
OPT Online Application Guide



Important Note
International Enrollment & Services (IES) provides general guidance on the OPT 
application process. While we make every attempt to ensure we provide students with 
the most up-to-date information available, USCIS may change its interpretation of these 
policies, procedures, regulations, and eligibility requirements at any time. IES is not 
responsible for any errors or omissions or for the results obtained from USCIS.

An OPT application to USCIS is your own personal application. You alone are 
responsible for timely filing with full documentation, understanding F-1 rules regarding 
the OPT, and properly maintaining F-1 status. 

Please note that this tutorial provides guided recommendations, and all images used 
are samples. Information contained within should not be considered legal advice. 



OPT Recommended I-20
Complete the online OPT Certification 
Form
• Use this format for your academic 

advisor/graduate coordinator email address: 
name@etsu.edu

The international advisors will issue a new 
I-20 with the OPT recommendation dates 
and will email you the OPT I-20.
• You will print the new OPT I-20, sign and date 

on the correct line on page 1.
• Digital or electronic student signatures are not 

accepted. 

• After signing, send a copy of the first page to 
your ISA

mailto:name@etsu.edu


I-20: Accuracy Check, Page 1
Check the following for accuracy:
• Education level
• Program End Date (date of commencement)
• School Attestation

• Make sure there is an ISA signature.
• Check the DATE ISSUED—USCIS must

receive your application within 30 days of this 
date

• Student Attestation
• You will print the I-20, then sign and date. 

Students 18+ do not need a parent/guardian 
signature

Advisor Signature

Student Signature MM/DD/YYYY



I-20: Accuracy Check, Page 2
Requested OPT start and end dates:
• OPT start date may be adjusted in 

SEVIS if USCIS does not complete the 
processing of your OPT by the 
requested date. Apply as early as 
possible.

You will receive a new travel signature at 
the time you request your OPT I-20.

Please note: USCIS must receive your 
application within 30 days of the DATE 
ISSUED date on PAGE 1, not the travel 
signature date. (The travel signature may 
be a later date.)



Online Application Quick Tips
• The online form is designed to work with all browsers, but Chrome is the preferred

browser.
•Your answers are automatically saved as you work.
•You can begin the form and return to it later. 
•Drafts are saved for 30 days from the last time you worked on the form.
•DO NOT enter “N/A”, simply leave fields that don’t apply to you blank
•Have all your OPT documents, including your OPT I-20, readily available in digital 

format
•Changes to the online form cannot be made after payment and submission.
•Technical support for the online form is available through a USCIS account or by 

sending a message through the USCIS online help form.

https://my.uscis.gov/account/v1/needhelp


e-File Application Process Overview
• Submit the OPT Certification Form (see OPT webpage for 

details).
• Review and understand the OPT requirements and 

expectations on the USCIS website and our OPT webpage
• Prepare all application materials (using this step-by-step 

guide)
• Create your USCIS Online Account. 

https://www.uscis.gov/working-in-the-united-states/students-and-exchange-visitors/optional-practical-training-opt-for-f-1-students
https://www.etsu.edu/international/employment/opt.php
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account


e-File Application Process Overview
• Receive your new I-20 with OPT recommendation. Print and 

sign the OPT I-20
• Digital or electronic student signatures are not accepted. 

• Begin to fill out the online application through your USCIS 
account. Choose the c(3)(B) category. 

• Upload the *NEW* OPT I-20 (signed by you in ink), along 
with any supporting documents to the online application

• Submit the application and pay the filing fee



Filing Reminders
•Pick ONE method to apply for OPT. Either apply online OR through mail - DO NOT 

apply both ways
•Your OPT application SHOULD NOT be submitted to USCIS more than 90 days prior 

to your program end date (commencement)
•Your OPT application MUST reach the USCIS within 30 days of the date your new I-

20 with OPT recommendation was issued 
• If approved, the Employment Authorization Document (EAD) card will be sent directly 

to you at the address you provided to USCIS. USPS will not forward the EAD to 
another address once shipped. Once you receive the EAD card, you are authorized to 
work on OPT between the start and end dates listed on the card

•Understand the fees for the I-765 filing. Premium processing is now available for OPT 
applications, if needed.

https://www.uscis.gov/g-1055?form=i-765
https://www.uscis.gov/forms/all-forms/how-do-i-request-premium-processing


Document Format
The online form requires several document uploads.

