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RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar .
Services Notice

Please note that this tutorial provides guided recommendations. All images used are samples.
Information contained within should not be considered legal advice. Please remember that it is
ultimately your responsibility to ensure the application materials you submit to USCIS are completed
correctly.

This tutorial may change over time; please do not download this document, and instead access it
newly each time at our website here with a cleared cache: global.rutgers.edu/OPT

If you are currently on an approved post-completion OPT period and applying for a STEM OPT
Extension, instead follow the directions on our website here with a cleared cache:
global.rutgers.edu/OPT-Extensions
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https://support.google.com/accounts/answer/32050?hl=en&co=GENIE.Platform%3DDesktop
https://global.rutgers.edu/opt
https://global.rutgers.edu/OPT-Extensions

RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Overview

STEP 1 - Attend the appropriate workshop on the RGlobal Portal: Post-Completion OPT Workshop, or Off-Campus
Employment Workshop (for pre-completion OPT)

STEP 2 - Prepare all application materials (using this step-by-step tutorial)
STEP 3 — Create your USCIS Online Account (click link) following the instructions on their website

STEP 4 - Beqin to fill out the online application through your USCIS account. Choose the Optional Practical Training category
that applies to you. Fill out the questions until you can download the printable/electronic draft I-765. You will need to upload this
draft I-765 to the “Review OPT Application Materials” e-form on the RGlobal Portal

DO NOT SUBMIT THE ONLINE APPLICATION OR PAY THE FEE ON THE USCIS WEBSITE YET! AS
SOON AS YOU DIGITALLY SIGN THE USCIS ONLINE APPLICATION AND PAY THE FEE, YOUR
APPLICATION IS CONSIDERED OFFICIALLY SUBMITTED. THIS IS INCORRECT!!! YOUR
APPLICATION WILL BE INCOMPLETE IF YOU DO NOT UPLOAD AN OPT RECOMMENDED 1-20 TO
THE APPLICATION BEFORE SUBMITTING AND PAYING THE FEE. THIS WILL RESULT IN A DENIAL!

Continued on next slide — Last Update August 2022 3


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

RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Overview

STEP 5 - Submit the Post-Completion OPT e-form request on the RGlobal Portal. Meet with an international student advisor
(ISA) to review your application and request your new [-20 with OPT recommendation (appointment is optional but highly
recommended)

STEP 6 - Receive your new I-20 with OPT recommendation (you will get an email saying it's ready)

STEP 7 - Upload New OPT [-20 and Review Application. If you are within the correct time frame to apply for OPT, login to your
USCIS Online Account and upload the *NEW* OPT [-20 (signed by you), along with any needed supporting documents to the
online application

STEP 8 - Submit the application and pay the filing fee

Last Update August 2022 4


https://myaccount.uscis.gov/

RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Important Reminders

BEFORE YOU APPLY, PLEASE REMEMBER THE FOLLOWING:

* Pick ONE method to apply for OPT. Either apply online OR through mail - DO NOT apply both ways

* Your post-completion OPT application should NOT be submitted to USCIS more than 90 days prior to the program end date on your
new |-20 with OPT recommendation

* Your post-completion OPT application MUST reach USCIS before the end of your grace period

* Your pre-completion OPT application should NOT be submitted to USCIS more than 90 days prior to your requested OPT start date

* Your OPT application MUST reach 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

* You cannot begin working until you have received your new EAD card and the start date has arrived

* You must be inside the U.S. to apply for OPT

» If you are applying for post-completion OPT based on coursework completion, you must obtain your degree BEFORE your OPT period
ends. Otherwise you are considered out of status

» Be sure you understand the fees for the I-765 and premium processing, if needed 5
Last Update Feb 2024



RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 1 - Attend WOI’kShOp

If you have completed your coursework or will soon be graduating, you must attend the Post-Completion OPT Workshop on
the RGlobal Portal to receive important information to complete your OPT application and learn:

e What is Employment? Am | eligible for OPT? How can | apply for OPT?
Defining Optional Practical Training

OPT timeline scenarios

Maintaining your status while on OPT and reporting requirements

OPT Extensions

If you are looking for off-campus practical training work experience while you are still completing your degree requirements
(CPT), you must instead attend the Off-Campus Employment Workshop on the RGlobal portal.

