
Welcome to PISA
Purdue International Scholar Assistance 

(Units with Department Contacts)



The “ISS” work previously done by 

your Departmental ISS Liaison 

has moved to

Purdue International Scholar Assistance 

(PISA)

in the International Scholar Services office
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Topics

• What is PISA?
• What are the Services PISA provides?

• And what Services does PISA not provide?

• How to work with PISA
• Where to find resources
• How to submit requests
• Who does what between PISA, ISS and the Department Contact

• Quick Tips for effective, efficient relationships
• How to ask questions or receive assistance
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What is PISA
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Office of International Students and Scholars

International Student 
Services International Scholar Services

Immigration Counseling Purdue International 
Scholar Assistance (PISA)

Supports internationals holding 
scholarly or professional appointments/roles 

at Purdue or Purdue affiliates, and their host units

Leverages knowledge & 
training of US immigration 
rules, agencies and trends

Leverages knowledge & 
training of Purdue policies, 

systems and organization, and 
our surrounding community

supports internationals enrolled at Purdue in 
degree or certificate programs, at any level; 

or incoming “Study Abroad” students
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• College is assigned specific PISA Specialists
• Actual human beings 
• They will learn the College and you can get to know them

• Deliberately Expansive Access
• Eliminating / reducing use of MyISS by our customers
• Expanded web resources
• Outreach and information sessions

• Recurring outreach presentations online and in-person
• “How to host an international postdoc”
• “How to Invite a Visiting Scholar”

• Availability
• In-person “local” office time on rotating basis 
• In-person “ISS” office time (check-ins, arrivals, etc)
• Virtual “on demand” meeting times 

Purdue International Scholar Assistance (PISA)
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History
20

21

Proposed PISA 
concept to 
university 
leadership (then-
EVPRP, Office of the 
Provost, Finance, 
Deans, Department 
Heads, and others) 20

22

Feb / March
•Full university approval 

for PISA
June
•First hire; PISA officially 

launched
October
•Adoptions of academic 

and administrative units 
begins

December
•Initial public meetings 

discussing 
implementation

20
23

Jan – June
•Adoptions progress; 

more than two dozen 
presentations discussing 
/ explaining adoption; 
negotiations / 
discussions with College 
leadership; majority of 
university adopted by 
July 31, 2023

20
24

 A
Y

PISA is fully 
implemented
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PISA Services
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What are PISA Services?
• PISA is not the same as the former ISS Liaison role

• Almost all ISS Liaisons wore multiple hats
• “ISS Liaison” work was layered within other duties and 

roles
• Dividing line between “ISS Liaison” and other Departmental 

responsibilities was not always clear

• PISA 
• Provides the administrative support required for 

requests to the International Scholar Services team for 
immigration support (research / work visas, permanent 
residence, etc.)

• Ensures compliance with Purdue policies and procedures 
of partner offices

• Works to create a welcoming environment for the 
international by facilitating 

• an efficient ISS experience and 
• a comfortable transition to Purdue
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What are PISA Services

Da
ta 

/ D
oc

um
en

t C
oll

ec
tio

n • Receives “intake forms” from 
units that provide core data about 
situations and internationals

• Works with units to reconcile 
questions, irregularities or 
concerns about details / requests

• Submit requests to MyISS based 
on the intake details based on 
the intake details

• Monitors requests to ensure 
advancement; responds to 
counselor questions as needed; 
develops supporting documents 
as needed

• Prepares requests for checks for 
payment of USCIS government 
fiing fees, foreign education 
evaluations, etc., and submits to 
host/hiring unit’s Business Office 
for processing

Do
cu

me
nt 

Ge
ne

ra
tio

n • Visiting Scholar invitation letters 
• Support letters for USCIS 

petitions
• Support documentation for 

permanent residence processes
• Employment Verification letters 

for travel

J-1
 S

ch
ola

r a
rri

va
ls • Works with J-1 scholars from the 

issuance of DS-2019s to arrival 
on campus to ensure progress 
through visa processing; submits 
‘delays’ as needed

• Submits R4P / DirectHire to 
ensure scholars are “in” 
necessary systems early, to 
support arrival

