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All workshop attendees will be granted 

Departmental Access upon completion of training. 

To login to accessVIS: To login to accessVIS: To login to accessVIS: To login to accessVIS: 

1. Click here, or enter https://vis@stonybrook.edu in 

your browser.

2. Click the Administrative Services for University 

Departments link (at the bottom of the screen).

3. Enter your netID and password.

4. Expand the Scholar & Faculty Services window 

(located on left menu bar), and select the request 

you wish to initiate.

� If you did not attend the workshop, you’ll need to submit a 

one-time access request in accessVIS. See next slide for 

instructions.



If you have not attend the workshop, follow the steps 

below submit a one-time access request:

1. Enter https://vis.stonybrook.edu in your browser.

2. Click the Administrative Services for University 

Departments link.

3. Enter your netID and Password.

4. Complete and submit the ‘Department Department Department Department Access Access Access Access 

Request FormRequest FormRequest FormRequest Form’. 

5. Once access is granted you will be notified by VIS.



• All H-1B petitions, including 

extensions and amendments, 

are done through the HHHH----1B 1B 1B 1B 

Employee ApplicationEmployee ApplicationEmployee ApplicationEmployee Application.

• H-1B Employee Applications 

must be submitted in 

accessVIS no later than 120 

days before the H-1B 

employment is due to begin.

• Click HHHH----1B 1B 1B 1B Employee Employee Employee Employee 

Application Application Application Application to search for an 

existing record. 

Note: Note: Note: Note: The employee must have a Stony Brook ID before a 

request can be submitted on their behalf in accessVIS.



You are here!



Prospective Employee UploadsProspective Employee UploadsProspective Employee UploadsProspective Employee Uploads

� Passport (photo and expiration page)

� H-1B Visa Stamp*

� I-797 Approval Notices (current/previously issued)*

� All current and previously issued DS-2019/IAP-66 *

� Most recent I-94 Document *

� J-1 / J-2 Visa Stamp *

� EAD Card *

� Dependent immigration documents *

� Curriculum Vitae (C.V.)

� Diplomas

� Official Transcripts

� Publications, copies of title pages of up to three 

publications*

� Verification of Current Employment (i.e. paystub)*

Departmental UploadsDepartmental UploadsDepartmental UploadsDepartmental Uploads

� H-1B Petition, letter of support detailing the job 

duties to be performed, why an individual in a 

"specialty occupation" is required to fulfill those 

job duties, and how the prospective H-1B 

temporary worker meets those qualifications.

� Letter of Offer/Employment Contract

� Description of proposed duties (i.e. PDAR, SUSB 

37, Personnel Requisition)

� Employee’s Resume/C.V.

� Principal Investigator (PI)'s SOC Code Justification*

*If applicable



Each request will have a checklist of 

associated forms, some required, 

others optional.

If a request requires multiple forms, 

you will not be able to begin until all 

prior forms have been submitted by 

both the department AND employee.

To be completed by 

the Department 

Administrator

To be completed by 

the Employee



• Click (1) (1) (1) (1) HHHH----1B Employee Information 1B Employee Information 1B Employee Information 1B Employee Information to 

begin the request enter details about the 

prospective employee/employment. 

• You’ll indicate the type of request –

request types include:

� New

� Extension

� Amendment



The Actual Wage List  Actual Wage List  Actual Wage List  Actual Wage List  documents the range of 

the wages an employer pays to all employees in 

the occupation, with similar credentials, 

experience and responsibilities. 

Please list all employees within the department 

in the same or similar position.

Note:  Note:  Note:  Note:  If you are uncertain, please contact VIS 

for assistance in getting the information from 

Classification and Compensation



The Department Administrator's 

submission of Dean’s Certification Dean’s Certification Dean’s Certification Dean’s Certification of of of of 

Labor Conditions  Labor Conditions  Labor Conditions  Labor Conditions  form will trigger an 

email to the Dean requesting their 

acknowledgement and electronic 

certification of the department's 

willingness to comply with all federal 

and university requirements.





Submission of the Dean’s Certification of Labor Conditions  Dean’s Certification of Labor Conditions  Dean’s Certification of Labor Conditions  Dean’s Certification of Labor Conditions  form, will trigger the following email to the prospective 

employee instructing him/her to login to accessVIS to complete their portion of the electronic HHHH----1B Employee 1B Employee 1B Employee 1B Employee 

Application.Application.Application.Application.

Information submitted by the employee will not be accessible to the Department Administrator. 

Upon submission of all required forms the department will be notified and the request will be reviewed by VIS.  



• When the employee logs in to accessVIS 

they will be required to submit the 

following e-forms:

� Biographical Information

� Dependent Spouse/Child (optional)

• Information submitted by the employee 

will not be accessible to the Department 

Administrator. 

• Once the employee has submitted their 

portion of the HHHH----1B Employee Application 1B Employee Application 1B Employee Application 1B Employee Application 

the department will be notified and the 

request will be reviewed by VIS.  

• Please allow 10 business days for review



You are here!

You are here!
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