Format requirements for uploads:
• Photos: JPEG or PNG
• Documents: JPG, JPEG, PDF, TIF or TIFF
• Max file size: 6 MB per file
• English translations required for any foreign language documents
• No encrypted or password-protected files

https://www.uscis.gov/i-765
https://travel.state.gov/content/travel/en/us-visas/visa-information-resources/photos.html


e-File Application Documentation
• Form I-765 (this is obtained from the online application)
• One passport-style color photograph of you taken recently and not used before
• Digital copy of your passport picture page
• Digital copy of your most recent F-1 visa (or I-797C approval notice if status was changed in US)
• Digital copy of your electronic Form I-94 OR digital copy of your paper Form I-94 (front and back)
• Digital copy of all previous EAD cards (front and back) that have been issued to you, if applicable
• Evidence of all previous CPT & OPT authorizations (needed for the “Additional Information” section), 

if applicable
• Digital copy of NEW I-20 with OPT Recommendation
• Credit card or ACH payment for the filing fee

https://www.uscis.gov/i-765
https://i94.cbp.dhs.gov/I94/#/home


Form I-765: Online Application Guide
Go to USCIS https://ww w.uscis.gov/ I-765 
and read the provided instructions.

• Following this guide does not guarantee 
approval of your OPT by USCIS & 
should not be construed as legal advice

USCIS recommends using the latest 
version of Google Chrome, Firefox, Edge, 
Firefox, or Internet Explorer 11 

Click "File Online"



Create Account
Visit https://myaccount.uscis.gov/
Create your account:
• A USCIS Account confirmation email 

will be sent to you. Follow the 
instructions in the email to confirm 
your account.

• It is important that you timely check 
your Inbox and/or other folders for the 
email with instructions on confirming 
your account.

https://myaccount.uscis.gov/


Your Account
Click on myUSCIS, 
then File a form 
online



I-765 Application
The online application has 
multiple sessions to complete. 
These sections are:
• Getting Started section
• About You section
• Evidence section
• Additional Information section
• Review and Submit section
• Form Filing Fee section



Getting Started
Select the “Application for 
Employment Authorization (I-765)”
as the form you want to file online

Carefully review all of the
information provided on the screen
about the Form I-765



Getting Started: Eligibility Category
Review the form overview and
privacy notice information

Select the correct employment
eligibility category c(3)(B)



Optional: Premium Processing
USCIS provides the option for you to have 
your OPT application adjudicated within 30 
calendar days from the date of request.
Adjudication could be an approval, request for 
evidence, rejection, or denial - it DOES NOT 
guarantee you approval.
Premium processing IS NOT mandatory. This 
is a personal decision you need to make 
based on your situation. You should carefully 
review all information on the USCIS Premium 
Processing webpage and the normal USCIS 
Processing Times page before making your 
decision.

**IF YOU CHOOSE YES, NOTE THE 
IMPORTANT MESSAGE ABOUT THE 
PAYMENT AFTER APPLICATION 
SUBMISSION!

https://www.uscis.gov/forms/all-forms/how-do-i-request-premium-processing
https://egov.uscis.gov/processing-times/


Getting Started: Reason for Applying
Select Initial Permission



Getting Started: Preparer
Answer “No” to “Is someone assisting you 
with completing this application?” unless 
an attorney, preparer, or interpreter is 
helping you file this application. 

If you select Yes, the form will prompt you 
to provide information about the interpreter 
or preparer who is assisting you.

Note: Your ISA or other ETSU personnel 
are not considered an attorney, preparer, 
or interpreter



About You: Name
Enter your name as shown on 
your most recent passport
• If you have a middle name, 

we suggest writing both 
your first and middle name 
in the in the “Given Name” 
box

If you have used other names, 
either formally or informally, 
please say “Yes” and enter 
them on the application. This 
includes maiden names or 
nicknames



About You: Contact Information
Provide your US phone number 
and personal email address

• Use the personal email 
address you listed on the 
OPT Certification Form.

Note: you will lose access to 
your ETSU email after 
graduation



Mailing Recommendations
• EADs are considered government documents that cannot be forwarded by the U.S. Postal Service (USPS).
• Your U.S. Mailing Address – This is the address where you will receive your application receipt, approval notice, 

and STEM OPT EAD.
• If you will move from your current residence in less than 5 months, you should use the U.S. address of a reliable 

friend or relative who can receive the card for you.
• DO NOT use your campus P.O. Box, as it will become inactive after graduation.
• DO NOT use the IES address or other university addresses as your mailing address.
• Attempting to change the address midway through the OPT application process can cause delays and be 

extremely disruptive, resulting in lost or returned OPT EADs.
• Alternatively, you may wish to consider using a U.S. Post Office address (known as a P.O. Box) if that is how you 

would prefer to receive your mail.
• Prior to completing your U.S. mailing address, verify your address with USPS: 

https://tools.usps.com/go/ZipLookupAction_input
• Your U.S. Physical Address should be the address where you reside at the time of application. This address 

should match the address listed in your SEVIS record. The physical address could be different from your mailing 
address.

https://tools.usps.com/go/ZipLookupAction_input


About You: Mailing Address
Write a U.S. mailing address where 
you will be able to receive documents 
for the next 3 to 4 months. 

