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Housekeeping
Access to Global Home is only for HR representatives, personnel representatives,
administrative assistants, etc.

● To get access, you must complete the J-1 Application for New Exchange Visitor:
Department Training in REPORTER.

● Faculty, Directors of Graduate Programs, and other staff will not have departmental
access to GlobalHome.

Requesting Access to GlobalHome

Step 1: Request a GlobalHome Account
➔ Go to the “About” section of the OIS website (internationalservices.ncsu.edu) and then

select “GlobalHome”.

➔ Press login and enter your Unity ID credentials.

➔ Select “Department” and request an account.

https://reporter.ncsu.edu/link/courseview?courseID=OGE-OISJ1-DeptTr&deptName=OGE
https://reporter.ncsu.edu/link/courseview?courseID=OGE-OISJ1-DeptTr&deptName=OGE
http://internationalservices.ncsu.edu


Step 2: Departmental Access Request Form
➔ Fill out the department access request form.



➔ Tip: For “campus”, NC State is the only option.

Step 3: Department Access is Pending Review
➔ Once your access is approved, you will receive an email from OIS.

◆ If you get “Access Denied”: This is not common. Please contact OIS at
ois@ncsu.edu if you think this is a mistake.

◆ Tip: Are you in the right place? You may need International Employment and not
OIS. OIS deals with F-1 and J-1 visas for students and scholars. International
Employment deals with employment based visas, such as H1-B.

mailto:ois@ncsu.edu


GlobalHome Services Home Page
On the left side of the screen, click “Departmental Services” to get started.

You can find the following under “Departmental Services”:

● Most types of J-1 Scholar related requests
● Your current and closed cases
● Your department’s current and closed cases
● Update Your Information form

Tip: You may not have the same options on the left as the example photo, this is because
this example is from our test environment.



Adding a Person to GlobalHome or Looking Up A
Record to Begin an Initial J-1 Request

When a person has never been to NCSU
Step 1: Please go to “Add a New Person” on the Departmental Services screen.

Step 2: Under “add new person”, enter your J-1’s information. You will need:
● Last Name
● First Name
● Date of Birth

■ You will want to enter the date of birth in M/D/Y format.
● Be careful of D/M/Y and M/D/Y formats across countries

on official documents!
● Gender
● Email
● Campus is always NC State



Step 3: Choose the application process you would like to begin:
● J-1 Application for a New Exchange Visitor
● J-1 Student Intern Application
● H1-B Applications

○ These are used by International Employment



You will notice that a TEMP ID has been issued, this TEMP ID is only for GlobalHome
access. Do not issue an NCSU ID number. OIS will do this as part of the application
process.

Step 4: Complete the application.
____________________________________________________________________________

When starting an application for a current NCSU student or
someone who already has an NCSU ID number
Step 1: You can skip directly to the “J-1 Application for a New Exchange Visitor” by selecting
“J-1 Application for a New Exchange Visitor”.

Step 2: Input the person’s university ID number and date of birth.



Step 3: Complete the application.



Instructions on How to Complete the J-1 Application
for a New Exchange Visitor

Request Overview Page

Step 1: Complete the J-1 Research Scholar/Short-term Scholar
Category Requirements Form

Once you submit this form, it will be listed as “Pending Office Approval”. You will not be able to
continue in the request process until OIS approves this form. OIS will send an email once this



form has been approved. This email will contain an NC State ID number for the scholar. Once
the form is approved, you may continue filling out the remaining forms in the request process.
The email you receive will look similar to the example below:

Step 2: Complete the forms under the section “Data Collections:
E-Forms to be Completed by Department”



Please prepare the following documents for upload before starting this section:

● Offer or invitation letter
● NCSU funding information

○ For NCSU funding, you can upload the hiring action approval or a letter signed by
HR

● English attestation form (link to form is on GlobalHome in the appropriate section)
● Copy of email from Export Control

The Program Information Form
This form covers information about the J-1 scholar's program and the hosting department.
Information entered here should match information in the invitation letter.

Documents to upload:
● Offer or Invitation Letter
● NCSU funding information

Tips:
● OIS reserves the right to issue an initial DS-2019 with a start date later than

requested if the requested start date is within 45 days of OIS receiving a
complete request.You will need to know whether your department is charging the
scholar a bench fee or not.