Go to: hitps://sunapsis.rutgers.edul/istart/controllers/start/StartEngine.cfm
Select: “Workshops” menu on the left

Navigate to the appropriate workshop

Last Update August 2022 6


https://sunapsis.rutgers.edu/istart/controllers/start/StartEngine.cfm

RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 2 - Prepare Application Materials

Q 1. Form I-765 electronic copy/draft (this is obtained from the online application BEFORE you submit it)

a 2. One passport-style color photograph of you taken recently and not used before

a 3. Digital copy of your passport picture page o . ..
Q 4. Digital copy of your most recent F-1 visa (or I-797C approval notice if status was changed in US) C%T

Q 5. Digital copy of your electronic Form 1-94 OR digital copy of your paper Form 1-94 (front and back) Application
a 6. Digital copy of unofficial full transcript that shows your name materials

Q 7. Digital copy of all previous EAD cards (front and back) that have been issued to you, if applicable for review

Q 8. Evidence of all previous CPT & OPT authorizations, if applicable (ex. digital copies of previous 1-20s) ROGnI_:)hl:fa’ll

Q 9. Digital copy of NEW 1-20 with OPT Recommendation* m

Q 10. Credit card or ACH payment for I-765 fee e-form

* You will receive (9) your new 1-20 with OPT recommendation after your application is reviewed by an international student
advisor. You need this to apply for OPT.

Last Update Feb 2024 7
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RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 2 - Academic Certification

Confirm your academic plans with your Academic Official
Undergraduate students: this is your Academic Dean/Advisor
Graduate students: this is your Graduate Program Director
RBHS students: this is your Registrar

You and your academic official need to confirm the following academic dates, as they will impact your OPT eligibility dates. Your
academic official will provide confirmation of this to our office via the OPT 1-20 Request e-form in the RGlobal portal.

» Date 1: Completion of all coursework (regular classes not including research/thesis work)

» Date 2: Completion of all degree requirements (including non-coursework requirements such as thesis/defense)
* If you are applying for post-completion OPT, this date will likely be the new program end date on your I-20.

« That is also the last day you can work on-campus and on CPT (if applicable); however, you may be paid following that
date for work already completed.

Last Update March 2023 8



RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 2 - Select OPT Start and End Date

POST-COMPLETION OPT Applying for post-completion OPT on the basis of
SCENARIO 1: APPLYING FOR OPT AFTER having completed all
COMPLETING ALL DEGREE

REQUIREMENTS

The OPT application can be received by
USCIS no earlier than 90 days before your
degree completion date. You can start
preparing your application materials before
this, but cannot submit it to USCIS before the
90 days.

The earliest possible requested OPT start
date is the day after degree requirement
completion date; the requested OPT start

date must fall within 60 days of degree
requirement completion date. On-campus
work and CPT must end by the degree L

Possible requested OPT start date ]

completion date

Download OPT Dates
*degree requirement completion date is [ Possible OPT application date ] Worksheet
determined by your academic official; generally
this date is earlier than your current 1-20
Program End Date 9

Last Update September 2023



https://global.rutgers.edu/sites/default/files/Documents/International%20Students%20and%20Scholars/OPTDatesWorksheet.xlsx
https://global.rutgers.edu/sites/default/files/Documents/International%20Students%20and%20Scholars/OPTDatesWorksheet.xlsx
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RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 2 - Select OPT Start and End Date

POST-COMPLETION OPT

SCENARIO 2: APPLYING FOR OPT AFTER
COMPLETING ALL COURSEWORK (only for

students who have a non-coursework degree COURSEWORK
requirement and plan to start OPT before
completing degree requirements)

The OPT application can be received by
USCIS no earlier than 90 days before your
expected completion date. You can start
preparing your application materials before
this, but cannot submit it to USCIS before the
90 days.

