2019 Extension Requast

Form: Applizant Information NOTE: Acceptable file type is PDF under 2MB.

Form: Financial Information

Form: Madical Insurance Verification

If you see a lock, the form is not yet accessible Other forms must be completed by either the applicant or the department

Form: Scholar Submission

Link to DS-2019 Extension Request: All parties must complete each section of this eform to request a DS-2019 with OIS.
https //trojaninternational ois usc_edu/istart/controllers/client/ClientEngine cfm

USC Department Contact Information: Step 2: Scholar completes their section of the request

Department contact name:

Department contact email: [0 REQUIRED
Department contact phone] Scholar Information

Please note: If corrections are required for any of the forms on this request,
you may see this email more than once. Please remember to edit/correct
and resubmit.

[0 REQUIRED
Financial Information

Regards, [ REQUIRED

J-1 Advising Team Medical Insurance Verification

Office of International Services
University of Southern California B NOT YET AVAILABLE
https://ois.usc.edu Scholar Submission




Department administrator will receive an email notification alerting them to
review the applicant’s submitted information and assign the Host Faculty.

Office of International Services

Departmental Services

UPC Campus includes 151 and ICT

Review/edit Scholar submission and assign

Host Faculty for | | | | Ds-2019

Extension Request

The Office of International Services requests that you log in to

the Trojan International portal and click 'My Current Cases.' Then
select application to review and edit (if necessary)
the scholar's submission from step 2 and assign the Host Faculty
for step 3.

HSC Campus includes CHLA

|:> H My Current Cases

My Department's Current

My Closed Cases Cases

My Department's
Employees & Scholars

&
(7]
3
(]

Please note: If corrections are required for any of the forms on

this request, you may see this email more than once. Please
remember to edit/correct and resubmit.

If you have questions regarding this request, please email us, or
speak with a J-1 Advisor Tuesday through Thursday via OIS Live

(Zoom)
Regards,

J-1 Advising Team

Office of International Services
University of Southern California

https://ois.usc.edu

Add New Person

J-1 Mon-Degree Student
D3-2019 Cancelation
Request

J-1 Echolar DS-2019
{Initial and Transfer)
Reguest

J-1 Scholar D§-2019
Extension Request

Update Your Contact
Information

J-1 Hon-Degree Student
D35-2019 Correction
Request

J-1 Echolar DS-2019
Cancelation Request

Special Programs OS-
2018 [Initial) Request

J-1 Hon-Degree Student
D5-2019 (Initial and
Transfer) Request

J-1 Mon-Degres Student
Extension Reguest

J-1 Scholar D8-2019
Correction Request

Speclal Programs
Evaluation Request




Step 1: Department administrator will Work on an Appllcatlon

. . Name:
select applicant’s name from list. UniversTitle:
Date of Birth:

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

Step 2: Department administrator will
select application type.

-—-- New Applications ---

J-1 Scholar D5-2019 (Initial and Transfer) Request

J-1 Non-Degree Student D5-2018 (Initial and Transfer) Request

J-1 Non-Degree Student Extension Request

Special Programs D5-2019 (Initial) Request

Special Programs Evaluation Request

--- Continue an Application in Progress -

|—> J-1 Scholar D5-2019 Extension Request




Department Administrator Reviews Scholar Submission
and Assigns Host Faculty

J-1 Scholar DS-2019 Extension Request

View/Save/Print E-Form Group
J-1 Scholar DS-2019 extension process

+ The USG sponsering department is responsible for inifiating the process
* The USC sponsoring department will provide the extended invitation letter
+ The J-1 scholar will provide funding documentation if applicable

() Information Required

Extension request deadline: One month prior to the DS-2018 end date.

NOTE: Acceptable fil is PDF under 2MB. .
coptable fie type is POF under Enter Host Faculty® Information

If you see 3 lock, the form is not yel accessible. Other forms must be completed by either the applicant or the department
*Please note that if you are also the Host Faculty, you will need to complete this form. The

All parties must complete each section of this eform to request a DS-2019 with QIS. . . N .
Host Faculty will receive a separate email to approve this request.

Step 1: Department Administrator initiates DS-2019 request

+ s cuent recoro

DS$-2019 Extension for J-1 Scholar

.~ SUEMITTED Host Faculty Mame*
Program Information at USC

Step 2: Scholar completes their section of the request -

~ SUBMITTED

H Scholar Information
Admin e

v SUEMITTED

ReV|eWS/Ed |tS Fhanclel nformaton Host Faculty Email*

 SUBMITTED

’ Medical Insurance Verification
Scholar’s —_—

./ SUBMITTED

1 H Scholar Submission
SmeISSIon — Re-type Host Faculty Email®
Step 3: Host Faculty reviews/approves request -
[ REQUIRED
Host Faculty Approval Signature

Step 4: Department Chair/Center Director reviews/approves request -

@ NOTYET AVAILABLE
Department Chair or Center Director Approval Signature

Host Faculty Title*

Do not click on Submit twice.

