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GRANTEE PORTAL CHECK LIST:
UPON FIRST LOG IN  Update your password
 Check that the information in the My Details tab (My Profile; Addresses; Family and
Dependents) is correct. Please note that only IIE/CIES can edit information that is
greyed-out in the Grantee Portal.
 Review the U.S. Scholar Guide, which you can access via the My Forms & Resources tab.
 Add the email address iie@mycusthelp.com to your contacts list so that automated
emails sent from the system do not go to your spam/junk folder.
 Determine if you are going to a Post country or a Commission country:
o Post countries: the Fulbright U.S. Scholar Program is managed in the host
country through the Public Affairs Section of the U.S. Embassy or Consulate. The
Fulbright grant terms and conditions and payments are handled through IIE/CIES.
o Commission countries: the Fulbright U.S. Scholar Program is managed in the
host country through the Fulbright commission. The Fulbright grant terms and
conditions, payments, travel, etc. are handled through the commission. If you
are going to a commission country and the commission is writing your grant,
please follow their instructions. Please note that the Commission does not have
access to the Portal and cannot view the documents you have uploaded.

BEFORE DEPARTURE  Upload your signed grant document in the My Documents tab within 21 days of receipt.
 Upload the Medical History and Examination Form in the My Documents tab at least 8
weeks, but no more than 6 months, prior to your departure.
 Enter information for two emergency contacts in the Addresses sub tab (found within
the My Details tab). These emergency contacts must reside in the United States. You
will not receive medical clearance until these contacts have been added.
 Upload travel itinerary information in the My Documents tab:
o POST SCHOLARS: Enter your proposed itinerary in this tab before purchasing
flights. IIE/CIES must first approve your itinerary.
o COMMISSION SCHOLARS: Once the Commission has approved your itinerary
and tickets have been purchased, enter your itinerary in this tab. IIE/CIES does
not need to approve your itinerary.
 POST SCHOLARS ONLY: After purchasing flights, upload your receipt as proof of
purchase in the My Documents tab within one week of purchase.
 POST SCHOLARS ONLY: Upload the EFT form in the My Documents tab at least 8 weeks
before your departure.

DURING GRANT  Contact IIE/CIES if any information changes in the My Details tab.
 If your travel itinerary changes, upload the new itinerary in the My Documents tab:
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POST SCHOLARS: If you plan to alter your itinerary, upload your proposed new
itinerary to the My Documents tab before purchasing flights. IIE/CIES must
approve any itinerary changes.
 COMMISSION SCHOLARS: Seek approval from the Fulbright Commission of any
travel itinerary changes before purchasing flights. Upload your new itinerary to
the My Documents tab once tickets have been purchased. IIE/CIES does not need
to approve itinerary changes.
 Access important documents that you or IIE/CIES have uploaded to the portal, including
medical clearance documents and your grant document.
 Upload signed grant amendments in the My Documents tab (if applicable).
 If you forget your password, you can reset it in the portal at any time.

UPON FIRST LOG IN
Update your password





You will receive an email from IIE/CIES Fulbright U.S. Scholar Program Staff with a link to the
Grantee Portal homepage.
On the homepage, click Forgot Password, enter your email address and create a password.

Passwords may be changed at any time within the My Profile sub-tab, located under the My
Details main tab.
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Make sure to click Submit at the bottom of the page after editing your password.
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Check information in the My Details main tab


Upon your first log in, check that the information in the My Details tab, including in the My
Profile, Addresses and Family and Dependents subtabs, is correct.



In the My Profile sub tab, ensure that your personal information and permanent address are
correct. Contact IIE/CIES if information here needs to be updated.



In the Addresses sub tab, ensure that the mailing address listed is correct. You can click on
each address to see additional information.
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If you click on the address (shown in the screenshot above), you will be taken to the
following screen with more information about that address. If you need to edit an address,
please contact your IIE/CIES program staff.
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In the Family and Dependents sub tab, ensure that the information listed for your
dependents is correct. First click into the household name:



The following screen will appear with a list of dependents. Please note your name will be
included in the list as “Program Participant.” If any of this information has changed, please
contact your IIE/CIES program staff.