• Performs “check-in’s” for  arriving 
J-1 scholars to ensure prompt 
validation in government 
systems; orients scholar to 
campus resources

Sc
ho

lar
 w

ell
ne

ss
/ c

om
pli

an
ce • Engages in outreach and spot-

checks for scholar wellness, 
departmental support, 
immigration compliance

10/2/2023 Welcome to PISA 10



What PISA is not…
• PISA is NOT

• Export Control
• We have no control over screenings / RPS by the Export Controls Office
• We are a customer of their services, just like you

• Human Resources
• We have no input into Purdue’s compensation structure, job families, position descriptions, etc.
• We comply with the rules, procedures and policies set down by our partners in HR

• Payroll / Tax
• We have no access to Purdue’s payroll system
• We are not tax experts (what the tax situation might be for different internationals in different situations)

• Global Support
• We have no knowledge of whether non-US persons are permitted to work in other countries (under that other country’s rules)
• We have no knowledge of what the impact of having a Purdue employee in that “other country” might be on Purdue

• Immigration Counselor
• PISA are subject matter experts on Purdue policy, systems, and the administrative process underlying requestions with the 

International Scholar Services team
• PISA cannot provide guidance on immigration-specific topics. IN other words, while PISA can recommend a category of 

immigration benefit and provide data and guidance about what is needed to initially request it, PISA cannot provide guidance 
on legal topics WITHIN that immigration benefit 
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Who Does What, within a given ISS Request?

10/2/2023 Welcome to PISA 12

Department Contact PISA Counseling Team
• Understands internal Department stakeholders 

(Office of the Head, Business Office, Employment 
Center, Payroll Center, etc.)

• Understands Purdue policies, campus systems 
and processes, and International Scholar 
Services procedures, services and needs

Understands US laws, agency policies, procedures 
and adjudicatory trends, and Purdue policy

• Selects the correct Intake Form from the online 
Resource Page

• Works with the Host / Hiring Manager to collect 
information

• Works with other Department offices to collect 
information

• Collects required approvals (either external 
documents/emails or signatures to the Intake 
Form)

• Submits all required documents and information 
to PISA

• Receives and answers/routes questions from 
PISA

• Conveys questions from the Department / host / 
hiring manager to PISA and clarifies/relays 
responses

• Selects the correct IntlScholar Service for the 
request received, based on the documents and 
Intake information

• Works with the Department Contact to clarify 
any missing or inconsistent information

• Works with the international to collect 
preliminary information

• Ensures required approvals are in place, based 
on the appointment category

• Submits all required documents and information 
to MyISS

• Receives and answers/routes questions from 
IntlScholar Counselors, and from Department 
Contacts

• Verifies eligibility / suitability for the requested 
immigration classification based on the full scope 
of details and documents obtained via MyISS

• Works with PISA, the Department Contact, 
Business Office, and/or Host/Hiring Manager to 
clarify any missing or inconsistent information

• Works with the international to collect missing 
or additional information or documents

• Ensures required approvals / screenings are in 
place, based on the appointment category

• Develops government paperwork, legal 
arguments, or other forms based on the 
immigration classification in question

• Receives and answers/routes questions from 
PISA, Department Contacts, host/hiring manager, 
and others

• Accesses shared report to monitor case progress
• Receive quarterly reports from PISA

• Prepares and shares report(s) 
• Provides case status updates on demand

• Provides case status updates on demand

Collaborative Process to verify the correct process is selected and advanced efficiently

Collaborative Process to finalize the immigration paperwork needed and close the request



How to Work with PISA
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How to Work with PISA

If you are a Department 
Contact
• Everything begins with the 

website
• https://www.purdue.edu/ip

pu/iss/
• What you will find there:

• ISS Procedures
• Intake Forms
• Timelines for different 

requests
• ISS Fees and other Costs

If you are an international 
(faculty, staff, postdoc, 
scholar) 
• Everything begins with the 

website
• https://www.purdue.edu/ip

pu/iss/
• What you will find there:

• Details about different 
immigration classifications

• Information for all stages of 
arrival / stay / departure

• Information about your 
immigration and other 
documents, and how to 
submit requests to PISA / 
ISS
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If you are  host / hiring 
manager
• Everything begins with the 

website
• https://www.purdue.edu/ippu/

iss/
• What you will find there:

• Who your Department Contact 
is

• Steps and Timelines for 
different requests

• ISS Fees and Costs

https://www.purdue.edu/ippu/iss/
https://www.purdue.edu/ippu/iss/
https://www.purdue.edu/ippu/iss/
https://www.purdue.edu/ippu/iss/
https://www.purdue.edu/ippu/iss/
https://www.purdue.edu/ippu/iss/


ISS / PISA Website
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Scholar Services MyISS

Click on 
“Scholar 
Services”



ISS / PISA Website
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Immigration 
Information

Information Specific 
to different 

appointments

Information about 
transition / travel

Information for Hosts and Hiring Units
(How to work with PISA / ISS)

Click on 
“Working with 

PISA”



ISS / PISA Website
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Sign up for Email Communications

All campus units

Specific Details, by Appointment Category

(How to work with PISA / ISS)

Update contact information within the College



How to Work with PISA
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How to Work with PISA
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How to Work with PISA
Step-by-Step
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Step 1: Access Your College / Division Resource Page
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Find your College / Unit Units with a ˅ symbol have a Department Contact list that can be accessed here, or 
on the main Resource Page



Step 2: Find Your Department Contact
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Click here to go to the College Resource Page



Step 1(b): If you a Host / Hiring Manager
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Timelines and Overview of Procedures, 
by Appointment Category

Quick Links within the ISS Site



Step 1(b): If you are the Department Contact…
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Quick Links to Common PISA Items

Quick Links to Intake Forms only

Timelines and Overview of Procedures, 
by Appointment Category

Quick Links within the ISS Site

…and Intake Forms,
by Appointment Category



Step 2: Click on the Appointment Category of interest
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Our Example Situation will be a J-1 Visiting Scholar

Click on “Quick Summary”



Step 2: Click on the Appointment Category of interest
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Our Example Situation will be a J-1 Visiting Scholar

A new Browser Tab 
opens for the main 

PISA webpage

Click on the 
Appointment 
Category for 
information about
• The visa 

classification
• Timeline
• Required 

Documents
• When to contact 

PISA

Scroll down for 
more information

Information about 
the limits and 

permissions of the 
appointment (with 

respect to 
internationals)

Detailed workflow / 
timeline



Step 2: Example – detail about Timelines and Workflow
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Our Example Situation will be a J-1 Visiting Scholar



Step 2: Click on the Appointment Category of interest

10/2/2023 Welcome to PISA 28

Our Example Situation will be a J-1 Visiting Scholar

Click on the Intake Form



Step 3: Access and Complete the Intake Form
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Our Example Situation will be a J-1 Visiting Scholar

A new Browser Tab opens with 
the Adobe pdf Intake Form

Units with Department Contacts will be guided 
through the completion of the Intake Form by that 
Department Contact.
The Form combines information from
• The Host
• The Business Office
The Form lists the required approvals at the bottom. 
These can be provided by
• Including signatures (wet, Docu-Sign, or Adobe)
• Attaching external documents evidencing 

approval and checking the box to indicate that 
you are doing this

Approvals



Step 3: Access and Complete the Intake Form
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Our Example Situation will be a J-1 Visiting Scholar

The Form begins by requesting information about the general situation



Step 3: Access and Complete the Intake Form
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Our Example Situation will be a J-1 Visiting Scholar

It then asks questions relating more specifically to the desired J-1 status



Step 3: Access and Complete the Intake Form
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Our Example Situation will be a J-1 Visiting Scholar

…and then asks about the proposed plan for the visit…

Whether a scholar’s activities are on or off campus is very important!!