Save Defaults ll Submit l

Step 5: Department Administrator reviews/edits Step 2 and submits request to OIS

@ NOTYETAVAILABLE
DS$-2019 Final Submission to OIS




Host Faculty Receives Email to Review/Approve Request

Host Faculty - Approval Signature Required
for G D S-2019 Extension

Request

e I
The J-1 Exchange Visitor, _has submitted a J-1

Scholar D5S-2019 Extension Request with the Office of
International Services (O1S). You have been listed as the Host
Faculty. Your digital signature is required for OIS to review the
request.

Please note: If corrections are required for any of the forms on
this request, you may see this email more than once. Please
remember to edit/correct and resubmit.

Please follow the link below to respond to this request:

Host Faculty Approval Signature

Client Name:
Client ID Num|
Your Login ID:
Your Password:

If you have questions regarding this request, please email us, or
speak with a J-1 Advisor Tuesday through Thursday via OIS Live
(Zoom).

Regards,

J-1 Advising Team

Office of International Services
University of Southern California
hitps://ois_usc.edu

Email: j1scholar@usc.edu

Host Faculty Approval Signature

Thes fowing ke prvidh i Wi InSuuion S N ST of 1 @~ HgSaLr e 12 1 nkowing
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SR s s _
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Paaan nata: Fyos sew s s et CanicCanm: Diseco: or i ] achoie: yoe ail
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The department administrator receives an email alerting them to select
“My Current Cases” to assign the Department Chair/Center Director.

Office of International Services

Assign Department Chair/Center Director

for |G DS-2019 Extension
Request

Dear I

The Host Faculty has approved the DS-2019 for J-1 Exchange
Visitor, |l P'ease log in to the Trojan International
portal and click 'My Current Cases.' Then select the visitor's
application to assign the Department Chair/Center Director.

Please note: If corrections are required for any of the forms on
this request, you may see this email more than once. Please
remember to edit/correct and resubmit.

Regards,

J-1 Advising Team

Office of International Services
University of Southern California
https://ois.usc.edu

Email: j1scholar@usc.edu

Departmental Services

UPC Campus includes 151 and ICT

HSC Campus includes CHLA

—> B

My Current Cases

Tasks

My Department's
Employess & Scholars

2

Add Hew Person

J-1 Mon-Degree Student
D3-2019 Cancelation
Request

J-1 Scholar DS-2019
{Initial and Transfer)
Request

J-1 Scholar DS-2018
Extension Request

My Closed Cases

Update Your Contact
Information

J-1 Non-Degree Student
D'5-2019 Correction
Request

J-1 Bcholar D3-2019
Cancelation Request

Speclal Programs DS-
2019 [Initial) Request

My Department's Current
Cases

J-1 Mon-Degree Student
D5-2019 (Initial and
Transfer) Request

J-1 Hon-Degree Student
Extenslon Requeast

J-1 Scholar D3-2019
Comection Request

Special Programs
Evaluation Request




Department Administrator Assigns Department Chair/Center Director

J-1 Scholar DS-2019 Extension Request i i .
ewsevsn & Fom Grop Department Chair or Center Director Approval Signature

J-1 Scholar DS-2019 extension process

* The USC ing department is ible for initiating the process MA'N PAGE

* The USC sponsering department will provide the extended invitation letter
* The J-1 scholar will provide funding documeniation if applicable

(*) Information Required
Extension request deadline: One month prior to the DS-2019 end date

NOTE: Acceptable file type is PDF under 2MB

Enter Department Chair/Center Director* Information

If you see a lock, the form is not yet accessible. Other forms must be completed by either the applicant or the department

All parties must complete each section of this eform to request a D5-2019 with OIS. *Please note that if the De pa rtment Chair/Center Director and the Host F aculty are the same
person, they will approve this request as both users.

Step 1: Department Administrator initiates DS-2019 request

SUBMITTED -

~ SUBMITTED
Program Information at USC

Department Chair/Center Director Name™

Step 2: Scholar completes their section of the request

~ SUEMITTED Department Chair/Center Director Title”
Scholar Information

v SUBMITTED .
Financial Information

~ SUBMITTED Department Chair/Center Director Email®
Medical Insurance Verification

' SUBMITTED
Scholar Submission

Re-type Department Chair/Center Director Email*®

Step 3: Host Faculty reviews/approves request

. SUEMITTED
Host Faculty Approval Signature

Step 4: Department Chair/Center Director reviews/approves request Do not click on Submit twice.