● Do not choose “specialist”. NCSU does not sponsor them.
● For the primary objective, be specific but avoid too many technical terms which

prevent a clear explanation of what the J-1 will be doing.
● OIS restricts initial appointments to 1 year when the primary funding source is

personal funds. The proposed end date must match the appointment end date in
the HR system.

● You must enter a fax number.
● While you can save the form as a draft, remember to hit submit once you are

ready to continue in the request process.

English Proficiency
The J-1 Exchange Visitor program regulations require OIS to document that the Exchange
Visitor possesses sufficient proficiency in the English language to successfully participate in his
or her program and to function on a day-to-day basis.

The interview must have taken place within the last six months. If the interview is older than six
months, a new interview must take place prior to completing this form. The interview must also
be performed in English.

By completing this attestation, you are certifying that the Exchange Visitor possesses sufficient
proficiency in the English language as required by the J-1 Exchange Visitor Program



regulations. If you are not the person that completed the interview, please have the interviewer
complete the English Certification for J-1 Programs Form and upload that PDF to this form.

Documents to upload:
● English Attestation Form; linked on the page

Tips:
● Interviews must be done by video conference (Zoom for example) or in person.

Phone interviews are not acceptable.
● The interview must be from within the last 6 months.

Export Control
For every J-1 research scholar, short-term scholar, or student intern you will need to complete a
Visiting Scientist Agreement. Within 48 hours of submitting this online form, you should receive
an email confirming the person’s Restricted Party Screening outcome.

Documents to upload:
● A copy of the email from Export Control confirming the Restricted Party

Screening results for the J-1

Tip:
● You can upload the export control email at any point between the first and last

steps in the request process. Please keep in mind that despite this flexibility,
export control is not optional; the request cannot be submitted without it.

https://internationalservices.ncsu.edu/files/2020/08/English-Proficiency.pdf
https://internationalservices.ncsu.edu/files/2020/08/English-Proficiency.pdf
https://generalcounsel.ncsu.edu/files/2015/06/VisitingScientistN0012187.pdf?index=459&clientKey=525B846AFF2B707E893BABC1656B841E125826C261928D0BAFB6F7C1FF9BAA7E1B06AFFCCA4BEB477C53402F9089B5AE8F5DFE94CE04AB73ECA1F087FF10783E


Step 3: Scholar completes the forms under the section “Data
Collection: E-forms to be Completed by Scholar”

The scholar will be emailed to complete their forms. Departments will also get an email but
without the pin the scholar will use to login to GlobalHome. DO NOT FORWARD YOUR
DEPARTMENT EMAIL TO THE SCHOLAR.

Scholar Forms Overview
Only the scholar should complete these forms. The department should not complete these
forms on the scholar’s behalf. If a scholar has questions or technical issues in GlobalHome with
this process, please direct them to email OIS at ois@ncsu.edu.

Personal Information
This form is where the scholar details their biographical information and previous immigration
information.

● Documents to upload:
■ Resume/CV
■ Passport bio page

Scholar Dependent Information
Only a lawful spouse and unmarried children under the age of 21 who are not U.S. citizens or
were not born in the U.S. are eligible for J-2 dependent status. Parents, siblings, children over
the age of 21, servants, common-law spouses or paramours and other friends or relatives are
not eligible for J-2 dependent status. This form is where a scholar would indicate whether they

mailto:ois@ncsu.edu


plan to bring dependents or not. Multiple dependents means the scholar should do multiple
dependent forms.

● Documents to upload:
■ Dependent passport page

Scholar Program Information
In this form the scholar will indicate their program objectives and activities.

Scholar Transfer In Information
If a scholar is transferring in from another institution, they will indicate that in this form.

Scholar Funding
The scholar will upload their funding information here.

● Documents to upload:
■ Proof of funding

● Funding documents must be in English (if not in English, include
an English translation performed by someone other than yourself),
on institutional letterhead, dated within the last 6 months, and
indicate a specific amount of funding.

● For funding documents in which a range of funding is given (such
as $1400 - $1800), OIS will use the lower amount of the range
when calculating the funding.

Scholar Confirmations (category, health insurance)
The scholar will confirm their understanding of their category and health insurance
requirements.