Step 3: Access and Complete the Intake Form
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Our Example Situation will be a J-1 Visiting Scholar

And finishes by collecting information required for regulatory or Purdue policy purposes

NOTE: This 
particular College 
has an additional 
approval row, 
unique to its own 
internal 
administrative rules



Step 4: Submit the Intake Form to PISA
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Our Example Situation will be a J-1 Visiting Scholar

The instructions for the Intake Form are at the top of the page

Intake Forms should be sent to PISA only once fully completed.
Send one email with all items:
• Completed Intake

• Attached approvals, if the Intake does not include signatures in Rows 13 onwards
• Any additional documents you think are relevant

• “Pre-invitations”
• Email to PISA@Purdue.edu or your assigned PISA Specialist

Intake Forms collect enough information for PISA to categorize and launch the request.
MORE information and documents always will be needed, and must be provided direct from the source

mailto:PISA@Purdue.edu


Step 5+: What PISA Does Next
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Our Example Situation will be a J-1 Visiting Scholar

1. Confirm receipt of the Intake
2. Email/Filelocker the Scholar with their intake form, and request 

return via Filelocker link along with the Scholar’s CV
3. Review the information, once collected in full, for consistency of 

responses, missing details, etc.
• If information is missing or the Intake Form is incomplete, PISA must follow up 

to collect the omitted details

4. Submit to MyISS



Step 5+: What IntlScholars Does Next
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Our Example Situation will be a J-1 Visiting Scholar

When a case is received into MyISS
1. This triggers emails with hyperlinks to MyISS eforms requesting additional details or documents, to-

1. The host faculty member (or hiring manager, for other types of requests),
2. Business Office,
3. Others within the Department

2. The information must be provided by the host or hiring manager. It cannot be provided by a third party. 
3. PISA / Intlscholars monitors the case for advancement

• We know the world has too many emails already
• PISA / IntlScholars will send follow-ups if eforms seem to be stuck

4. Once the eforms are all submitted, the case goes to clerical review within the IntlScholars team
• The clerk might identify remaining details that require clarification or documentation, and if so will send requests relating to 

these omissions
5. Once the clerical review is complete, the case goes to an International Scholar Services counselor

• The counselor might identify remaining details that require clarification or documentation, and if so will send requests relating 
to these omissions

• If everything is complete, the counselor will generate the immigration paperwork in question (in this example, the DS-2019)



Step 5+: But Wait! There’s More!
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Our Example Situation will be a J-1 Visiting Scholar

There is still much work to do even after the DS-2019 is issued
1. The clerical team issues an electronic DS-2019 to the scholar
2. The Scholar then moves onto a tracker for arrival at Purdue and is monitored for progression along that 

tracker
1. Receipt of the DS-2019
2. Visa Processing
3. Insurance
4. Scheduling of travel
5. Arrival

3. PISA reaches out to the Scholar (and Department) throughout this transition
1. 90 days out – initiates the “Visa and Travel Plans” process in MyISS for the scholar to facilitate the collection of travel 

information and documents
2. 60 days out – verifies that the visa appointment is scheduled
3. 30 days out – verifies the program dates once again with the scholar and host
4. 21 – 29 days out – submits R4P / DirectHire for the Scholar
5. 14 days out – verifies that all documents and information is received. If so, transmits a scheduling link to the Scholar to 

register for checkin on arrival
6. Arrival – meets with the Scholar in-person, completes Checkin, which in turn facilitates the IntlScholars validation of the 

Scholar in the government database SEVIS



Tips for Working Effectively with PISA
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Do’s and Don’t’s for Working with PISA

DO!
• Utilize the Website for information

• Especially the College Web Resource Page
• Access the current Intake Form from the 

website to begin your request
• If you have questions about which Intake to use, 

email PISA to ask first!
• Send ONE email with the Intake Form and any 

attachments, documents or other 
information

• Ensure PISA is aware of your timeline or other 
needs

• And understand the default timeline for your 
request, from the ISS website “Quick Summary”

(Please) Don’t!
• cc PISA on email communications within the 

department while accumulating information 
or documents for the Intake

• Send incomplete Intake Forms
• Omit required documents, approvals or 

information
• Email for status updates more often that the 

default timeline/workflow for your request 
moves, or more frequently than PISA default 
response times

• If the case appears stuck or overdue and you 
urgently need an update, consider using a virtual 
meeting time
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Do’s and Don’t’s for Working with PISA

• Be collaborative with PISA
• Like you, PISA’s goal is to move through the request as quickly as possible, and to 

support the international and the department to the best of our abilities
• Be patient / be kind

• This is an entirely new administrative structure, and as anticipated/discussed in 
Spring, there are inevitably growing pains when an institution undertakes this sort of 
change. Please recognize that we are all navigating the transition together

• Be supportive
• Provide full information
• Follow the procedures online and in this presentation
• Help PISA to help the international and the department in their goals
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DO!



