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************IMPORTANT************

DO NOT submit your USCIS online application until your 

immigration advisor (DSO) has reviewed and 

approved your Draft Summary (Form I-765),and you 

have received an OPT I-20 showing your OPT 

recommendation on page 2 of your new OPT I-20.



Common Mistakes to Avoid!

 Submitting an online application if you already filed a paper one

 Not including a signed NEW OPT I-20

 Uploading wrong file types or file titles

 Password protecting or encrypting your files

 Submitting your application with something missing

Don’t get denied; follow the guide.



To Prep:
Have items saved & ready to upload. Each document should be smaller than 6 MB.

1. Scan your Photo (2 in. x 2 in.) 

Take a digital picture with your phone or laptop with a solid white background, then edit/crop it. Then use PhotoScissors website to upload your photo 

and format/crop it correctly. Or try the photo tool on the travel.state.gov website to crop your photo: Photo-tool. Do not try to take a picture of a 

physical photo you’ve taken the quality is not sufficient. You can also request a digital photo at your local Photo Center on a flash drive in one of the 

formats listed.

See the Department of State website for more detailed information. 

❖ Color, Max 6 MB

❖ Test it with DOS Photo Tool

❖ Save as PNG or JPG - File name: PhotoLASTNAME

2. Scan all 3 pages of any CPT and previous OPT I-20

❖ Make sure they are signed by you 

❖ Save as PDF  - File Name: CPTLASTNAME and OPTLASTNAME

3. Scan I-94  

❖ Save as PDF - File Name: i94LASTNAME

4. Scan Passport Bio Page 

❖ Save as PDF (in color) - File Name: PassportLASTNAME

5. If you’ve applied for OPT before…

❖ Scan and save a color PDF of your previous EAD card - File Name: EADLASTNAME

Have a credit or debit card ready to pay the $470 online fee

https://photoscissors.com/
https://tsg.phototool.state.gov/photo
https://travel.state.gov/content/travel/en/passports/requirements/photos.html


Creating Your Account

Visit:

https://www.uscis.gov/file-online

1) Select “How to Create a USCIS Online Account”

2) Watch the video: “How to Create a USCIS Online 

Account” for detailed instructions on how to set 

up your personal account.

How to Create a USCIS Online Account | USCIS

NOTE: Do not use your SIUE email 

address. You will lose access to your SIUE 

email 180 days after you are no longer 

enrolled. Use a personal email address 

that you check regularly.

https://www.uscis.gov/file-online
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account


Finish your account setup to begin

❖ Select My USCIS

❖ Then select Account Type

❖ Finally, select File a Form Online



Begin Online Application

The online application has multiple 
sections to complete. These sections are:

1-Getting Started section

2-About You section

3-Evidence section

4-Additional Information section

5-Review and Submit section



File a Form

❖ Select Application for Employment Authorization (I-765)

❖ Then click on Next



Section 1: Getting Started

Paperwork Reduction Act 

❖ Select Start

Note: Your application will auto save 

a draft as you go through, but the 

draft will delete if you don’t make 

changes within 30 days.



Section 1: Getting Started

❖ What is your reason for applying?
▪ Select Initial permission to accept employment

❖ Have you previously filed Form I-765?
▪ Select No (unless you have applied for OPT previously, then select Yes)

❖ Click on Next

If you have applied 

for OPT previously, 

then select Yes.

What is your eligibility category?
❖ Select (c)(3)(B) Student Post-Completion OPT

❖ Click on Next



Section 1: Getting Started

Is someone assisting you with completing this application?
❖ Select No 

❖ Click Next when ready

Note: If an attorney, 

preparer or interpreter is 

helping you file this           

application, then select 

Yes.



Section 2: About You

What is your current legal name?

❖ Use name exactly as it is shown on your Passport

❖ Type Full Family Name (Last name) in ALL CAPS

❖ Type Full Given Name (include middle name if it shows as 

part of your Given Name on your passport)

Always include your 

middle name with your 

given name unless your 

passport specifically has 

a line titled “Middle name”

Select “No” unless you’ve 

had a legal document 

under another name. i.e. 

passport, social security 

card, etc.



