
OPT Online Application Instruction & Review



You must have your DSO reviewed I-765 ready and 
corrected if required by your DSO



You must create a USCIS 
account at my.uscis.gov 
before you can apply for OPT 
Online

You must have all your 
documents ready before 
you start



Make sure to have your documents saved in acceptable format 
below to upload

Make sure to save your documents properly – DO NOT use anything else 
not mentioned above

If the document is not in English, you must translate in English and upload the translation as well with the original documen t



POST- completion OPT Evidence

Evidence
Document to Upload 

(Save the name as stated below)
Notes

(as listed in online filing system)

2 x 2 photo of you Passport Photo

See “Photo Requirements”
Save as JPEG file
U.S. Department of State photo 
requirements.
DOS also has a photo check 
tool that you can use to check the 
photo ahead of time.

Form I-94

Form I-94
Save as PDF or JPEG
Download your most recent I-94 
here: https://i94.cbp.dhs.gov/

Or

Change of Status I-797 Approval

Employment Authorization Document
• Passport Bio Page Save as JPEG 

Must be clear 
• F-1 Visa 

Previously authorized CPT or OPT

• I-20(s) with CPT-OPT 
Authorization

Save as PDF or JPEG
Leave empty if no prior OPT or CPT
Name accordingly

• EAD – Previous OPT

Form I-20 for OPT Form I-20 with OPT Recommendation
Save as PDF
Make sure to sign on the first page

Get all required documents 
ready and saved the same as 
instructed.

When save your document, 
try to minimize the file size.

Make sure your documents 
are saved in the right 
direction, so the officer 
doesn’t have to rotate.

https://travel.state.gov/content/travel/en/us-visas/visa-information-resources/photos.html
https://tsg.phototool.state.gov/photo
https://i94.cbp.dhs.gov/I94/


Again, if for some reason, you 
cannot complete your online 
application in one setting, 
your draft will be saved for 
you. You will be able to see it 
once you log in within 30 
days.

We highly recommend that 
you collect all the information 
and documents and complete 
it in one setting to avoid any 
possible complications.



• They system allows for 15 minute idle before it logs you out
• It save your entries for 30 days; however, you must make some edits during the 30 days. 



You are an applicant





You are applying for Employment 
Authorization, I-765



Review Information



Review Information



Review Information

For OPT Application, no biometric 
is needed unless requested later 
by USCIS for a special purpose



Review information



Review information



Review information



Review information



Select c(3)(B) for Post-OPT
o most of you will select this for Post 

OPT – employment after you finish 
your program of study

Select c(3)(A) for Pre-OPT
o This is for OPT during your study if 

your program doesn’t have a 
practicum/internship requirement. 
Talk with DSO if you think you want to 
apply for this



Follow the Paper Form I-765 your DSO 
has reviewed with you



We hope after your DSO works 
with you on the Form I-765, you 
can complete this by yourself or 
let your DSO know if you still have 
questions



Must match the OPT I-20 and 
your passport



Provide a cell phone number if 
you have one, so USCIS can 
reach you if needed. However, 
most of the time they will 
communicate with you through 
the document share within your 
USCIS account and you may see 
the tab in the later presentation. 

Please watch out for spam and 
phishing.



Follow the paper Form I-765 
your DSO has reviewed.

Make sure that this address 
is valid until your OPT is 
approved and you receive 
your EAD at this location



Follow the paper Form I-765 your 
DSO has reviewed



Follow the paper Form I-
765 your DSO has 
reviewed

Information should be the 
same as you provided for 
your Initial I-20 issuance 
before you started with 
TCSPP



Always enter first the 
country of citizenship on 
your I-20. It is the one 
filed with Immigration 
Services. If you have 
changed recently and 
have not informed your 
DSO yet, please stop and 
discuss with your DSO 
immediately.