The earliest possible requested OPT start date
is the day after coursework completed (if
one-year requirement is met). The day before
the requested OPT start date will be the new
program end date on your I-20; that is the last o) Y

day you can work on-campus and on CPT. F-1 09/02/2023 Possible OPT application date ]
status ends at the end of OPT employment oo Download OPT Dates

Elale]iF£lielsMstudents who choose this Worksheet

option MUST complete all degree
requirements and graduate within the period
of authorized employmen

Last Update September 2023 10
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RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 2 - Select OPT Start and End Date

A SPECIAL NOTE ABOUT APPLYING BASED ON COURSEWORK COMPLETION

Graduate students that have finished their coursework and are working on a thesis or dissertation may want to
start OPT before completing their degree requirements, based on the eligibility of finishing their coursework.

However, there are some risks with this option.

Students who choose this option MUST complete all degree requirements and graduate within the period of
authorized employment. In other words, you are expected to complete all of your degree requirements (defense,
revisions, paperwork, etc) prior to your OPT expiring. This is especially important for students eligible for STEM
OPT, as USCIS expects you to be able to show your current diploma in your STEM OPT applications.

Failing to finish all degree requirements prior to the end of your OPT authorized employment period could result
in your losing future benefits.

Please make an appointment with an adviser if you have any questions about this option.

Last Update Feb 2023 11
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RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 2 - Select OPT Start and End Date

PRE-COMPLETION OPT Py —— f
(only for students who have not yet pplying tor
completed degree or coursework

requirements)

The OPT application can be received by
USCIS no earlier than 90 days before your
desired start date. You can start preparing
your application materials before this, but
cannot submit it to USCIS before the 90
days.

This option is rare. Most students use CPT
instead. See more on CPT here.

The earliest possible requested OPT start date \ 90 days } o
is the day after completing one full academic

©)

Possible OPT application

year (2 semesters) in full time student status; the Y o)

requested OPT end date must be before degree

requirement completion date [ date }
01/30/2024

Download OPT Dates
Worksheet

Last Update September 2023 12



https://global.rutgers.edu/CPT
https://global.rutgers.edu/sites/default/files/Documents/International%20Students%20and%20Scholars/OPTDatesWorksheet.xlsx
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PSS ONLINE I-765 APPLICATION PROCESS

Services Step 2 - Prepare Application Materials - Acceptable file formats and upload requirements

File Formats
Photos: JPG, JPEG, or PNG
Documents: JPG, JPEG, PDF, TIF, or TIFF

Maximum size per file: 6MB NOT ALLOWED
f H haracters proof of enroliment @ Purdue.pdf x

You can upload 5 documents at once, and there is no orewgn ¢

limit to the number of files you can upload in total .dOC.Or bmp files © Only English language characters accepted.
special characters SRl .

Foreign language documents must have official NOT ALLOWED '}

. . © Only English language characters accepted.
English Translation

images##.jpg X
Allowable Characters in file names

English letters

© Only English language characters accepted.

Numbers OPT recommendation.docx x

Spaces

P . d © This file format is not accepted. You must upload a JPG,
erioas . JPEG, PDF, TIF, or TIFF.