Section 2: About You

How may we contact you?

❖ If you don’t have a U.S. phone 

number, leave it blank; international 

numbers are not accepted.

❖ Use your personal (not SIUE) email 

address.



Section 2: About You

❖ If you used the SIUE Office address, select “no” 

to current mailing address and enter your own 

physical address here.

What is your current U.S. mailing address?

❖ If you are moving after graduation, we recommend 

you use the SIUE Office address shown in the sample 

below. This will prevent your card from getting lost in 

the mail.



Section 2: About You

❖ Fill out your biographical information 

throughout this section of the application.

❖ Click Next to continue 

Make sure this is in MONTH/ DAY /YEAR format.



Section 2: About You

❖ Use your I-94 to fill out your immigration 

information in this section

To view and print your I-94 go to:

https://i94.cbp.dhs.gov

If you hold passports from more than 

one country, click “Add country”. 

Your I-94 record number has 11 digits.

Find this information in the “Travel History” 

section of  the i-94 website:

https://i94.cbp.dhs.gov/I94/#/history-search

Your status at last arrival should be “F-1 

student” unless you’ve completed a Form I-

539 Change of Status with USCIS since 

your last entry.

https://i94.cbp.dhs.gov/
https://i94.cbp.dhs.gov/I94/#/history-search


Section 2: About You

❖ Provide accurate 

information on the following 

pages.

❖ Click Next to continue

If you renewed your passport since you last entered the 

US, your most recently issued passport may have a 

different number from your most recent I-94. That is okay. 

Provide the number of your most recently issued passport.

F-1 students do not have travel 

documents so leave this blank.

Enter the end date of your most recently issued passport 

in MONTH/ DAY/ YEAR format.

Your SEVIS ID number is located in the top left corner of your I-20.

You must be in F-1 Student status to be eligible for OPT. 

If you are currently in the US in a status other than F1, 

you are not eligible for OPT.



Section 2: About You

If you have previously been issued an Employment 

Authorization Document (EAD), your A-Number is the same 

as the USCIS# found on the EAD. 

If this is the first application you are filing online, you do not 

have a USCIS Online Account Number yet. You will have a 

USCIS Online Account Number after filing this application.

What is your A-Number?
❖ Check “I do not have or know my A-Number.”

What is your USCIS Online Account Number?
❖ Check “I do not have or know my USCIS Online Account Number.”

If you already have an SSN, 

you do not need a new one 

issued so check NO. 

If you do not have a SSN 

card and would like one 

issued to you as part of the 

OPT application, answer 

YES.

This is asking whether you have a 

social security number (SSN) 

already. Answer accordingly.



Pay attention to type, size and naming requirements listed under “File 

Requirements”.

Save each Evidence document file with a standard file name.

EX:  “PhotoLastname”, “Form I-94Lastname”.

Section 3: Evidence

❖ Upload your saved docs

You may obtain your most recent electronic I-94 at

https://i94.cbp.dhs.gov/I94/#/home

Click on “Get Most Recent I-94.”



Section 3-Evidence

If you have been issued an 

Employment Authorization document by 

USCIS in the past (such as for OPT 

after a previous degree program), 

upload a copy in this section.

If you have not been issued an 

Employment Authorization Document 

by USCIS in the past, upload a copy of 

your passport identification page in this 

section.

❖ Upload your saved docs

▪ Save each required Evidence document file with a standard file name: 

EX: “PassportLastname”, “EADLastname”, “Previous CPT I-20 or OPT I-20-Lastname” and “OPT I-20Lastname”

▪ Click on Next to continue.

If you have had CPT before, upload a 

copy of the I-20 you received with the 

CPT authorization.

If you have had OPT/STEMOPT 

before, upload a copy of the 

Employment Authorization Document 

(EAD) you received from USCIS.

If you have not had either CPT or OPT, 

click Next to continue.



