The following policy standardizes campus practices for adding international employees and visitors to the HRMS system and defines when an international visitor must be entered into the HRMS system.  The full instructions for the Add-New-Person edoc can be found at:
http://www.indiana.edu/%7Euhrs/hrms/index.html
Select “HRMS System Online Support (SOS)” and then search for add new person international

If you have questions about these procedures, please contact your campus Human Resources Office, or Academic Affairs Office.
Add-New-Person Edoc Procedures for Non-U.S. citizens
1.

Add-New-Person Edoc must be done for prospective:
IU non-student employees

Postdoctoral fellows on a fellowship award

Visitors coming on a visa sponsored by IU:  F, J, O, or H. (Anyone who needs an immigration document from the international office)

Individuals, such as unpaid interns and Fulbright scholars on unpaid academic appointments, who are sponsored by an IU department and who need authorized access to university services (other than just library and email services). 

2.

If none of the above criteria is true, then an Add-New-Person edoc should not be done.  Included in this group are:
Short-term visitors—including those on B-1, B-2, WB, WT visas, but not including those on a J visa--who receive travel reimbursements, or honoraria (independent contractor payments), or both

Casual visitors

If visitors in this second category need only library privileges or an IU e-mail ID or access to IU computer systems, departments should request “affiliate” status from ITPO [https://itaccounts.iu.edu/]. 
Note that most persons in Category #1 will be managed through the Academic Affairs Office.  Those in Category #2 will be managed through the Purchasing office.