Export Control Revisited
You can complete this step now before the final step if you did not do so after the first step.
Regardless of when you complete the step, please note export control is a required step.

Step 4: Upload of Signatures
Once the scholar completes their portion of the request process, the department will receive an
email that they can complete the department portion of the request.

You will use “View/Save/Print E-Form” and “Signature Page” to route around the department for
signatures and then upload the signature page as a PDF file in GlobalHome.

https://internationalservices.ncsu.edu/files/2021/02/Ds-2019-Request-Signature-Page.pdf


Finished! You did it!

10 business days from submission of a completed request is the processing time for OIS.

Corrections
If you need to correct information in a form or submit additional documentation, there will be an
optional step under all J-1 Scholar requests to do so. Please follow the directions below.

Only department representatives will have access to this form for corrections or submitting
additional information. Scholars cannot make corrections themselves.

When should you utilize the corrections form? Please complete this form in the following
situations:

● You made an error in a previous form in your application that needs to be corrected.
● The scholar made an error that needs to be corrected.
● OIS requires more information or documentation to approve part of the application (such

as funding documentation).
● A supplemental or corrected offer letter needs to be submitted.

Process:
➔ To find your forms in processing for J-1 Scholars, please click “My Current Cases” under

“lists”.



➔ Go to the appropriate request you are in the process of completing or have completed.
➔ Click “+ Add New J-1 Scholar Corrections Form” at the bottom of the page.

➔ Select the purpose of the form.
◆ Purpose 1: Submit additional documentation

● Please use the dropdown menu to select the type of information you are
submitting.

● You will be able to upload one document at first.
○ If you need to upload more, please select yes for “Do you have

additional documents to submit?”
○ You can submit up to five documents.

◆ If you need to submit more than this, you can submit
multiple requests as needed.

◆ Purpose 2: Correct information in a form
● Please use the dropdown menu to select the type of information you are

submitting for correction.
● Select the information to correct.
● Type in the correct information.

○ You may be asked to upload applicable forms if necessary based
on the type of information being corrected. An option to upload
these forms will appear dependent upon the requested
information.

➔ Hit submit.

Troubleshooting
Tip: OIS has a handy FAQ here.

● I made a mistake on my form.
○ Please refer to our “Corrections” section.
○ If you need to submit other types of corrections, such as a deferral or

amendment, please see the “Instructions on Other Scholar Processes” section.
○ For any other issues, please reach out to OIS at ois@ncsu.edu.

● We issued an ID number before OIS did.
○ You will need to let OIS know immediately what the ID number is.

https://internationalservices.ncsu.edu/globalhome-for-departments/
mailto:ois@ncsu.edu


● Our person with access to GlobalHome in our department is leaving or will be going on
leave.

○ It is always good to have a back-up person with access to GlobalHome. These
back-up representatives should also complete the training in REPORTER.

● The scholar cannot access the form.
○ This is usually because of one of the the follow issues:

● Did the department forward the email without the access pin?
Again, you do not need to forward the scholar any emails. They
will receive an email with their pin and log in information.

● The correct information was not entered on the add new person
form.

○ Sometimes the incorrect birthday is entered or the
incorrect email address is entered.

■ Please make sure the birthdate you enter is correct.
Remember some countries list birthdates as
day/month/year, not month/day/year.

○ If this information is entered incorrectly, the scholar will not
be able to log in.

● Did the email go to the scholar’s spam?
○ Suggest the scholar check their email spam folder.

○ If the scholar is still having issues, they can contact OIS at ois@ncsu.edu.

mailto:ois@ncsu.edu


Instructions on Other Scholar Processes

Home Screen
The five processes you may need are listed under “tasks” on the Department Services landing
page. Please note that the department does these forms. Scholars do not have access to these
forms and any information needed from a scholar, such as funding details or insurance details,
will need to be sent from the scholar to the representative submitting these forms.

Once you choose the appropriate form, enter the scholar’s university ID and birthdate to begin.

Scholar Deferral

Complete this form to request a new DS-2019 document for your scholar if they cannot arrive on
campus and check in with the OIS office within 30 days of their current start date.

Process:



➔ Click “start a new request”
◆ If you already started a request, but did not submit it, it will say “in progress”.

➔ Please enter the new program dates.
➔ Please enter updated funding information.