❖ Upload your saved docs

Save and upload each required Evidence document file with a standard file name.

EX: “OPT I-20Lastname”

Click on Next to continue.

Section 3: Evidence

▪ Do not upload this document before submitting your draft I-765 to 

your immigration advisor. 

▪ You must upload an OPT I-20 showing OPT has been recommended 

on page 2 by your immigration advisor. 

• Make sure the I-20 is signed and dated by you (in the “Student 

Attestation” box at the bottom of page 1).

Failure to upload a new OPT I-20 will result in a 

denial of your OPT application. 



❖ Typically, there is no additional information needed in this section.

Click on Next to continue.

Section 4: Additional Information



Section 5-Review and Submit

❖ Review your application

▪ Make sure to pay the correct fee for the OPT 

application. You will be able to pay by ACH 

withdrawal from your savings/checking 

account or by credit/debit card.

▪ Make sure there are no alerts or warnings 

regarding your application. 

▪ Click on Next to continue.



Section 5-Review and Submit
Do not submit your application yet!

❖ Your Application Summary

▪ Review your application summary for accuracy and 

make any necessary corrections. 

▪ Then click “View Draft Snapshot” download and save 

the document as a .pdf file with the file name: “Form 

I-765Lastname”

▪ Upload both your OPT Request Form (completed 

and signed by both your and your academic advisor 

and the Draft I-765 to the OPT Request form

▪ Your immigration advisor will review the document 

and issue an OPT I-20 BEFORE you may submit your 

application. 

▪ Processing time for an OPT I-20 after you have 

submitted your Draft Summary to ISSS is 2-3 business 

days.

https://siue.co1.qualtrics.com/jfe/form/SV_0kUTZ9gbMxX4Tu6


Section 5-Review and Submit

❖ Your Statement

▪ After your Immigration Advisor reviews and recommends your 

OPT on your SEVIS record, you will receive an OPT I-20 via SIUE 

email. 

▪ After you have received your OPT I-20, review it for accuracy, 

then print and sign it.  Save it as “OPT I-20Lastname”. 

▪ Next, return to your online application and upload it in the 

“Evidence>Form I-20 section”.

▪ Go over your entire application one more time to make sure 

everything is correct. Once you submit the application, you 

won’t be able to make any changes.

▪ Go to “Your Statement” in the “Review and Submit” section.

▪ Check the statement box and click on Next to submit 

your OPT application.



Section 5-Review and Submit

❖ Your Signature

▪ Check the box next to “I have read and 

agree to the applicant’s statement.”

▪ Then type your full legal name in the 

field provided. (This will serve as your 

electronic signature. A handwritten 

signature is not required.)

▪ Click on Next to continue.



Section 5-Review and Submit

❖ Pay and submit

▪ Click on Pay and Submit. You 

will be taken to Pay.gov

▪ Once you have completed the 

Pay.gov sections, you should 

see a screen which confirms 

“You successfully submitted 

your I-765” application.”

▪ You will also receive an email 

from Pay.gov with your 

payment confirmation.



After You Submit Your Application



After You Receive your EAD Card and your start date begins 

OPT Reporting Information

All students on OPT are required to submit the OPT Reporting Form to report the 
following information within 10 working days:

• Contact Information (name, phone, email address and/or residential address

• Start/End dates of employment (including volunteering information)

• Employer’s name, address, job title, your supervisor’s name, email address, 

phone and your employers 9-digit Employer Identification Number (EIN) (Ex: 37-

0415268) Contact your supervisor or Human Resources department if you do 

not know the EIN.

• Any periods of unemployment

• Change of immigration status

• Students must explain how this employment is related to your course of study. For 

additional information see the Employment Reporting Resources and Examples.

https://www.siue.edu/opt/reporting/index.shtml
https://siue.co1.qualtrics.com/jfe/form/SV_6x4XXZIyOGKX5jw
https://www.siue.edu/opt/reporting/OPTReportingResourcesandExamplesofEmployment.pdf