Hyphens -

Underscores _

Parentheses ()

****Do not use special characters

Last Update June 2021 13



RUTGERS GLOBAL~ ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 2 - Prepare Application Materials - One Passport Style Photo

1 COLOR PHOTOGRAPH SPECIFICATIONS

You can either obtain a digital copy or image of a printed photo

2inch
The color photograph must have a white to off-white background and - e >

be printed on thin paper with a glossy finish—do not mount or retouch ’

The photograph must be sized at 2 inches by 2 inches and must be in
full color with a frontal view of your full face

1inchto 1 3/8 inch

2inch
The head height in the photograph should measure 1 inch to 1 3/8

inches from top of hair to bottom of chin

4

Eye height in the photograph should be between 1 1/8 inch to 1 3/8 e '\ 1 e to 1 38 mcn
inches from top of eyes to bottom of photo . S L

Your head must be bare unless you are wearing headwear as required
by a religious denomination of which you are a member

Photographs must be taken

Resources: recentl ithin 6 months of th
Dept of State Photo Requirements ecently (withi onths or the
https://travel.state.gov/content/travel/en/us-visas/visa-information-resou application date) and not been
rces/photos.html used before on another application

(i.e. your visa or passport)

Dept of State Photo Cropping Tool:
https://tsg.phototool.state.gov/photo

Last Update June 2021 14


https://travel.state.gov/content/travel/en/us-visas/visa-information-resources/photos.html
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T ool ONLINE 1-765 APPLICATION PROCESS

Services Step 2 - Prepare Application Materials - Copies of other immigration documents

s and Border Protection

Image of your passport, most recent * g i
F-1 visa PP — —

‘Admit Until Date (MM/DDIYYYY): DIS
Details provided on Admission (194} form:

Famiy Hams: _— p

Digital copy or image of your most |
recent 1-94 https://i94.cbp.dhs.gov/ e

Image of your Employment
Authorization/EAD Card from previous
degrees (if any), front and back

— 5119168

5 A

Department of
Homeland Security

CBP I-94A (11/04)
Departure

Make sure the images are clear and

e %, o & IAUSA00000081 21%000031 2¢<
readable s;m“ﬁ,‘:ﬁ T B o VA 2001012M1105108ETH< <K<K <h
AHMET 22,12 ,50 SPECIMENSSTESTSVOID<<<<LL<<<<<
Counlry of Cifeenship
PAKISTAN i
20041122 US-VISIT 20050207 MULTIPLE
See Other Side STAPLE HERE
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i ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 2 - Prepare Application Materials - Unofficial Full Transcripts
Grades
Fall 2020
1. Visit my.rutgers.edu and SCHOOL OF MANAGEMENT & LABOR RELATIONS (GRAD)

Major(s): HUMAN RESOURCE MANAGEMENT

click “Get My Grades” under
the Academi cS tab Course Title School Dept CourseSect Credits Grade
| Mng Rewards Systems 38 533 635 02 3
| Mng Global Workforce 38 633 665 02 3

2. Use your NetlD to log in and
receive your unofﬁcial Degree Credits Term Avg Cum Avg
transcript L= - -

The Grades channel provides official term grades.

3. Download your unofficial

To view your official term grades, please enter the following

transcript
Semester:
. 4-digit Year:
4. RBHS students can get their S
transcripts at my.rutgers.edu
Under the banner Your Full Transcript is also online. 1
“Self-Service” tab .

Last Update June 2021 16



RUTGERS GLOBAL-
International Student and Scholar

Services

Step 2

ONLINE 1-765 APPLICATION PROCESS

- Prepare Application Materials - CPT Authorizations

If you received CPT

authorization, you should
include images of page 1
and 2 of the previous |-20

on which this CPT

PART TIME

EMPLOYER INFORMATION
TYPE

EMPLOYER NAME

END DATE

authorization was shown.

SEPTEMBER

B

Upload the files of all CPT

authorization 1-20s to the
online application when
asked

Last Update June 2021 17



RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 3 - Create USCIS Online Account

Create USCIS Online Account

If you have an existing account, sign in. Otherwise
create a new account. Please do NOT use any
Rutgers email address for this account &

c

i
-

5

) ‘Search our ke Q Signin ~
aloa
Forms  News Citaenship  GreenCard  Laws  Tools

Become a U.S. Citizen

Thinking about naturalization? We have

2 step authentication is used, and you will choose
which way you prefer this to be verified (text vs bt

about the

|
i

Resource Center to leam
e process of becoming a U.S, citizen
how you may qualify hdlh(‘a(udylo slc

