DRAFT University of Maine System
Student Administration Process

Foreign Nationals Data

Visa/Permit Data

Description

The United States has regulations for permitting foreign students or employees to study, work, visit, or
reside here. This script will describe how to use the Visa/Permit Data page to track information on the
visas and permits required in order for individuals to work at, visit, or attend your institution.

Process Steps

Navigation:

Campus Community > Personal Information (Student) > Identification (Student) >
Citizenship > Visa Permit Data

Student Admissions > Application Maintenance > Maintain Applications >

Add/Update Person (Visa/Permit Data )

Step 1: The Visa/Permit Data Search Page

Follow the first navigation path listed above to bring up a Search Page. Enter information required to
locate the student in the database.

Visa Permit Data
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Yalue
EmpliD: Ihegins with *I 0086330 Q

Academic Career: I:_;l | Undergraduate j
National ID: [begins with =]
Campus ID: IW
Last Harme: IW
First Hame: IW

[ Include History [~ Correct History | Case Sensitive

Search | Clear | Basic Search Save Search Criteria

1.1 Entering Search Criteria
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1.1.1 EmplID: If you know the student's EMPLID, enter it here. This is the most efficient way to search
for a student.

1.1.2 Academic Career: This is not required, but enter it if known.

1.1.3 National ID: If you know the student’s National ID humber (Social Security Number for USA,
Social Insurance Number for Canada), enter it here.

1.1.4 Campus ID: The University of Maine System is not currently using the Campus ID.
1.1.5 Last Name: You can enter a portion of the last name as search criteria.

1.1.6 First Name: You can enter a portion of the first name as search criteria.

1.1.7 Click to continue or to have the system clear all of the text boxes so you can
start again.

Step 2: Entering Visa/Permit Data

After searching, you will be presented with the Visa/Permit Data page. On this page, you can track
multiple visa or permit types and the effective-dated history for each visa/permit type for the individual.
You can also track documents that are required for the issuance of the visa or permit.

By adding effective-dated rows to the Visa/Permit History section, you can track the progression of a visa
or permit application (e.g., applied, granted, renewal).

2.1 You must first enter the country for which you wish to track a visa or permit. Use the lookup
function, ﬂ to locate the country code. This should always be USA.

2.2 After you tab-out of the field, you can enter the visa type using the lookup function, ﬂ to locate
the visa types available for the country you are using.

2.3 Tab-out of the Type field and click on Get Supporting Documents

documents at the bottom of the page.

to populate the list of required

2.4 Enter all relevant information in the Visa/Permit Data and Visa/Permit History sections:

Effective Date

Enter the date when the visa or permit is effective or the date when the information should
become effective in your database.

Number

Enter the issuance number from the individual's official visa or permit.

Status

The status (Applied, Granted, Renewal, or Renewed) of the official visa or permit.
Status Date

Enter the date of the status. The default status date is the system’s current date. You can
override this date.

Duration

Specify the length of time during which the visa or permit is valid. Enter the number in the first
field and specify the period, Days, Months, Terms, or Years in the second field.

Issue Date
Enter the date of issuance from the individual’s official visa or permit.
Date of Entry into Country
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Enter the official date when the individual entered your institution’s country.
Expiration Date
Enter the date when this individual’s visa or permit will expire. The system calculates the

expiration date based on the specified duration and the date of entry into the country. You can
override the system-calculated date.

Issuing Authority
Enter the name of the agency or authority that issued the official visa or permit.

Issue Place
Enter the name of the location where the official visa or permit was issued.

25 Supporting Documents Needed — A pre-defined set of documents will appear in this section.
You can modify this list of documents based on your university business procedures. You may
also choose to leave the requested and receive dates blank.

IMPORTANT: For F-1 Student Visas you must always overwrite the 1-20 ID document with the
appropriate institution issued I-20 document, which identifies the school for which this visa or
permit is being issued. Tracking this document allows the user to know the Institution for which
the visa has been requested or issued.

Code |[Institution

AO01 UMA lIssued 1-20
Fo1 UMF Issued I-20
101 UMPI Issued I-20
K01 UMFK lIssued I-20
M01 UMM Issued 1-20
001 UM lIssued 1-20
PO1 USM lIssued I-20
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Visa/Permit Data

Paul Bunyan

Visa/Permit Data

*Countny
“Type:
Classification:
*Effective Date:
Humber:

Issue Date:

Issuing Authority:

Issue Place:

[-20 1D
Linexp
I-94

Fart of Entry Data

LISA

Wisa

12032005 [=)

12574345

El

Date of Entry into Country: Gl

F-1 Student Visa

*Status:

Duration:

Expiration Date: E‘J

0066230

—

First E 1af1 E Lazt
[#][=]

Get Supparting Documents |

*Status Date:  |121372004 El
Buration Type: IMDth v|

This student has

Supporting Documents Needed

*Document 10 Description

Social Security Mumber

ired Passport

Current Wisa

Customize | Find | i

Request Date

o
12113i2005 [
2132005
12/13i2005 [
12013i2005 [

applied for an F-1, by
receiving a valid 1-201D
g from the Admissions
Office.

121312005 [5] H =
I F =
[ 8 FH =
[ F =

ort of Entry Diata

Records.

tab will not be used until SEVIS functionality is implemented as part of Student

2.6 Click @l when you have entered all of the required information.

Step 3: Modifying Visa/Permit Data

You can add effective-dated rows to track the progression of a visa or permit for a person.

3.1 Add a new effective-dated row in the Visa/Permit History section by clicking on thel*+].
3.2 Enter the appropriate information for the changes to the visa/permit data in the new section.
Notice that the Expiration Data will automatically update based on the date of entry into the

country. You can override this date if needed.

3.3 Update the Supporting Documents section if you have received additional documentation
regarding this visa or permit.
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Faul Bumyan noeEaa0

This student has
arrived in the U.S. and
been granted an F-1
ind Vvisa for four years.

VisaPermit Data Finmd | Wiew Al
*Country: Usa S gp

*Type: F-1 Q& F-1 Student“iza

Classification: Wisa

*Effective Date: 01/0312006 [

Numhber: |1 2574345 *Status: *Status Date: lm@
Issue Date: Im E Duration: 4.0 *Duration Type: Im
Date of Entry into Country: 010372006 [ Expiration Date: [ E

Issuing Authority: S CIS

Issue Place: \Boston, MA (Logan)

Supporting Documents Needed Custarmize | Fing | i Fir=t E| 15 of & E| Last

’W Description II'-'.E— Date Received I_I_
lﬂmiO\ Social Security Mumber Iilzﬂ IiEﬂ (=]
o4 Q 201D 1201312005 [5 1201312005 [5) [=]
IDDBiQ‘ Unespired Passport Im@ m&’ﬂ =]
LS S T 127132005 [ [01/03r2006 5 =
IFQ Current Visa Im@ IMEQ =]

2.6 Click @I when you have entered all of the required information.

Source Documents
The 120, Passport, SEVIS, VISA

Security Roles

Designated admissions officers and whoever processes SEVIS forms.

APPROVED and TESTED by Admissions and Campus Community Team on January 11, 2006.
Conferred with HR on the supporting document.
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