Student Portal Manual

Purpose and description of the Student Portal

The Student Portal is a web-based application used by the Harvard International Office
(HIO) to allow new international students to register on-line. The Portal is only for
international students who are coming to Harvard University for the first time and who
hold an F-1 Visa.

All new international students are required to register with the HIO immediately after
they arrive and before they register for classes.

For a successful experience with the Portal it is very important that you take the time to
read this Manual and follow the steps in the order described below.

Steps to follow to use the Student Portal and reqgister on-line

1.
2.

»

o

© 0N

Download and read carefully this Manual

Go to the Student Portal page (will be sent to you in an email) and create
a password to login

Read the Guidelines for On-line Registration of the Portal

Take pictures or scan your immigration documents (Passport , Visa Page)
Download and save a copy of the 1-94 page and your Entry Stamp (after
your arrival in the U.S.)

Save the above documents in your computer or electronic device

Open the Personal Information section in the Portal Main Menu

Open the Upload Documents section in the Portal Main Menu

Submit for Approval

10. Conclusion: Confirm that your registration is complete

1. Download or print and read carefully this Manual. Download, read and have
this manual available prior to registering on-line.

2. Go to the Student Portal page (will be sent to you in an email) and create a
password to login.

Around the time you arrive in the U.S., you will receive an email from
internationaloffice@harvard.edu giving you information about how to login to the

Student Portal.

The email message that you will receive from the HIO will look like this:
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mailto:internationaloffice@harvard.edu

Welcome to Harvard University!

You should have already received an email regarding the HIO Student Portal for F-1 Students.
If you are still outside of the U.S., you can only complete the initial steps in the Harvard
International Office (HIO) Student Portal, such as creating a password. Please retain this
email for the future and follow the steps below after your arrival in the U.S.

If you are currently IN the United States in F-1 status, you may complete the HIO registration
process in its entirety.

Please click here for a step-by-step guide on how to navigate the HIO Student Portal, create a
password, and upload immigration documents.

Registration of your immigration status with the HIO is mandatory. You will not be able to
register for classes until this process is complete. Registering electronically will save you
time and expedite your immigration registration once you arrive in the U.S. There are a few
things you will need to do to utilize the HIO Student Portal/electronic registration of your
immigration status.

The following account credentials will allow you access to the HIO Student Portal website.

Portal URL: xxxxxxxxx
Username: xxxxxxxxxxx
First time users, click XXXX for registration.

Password Policy:

Use at least one Uppercase, one Lowercase, and one Numeral.

Use at least one of these special characters | @ #5 % *()-+=,<>:"".
Password must be at least 8 characters long.

Please make sure your spam blocker does not block emails from
internationaloffice@harvard.edu.

Once you have submitted all the documents to the HIO via the HIO Student Portal, you will
receive an email confirmation that we have received your documents. The HIO may require
up to two business days to review your documents and complete your on-line registration.
Please note that your on-line registration must be completed successfully before your course
registration hold can be lifted by the registrar’s office and before you can pick up your
Harvard student ID. Please plan accordingly.

If we need any additional information from you, we will email you.
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Do not access the page above unless you have received this email, because only
existing accounts will be able to login to the Portal.

Note: If your registration deadline is approaching and you have not received an
email like the one above, check your spam folder. If you still can’t find the email,
contact the HIO.

After you get the email shown above, go to:
https://studentportal.hio.harvard.edu/Login.aspx The following page appears:

-
— —— . s - - e
e@lg https://studentpor... 2 ~ @ & || IE1 sign In Page for Internation... | » |. ae » - I Tar so

% @ Convert ~ FHSelect

International Student Portal

By Ellucian ®

Already a user? Sign in with your E-mail address
I P E-mail

= Password

Si 1
I

Forgot your password?

First time user? Click here to set your password
Need help? Contact us at
& B 617-495-2780 or W internationaloffice@harvard.edu

ellucian.

