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Create a USCIS online account

Go to
https://myaccount.uscis.gov/ and
create an account

https://myaccount.uscis.gov/




Setting up the two-step
verification with Email is
recommended for international
students.

Once you receive an email titled
“Email confirmation instructions”
from MyAccount@uscis.dhs.gov,
Click the link to verify your email
address.

mailto:MyAccount@uscis.dhs.gov


You will also receive an email
titled “Secure two-step
verification notification” from
MyAccount@uscis.dhs.gov.
Copy the verification code from
the email and complete the
account creation process.

Save your backup code by
clicking the “Export As PDF”
button and save it in your folder
where you house your
immigration documents like
passport, visa, and Form I-20.

You will need the backup code to
log back into your USCIS
account in case you lose access
to your authentication device.

Finish up the account creation
process by selecting password
questions and responses.

Students are encouraged to keep
a memo of these responses.

mailto:MyAccount@uscis.dhs.gov


Complete the Form I-765 online application

After you log in to your USCIS
account, click “My USCIS” to
start completing the Form I-765
online application.



Select “I am an applicant,
petitioner, or requestor” and click
the submit button.

Click “File a form online”



Search “I-765” then select “I-765,
Application for Employment
Authorization” in the drop-down
menu.

Read through the information
and click the Next button.

IMPORTANT: Do not just scroll
down the page, read it thoroughly
as it contains important
information that OPT applicants
should be aware of.



Note that the page says students
must submit the online I-765
applications within 30 days from
the date when they start the
form.

Search “C” then click “(C)(3)(B)
Student Post-Completion OPT” in
the drop-down menu.



Choose “Initial permission to
accept employment” then…

- If you have not filed Form
I-765 before, click “No.”

- If you had filed Form
I-765 before, choose
“Initial permission to
accept employment” then
click “Yes.”

Complete the form accordingly.



Complete the form accordingly.



Students who are not sure where 
they are going to stay after 
graduation can put the ISSS 
Office’s address;

301 Washington Blvd
Suite 116 Sheldon Hall 
Oswego NY 13126

Then, they can click ‘No” for the 
next question that asks about 
their physical addresses.

Once we receive the EAD card 
for the student, we will scan them 
to add them into their records 
and notify the student via email, 
and students are required to pay 
for the shipping label.

*Note that students who put the
ISSS Office’s address for the
U.S. mailing address may
encounter the “Edit your address”
error (see the image below) -
students can click “ignore.”

**By adding the ISSS mailing 
address, you agree that EAD 
cards can be scanned before you 
pick them up. Students who put 
their mailing addresses should 
scan their EAD copies and send 
them to the ISSS office.
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Complete the form accordingly.

Complete the form accordingly.



Click here to learn how to
retrieve Form I-94.

Please refer to Form I-94 to write
the “I94 Arrival-Departure Record
Number” and “status at last
arrival (see Class of Admission
on the I-94)”.

If you changed your status in the
U.S., refer to the Change of
Status approval notice to find the
I-94 number.

Students can refer to the
“Traveler’s history” to enter:

- Date of arrival
- Place of arrival

https://www.oswego.edu/international/sites/www.oswego.edu.international/files/how_to_retrieve_i-94_arrivaldeparture_record.pdf
https://i94.cbp.dhs.gov/I94/#/history-search


Students can leave it blank for
the question that asks about the
travel document number.

Make sure to select “F1- student,
Academic Or Language
Program” for your current
immigration status. Students
should be within the U.S. when
they apply for the OPT.

SEVIS N number can be found
on top of your Form I-20. It says
“SEVIS ID:” and starts with “N”.



Students can check “I do not
have or know” for A- Number and
USCIS Online Account Number
questions.”

If you have a Social Security
Number, you can click “Yes” and
provide the SSN.

If you do not have a Social
Security Number and you would
like to apply for the number might
as well, select “No” for “Has the
SSA ever officially issued a
Social Security card to you?”
Then, click “Yes” for “Do you
want the SSA to issue you a
Social Security card?”



Refer to 2d of this resource to
download and print the photo
requirement. Once the photo is
taken, ask them if they can email
you the photo as you need to
upload them to the online
application.

If they can’t email you, scan the
photo and use photo tools
including USCIS’s photo
composition tools to crop the
photo that meets the 2X2
requirement.

DO NOT upload your passport
photos as the photo sizes do not
meet the requirement.

The photo that you submit to the
online I-765 application should
be recent photos that were taken
within the last 6 months from the
submission date.



Upload your Form I-94 and select
the document type accordingly.



Students who were issued an
Employment Authorization
Document (EAD) before should
upload the scanned copy of EAD
here. Previously EAD-issued
students are also encouraged to
upload scanned copies of their
passports, visas and Academic
Advisor’s Recommendation
Letter here.

Students who were not issued an
EAD before can submit scanned
copies of passports, visas and
Academic Advisor’s
Recommendation Letter here.



Students who were issued
CPT-authorized or
OPT-authorized Form I-20s
during their studies can upload
the CPT or OPT Form I-20 here.

Students who were not issued
any of the CPT or OPT
authorized Form I-20s can click
“Next.”

*Please note that the ISSS Office
does not keep any of the
student’s CPT authorized Form
I-20.



This is where students MUST
STOP if they haven’t received
the OPT-recommended Form
I-20.

Students must come to the OPT
final review meetings on
Wednesday to meet with the
ISSS Office then they will be
issued a new Form I-20 with OPT
remarks.

*Please note that students need
to submit the online I-765
application within 30 days from
the OPT recommended Form
I-20 issued date.

**Students who are issued OPT
recommended Form I-20 should
print it out, sign on the form, scan
it and upload it to the online
application.

If there’s anything you would like
to add to the online application,
click the “Add a response” button
and add the description.



Review and click “Next.”

Applicants are strongly
encouraged to download Form
I-765 for their future references.
For example, when their
applications are denied, they can
look back to see if all entered
information is correct.



Check the box and click “Next.”

Check the box and type your full
legal name and click “Next.”
Confirm the payment amount on
the application before you
proceed with the payment.



Click “Pay and submit” and it will
direct you to the payment page.




