
1

Partner Portal Tutorial
Fulbright Visiting Scholar Program



Contents

• Navigating to a Specific Program

• Notifications

• Action Items: Confirm Dates

• Action Items: Uploading Documents

• Action Items: J1 and J2 Verifications

• Checking DS-2019 Status and Downloading DS-2019s

• Viewing Reports

2



Navigating to a Specific Fulbright Program

Upon logging in to 
the portal, partners 
will arrive to a 
landing page like 
the one displayed 
here. Using either 
one of the two 
blue dropdown 
menus, you can 
select the program 
that you wish to 
view
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Program Home: Visiting Scholar

On this program 
home page, for 
Visiting Scholars, 
you will see your 
participants at a 
glace confirming 
your country’s 
total number of 
Visiting Scholar 
participants.  
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Changing your Program View Once you are 
into the portal 
for any 
particular 
program, users 
may change 
their program 
view directly in 
the menu bar in 
the upper right 
hand corner, or 
they may click 
the red IIE logo 
in the upper 
left corner of 
the screen to 
return to the 
first home 
screen and 
reselect the 
program there.  
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Partner Portal: Adjusting Grids

• Partners can search, filter, sort, move and hide columns on grid views.

• Many sections include grid views which can also be exported to Excel.

Hover to the right of the column name and three lines will appear.
Click the lines and you will have the option to adjust the grid view and filter the 
column data.Click the column header to sort up, click again to sort 

down.
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Notifications



Partner Portal: Notifications (READ ONLY)

A read-only feature of the portal is a summary page called 
notifications.  You’ll want to familiarize yourself with this page 
as a tool early on.  8



Partner Portal: Notifications & Daily Email (READ ONLY)
• The Notifications tab includes any activity or update that has taken place on a participant record 

within the last 30 days.

• Daily emails (example shown below) will be sent to the primary program contact regarding participant 
record for updates from the previous business day.

9



Partner Portal: Notifications

You can review recent status updates to documents on the Notifications Tab
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Partner Portal: Notifications (Read Only)
(Sorting by Modified On Date helps to see the most recent changes)
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Action Items:
Confirm Dates 
(Participant Activity Review)



Partner Portal: Confirm Dates (Visiting Scholar Only)

Under “Action 
Items” 
navigate to 
“Confirm 
Dates”
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Partner Portal: Confirm Dates (Visiting Scholar Only)

Look at the Posts/Commissions Confirmation column, finding those with status “Not Submitted.” The 
screenshot shows how the filtering tool can be used to filter down to the “Not Submitted” 
confirmations. Right click on the line item you wish to open.  
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Partner Portal: Confirm Dates (Visiting Scholar Only)

When you right click on the line item you wish to open, a popup will give you 
the option to Confirm Dates.  
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Partner Portal: Confirm Dates (Visiting Scholar Only)
A popup window will allow 
you to review the affiliation 
as well as the grant start and 
end dates for accuracy.  If 
the dates need to change, 
please update them directly 
and enter comments 
detailing what changes you 
had to make.  If everything 
looks good, you can just 
enter “approved” or 
“confirmed” into the 
comments and press 
submit!  Note that if dates 
change, additional 
documentation (such as a 
new invitation letter) will 
likely be requested to 
support the new dates.  

16



Partner Portal: Confirm Dates (Visiting Scholar Only)

When you are waiting for IIE to review your submissions, it will read “Pending 
Approval” or “Submitted”.   

And when IIE has reviewed and approved, you will see  
“Approved”
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Action Items: 
Uploading Documents



Partner Portal: Action Items –> Uploading Documents & 
Completing J1/J2 Verifications

When you are ready to take action on a participant (uploading 
a document or completing a verification), you’ll need to 
navigate to “Action items” and then “Documents and 
Verifications.” 
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Partner Portal: Action Items –> Uploading missing 
and rejected documents

In this view, each participant will have a line item.  
If any documents are missing, the Document status column at the far left 
will read “Missing Documents.”   You’ll want to click on the arrow to open 
the view to see which documents are missing. 20



Partner Portal: Action Items -> Rejected Documents

In the Action items area of the portal, always open the Missing Documents 
arrow to review missing and/or rejected documents
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Partner Portal: Action Items –> Uploading Documents

REMEMBER/IMPORTANT: UTILIZE THE 
RIGHT CLICK FUNCTION on the line you 
want to open.  
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Partner Portal: Action Items –> Uploading Documents

Once you have right clicked on the document you wish 
to upload, a box will appear inviting you to click “View 
Doc Details” 
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Partner Portal: Action Items –> Uploading Documents

When the pop-up 
opens, enter all 
information, upload 
the document, and 
click submit.  The 
popup will close 
automatically. 
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Partner Portal: Action Items –> Uploading Documents

Once you have submitted a document, it will disappear from your “action items” 
menu as there is no more action needed for that document.  
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Partner Portal: Action Items -> Rejected Documents

To see more detail and to upload a new version of the document, you’ll RIGHT 
CLICK on the line item to “View Doc Details”
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Partner Portal: Action Items -> Rejected Documents

This is what the popup will 
look like for a rejected 
document.  You’ll be able to 
see the complete notes 
from IIE in this view.  Re-
upload the corrected 
document, enter any 
comments, and click 
submit.  The window will 
close automatically. 
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Partner Portal: Action Items -> Rejected Documents

Once you have submitted 
the revised document, it 
will disappear from your 
action items.  
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Action Items: 
J1 and J2 Verifications



Partner Portal: Action Items –> J1/J2 Verifications

If any verifications are missing, the J1/J2 status column second from left 
will read “Not Submitted” or “rejected” should there be an issue.  
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Partner Portal: Action Items –> J1/J2 Verifications

You’ll need to RIGHT CLICK on your mouse 
on the record missing the verification and 
select the J1/J2 Verification option
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Partner Portal: Action Items –> J1/J2 Verifications

This popup window will 
appear with the J Visa 
verification questions and 
prompt you to enter the 
correct number of 
dependents requiring J visa 
sponsorship along with the 
primary program 
participant. 