©2016 Ellucian Company L.P. and its affiliates.
This software contains confidential and proprietary information of Ellucian or its subsidiaries.
Use of this sofoware is limited to Ellucian licensees, and is subject to the terms and conditions
of one or more written license agresments between Ellucian and such licensees.

_— : )

Because you are a first time user, click above where the red arrow is. The screen
below appears. Make sure the email address you enter is the one at which you
received the message from HIO.
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https://studentportal.hio.harvard.edu/Login.aspx
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Registration/Reset:
Please enter E-mail address used as your login

% | E-mail

@ | Password

[~ Confirm password ,
Personal Information

5 & Last Name/Family Name |

Date of Birth

Country of Citizenship

Register/Reset Password

¥

Keep the following requirements in mind while you create a password:

e Password must have a minimum of 8 characters.
e Password can have letters or numbers.
e Password must include at least one special character ($ @ &, etc.).
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IMPORTANT: After you have successfully created your password, click on

“‘Register/Reset Password”. You will be taken back to the original login screen. Enter

your email address and your new password and click on “Sign in”.
3. Read the Guidelines for On-line Registration

When you Sign In, you will see the following screen

" [ International Student anc 3 l [ Home % | [ Condition of acceptance X l -
d

<« C https://studentportal.hio.harvard.edu/COU.aspx

Welcome to the Harvard International Office Student Portal

The student portal is an electronic system used to capture immigration information needed to
activate your immigration record AFTER you arrive to the US. Please do not upload any documents
or submit any information if you are currently outside the U.S. This system does not take the place
of the orientation at your school but, rather, assists the HIO in maintaining your immigration record
and mandatory reporting requirements.

For detailed instructions of how to register your immigration status on line click here .

You will first need to click "I Accept” below at the bottom of this page in order to proceed to the two
sections. Then, in order to complete the on-line immigration registration, you must complete both
the "Personal Information" and the "Required Documents” sections.

For the "Required Documents" section you must have electronic copies of the following documents:

- Biographical page of your passport (sample image here )

« Entry Stamp in your passport (sample image here )

+ F-1 visa page located in your passport (not applicable to Canadians) (sample
image here)

- 1-94 printout - you can only print out your 1-94 print out your 1-94 after you arrive in the
U.5. (see sample image here )

If this is the first time that you are using the Portal, you must click "l Accept”. If you are returning to
I make updates or corrections, click "Cancel” or "Home" to continue.

I For Immigration questions contact your advisor at the HIO. For technical questions email:
internationaloffice@harvard.edu

Please Note: By submitting this form you are confirming that all the information you are providing
I is accurate and true.

Please Note that after your registration is completed, you will not have access to this Portal

) 3

Read this whole page carefully before registering on-line

Click on “I Accept” to continue.

4. Take pictures or scan your immigration documents. Make electronic copies
of these documents before you login to the Portal. Note: The documents can be
in either PDF or JPEG format. Make sure they are clear and no larger than 1MB
in size each. Give each document a meaningful name so that you can identify

them easily later.
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e Your Passport biographical page (the page with your picture and date of
birth).

WykpaiHA ¥ UKRAINE ¥

Tun/ Type Kopn nepxasw/ Country code Homep nacnopra/ Passport No.
nacnopt P XX000000
PASSPORT [Ipissuwe/ Surname
TKAYEHKO/TKACHENKO
Im'si/ Given Names
MAP'AHA/MARIANA
IpomapscTeo/ Nationality
YKPAIHA/UKRAINE
[ara HapopxeHhsi/ Date of birth
24 CEP/AUG 91
Crars/ Sex Micue HapopxenHs/ Place of birth oy
X/F M. KUIB/UKR §
[ara supaui/ Date of issue Oprat, wo suaas/ Authority
25 BEP/SEP 13
[ara 3akiHueHHs CTPOKy i/ Date of expiry

a 25 BEP/SEP 23

3anuc N/ Record No.

1234567890

Nignve npea’ssHnka/ Holder’s signature.