. Get started at:
email) e

E=a *  WWW.USsCis.gov

. . F'lleOnlIne Manage Your Case ° m! !.usciS.gov
Each account is unique to 1 person - you cannot “W]., )

i ‘ SV * myaccount.uscis.gov
have 2 people using 1 account

i
g 2 e nliog s easeer and taster than papes g It gves you &
el S sons v vy o ot e o

ceess other USKIS services. : Ny LR
. e st s20p 1 0 CRAR 0 AL * Chaos ot addiess oolns
Resources: -*_ﬁ,&.wm,.‘.ww,..-.,-_.u_ ) : |

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

www.uscis.qgov/file-online

Last Update June 2021 18
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RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 4 - Begin Online Application

STEP 1 - Read official instructions for completing Form 1-765: https://www.uscis.gov/i-765

STEP 2 - Once logged in to your USCIS account, click “File a form online” on the home screen

Welcome to Your USCIS Account

Select what you want to do

= B3 5]

Add a paper-filed " p Enter a representative
b File a form online passcode

View your case status Start a new form, upload Review and sign forms
and case history by evidence, and pay and prepared for you by your
adding your case to your submit online attorney or
account representative

=

Verify your identity

Answer questions about
your immigration history
to verify your personal
identity

Last Update June 2021



https://www.uscis.gov/i-765

RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 4 - Begin Online Application

I-765, Application for

The online application has multiple L
Employment Authorization

sessions to complete. These sections are:

1) Getting Started section Getting Started v
2) About You section

- - About You v

3) Evidence section
4) Additional Information section Evidence ¥
5) Review and Submit section Additional Information v
a) Form Filing Fee section A o

Last Update June 2021 20



RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 4 - Begin Online Application

File a Form

Select the form you want to file online. Once you start, we will automatically save your information for
30 days, or from the last time you worked on the form.

STEP 3 - Select the “Appl |Cat|0n for Fee waiver: If you are requesting a fee waiver, you cannot file online. You must file a paper version of
. . ” both the Form I-912, Request for Fee Waiver and the form for the specific benefit you are requesting.
Employment Authorlzatlon (|-765) as the form You can review the fee waiver guidance at www.uscis.gov/feewaiver.

you want to file online
Select the form you want to file online.
Carefully review all of the information provided

on the screen abOUt the Form |'765 I-134A, Online Request to be a Supporter and Declaration of Financial -
Support

1-539, Application To Extend/Change Nonimmigrant Status

—> I-765, Application for Employment Authorization

1-821, Application for Tem porary Protected Status (TPS

1-821D, Consideration of Deferred Action for Childhood Arrivals (DACA)

1-907, Request for Premium Processing Service

21
Last Update March 2023



RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 4 - Begin Online Application

1-765, Application for
STEP 4 - Review the form overview and privacy Emeloyment Auttiortzation

. . . What is your eligibility category?
notices information y gibility category

Getting Started ~
Basis of eligibility S

STEP 5 - Select the correct employment eligibility

Reason for applying

Category ::::‘::" terpreter c(3)(A) Student Pre-Completion OPT
¢(3)(B) Student Post-Completion OPT @
e MOST STUDENTS WILL BE APPLYING AooutYou v <(3)(C) STEM Extension
FOR POST-COMPLETION OPT c(3)(B). IF I H o
YOU ARE UNSURE, ASK AN e
INTERNATIONAL ADVISOR BEFORE
MOVING FORWARD. THIS MUST BE
CORRECT. —

Last Update June 2021 22



RUTGERS GLOBAL-
International Student and Scholar

ONLINE I-765 APPLICATION PROCESS
Step 4 - Begin Online Application

Services

STEP 6 - Select Premium Processing Option

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 an 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 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!

Would you like to request Premium Processing
Service?