I_: > [0 REQUIRED
Department Chair or Center Director Approval Signature Save Defaults ] [ Submit ]

Step 5: Department Administrator reviews/edits Step 2 and submits request to OIS

@ NOT YET AVAILABLE
DS-2019 Final Submission to OIS




Department Chair/Center Director Receives
Email to Review/Approve Request

Office of International Services

Department Chair/Center Director -

Approval Sighature Required for-
DS-2019 Extension Request

The J-1 scholar, | NG 25 submitted a J-1 Scholar
DS-2019 Extension Request with the Office of International
Services (OIS). You have been listed as the Department
Chair/Center Director. Your digital signature is required for OIS to
review the request.

Please note: If corrections are required for any of the forms on
this request, you may see this email more than once. Please
remember to edit/correct and resubmit.

Please follow the link below to respond to this request:

Department Chair or Center Director Approval Signature

Client Name:
Client ID Number:
Your Login ID:
Your Password:

If you have guestions regarding this request, please email us, or
speak with a J-1 Advisor Tuesday through Thursday via OIS Live
(Zoom).

Regards,

J-1 Advising Team

Office of International Services
University of Southern California
https://ois.usc.edu

Email: j1scholar@usc.edu

Department Chair or Center Director Approval Signature
The falawing links provide you with infoermaton submitied 25 pan of the e-farm request tied 10 the folowing cient record:

~'D$-2013 Extenalon for Scholar

~Program Information

~ 8sholar Information

~Financlal Information

~Medical Insurancs Verfication

' scholas Submizsion

~ Hosk Faculfy Approval Signaturs

~| Chalr or Center Dirscior Appeoval Signaturs

(*) Information Required

CUENTHANE S 1D MBS _

COMMENTS [ REVIEW FOR DEPARTMENT CHAIR OR CENTER DIRECTOR APPROVAL
SIGNATURE

Catsgary Guidsiings:

Resgarch Scholar: The primary objecive is research al the USC campus. 0% af the lime
must be research relaled. Research Schalrs mary perfarm other duties up to 20%in additon
o condurting research. Example: teaching ane ciass at USC. The USC J-1 anpontment must
b ful-imee andl benefil tie USC snonsoring acadermic depariment

short-tarm Soholar: The: primary objecive is in perfarm various duties = the USC campus,
including research, leciuring, Dbserving, consuling. training, or demanswating a speci skl
The USC -1 appointment must be fallSme and benefit the LIS spansoring academic
department.

Profsesar: The primary chiecive i leacking al #he USC campus. B0% of the fime must be
relutert i caszraee insinuclion. Professars may conduel alher deties up i 20% in addiion ta
tmaching. Example: ressarch at USC. The USC J-1 appointment must be ful-time and benefil
the USC sponsoring academic depariment.

undarstand and carly Sk tha 21 scholar appaintment wil ba fulime, wil beneit the USE spansaring
‘acadamic sapartmant, and will moct tha Deparmant o Siats gudaines 22 cotinad above. *

sits of activity a0 Remats Work Guldsines:

-1 scholars must repart Lo their site of aclivity (USC-based adéness indicaled on the DS-2019)
far the duration of their J-1 2ppainiment. They are nol permitied 1o report 1o 2 non-USC site
(domeslic or international) withoul price authosization fram OIS,

{Research Scholars, Shorl-term Scholars, and Profissars) mey wark remolely
the Fve wioweeh i the USC spansaring deparbment has instiuted portisd
spartved hykrid pragram paricipstion for $e J-1 schobar

By chacking this bax. | authariza the specintment for this 41 scholar at e Uriversily of Sauthem
caltarnia. *

Type Full Mama®

Do norelick on Submir mice.




The department administrator receives an email alerting
them to select “My Current Cases” to complete the final step.

Office of International Services Departmental Services

UPC Camgus includes 151 and ICT

HSC Campus includes CHLA

My Department's Current
My Closed Cases H Cases

Submit DS-2019 Extension Request for
I

pear I — =

The Department Chair/Center Director has approved the DS-2019

extension for J-1 scholar, Please log in to E
the Trojan International portal and click 'My Current Cases.' Then
select the visitor's application to review and submit the DS-2019
extension request to OIS.

My Department's
Employees & Scholars

Tasks

J1 Non-Degree Studant
D5-2019 (Initial and
Transfer) Request

Update Your Contact
Information

Please note: If corrections are required for any of the forms on LS AadNew Ferson
this request, you may see this email more than once. Please
remember to edit/correct and resubmit.