2

P<UKRTKACHENKO<K<KMARIANA<KLLLLLLLLLLLLLLLKLKKLLKLK
XX000000<0UKR9108242F23092571234567890<<<<70

« F-1 Visa Page located inside the passport. Canadians do not need a visa.
(If you are traveling with a Canadian passport, please skip this step).

g Post Nare

ASUNCION
DHENT
et e
P asain 1 My Sew =)
30064% 1
Ermnes ‘noue Cerne
5 1702003
NOODOS503
HARVARD UNIVE
.. CAMBERIDGE
Issue Date

VNUSAOTTO<<L _
3230064923XGE8309248M07060

Vs Tepe leas

R Fl
O v D Negrecnan e, :

: MEDFORD
Fopwanw Lizty )
07RN2007 0110 £ 50

f } "'~-o.'.
2

Expiration Date

"< <<<C<<<L<C<<<C<LKLKL
IASNOOOSMB30103

AFTER your arrival in the U.S., download and save a copy of the 1-94 page

and Entry Stamp.

Download and save a copy of the 1-94 page. To get a copy of the 1-94 page, go

to: https://i94.cbp.dhs.gov/I94/consent.html
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https://i94.cbp.dhs.gov/I94/consent.html

U.S. Customs and Border Protection
Securing America’s Borders

OMB No. 1651-0111
=— Expiration Date: 11/30/2014 |

Get I-94 Number | I-94 FAQ |

Admission (1-84) Number Retrieval

Admission (I1-94) Record Number: _ [ Print J

Admit Until Date (MM/DD/YYYY): D/S

Details provided on Admission (I-94) form:

Family Name: _
First (Given) Name: Federico

Birth Date (MM/DD/YYYY): [ ]
Passport Number: _

Passport Country of Issuance: Italy
Date of Entry (MM/DD/YYYY):  05/11/2013

Class of Admission: F1

P Effective April 26, 2013, DHS began automating the admission process. An alien law fully admitted or paroled into the U.S. is no longer
reguired to be in possession of a preprinted Form 1-84. A record of admission printed from the CBP website constitutes a law ful record of
admission. See 8 CFR § 1.4(d).

P fan employer, local, state or federal agency reguests admission infermation, present your admission (I-94) number along with any additional
required documents requested by that employer or agency.

P note: For security reasons, we recommend that you close your browser after you have finished retrieving your -84 number.

« Copy your most recent Entry Stamp given by the U.S. Customs and
Border Protection agent at the U.S. port of entry. You will find this stamp in
your passport. You might have more than one stamp, so make sure you
copy the most recent one.
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6. Save the above documents in your computer or electronic device.
Remember where you save your electronic copies and give them a meaningful
name to be able to retrieve them later.

The next few steps are very important: To Register on-line each student has to follow these
steps:

First: Update the Personal Information section with the current address and other data
Second: Upload copies of the required documents.

Third: Submit for approval all requirements (data and documents).

7. Open the Personal Information section in the Portal Main Menu

Click on Personal Information Updates.

T —— P P )
[ International Student and X { [} Home % ) [&] International Student Por X

&« C' | https://studentportal.hio.harvard.edu/Default.aspx Q&;\? o=

fAHome | @ Personal Information Updates = Upload Documents and Submit Registration Requirements

B Guidelines for On-Line Registration | Welcome, Kevin TEST -~ @ Help

‘ O Personal Information Updates

£ Upload Documents and
Submit Registration
Requirements

K Guidelines for On-Line
Registration

___ _

In the Personal Information section, do the following:
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e Verify that the information about you that appears at the top of the screen is
correct. If it is not correct, stop the process and contact the Harvard
International Office immediately at internationaloffice@harvard.edu

e Complete the Address section by filling your local (U.S.) address.

e Complete the Visa information section by filling your Visa Page Issue Date,
Expiration Date and number of entries (see page 5 for the location of this
information on the Visa Page inside your passport )

e Enter the following Custom Fields:

o Student Consent (allow the HIO to share your contact information with
other students and scholars from your own country?), Enter YES or
leave blank.

o Number of visa entries on your Visa Page in your passport (see page 5
of this Manual).

o Write your comments for the HIO (Optional).

e SAVE the data after it is completed.

