
Welcome to PISA
Purdue International Scholar Assistance

International Scholar Services 



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 and ISS

• 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

2/20/2024 Welcome to PISA 4

International Scholar Services 
now comprises BOTH a 
counseling team and a 

Scholar Assistance team. 
These two teams work 

together, representing ISS, to 
move your requests from 

“idea” to “arrival”.



• Each College is assigned one or more Specialist(s)
• 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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PISA Services
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What are PISA Services?
• PISA 

• Provides the administrative/clerical support 
• Required for requests to the International Scholar 

Services team for immigration support (research / 
work visas, permanent residence, etc.)

• They bridge between departments and the ISS 
Counseling team that provides the legal / 
immigration processing of requests, on behalf of our 
international faculty, staff, postdocs and scholars

• 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 
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ec
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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 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
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What PISA is not…
• PISA is NOT

• The ISS Counselors
• PISA provides administrative/clerical support to “intake” requests, but immigration-focused questions must continue to be directed to 

our International Scholar Services Counselors
• Export Control

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

• Human Resources
• ISS has 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
• ISS has 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
• ISS has 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

• Support for internal-departmental processes
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How to Work with ISS-PISA
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How to Work with ISS-PISA

If you are an international (faculty, staff, 
postdoc, scholar) 

• 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

• What you will find there:
• Intake Forms
• Steps and Timelines for different requests
• ISS Fees and Costs

• Everything begins with the website
• https://www.purdue.edu/ippu/iss/

• Everything begins with the website
• 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 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”

Requires 
Boilerkey



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)



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



Step 1(b): PISA Services
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Timelines and Overview of Procedures, 
by Appointment Category

Quick Links within the ISS Site



Step 1(b): PISA Services
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Timelines and Overview of Procedures, 
by Appointment Category

Quick Links within the ISS Site

Quick Links to Common PISA Items

Quick Links to Intake Forms only

…and Intake Forms,
by Appointment Category



Step 2: Click on the Appointment Category of interest
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Our Example Situation is a Request for 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 is a Request for a J-1 Visiting Scholar

Click on “How to Host”



Step 2b: How to Host a Visiting Scholar

2/20/2024 Welcome to PISA 23

Our Example Situation is a Request for a J-1 Visiting Scholar

A new tab opens 
in your browser.

The guide is a 
printable and 

shareable pdf.
It includes basic 

information 
about what a 

Visiting Scholar 
appointment is, 

possible 
immigration 

statuses,
And the steps 

and timelines for 
sponsoring a 

Visiting Scholar 
for a J-1 visa

The gold text are the actions the Host must take to 
keep the request moving through processing



Step 2: Click on the Appointment Category of interest
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Our Example Situation is a Request for a J-1 Visiting Scholar

Click on the Intake Form

NOTE: The intake must 
be fully completed and 

fully approved!



Our Example Situation is a Request for a J-1 Visiting Scholar

Step 3: Complete the Intake

2/20/2024 Welcome to PISA 25

A new Browser 
Tab opens with 
the Adobe pdf 
Intake Form

The Intake 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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The Form begins by requesting information about the general situation

Our Example Situation is a Request for a J-1 Visiting Scholar



Step 3: Access and Complete the Intake Form
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It then asks questions relating more specifically to the desired J-1 status

Our Example Situation is a Request for a J-1 Visiting Scholar



Step 3: Access and Complete the Intake Form
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…and then asks about the proposed plan for the visit…

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

Our Example Situation is a Request for a J-1 Visiting Scholar



Step 3: Access and Complete the Intake Form
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And finishes by collecting information required for regulatory or Purdue policy purposes

Our Example Situation is a Request for a J-1 Visiting Scholar



Step 4: Submit the Intake Form to PISA
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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

Our Example Situation is a Request for a J-1 Visiting Scholar

mailto:PISA@Purdue.edu


Step 4: Submit the Intake Form to PISA
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• The biggest problem we see is Intakes being submitted while incomplete
• Please be sure to complete all fields in the Intake Form
• You must obtain all signatures in the Intake Form
• Submitting an incomplete Intake Form does not accomplish anything

• It does not “start the clock” on the request
• It does not move responsibility for the request to PISA because what we have received is 

fundamentally insufficient for us to do our work
• We cannot start work on anything until we have all the needed details and all the 

required approvals!!