• This should NOT be the IES office 
address or any other ETSU address.

This does not necessarily need to be 
your current mailing address; if it is not
your current address, you can write the 
full name of the person whose address 
you are using in the “In care of name” 
box



About You: Physical Address
Select "No" if your 
physical/residential address is 
different than the mailing address 
you listed in the prior section
• Your current physical address 

should match the address listed 
in your SEVIS record.



About You: Biographical Information
Fill out your biographical information 
throughout the next section of the application

*IMPORTANT*
Be sure to enter your date of birth in 
month/day/year format. Incorrect date of birth 
formatting is one of the most common EAD 
card errors. 

Note: errors caused by incorrect information 
provided on Form I-765 will require an 
additional filing fee.



About You: Citizenship & Immigration 
Information

Continue to fill out your immigration information
using your I-94 and passport(s)
• To view and print your I-94 go to: 

https://i94.cbp.dhs.gov/
• If you entered the U.S. on another status 

other than F-1 and completed a change of 
status with USCIS, write your last entered 
status for “Status at last arrival.”

Your current immigration status should be “F-1
student”
Enter your current SEVIS ID number. Your SEVIS
ID is located at the top left corner of your I-20.
• Use the “Additional Information” section of the

application to provide any previously used
SEVIS ID numbers, if applicable

https://i94.cbp.dhs.gov/


About You: Other Information
Select “I do not have or know my 
A-Number”
• Your USCIS Online Account 

Number will pre-populate if you 
have already used your USCIS 
Online Account before.

Check "I do not have or know my 
USCIS Online Account Number" if 
this is the first time you are using 
your USCIS Online Account.



About You: Social Security Number
Select “Yes” and enter your Social 
Security Number (SSN). 
• If you do not have an SSN, see 

the next slide before selecting a 
response.

Select “No” to "Do You want the 
SSA to issue you a Social Security 
card?"



About You: Social Security Number
If you do not have an SSN, answer No.

You may choose to allow the SSA to issue 
you an SSN. Note that SSNs are required 
for employment in the US. If you choose 
not to allow the SSA to issue you an SSN 
now, you will need to apply for one later.

Indicating Yes requires agreement to 
Consent for Disclosure and the birth 
names of your father and mother.



Evidence
• Scan and upload clear and legible copies of required 

documents.
• Refer to the Document Formatting slide in this deck for 

upload requirements, including file size and file naming.
• List of required documents:

• Recent US passport-style photo
• Current I-94
• Previously authorized CPT or OPT I-20s, if applicable
• New I-20 with OPT recommendation on page 2



Evidence: Photos
Upload a recent color passport-sized 
photo that meets the US passport 
specifications

Example of Acceptable Passport Photos

Caution: Do not use the same photo 
used with other applications or other 
documents such as your visa, passport 
renewal, or previous OPT/EAD 
application.

https://travel.state.gov/content/travel/en/us-visas/visa-information-resources/photos.html
https://www.etsu.edu/bf/postoffice/passports/photos.php


Evidence: I-94
To view and print your digital I-94 go to: 
https://i94.cbp.dhs.gov/

If you have a paper I-94, you must obtain a
clear image of it and upload it to the application
• DO NOT upload the Travel History

NOTE: if you changed your status to F-1 while 
inside the United States (through a USCIS I-
539 form), then your I-94 will be located on the 
bottom of your I-797 F-1 approval notice

https://i94.cbp.dhs.gov/


Evidence: Passport or Government ID
Upload the following:
• Image of your most recent

passport. You only need to upload the
1 page showing your biographical
information and picture of yourself. The
bottom numbers (Machine Readable
Zone) must be visible.

• Image of your F-1 visa. If you do not
have an F-1 visa, upload your I-797 F-1
approval notice. Canadian students
will not have F-1 visas.

• ALL previous EAD cards, front
and back, regardless of degree
level

https://egov.ice.gov/sevishelp/programsponsoruser/machine-readable_zone.htm


Evidence: Previous I-20s
Upload a copy of all PREVIOUSLY
issued CPT or OPT I-20s.
• If you are not sure or think you are 

missing an old I-20, contact your ISA.

If you did not have CPT or OPT 
authorization in the past, skip this step.



Evidence: OPT I-20
PAUSE! Do you have the new OPT I-20?

• If you did not receive the new OPT I-20, contact your ISA before 
moving forward.

