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Welcome to the J-1 Student Intern DS-2019 Request in Cystart 
 
When should you use this Cystart request? 
 
Complete this request to bring a future Student Intern as an Exchange Visitor in J-1 non-immigrant status after the 
department’s internship has been approved by the Provost’s Office. NOTE: This is a different approval process than the 
one for a Student Intern. 
 
Overview of J-1 Student Intern Form DS-2019 Request  
 

Eleven e-forms in the application: 

(1) J-1 Student Intern Eligibility 
(2) English Proficiency Verification 
(3) Personal and Academic Information 
(4) U.S. Immigration History 
(5) Dependents (Spouse / Children) 
(6) Personal Financial Support 
(7) ISU Financial Support 
(8) Internship Information 
(9) Internship Goals and Objectives 
(10) Export Control Worksheet 
(11) Departmental Compliance Certification for J-1 Student Intern 

 
Recommendations for completing this request 
 
Step 1 - Complete the following e-forms: 

(1) J-1 Student Intern Eligibility 
(2) English Proficiency Verification - As noted above, routing (2) will also route (3) - (6) to the Student Intern 

 
Step 2 - Wait for e-form (1) to be submitted and (2) to be approved. 
 
Step 3 - Complete and route the following e-forms: 

(7) ISU Financial Support 
(8) Internship Information 
(9) Internship Goals and Objectives 

 
Step 4 (strongly recommend this sequence for easier tracking) - Complete and route the following e-form once you 
have sent the completed Export Control Worksheet to the Office of Research Ethics. 

(10) Export Control Worksheet 
 
Step 5 - Once all of the prior e-forms in this request have been submitted by all parties, you will be able to route the 
final e-form in this request: 

(11) Departmental Compliance Certification for J-1 Student Intern 
 
Completion and Routing for each e-form 
 

Screen shots may look slightly different from the actual e-forms.  The down triangle in a field [] indicates a drop-down 
menu.  In the interest of space, we have not included all the options in the drop-down fields in this overview. 
 

  

STUDENT INTERNS COMPLETE THESE FIVE  
E-FORMS AFTER YOU HAVE GIVEN THEM 

ACCESS TO E-FORM #2 
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• (1) J-1 Student Intern Eligibility – Step 1 
 

o Cystart User coordinating the request provides their contact information and enters contact information 
for the person to whom the J-1 Student Intern Eligibility e-form should be routed—the supervisor of the 
internship—to confirm the eligibility of the Student Intern.  

  

 

    

 

 
 

• (1) J-1 Student Intern Eligibility – Step 2 
 

o The internship supervisor receives an email from issoscholar@iastate.edu with instructions to complete 
the J-1 Student Intern Eligibility e-form. Once there, he/she will be asked to confirm the following 
statements, the last six of which include U.S. Department of State Student Intern Program Policies: 
 
 Internship meets the "trainee/learner" criteria according to the U.S. Department of Labor.  
 Prospective student intern is enrolled in a degree program at a foreign institution.  
 Prospective student intern will return to this foreign institution to continue the degree program 

after this internship is completed.  
 Internship will fulfill educational objectives for current degree program.  
 Internship will be a minimum of 32 hours per week.  
 Internship will not include clinical patient care or contact.  
 I understand ISSO must verify each Student Intern demonstrates sufficient proficiency in the English 

language to successfully participate in his or her program activity and to function on a day-to-day 
basis, per U.S. Department of State regulations.     



June 2021 

• J-1 Student Intern e-forms (2) through (6) 
  

o Cystart User coordinating the request opens the (2) English Proficiency Verification and clicks on “GIVE 
THE CLIENT ACCESS TO COMPLETE THIS SECTION” to route it and the next four e-forms to the Student 
Intern to complete. 

   
o Student Intern receives an email from isso@iastate.edu with instructions to complete the e-forms: (2) 

English Proficiency Verification, (3) Personal and Academic Information, (4) U.S. Immigration History, (5) 
Dependents (Spouse / Children), and (6) Personal Financial Support. 
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• (7) ISU Financial Support – Step 1 
 

o Cystart User coordinating the request enters contact information for the person to whom the ISU 
Financial Support e-form should be routed—most likely “self” or the internship supervisor—to provide 
information regarding any departmental funding or reimbursements being offered to the Student 
Intern.  

 
 

• (7) ISU Financial Support – Step 2 

o The person designated to provide information regarding any departmental funding of the Student Intern 
receives an email from issoscholar@iastate.edu with instructions to complete the ISU Financial Support 
e-form as shown below: 
  

 

 

--OR-- 

mailto::issoscholar@iastate.edu
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• (8) Internship Information – Step 1 

o As with the ISU Financial Support e-form, Cystart User coordinating the request enters contact 
information for the person to whom the Program Information e-form should be routed—most likely 
“self” or the internship supervisor—to provide details regarding the Student Intern’s internship.  

