
Process for Submitting a J-1 Extension or Amendment Form in Sunapsis 

 

1. Log into https://sunapsis.umaryland.edu; see login instructions for guidance. 

2. Click on Departmental Services in the menu 

3. Select “J-1 Scholar Extension” from the drop-down under Departmental Services   

4. Enter the University ID and date of birth of the scholar. OIS can send you the ID number, as this 

is NOT their ID number in HRMS. (This number is included in the program expiration e-mail that 

you were copied on; assuming the individual is expiring within the next three months).   

5. The extension form will appear. There are two required forms, one for the department to 

complete, and one for the J-1 to complete. You will need to go into the one that the J-1 

completes and put in their email to push the form to them (see Step 7)

 

https://sunapsis.umaryland.edu/
http://www.umaryland.edu/media/umb/oaa/campus-life/ois/documents/Logging-In-to-Sunapsis-Instructions.pdf
mailto:ois-info@umaryland.edu


6. Complete all required information on the department form: 

 



 

 



7. Go into the form that is completed by the J-1, Click on “GIVE THE CLIENT ACCESS TO COMPLETE 

THIS SECTON” 

 



8. Type in the scholar’s email address and click “Send E-mail”; You will receive a copy of this e-mail. 

You will also receive a confirmation when the scholar completes this form. 

 

9. Once both the department and the scholar fully submit their e-forms, the OIS will be notified 

and will begin the 10 business day processing clock.  

 