Upload your new OPT I-20 with the OPT recommendation on page 2.

DO NOT upload any other I-20 here—only upload the new OPT I-20

Ensure you have printed and signed the OPT I-20 on the correct 
line on page 1. 

•Digital or electronic student signatures are not accepted.

DO NOT submit the I-765 without your new OPT I-20!

NOTE: submit the I-765 application within 30 days of your ISA 
recommending OPT in your SEVIS record.



Additional Information
If you need to provide any additional
information for any of your answers to the
questions on the application, enter it into
the “Additional Information” section. You 
should include the questions that you are
referencing (Section, Page, Question, etc).

If you do not need to provide any
additional information, you may leave this
section blank.

Examples shown on the next slides



Additional Information
Example 1: Previous OPT authorization
• Section: Select Getting Started
• Page: Select Reason for applying
• Question: Select Have you previously filed 

Form I-765? 
• Additional information: Enter OPT 

authorization, degree level, dates of 
authorization, and SEVIS ID.

Add additional information for any additional 
submissions of the I-765 application.



Additional Information
Example 2: Details of eligible STEM degree
• Section: Select Getting Started
• Page: Select Basis of Eligibility
• Question: Select Degree
• Additional information: You may wish to 

provide the name of your major or degree as it 
is listed on your official transcript if you feel it
is helpful.



Additional Information
Example 3: Previous SEVIS ID number(s)
• Section: Select About You
• Page: Select Your immigration

information
• Question: Select What is your Student

and Exchange Visitor Information
(SEVIS) Number (if any)?

• Additional information: Enter previous
SEVIS ID number, name of associated
institution, degree level, and program
dates.



Review Application
Review any system alerts or
warnings and make any
needed corrections.
Changes cannot be made
after the form is submitted.



Review Application: Summary
Your application summary
• Review responses and ensure all 

required fields are completed.
• A form summary can be printed.
• A PDF of the I-765 form 

completed with your responses 
and a summary of uploaded 
evidence can be generated by 
clicking View draft snapshot.



Statement
Confirm you understand English
and all questions on the form.



Signature
Read and confirm you have read 
and agree to the applicant’s 
statement.

Provide your digital signature by 
typing your full legal name.

You will not be able to make any 
changes once signed!



Payment
IMPORTANT: Once your payment has been successfully received, 
your application will be filed!!
• You cannot change or edit your I-765 application responses after 

payment has been submitted. The USCIS fee is non-refundable.

Once you are ready, the system will direct you to pay.gov, a US 
government payment site.
• You will be able to pay the application fee using a US credit / 

debit card or through an ACH transfer (direct withdrawal) from 
your US checking account.

Make sure to double-check that you have entered your debit/credit 
card number correctly.



Payment: Without Premium Processing
After you agree to the applicant statement, you will be directed to pay.gov, a secure
government portal

Check the fee amount: https://www.uscis.gov/i-765

Pay by ACH withdrawal, or debit/credit card:
• ACH withdrawals require bank and routing information, and must be from a US financial 

institution
• Call your credit card company to alert them of this upcoming charge, to prevent blocked

payment processing

Enter payment information

When you select continue, the payment for your application will be submitted, and the “I-765
Application for Employment Authorization” will be considered filed immediately

https://www.pay.gov/public/home
https://www.uscis.gov/i-765


Payment: With Premium Processing
If you selected “YES” to 
premium processing, review 
the message about your 
application and additional I-
907 fee



After Submission
You will receive your USCIS receipt 
number shortly after paying and 
submitting your case. 

Click Go to my cases to see case 
information including status, history, 
and documents.

USCIS processing times vary but 
expect about 90-100 days.



After Submission
Helpful features of USCIS online account

Your receipt notice is available to print. A hardcopy will be
mailed to the mailing address entered in the I-765.

Additional notices available through account:

• Biometrics notice if applicable

• Request for Evidence (RFE)

• PDF of submitted I-765 form

• Decision notice

Track the status and history of your application. Upload
additional evidence not requested by USCIS such as copies
of all previously issued I-20s.

Sign up through account profile to receive case updates
via email or text.



Final Note
OPT Student Reporting Requirements (click for details)

Once you receive your I-797 approval notice, you will send a copy of that 
document to your International Student Advisor (ISA).

When you receive your EAD card, you will send a copy (front/back) of that 
document to your International Student Advisor (ISA).

Additional information regarding your employment responsibilities can be found 
on the OPT webpage

It is your responsibility to report your employment via the OPT 
Employment Reporting Form to avoid accruing unemployment days

https://studyinthestates.dhs.gov/sevp-portal-help/maintain-information/opt-student-reporting-requirements
https://www.etsu.edu/international/employment/opt.php
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