 
• (8) Internship Information – Step 2 

o The person designated to provide information regarding the Student Intern’s internship receives an 
email from issoscholar@iastate.edu with instructions to complete the Program Information e-form as 
shown below:  

       

  

          

 

 
 

 
 
 

  

If Academic Field you seek is not listed, select “00.0000 – None” from 
the drop down list and find the appropriate CIP code at link provided.  
Please paste it into the description box along with the general 
description of research activity. 
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• (9) Internship Goals and Objectives – Step 1 

o As with the two previous e-forms, Cystart User coordinating the request enters contact information for 
the person to whom the Internship Goals and Objectives e-form should be routed—most likely “self” or 
the internship supervisor—to provide details regarding the Student Intern’s internship.  

 
• (9) Internship Goals and Objectives – Step 2 

o The person designated to provide information regarding the Student Intern’s internship receives an 
email from issoscholar@iastate.edu with instructions to complete the Internship Goals and Objectives  
e-form as shown below:  
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• (10) Export Control Worksheet – Step 1 (note that this process is different from the old J-1 Cystart requests) 

o HRC or Department Admin follows the instructions for the Export Control Worksheet, then routes the    
Export Control Worksheet e-form to the Office of Research Ethics at the same time the completed 
Export Control Worksheet itself is e-mailed to ORE.  The export@iastate.edu e-mail address cannot be 
edited since the completed Export Control Worksheet, and this e-form must be sent to that address. 
(This process is different for Ames Lab Student Interns.) 
 
 

 

 
 
 

 

 

• (10) Export Control Worksheet – Step 2 

o Office of Research Ethics receives an email from issoscholar@iastate.edu with instructions to complete 
the e-form. 

o Office of Research Ethics staff will approve the Export Control Worksheet, upload it to the Export Control 
Worksheet e-form, and then submit the J-1 Export Control Worksheet e-form.   

o Office of Research Ethics staff will send an email notification that the Export Control Worksheet has been 
approved, with an attached copy of the worksheet.  Cystart will send an e-mail that the Export Control 
Worksheet e-form has been completed. 
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• (11) Departmental Compliance Certification for J-1 Student Intern – Step 1 
 

o Cystart User coordinating the request completes information regarding delivery of the finished Form DS-
2019 and to whom—Department Chair, Office Director, Unit Head—the Departmental Compliance 
Certification for J-1 Student Intern e-form should be routed to certify compliance with responsibilities as 
the “host” of an exchange visitor in J-1 nonimmigrant status.   
 
 Please note that the Departmental Compliance e-form cannot be accessed until the other 

e-forms in the application have been submitted.  The Submit button will appear once the 
Departmental Compliance e-form is “unlocked.”  

  
 

 

 

 
 
 
 
 
 
 
 
 
 

 
• (11) Departmental Compliance Certification for J-1 Student Intern – Step 2 

 
o The person designated to complete this e-form receives an email from issoscholar@iastate.edu with 

instructions to complete the Departmental Compliance Certification for J-1 Student Intern e-form.   
 

o Designated Department Chair, Office Director, or Unit Head completes the Departmental Compliance  
e-form. 

 
 Note that this person will be able to view all information and document uploads included in the 

application.   
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Confirmation that J-1 Student Intern DS-2019 Request  is Complete and Submitted to ISSO 
 
The HRC or Department Admin coordinating the application will receive an e-mail message from 
issoscholar@iastate.edu when the chair, office director, or unit head has submitted the Departmental Compliance  
e-form. 
 
The status of the eleven e-forms in the application should appear as follows: 
 

• (1) J-1 Student Intern Eligibility – Will be marked “Submitted.” 

• (2) English Proficiency Verification – Will be marked “Pending,” when the scholar submits the e-form, if the 
scholar has chosen an English language proficiency documentation other than English3 Interview.  If English3 
Interview was selected, the status will instead go to “Awaiting Answer.” After the score comes back from 
English3, the status will go to “Pending.” In either case, the status will go to “Approved” after ISSO has 
determined that the Student Intern’s documentation meets J-1 English proficiency requirements. 

• (3) Personal and Academic Information – Will be marked “Submitted.” 

• (4) U.S. Immigration History – Will be marked “Submitted.” 

• (5) Dependents (Spouse / Children) – This is an optional e-form, but if submitted, it will be marked “Submitted.” 

• (6) Personal Financial Support – Will be marked “Submitted.” 

• (7) ISU Financial Support – Will be marked “Pending Review” as ISSO references this e-form for the ISSO Scholar 
Support Fee billing.  It will be marked “Approved” once ISSO bills the Scholar Support Fee to the Worktag that 
was provided and receives word from Finance Delivery that the payment has posted to ISSO.  This e-form may 
remain in pending status several months beyond the completion of the request, but does not delay the process 
of issuing the DS-2019.   

• (8) Internship Information – Will be marked “Submitted.” 

• (9) Internship Goals and Objectives – Will be marked “Submitted.” 

• (10) Export Control Worksheet – Will be marked “Submitted.” 

• (11) Departmental Compliance Certification for J-1 Student Intern – Will be marked “Pending Review.”  ISSO 
changes the status of this e-form to “Approved” when the Form DS-2019 is issued.   
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