How to Ask Questions
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Click on 
“PISA” Click on 

“How to 
Reach 
PISA”

Contact PISA 
through email, 
phone or meeting



How to Ask Questions
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• To ensure the most efficient response, include the following information (if asking 
via email: 

• In the Subject Line:
• The full name of the international for whom the request is being submitted

• At the TOP of the email:
• The full College / Department name
• Whether the question is being asked on a “RUSH” basis or not, and if it is RUSH, why

• In the body of the email
• Ask the question clearly

• If you are forwarding an email chain, copy and paste the question(s) at the top of the email.
• If possible, don’t make the PISA Specialist rummage through an endless number of emails, some of 

which might have no relevance to the issue at hand
• At the bottom of the email

• Your full contact information
• The email address to which you want a response
• Your phone number, in case we need to talk through the question before we can respond
• Your availability, if you are going to be out of the office or otherwise inaccessible for a time



ISS and Department Contacts
• We understand the role of Department Contacts is new

• And we understand there is uncertainty about what the role means
• The original vision for PISA did not include the concept of Department Contacts

• This was a compromise to address specific interests of a handful of Colleges
• PNW is the model on which the “Department Contact” idea was based

• We know many former ISS Liaisons were looking forward to focusing on their 
‘real’ jobs and that serving as a Department Contact was not envisioned when 
PISA first was discussed

• ISS has confirmed that – for those units utilizing Department Contacts, we have the 
option to

• Discuss Department Contact contributions with the College leadership during bi-annual reviews of 
services

• Contribute to the individual’s performance review (through the “360” process), when Department 
Contacts’ contributions are particularly noteworthy
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ISS Fees
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ISS Fees

• The 2023-2024 ISS Fees are posted on our 
website, along with all other fees and costs 
that might arise as part of a request

• The ISS Fee rates are in effect for all cases 
as of September 1, regardless of whether 
an ISS Liaison submitted the case
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ISS Fees 

• When PISA receives a request (receives the 
Intake Form), they will transmit to the 
department a Fee and Filing Statement

• Confirms the case details 
• Confirms the case type (J-1 Research Scholar)
• Confirms the costs

• ISS Fee
• Other costs
• Government Fees if any
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Fee and Filing Statement
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In this example, the Statement is showing that a request for a J-1 
Visiting Scholar will involve an ISS Fee of $300, plus shipping costs of 
approximately $35

Row 5 explains that rush / premium processing fees apply only to 
USCIS cases, which a J-1 Visiting Scholar request is not. There 
therefore is no rush fee for J-1 Visiting Scholars

Row 6 explains that by continuing the request, the department is 
agreeing to the fees, to preparing the immigration paperwork using the 
information provided, and to submitting that information to the 
government as needed.



Fee and Filing Statement
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In this example, the Statement is showing that a request for an H-1B 
request will involve an ISS Fee of $1250, shipping costs of ~$35, and 
government fees of up to $3,460

Row 5 explains rush / premium processing fees apply only to USCIS 
cases, which includes H-1B requests.

Row 6 explains that by continuing the request, the department is 
agreeing to the fees, to preparing the immigration paperwork using the 
information provided, and to submitting that information to the 
government as needed.



Feedback
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Feedback

• Our office understands there is a lot of transition 
occurring, on campus and within your unit

• ISS and PISA are hopeful that this early adoption will alleviate 
some of the stress of the other transitions

• We are in essence using the bridge while we still are 
building it

• We encourage and appreciate positive feedback that will 
enable us to provide better service

• While ISS and the new PISA team are perfectly capable 
and perfectly enthused…

• In all likelihood, there will be moments that will not be 
perfectly perfect

• Please bear with us as we learn and grow
• In the end there will be a system and service that will be well 

worth a few intervening bumps
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Questions?
If you have questions, please email pisa@purdue.edu or thomp557@purdue.edu 
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