You can add any others if 
you hold multiple 
citizenships

The number you entered here must match the most 
recent I-94 you print out from CBP website and will 
upload later as an evidence



Must match the information 
on the I-94 you are going to 
upload

Must match the information on 
the passport you are going to 
upload

Must match the

You might not have it. Skip 
if not

Must match the information on the 
passport you are going to upload



Use the country on the passport you 
are going to upload AND on your I-20

F-1

Your SEVIS ID

You may also find these 
information on the 
Form I-765 your DSO 
has reviewed



You might not 
have it

The number you were given 
when you created your 
USCIS Account

• If you answer Yes, another question 
pops up asking for the number.

• If you answer No, it will ask you the 
question on next page



If you answered No to the previous 
question, this would pop up.

If you answer Yes to apply SSN together, 
a few more extra questions would ask 
you to complete. Please follow the 
answers you have entered on the paper 
Form I-765 your DSO has reviewed.

If you apply SSN here, your SSN Card 
will arrive about 2 weeks later after 
your EAD is approved.



Now you are ready to upload 
all required documents

1. Photo of You

The same as the photo for a 
passport.

You can upload maximum 5 files in each 
Evidence



2. Form I-94

The most recent one you printed 
out from CBP Website and the 
same you used to answer 
questions earlier.



3.  Employment Authorization  
Documents

• Passport Bio Page
• F-1 Visa Page



4. Previously Authorized CPT or OPT 

• All CPT I-20s (upload the one 
covers the time matches your 
SEVIS record. If you have many, 
you can combine them into one 
or two documents)

• Previous OPT I-20s if any
• Previous EAD if any



5.  Form I-20 

• The I-20 your DSO issued after 
recommend your OPT



Additional Information

• Add any SEVIS IDs if you have any 
that are different from the I-20 
TCSPP has issued

Click on Add a response to add or skip if 
you don’t.



Additional Information

• If you still have additional 
information for each category, you 
will select the category and then 
enter the information.

Please discuss with your DSO before you 
enter any additional information other than 

different SEVIS IDs.

Click Save Response 



Review what you have entered and 
prepare to pay

Post OPT Application Fee is shown 
on this screen



If you see this alert in a RED BAR:

It means you have an error or erros in 
your responses that might cause 
denial. You MUST go back to correct 
your response.



If you see this a GREEN BAR:

It means the system thinks your 
responses are acceptable; however, it 
doesn't guarantee approval.

Highly recommend you still review 
your responses to ensure accuracy.

If you see an ORANGE BAR:

It means that your responses are OK to 
submit, but not quite satisfactory. You 
should review those responses and 
provide a better answer.



Start to review your answers:

Tips: compare the answers you 
entered with the paper Form I-765 
your DSO has reviewed



Review your answers:

Tips: compare the answers you 
entered with the paper Form I-765 
your DSO has reviewed



Review your answers:

Tips: compare the answers you 
entered with the paper Form I-765 
your DSO has reviewed



Review your answers:

Tips: compare the answers you 
entered with the paper Form I-765 
your DSO has reviewed



Review your answers:

Tips: compare the answers you 
entered with the paper Form I-765 
your DSO has reviewed

Double check the mailing address 
where you are going to receive your 
EAD is approved.



Review your answers:

Tips: compare the answers you 
entered with the paper Form I-765 
your DSO has reviewed

Make sure the answers on this page 
match the information your passport 
and the most recent I-94 you have 
uploaded.



Review your answers:

Tips: compare the answers you 
entered with the paper Form I-765 
your DSO has reviewed



Review your answers:

Check all uploaded evidence again.



Review your answers:

Make sure the information entered 
matches the documents



You should be able to check the box. If 
not, please discuss with your DSO 
immediately.



Review the Declaration and 
Certification

You are required to sign next



You are expected to check the box and 
click Next



If you have read and agree, please sign 
by typing your name in the space



Read the instructions about how to 
make the payment. 

This screen tells you how much you 
should pay for the category you are 
applying and what information you 
need to make the payment



Pay.gov is a government 
website to collect payment to 
all government agencies

Highly recommend to use 
credit card payment instead of 
giving your bank information



Enter your credit card 
information the way you do 
purchase online. 