—— = - - - - = [ e |

| & Harvard University = Welcome to Oracle Financ...| & International Student P... = | | it Ser £53

"
e@ @& httpsi//studentportalh... O - & &

x EPConvert - B Select

ellucian. o For ¢ i =Requirements & Event Signup

© Help

Full Name CampusID SEVISID Academic Department Level of Study (on 1-20) Visa Type

Test Portal 00000099 MN1990000299 F1

Personal Information

MName
Passport Test Passport Portal
Last (family) First (given)
Name:-* MName: fl
I Passpare ooeor 22 ]
i Middie Birth
Name:
Country of Andorrs
Citizenship:
Address
US Address Us Address I
Line 1 Line 2:
I address US Address
Complete Cor SeatasPreninee:

US Address US Phone:
Postal Code:

Continue completing the Personal Information Section and make sure you save it
after it is completed.
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» B

-
/D International Student and X

D#Dme * | G International Student Porr x W §

¢« > C https://studentportal.hio.harvard.edu/Personalinformation.aspx

Information Updates = Upload Documents and Submit

nTEST~  @Help

Visa Information

Visa Stamp Expiration Date:

T

Visa Stamp Issue Date:

Crm—]

Complete

Additional Information

ation Requirements

Field Name Field Data

Student Consent EI
Com p I ete Visa Entries located in the Visa Page of your Passport EI

‘Write your Comments for the HIO |

SAVE et
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8. Open the Upload Documents and Submit Registration section in the Portal
Main Menu
- -
,/ [ International Student anc X ¢ % ) & International Student Por- X

€& - C' [ https://studentportal.hio.harvard.edu/Default.aspx
A& Home | ® personal Information Updates = Upload Documents and Submit Registration Requirements

suidelines for On-Line Registration yvelcome, Kevin v e
B Guidelines for On-Line Registrati | wel Kevin TEST @ Help

© Personal Information
Updates

= Upload Documents and
Submit Registration
Requirements

B Guidelines for On-Line
Registration

In this section, you will need to upload electronic copies of your documents.
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" Bl International Student Por: X

€« = C https://studentpertal.hio.harvard.edu/Requirements.aspsx <z B D =

M Home | © Personal Information W OPT Information = Reguirements B Event Signup

B Certificate of Understanding | welcome, Kevin TEST ~ @ Help

W Press (Re)Submit for Approval if you have OPT Information to i
send to the International Student and Scholar Office (I1SS0O). Ignore thlS text

Upload copies of 1-94, Visa Page, Visa Stamp,. and Biographical Page of
Passport e

Requirement Type: Document +

Requirement Status: Needs Review

Resubmit for Approval

Documents

T — \ Click on the + sign to upload documents
ment I'IE

Document Type  Docu

Pis Mame | Documen thiatus | Dotc Dploaded | Gomm

No Document ts Found

Enter Data in the Personal Information Page, Save and Submit for
approval below

Requirement Type: Data

Requirement Status: Needs Review

Resubmit for Approval

Upload a copy of each document required for registration (these are the documents
that you had scanned previously)

e Passport Biographical Page
e Visa Page

e [-94 Form

e Entry Stamp

For each document, enter Document Type using the drop-down menu, its name, and
then click on “Select” to locate it in your files. When you find the document, click on
“Upload” to upload it.
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Keep uploading documents until you have completed them all.