Click “Submit” when done. 
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Partner Portal: Action Items –> J1/J2 Verifications
After you have 
reported 
dependents, new 
lines will appear for 
that participant’s 
“Missing 
Documents” 
prompting you for 
the required 
passports and 
funding verifications.  
All of this appears in 
the “Action Items” 
area of the site.  
Remember to right 
click to upload 
documents.  
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Partner Portal: Action Items –> J1/J2 Verifications

Right click on a 
line item to see 
the “View Doc 
Details” popup.  
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Partner Portal: Action Items –> J1/J2 Verifications

You will be prompted 
to enter details about 
each dependent 
requiring J-2 visa 
sponsorship, and you 
will be able to upload 
each individual 
dependent’s passport.    
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Partner Portal: Action Items –J-1/J-2 Verifications

After you submit the verification, the 
number of dependents you selected will 
appear as missing documents prompting 
you to upload their biodata and passports.  
Remember to RIGHT CLICK to take action!
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Partner Portal: Action Items –J-1/J-2 Verifications

Once you’ve 
completed the 
second J2 
passport request, 
your view will 
look like this, 
with both 
documents listed 
as pending 
review, and the 
overall J1 status 
as pending 
approval.

37



Partner Portal: Action Items –J-1/J-2 Verifications

Once all verifications and required documents are 
submitted, your view will look like this for each 
participant—with document status completed and J1/J2 
status approved. 
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Checking DS-2019 Status 
& Downloading DS-2019s



Partner Portal: Participant Information –> DS-2019 Status

In “Participant Information,” and “DS-2019 Status” column you can see the status of the DS-
2019. DS Expected Completion Date shows the expected date of completion. Completion dates 
will change once IIE starts working on the task. Once completed, the SEVIS N Number will 
appear. RIGHT CLICK, on a participant line item to “view participant details” in order to actually 
download the DS-2019.
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Partner Portal: Participant Information –> DS-2019 Status

A new window will 
open up and you will 
arrive at that 
individual Participant 
Detail page.  Then you 
can open “Participant 
Documents” by 
selecting the + sign. 

Remember to RIGHT 
CLICK on DS-2019 to 
“View Doc Details”.
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Partner Portal: Participant Information –> DS-2019 Status

A window will pop up for the 
document you selected, and 
you’ll be able to view, click, 
and download the 
document.  
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View Participant Details 
Individually &
Downloading any 
Document



Partner Portal: Participant Information –> Participant 
Details

Under “Participant Details”, RIGHT CLICK on the line item you 
want to find the DS-2019 for (or any document), and click on 
“View Participant Details” 
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Partner Portal: Participant Information –> Participant 
Details

A new window will pop up 
for that individual 
participant.  You can see 
lots of information.  To view 
and download any 
participant’s documents, 
including the DS-2019, click 
on “Participant Documents”   
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Partner Portal: Participant Information –> Participant 
Details

Once you have clicked into 
participant documents, you’ll 
see a list of documents.  
RIGHT CLICK on the document 
you wish to see.  Then click to 
“View Doc Details” and even 
download the materials 
you’ve uploaded for any 
participant.

**Note you can’t upload 
documents in this section, 
you need to return to the 
Action Items section to 
upload/submit documents.
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Viewing Reports



Partner Portal: Participant Information –> Reports -DS-
2019 Document Report

Under Participant Information, you will find a report that our team has built to make it 
easier for Posts and Commissions to review all their participant data and statuses.  

Click “reports” and you’ll see the new document tracking report available for your 
convenience. Then click on View report to see it.  
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DS-2019 Document Tracking Report

• Need screenshot of power bi report with color coding

This report is color 
coded for your 
convenience, and you 
should scroll to the 
right to see all the 
columns.  
You can filter and sort 
this report in this 
view, or you can 
download the raw 
data (see next slide)
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DS-2019 Document Tracking Report: Exporting Data

If you wish to export this 
report data into excel, 
hover your mouse over 
the right side of the 
table--you’ll soon see 
three dots appear. Click 
them and select the 
"Export Data" option.
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DS-2019 Document Tracking Report: Exporting Data

From there, select "Data with 
current layout" and click 
"Export."
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DS-2019 Document Tracking Report: Exporting Data

With this excel export, you 
can now sort as you prefer 
offline, whenever you need 
it.  We imagine this 
functionality will be 
especially useful to 
countries with large 
programs and many 
participants.  
We are also hoping this gets 
you the information you 
need faster, and without 
needing to wait until an IIE 
team member responds to 
an email.  
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