Review the U.S. Scholar Guide



Via the My Forms & Resources tab, you can access the U.S. Scholar Guide, which contains
information relevant to the administration of the Fulbright Scholar program, including
program policies, required forms, and other important resources.
Once you click on My Forms & Resources, you will see information about the Guide as well
as a link Grantee login:
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Once you click on Grantee login, you will be taken to the Grantees page on the CIES website.
Click U.S. Scholar Login:



Enter the password (CIES_grantee!) on the next page, which will then take you to the U.S.
Scholar Guide.
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BEFORE DEPARTURE
Upload your signed grant document




Upload your signed grant document within 21 days of receipt. Post scholars will receive an unsigned
grant document from IIE/CIES; Commission scholars will receive an unsigned grant document from
the Fulbright Commission.
After clicking on My Documents, click on the program you wish to upload documents for (e.g.,
Fulbright U.S. Scholar Program).
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Once you click on the program name, you will be taken to the screen below. If you are a Post
scholar, IIE/CIES will have uploaded an unsigned grant document for you to review, which you can
access on this page (see red arrow below; the document will be titled “Grant Document –
Unsigned”). If you are a Commission scholar, the Fulbright Commission will send you your unsigned
grant document directly, so you may skip this step.



Both Post and Commission scholars will upload the signed grant document to this page by clicking
Add New Document.
*Please note: You should upload the terms and conditions and the grant document as one file to the
My Documents tab.
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Once you click Add New Document, choose “Grant Document” as the Document Category and click
Browse to select the file you wish to upload. The “Date Received” field will auto-populate with
today’s date. When you are finished, click Save.

• After you have added the grant document, it will show up in the list of documents you have uploaded.
The “Review and Approval” status of the document will change to “Approved” once IIE/CIES has
reviewed and approved the document. If the document status changes to “Rejected,” you will receive an
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automated email explaining why the document was rejected and next steps to take.

Upload the Medical History and Examination Form


All Fulbright grants are contingent upon medical clearance. Please read carefully through the
instructions on the My Documents tab under “Required Pre-Departure Documents”:



In order to upload the Medical History and Examination Form, click Add New Document.
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Once you click Add New Document, choose “Medical Form” as the Document Category and click
Browse to select the file you wish to upload. The Date Received field will auto-populate with today’s
date. When you are finished, click Save.



After you have added the Medical History and Examination Form, it will show up in the list of
documents you have uploaded.
o If the document status changes to “Rejected,” you will receive an automated email
explaining why the document was rejected and next steps to take.
o If you do not receive a rejected email your medical form has been reviewed and forwarded
to the Department of State. Once your medical clearance has been processed, you will then
receive an email stating that you have received medical clearance. Memos from CIES and
the Department of State confirming your clearance will be uploaded to the My Documents
tab by IIE/CIES so that you may access this information during your grant. This process can
take about two weeks.
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Enter emergency contact information




You must enter contact information for two emergency contacts before you can be
medically cleared. IIE/CIES may contact them in the case of an emergency while you are on
grant. Therefore, do not include anyone who will be accompanying you on your grant, and
only include contacts who reside in the United States.
To add emergency contacts, click on the Addresses subtab under the My Details main tab.



Click Add Additional Addresses on the next page.
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Choose “Emergency Contact” as the “Address Type” and fill in the remaining fields. Click
Save when you are done.
*Please note: You should not edit the field “Address Name.” This field auto-populates.

*Please note: If you need to edit emergency contact information after clicking Save, please contact
your IIE/CIES program staff.

Enter travel itinerary
*Please Note: Scholars going to Sub-Saharan Africa, Post countries in the Middle East/North Africa, or
who are recipients of the Global Award will use HRG to reserve travel and can disregard this section.
TRAVEL APPROVAL PROCESS:

15



You should upload any travel itineraries for travel that is relevant to your grant in the My Documents
tab. This includes all personal or professional trips and any trip outside of your host country
 The process of receiving approval for travel differs between Post and Commission scholars.
o POST SCHOLARS: Before purchasing your flights, upload your proposed travel itinerary
in the My Documents tab. IIE/CIES will then review your itinerary, and once it appears as
“Approved” in the portal, you may purchase tickets (so long as you have also received
medical clearance).
*Please note: Post scholars may either complete the Travel Itinerary Form found in
the U.S. Scholar Guide or may upload a screenshot of the proposed itinerary from
the airline’s website.
**Please note: After purchasing flights, Post scholars must upload his/her receipt as
proof of purchase to the My Documents tab. See instructions below.
o COMMISSION SCHOLARS: Once you have purchased Commission-approved flights, please
upload this itinerary in the My Documents tab. IIE/CIES does not need to approve your
itinerary.
o Professional: outbound itinerary from country of grant and return itinerary to
country of grant if you leave your grant country for professional reasons
 In order to upload your travel itinerary, click “Add New Document” in the My Documents tab:

 Once you click Add New Document, choose “Itinerary” as the Document Category and click Browse
to select the file you wish to upload. The Date Received field will auto-populate with today’s date.
When you are finished, click Save.

