
If record not found
 in iHopkins

Department provides 
log-in information 

(via iHopkins link) to 
the H-1B applicant

Johns Hopkins University 
Office of International Services 

H-1B Business Process

Department completes H-1B 
eForm training and requests 

iHopkins access

Department performs 
"search" in iHopkins to 

ensure the H-1B 
applicant does not exist 

in the system

Department 
creates a user 

profile for the H-
1B applicant in 

iHopkins

The five eForms below must 
be submitted by the 

Department

(1) Information about the
Position

(2) Worksite Questionnaire

(3) Departmental
Agreement Form

(4) Actual Wage 
Statement

H-1B Applicant's Hiring
Manager/Direct

Supervisor approves
"Departmental Agreement 

Form" electronically

(5) "ECO-Visa Request-
Export Review Supplement 
for I-129, Part 6" eForm to 
the Export Control Office 

Export Control 
Office processes and 

approves eForm

H-1B applicant accesses
iHopkins and completes the 

following four required 
eForms

H-1B applicant collects all
required supporting

documents for upload to 
eForms

(1) Applicant Information

(2) Applicant I-129 
Supplement

(3) Applicant Supporting
Documents

(4) Applicant Permanent
Residency Questionnaire

If H-1B is sponsoring 
dependents, H-1B applicant 

completes "Dependent 
Questionnaire" and sends 

original I-539 and fee to H-1B 
advisor after the H-1B case 

has been assigned.

Required for School of 
Medicine (SOM) academic 

appointments ONLY:
Department submits 

"Notice of Academic Visa 
Sponsorship for H-1B 

applicant"

SOM approves the 
Visa Sponsorship 

eForm 

When all required eForms have 
been submitted and approved, 

H-1B case is assigned to an H-1B
advisor and OIS requests USCIS

filing fees from Accounts Payable

H-1B advisor drafts LCA,
then sends posting

notice  to Department for 
review

Department reviews and 
approves posting 

information

H-1B advisor submits LCA 
to DOL for certification

DOL certifies LCA in 7 to 
10 days

H-1B advisor reviews file
for completeness and

provides H-1B applicant 
with copy of LCA 

H-1B advisor prepares H-
1B petition and submits

case to USCIS

USCIS takes action 
[Approves, Requests 

Additional Evidence, or 
Denies Petition]

H-1B advisor conducts
prevailing and actual wage 

analysis

H-1B advisor notifies Department and
H-1B Applicant of USCIS decision
and  provides further instructions

Color Index:   Department  |OIS  |H-1B Applicant  |E-Form Approver

IMPORTANT REMINDER:
H-1B status is employer and employment specific. Hiring departments must discuss any change in the terms of employment in advance of the proposed change. Any change in the terms of 

employment [e.g., hiring department, position title, job duties, benefits or salary] must first be reviewed by OIS.  Material changes require JHU/OIS to submit an amended petition to
USCIS before the change takes place.  See Timeline 2 on OIS website. 

02/21/2024

H-1B advisor reviews H-1B
eForms and supporting

documents

ENDSTART

https://ois.jhu.edu/department-administrators/h-1b-employees/h-1b-timeline/#timeline2
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