J-1 Non-Degree Student
D'5-2019 Cancelation
Request

J-1 Non-Degree Student
D5-2019 Correction
Request

J-1 Hon-Degree Student
Extenslon Request

J-1 Advising Team

Office of International Services
University of Southern California
https://ois.usc.edu

J-1 Scholar DS-2019
{Initial and Transfer)
Reqguest

J-1 Scholar D3-2019
Cancelation Request

J-1 Scholar DS-2019
Comection Request

J-1 Scholar D5-2018
Extension Request

Special Programs D5-
2018 [Initial) Request

Special Programs
Evaluation Request




Department Administrator Submits Final Submission to OIS

If you haven’t already done so, please review and edit the application sections before Final Submission.

J-1 Scholar DS-2019 Extension Request D 8-2 0 1 9 F | na | S u bm iSSiO n tO Ol S
View/Save/Print E-Form Grouy

+ The USC sponsoring department is responsible for infiating the process

+ The USC sponsaring depariment vill provide the extended invitation letter
+ The J-1 scholar will provide funding documentation if applicable

(") Information Required

Extension request deadline: One month prior o the DS-2019 end date

NOTE: Acceptable fie type is POF under 2MB.

If you see a lock, the form is not yet accessible. Other forms must be completed by either the applicant or the depariment.
cuen recoro: [

All parties must complete each section of this eform to request a D5-2019 with OIS.

Step 1: Department Administrator initiates DS-2019 request -

" D201 Extension for 41 Scholar | confirm that the information submitted by me, the J-1 scholar, the Host Faculty and the Department
" Program Information at USC ' Chair/Center Director (Steps 1-5) is true and correct. *

Step 2: Scholar completes their section of the request -

v

Scholar Information Optional: Please enter any comments that may be helpful for QIS to process the request

+ SUBMITTED }
Financial Information

+ SUBMITTED
Medical Insurance Verification

.+ SUBMITTED

Scholar Submission /
Step 3: Host Faculty reviews/approves request —

SUBMITTED
Host Faculty Approval Signature

Step 4: Department Chair/Center Director reviews/approves request -

+ SUBMITTED

Department Chair or Center Director Approval Signature Save Defaults Submlt

Do not click on Submit twice.

[0 REGQUIRED
DS$-2019 Final Submission to OIS

: ‘Step 5: Department Administrator reviews/edits Step 2 and submits request to OIS -




Applicant and Department Administrator Receive
Email Confirmation For Final Submission to OIS

OIS Processing window begins — 10 business days

Office of International Services

J-1 Scholar DS-2019 Extension Request
Receipt for || G

The DS-2019 extension request for (| as been
submitted to the Office of International Services. The processing
time for this request is 10 business days. If additional information
is required, you will be contacted.

Please note: If corrections are required for any of the forms on
this request, you may see this email more than once. Please
remember to edit/correct and resubmit.

Regards,

J-1 Advising Team

Office of International Services
University of Southern California
https://ois.usc.edu



DS-2019 Issuance

 The DS-2019 for the applicant and their
dependents will be emailed directly to the
applicant and department administrator.

* The applicant prints and signs their DS-2019

(exchange visitors are not permitted to use
digital signatures).

Note:

It is important that the applicant reviews the DS-
2019(s) for accuracy.
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E-form Workflow for DS-2019 Extension Requests for Scholars

1. The request is initiated by the USC department administrator (includes uploading supporting documentation).

2. The request will then be routed to the applicant to complete their portion of the form (includes uploading
supporting documentation).

3. The department administrator will be notified to review/edit and approve the applicant’s submission and
assign the host faculty.

4. Once the host faculty approves the request, the department administrator will be notified to assign the
department chair/center director.

5. Once the department chair/center director reviews/approves, the department administrator will be notified
to complete the final step.

6. The department administrator reviews/edits previous sections and submits to OIS. The applicant and
administrator receive an OIS email confirmation.

7. The department administrator and applicant are emailed the DS-20109.

Notes:

* Sections will remain locked until previous section is submitted. Sections will unlock in the order indicated above.
* Be mindful of processing delays caused by pending approval signatures. Check case status in Trojan International.

* The processing window begins on the business day following submission.



Thank you for your attendance

Questions? Contact Us

OIS Live: Speak with a J-1 Advisor on Zoom

Email: J-1 Scholars - J1scholar@usc.edu

Website: ois.usc.edu

%ﬁ% USC University of
\/ Southern California


https://ois.usc.edu/drop-in-advising/
mailto:j1scholar@usc.edu
ois.usc.edu
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