WARNING!!!!!

Once you click Continue to 
pay the fee, your form will 
be submitted, and you can 
no longer edit your 
answers anymore.



If you decide to use diect payment from 
your checking account, please enter the 
information as prompted.

WARNING!!!!!

Once you click Continue to pay the 
fee, your form will be submitted, and 
you can no longer edit your answers 
anymore.



This is a screen for you to upload any 
additional documents you would like to 
or have to. If you do have, please discuss 
with your DSO before upload and submit.



You will get your case number right away. 
And all notifications and USICS request 
are posted to your account.

You should check your USCIS account 
every once a while.

It still takes 3-5 months for adjudication, 
so we recommend that you check your 
account every 3-4 weeks and later more 
often.

USCIS Contact Center: 1-800-375-5283



Ensure receiving 
your EAD

• Your name should be on the mailbox

o Your name should be listed with USPS

o Living with parents, relatives, friends?

• Use USPS Informed Delivery Service

https://www.usps.com/business/informed-delivery.htm

https://www.usps.com/business/informed-delivery.htm


Case Processing Time

• https://egov.uscis.gov/processing-times/more-info

• https://egov.uscis.gov/processing-times/

• https://www.uscis.gov/file-online/forms-available-to-file-online

USCIS Recommends to Create an Online Account

https://egov.uscis.gov/processing-times/more-info
https://egov.uscis.gov/processing-times/


Now Your OPT is Approved!



To be compliant

• Job must directly relate to your field of study

• Must provide to your DSO

o an Explanation of Direct Relationship 

o a Job Offer Letter for review

• Must update your SEVIS Portal account

o if employment is changed 

o if obtain an additional employment

o if any personal information is changed

https://forms.office.com/Pages/ResponsePage.aspx?id=wXL6IAYRXUmqH5LLq5iWBngbkzXS9V1Dh4IuoqSnedNUMzZWWU01Nkc3UUpKR0lTU1FXUjZXMFhIQiQlQCN0PWcu


Form to Help 
You Explain: 

• 80% of responsibilities 
of employment must 
be related to your 
program of study

• Refer to Academic 
Catalog and look for 
Program of Study 
from the navigation 
on the left.

https://catalog.thechicagoschool.edu/content.php?catoid=112&navoid=10059


Creating SEVP Portal Account
1. SEVP Portal sends email to you

• Email from Do-Not-Reply_SEVP@ice.dhs.gov– add it to your email list
• Email subject line: 

Optional Practical Training Approval – the next step. Create an SEVP 
Portal account

2. Create an SEVP Portal Account
• Email contains a unique link to create an account 

o Only active for 14 days
o Account will lock after three incorrect attempts to enter a SEVIS ID 

• Students prompted to create a password

What Can You View & Update:

• U.S. home and mailing address.
• U.S. telephone number.
• Foreign telephone number.
• Employer name and address – Add and edit employer 

location, contact, 
supervisor info and employment dates

• Supervisor name and contact information.
• Explanation of Direct Relationship between OPT 

Employment and Field of Study 

SEVIS Portal Access Ends  
• Portal Access ends 6 months after OPT End Date
• Two reminder emails will be sent by SEVIP – 5 months prior and the date

ending access

mailto:Do-Not-Reply_SEVP@ice.dhs.gov


Sponsored for H-1B?

Congrats!

If it is subject to the H-1B Cap, work with your 
employer and lawyer and complete a H-1B Electronic 
Registration with USCIS by 

• Initial registration period opens for a minimum 
of 14 calendar days each fiscal year

• H-1B selection process will then be run on 
properly submitted electronic registrations

• Only those with selected registrations will be 
eligible to file H-1B cap-subject petitions

Sample: For 2021

https://myaccount.uscis.gov/users/sign_up
https://www.uscis.gov/working-in-the-united-states/temporary-workers/h-1b-specialty-occupations-and-fashion-models/h-1b-electronic-registration-process


Questions?