- [E=ETR=C)

. Gl International Student Por X

€« => C https://studentportal.hio.harvard.edu/Requirements.aspx s B B =

-

Documents
9 | Add new document F | Refresh
Document Document  File Document Date Comments
Type Name Name @ Status Uploaded

Document Type:

Biographical Page of Passport v

Document Mame:™

| Enter the document name

Document Path:™

| Select |

Mo Documents Found
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When you have finished uploading your documents, your screen should look similar
to the one below:

=

(= Welcome to Oracle Financia... | (2 International Student Por... % | | i * {%

x %Col‘werl ~ [GHSelect
A Home | @ personal Infor W OPT Information = Requirements & Event Signup I Certificate of Unders

come, Portal Test~ @

Upload copies of I-94, Visa Page, Visa Entry Stamp, and Biographical Page of Passport
|

Requirement Type: Document

Requirement Status: Needs Submission

Submit for Approval

Documents
# | Add new document € |Refresh
Document Document File N Document  Date C ts
Type Name i frame Status Uploaded ommen
Re- . Needs Apr 25,
upload 1-94 My 1-84 1-94_Fljpg e e X
Biographical
Re- My . - . . MNeeds Apr 25,
upload Page of passport Ukrainian_biometric_passport_data_page,jpg Review 2016 X I
Passport
Re- Cigyvay Needs Apr 25
] Visa Page own visa VisaPageSample33.jpg Review 2016 X
page
My Visa
Re- Needs Apr 25,
upload Visa Stamp :;lat:p FlVisaStampadmissionstamp.jpg Review 2016 X

Enter Data in the Personal Information Page, Save and Submit for approval below

Requirement Type: Data

You can delete (click on the X) or Re-upload an uploaded document:
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& International Student Por: X

ES

€& - C'  { httpsy/studentportalhio.harvard.edu/Requirements.aspx

A Home | © Personal Information W OPT Information = Requirements i Event Signup

I Certificate of Understanding | Welcome, Kevin TEST « @ Help

Hesubmit tor Approval

Documents
% Add new document ¥ Refresh
Document Document File Name Document Date Comments
Type Name Status Uploaded /
Biographical
Re- . . . . Needs Apr13,
TO Re upload il E:E;EP‘:; test Ukrainian_biometric_passport_data_page.jpg Review 2016 X ¢ TO Delete

9. Submit for Approval

This is very important. If you don’t complete this step, your on-line registration will
not take place. You must Submit both your Data requirements and your Document
requirements. Make sure you click Submit in BOTH places.

&l International Student Por: X

[E=SE=NFER)

B Certificate of Un nding

Resubmit for Approval

Documents

€ - C @& https://studentportal.hio.harvard.edu/Requirements.aspx w B =

A Home | @ Personal Information W OPT Information = Requirements & Event Signup

Requirement Status: Need

| welgome, Kevin TEST ~ @ Help

Click to Submit your Documents

4| Add new document

Document Document Eile N Document Date

Type Narne 1= Ham= Status Uploa

Biographical |
Re- - ; . Needs Apr1:
e E:ffpt;il test Ukrainian_biometric_passport_data_pagejpg  pooo- et

approval below

Requirement Type: Data

Enter Data in the Personal Information Page, Save and Submit for

Requirement Status: Neg

Resubmit for Approval

Click to Submit your Data (previously entered in Personal Information)
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10.Conclusion

You have completed your on-line registration for the Harvard International Office. If
there is anything missing or incomplete, the HIO will be in touch with you via email.
You can also check the status of your registration in your Portal account 24-48 hours
after submission. When the registration is completed and approved, you will receive
an email confirmation (see example below). Shortly after the registration is
completed, the Portal account will be inactivated.

The email message will look like this:

From: internationaloffice@harvard.edu

Subject: Congratulations! Your on-line Registration is Complete

Dear Student,

You are receiving this email to confirm that you have completed your required registration
for the Harvard International Office (HIO). It may take up to 2 business days for the HIO to
review your documents and remove your course registration hold.

If you have any questions, please contact us at internationaloffice@harvard.edu

Remember that your on-line registration is not a substitute for an orientation session
at your school.

Although registration is required, it is not mandatory to use the Student Portal. If you
feel more comfortable registering in person at the HIO, need to talk in person with
your advisor, or have any technical difficulties with the Portal, feel free to come to
the office during working hours.

If you need any help using the Student Portal send an email to:
internationaloffice@harvard.edu
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