◆ If there are no updates to funding, please upload the original funding information.
**If the original funding documents were issued more than 6 months ago or have
a "must arrive by date" that the scholar will not be able to meet, you will need to
upload updated funding documents.**

➔ Optional: Provide a shipping label.
◆ Submitting a shipping label through this form is helpful for the DS-2019 to be sent

out on time. However, this step is optional in the form and arranging for a
shipping label can be completed later if necessary by emailing the label to
ois@ncsu.edu.

➔ Hit submit.

Scholar Visit Cancellation

You will use this form to indicate an incoming scholar's visit with NC State University has been
canceled for any reason (either by the department or by the scholar themselves). This form can
only be used prior to arrival.

Process:
➔ Click “start a new request”

◆ If you already started a request, but did not submit it, it will say “in progress”
➔ Confirm by checkbox that the scholar has been informed their visit will be canceled.
➔ Provide reason for cancellation.
➔ Hit submit.

Scholar Amendment

This form is used to amend the below information for the scholar:

● new site of activity
● change in pay amount or pay status (e.g. unpaid to paid)
● change in hours
● new supervisor
● incidental employment

Please submit this form before any changes come into effect.

Process:

mailto:ois@ncsu.edu


➔ Click “start a new request”
◆ If you already started a request, but did not submit it, it will say “in progress”.

➔ Please check the boxes that apply to the situation.
◆ Multiple boxes can be checked if necessary.
◆ If you are unsure about incidental employment, please see our information page

here.
● A common example of incidental employment includes conferences and

receiving honorariums.
➔ Provide an explanation in the appropriate field.
➔ Provide the date the change will be effective.
➔ Upload any proof required, such as proof of funding.
➔ Hit submit.

Scholar Extension

An extension is necessary when the J-1 Exchange Visitor needs more time to complete his/her
original program objective or research project. Any extension must still fall within the Exchange
Visitor's maximum length of stay for his/her J-1 category. Please submit this at least 30 days
before the scholar’s program's end date. All forms will be completed by the department. The
scholar does not have access to this form group.

As a reminder…
● J-1 Research Scholars/Professors may stay up to 5 years
● J-1 Short-Term Scholars are eligible up to 6 months
● J-1 Student Interns are eligible up to 12 months

The extension process require the following information:
● Documents to upload:

● Proof of new or continued funding that covers expenses for the scholar and any
dependents for the entire length of the proposed extension

○ OIS funding requirements:
■ $2000/month for the J-1 principal
■ $900/month for the first J-2 dependent (spouse or child)
■ $500/month for each additional J-2 dependent (spouse or

child)
■ Additional proof of funding for bench fees, if applicable, will

be necessary in addition to the monthly costs.
● New offer/invitation letter for the new time period
● Proof of both current and future health insurance for the J-1 and any J-2

dependents. Future insurance must extend at least six months into the extension
time period or until the end of the extension period, whichever is less.

● Upload of Signatures

https://internationalservices.ncsu.edu/visiting-scholars/j-1-employment/


Process:
➔ Please review the maximum length of stay for each type of J-1 visa.

◆ J-1 Research Scholars/Professors may stay up to 5 years
◆ J-1 Short-Term Scholars are eligible up to 6 months
◆ J-1 Student Interns are eligible up to 12 months

➔ Enter the current end date and the proposed end date.
➔ You will be asked about the 212(e) two year home residency requirement for the scholar.

If you are unsure about this, please contact OIS.
➔ Describe the primary objective and activities for the visitor.

◆ Research objectives cannot be changed in the middle of a program.
➔ Enter position information.
➔ Upload a new offer or invitation letter.
➔ Hit submit.

◆ Tip: If all the forms in the series are not yet submitted, the submit button will not
appear.

Scholar Completion

This form is submitted by a department when a scholar completes their program, either by
leaving the US or transferring to another university. The scholar is expected to do their own
departure form and transfer out forms separately.

Process:
➔ Click “start a new request”

◆ If you already started a request, but did not submit it, it will say “in progress”
➔ Enter the last date of employment for the scholar.
➔ Certify that the next two checkboxes apply to the situation.
➔ Hit submit.



Which Is Best? Flowcharts

Scholar Amendment, Deferral, or Cancellation Form



Scholar Extension or Completion Form