What PISA Does Next
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Review

• PISA reviews the Intake forms for
• Completion, and
• Consistency

• If questions arise, they reach out directly to the person with the best 
knowledge

• Business Office
• Host/Hiring Manager
• The International

• PISA might also raise concerns about timeline, if the dates listed in the 
request do not fit within ISS default timelines (as published online in the 
Quick Summaries)
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MyISS

• The Intake Form gathers sufficient information to 
• Identify the likely request
• Identify whether common obstacles to that request are present in the situation

• It does not
• Gather all the information required by law for eligibility for the requested 

immigration benefit
• Gather all the required documents

• PISA initiates the process for gathering the next phase of information and 
documents in an online system called MyISS
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MyISS

• PISA submits information into the online immigration portal MyISS
• This triggers emails from MyISS (intlscholars@purdue.edu) to

• The scholar / beneficiary / international employee, and
• The host / hiring manager

• The MyISS emails contain hyperlinks to additional online questionnaires 
(eforms)

• The international and the host/hiring manager must watch for these emails
• Until the eforms are submitted, case processing by International Scholar Services cannot begin

• 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
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mailto:intlscholars@purdue.edu


Examples of MyISS Emails

2/20/2024 Welcome to PISA 36Emails sent to Hosts/Hiring Managers Emails sent Scholars

The hyperlinks

We have eliminated the “Professor Review” for Initial 
J-1 Scholar Requests (not VUGS or Extensions).

Email Subject 
Lines now  

include 
“HYPERLINK 
TO EFORMS” 

to help ensure 
Scholars and 

Hosts “notice” 
the email



International Scholar Services Counselors
• Once the eforms are submitted, the International Scholar Services counseling team has the information 

and documents they need to 
• Fully assess eligibility for the immigration benefit
• Identify the best strategy for the paperwork, if applicable, and
• Draft the government forms

• J cases first go to clerical review within the IntlScholars team
• The clerk might identify remaining details that require clarification or documentation, and if so, sends requests 

relating to these omissions
• 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

• Questions sometimes arise at this stage
• A Counselor, or PISA, might reach out with questions or requests for additional documents

• If everything is complete, the counselor will generate the immigration paperwork in question (in this 
example, the DS-2019)
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But Wait! There’s More!

There is still much work to do even after the immigration paperwork (DS-
2019, I-797 approval) is issued
1. The clerical team issues the document to the international

1. DS-201s are issued electronically
2. I-797 approvals are shipped if the international is outside the USA; otherwise, 

they are provided when the international arrives on campus

2. The International then moves onto a tracker for arrival at Purdue and is 
monitored for progression along that tracker

3. PISA reaches out to the Scholar (and Department) throughout their 
transition
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Who Does What, within a given ISS Request?
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PISA Counseling Team
• 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 IntlScholar Service for the request received, based on the 
documents and Intake information

• Works with the host/hiring manager 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 host/hiring managers 

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

• Works with PISA, 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, host/hiring manager, and 
others

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

• Provides case status updates on demand

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



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!

• Please do NOT submit old Intakes that you have saved 
to your Desktop – that only creates a situation where 
information is missing and follow-up is needed

• Send ONE email with the Intake Form and any 
attachments, documents or other information

• Once the intake is complete and all approvals are 
obtained

• 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

2/20/2024 Welcome to PISA 41



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 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 2024-2025 Fee Rates will be 
posted later this Spring, and will be 
effective July 1

• All Services, regardless of whether it
is the first time a service is provided, 
or an extension, have an associated 
ISS Fee that must be paid
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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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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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