16

Upload proof of flight purchase (Post scholars only)





Once you have purchased IIE/CIES-approved flights, it is required that you upload your receipt to
the My Documents tab. The receipt will likely be in the form of an email from the airline, which
you can convert to a PDF before uploading it to the Grantee Portal.



To upload your receipt to the Grantee Portal, click “Add New Document” in the My Documents
tab:

Once you click Add New Document, choose “Receipts” as the Document Category and click Browse
to select the file you wish to upload. The Date Received field will auto-populate with today’s date.
When you are finished, click Save.
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Upload Electronic Funds Transfer information (Post scholars only)


COMMISSION SCHOLARS: The Fulbright Commission will collect your bank information and
provide more details about your payment schedule. You do not need to update this
information to the portal.



POST SCHOLARS: Because Post scholars are paid through IIE/CIES, IIE/CIES must collect their EFT
information in order to process payments via EFT. To upload your EFT information, navigate to
the My Documents tab and click Add New Document.
*Please note: You can access the blank EFT form in the U.S. Scholar Guide, which is
linked to the My Forms & Resources tab. You must upload both the form as well as a
voided check. Please combine these two documents into one document and then upload
it to the portal.
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Once you have clicked Add New Document, choose “Bank Information” as the Document
Category and click Browse to select the file you wish to upload. The Date Received field will
auto-populate with today’s date. When you are finished, click Save.



After you have uploaded your EFT information, it will show up in the list of documents you have
uploaded. The “Review and Approval” status of the document will change to “Approved” once
IIE/CIES has reviewed/approved the document. If the document status changes to “Rejected,” you
will receive an automated email explaining why the document was rejected and next steps to take.
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DURING YOUR GRANT
Update travel itinerary


If your travel plans change at any time, upload your updated travel itinerary in the My
Documents tab. You will upload the updated travel itinerary the same way you uploaded your
original itinerary. (Please see above for instructions.)
o POST SCHOLARS: If you plan to alter your itinerary, upload your new proposed itinerary
in the My Documents tab before purchasing flights. IIE/CIES must approve any itinerary
changes.
o COMMISSION SCHOLARS: Seek approval from the Fulbright Commission of any travel
itinerary changes before purchasing flights. Upload the new itinerary to the My
Documents tab once tickets have been purchased. IIE/CIES does not need to approve
itinerary changes.



POST SCHOLARS: Once your updated itinerary is reviewed by IIE/CIES, the “Review and
Approval” column will either say “Approved” or “Rejected.”
COMMISSION SCHOLARS: IIE/CIES does not need to approve any changes to your itinerary, but
make sure to keep your itinerary updated so that the accurate information is on file for you.



Access important documents


While on grant, you will be able to access all documents that you or IIE/CIES have uploaded to
the portal in the My Documents tab. Click on the document’s name to access it:



Then click the attachment on the following page:
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After you have received medical clearance, you will be able to access your Medical History and
Examination Form as well as memos from CIES and the Department of State confirming your
clearance in this tab. You will also be able to access your grant document in this tab.

Upload signed grant amendments


If your grant is amended, you must upload the signed grant document to the portal in the My
Documents tab.
o POST SCHOLARS: IIE/CIES will upload the blank version of the grant amendment in
the My Documents tab. Access the blank version here, sign the document in ink and
upload the signed version in the My Documents tab.
o COMMISSION SCHOLARS: The Fulbright Commission may generate a grant
amendment if your grant is amended, but not all Commissions do so. If the
Commission does generate this document for you to sign, please upload the signed
version to the portal. If the Commission does not provide this document, please let
IIE/CIES know that your grant has been amended.



To upload your grant amendment to the portal, navigate to the My Documents tab and click Add
New Document.
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Once you click Add New Document, choose “Grant Document” as the Document Category and click
Browse to select the file you wish to upload. The Date Received field will auto-populate with today’s
date. When you are finished, click Save.



After you have added the grant document, it will show up in the list of documents you have
uploaded. The “Review and Approval” status of the document will change to “Approved” once
IIE/CIES have reviewed and approved the document. If the document status changes to “Rejected,”
you will receive an automated email explaining why the document was rejected and next steps to
take.
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Reset your password


If you forget your password, click Forgot your password? on the log-in page of the portal:



You will be prompted to enter your email address and will then receive an automated email
from the system with a temporary password:



Once you log back in to the portal with your temporary password, you will be prompted to enter
a new password, which you can then use to log in to the system in the future.
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