Premium Processing Service guarantees that USCIS will take one of several
possible actions (issue an approval notice, a denial notice, a notice of intent
to deny, or a request for evidence) on your Form |-765 within 30 days.

The fee for Premium Processing Service for Form I-765 is $1,500.
If you request premium processing, you will be asked to complete Form I-

907 after you sign your Form |-765. You will then be able to pay for and
submit both forms at the same time.

Yes

® No

Would you like to request Premium Processing
Service?

Premium Processing Service guarantees that USCIS will take one of several
possible actions (issue an approval notice, a denial notice, a notice of intent
to deny, or a request for evidence) on your Form |-765 within 30 days.

The fee for Premium Processing Service for Form I-765 is $1,500.

If you request premium processing, you will be asked to complete Form I-

907 after you sign your Form I-765. You will then be able to pay for and
submit both forms at the same time.

® VYes
No

6 Form I-765 and Form |-907 will be submitted together. After
you sign Form I-765, the form will be locked. You will not be
able to make any changes to the form once it is locked. You
will immediately be directed to Form 1-907 and will be able to
pay for and submit both forms after you provide your
signatures.

Last Update March 2023
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RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 4 - Begin Online Application

STEP 7 - Select the reason you are applying 1-765, Application for

Employment Authorization

What is your reason for applying?

e If this is your first OPT application for your

Getting Started ~ @ |Initial permission to accept employment
. P
curre nt d eg ree y y0U Wi I I SeleCt I n |t|a| Basis of eligibility Replacement of lost, stolen, or damaged
. . o employment authorization document or correction
Pe rmission Reason for applying of my employment authorization document NOT
DUE to US Citizenship and Immigration Services
Preparer and interpreter error

information s %3
Renewal of permission to accept employment

e If your EAD was already approved by USCIS but

About You v
then LOST or STOLEN, you will select Evdence v
“‘Replacement”. Please contact an advisor AdRIoRIRBrIIn Have you previously filed Form 1-765?
before refiling your application for important s )
es
guidance o

STEP 8 - If you were ever approved for OPT in the
past, regardless of degree level, select “Yes” for “Have - -
you previously filed Form I-765?”. Upload files of the
front and back of your previous EAD card(s) and/or

Denial notices in the “Additional Information” section

Last Update March 2023 24



RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 4 - Begin Online Application

STEP 9 - Answer “No” to “Is someone assisting oo Arbeation

you with completing this application?” unless an Employment Authorization
. . . : | isti ith completing thi
attorney, preparer, or interpreter is helping you file :;;?2:325;55'5 S i e
this application. Rutgers Global - ISSS advisors Getting Started A
; fon o Yes
are not considered an attorney, preparer, or :"“’ & i
= eason for applying
interpreter
Preparer and interpreter
information

About You v

Back Next
Evidence N
Additional Information v
Review and Submit v

Last Update March 2023 25



RUTGERS GLOBAL-
International Student and Scholar

ONLINE 1-765 APPLICATION PROCESS

Services Step 4 - Begin Online Application

STEP 10 - 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

What is your current legal name?

Your current legal name is the name on your birth certificate, unless it
changed after birth by a legal action such as marriage or court order. Do
not provide any nicknames here.

Given name (first name) Middle name

John Jacob

Family name (last name)

Smith

Have you used any other names since birth?

Other names used may include nicknames, aliases and maiden names.

Yes

No

B.cu “

Have you used any other names since birth?

Other names used may include nicknames, aliases and maiden names.

® VYes
No

Provide the other names you have used.

Given name (first name) Middle name

JJ

Family name (last name)

Smith

+ Add another name
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STEP 11 - Write a U.S. mailing address where

you will be able to receive documents for the Is your current mailing address the same as
1 2
next 3 to 4 months. This should NOT be the What is your current U.S. mailing address? FIRFELSSRES
. will use your current mailing addr nta u throughout th es
ISSS Offlce addl'eSS or department address. :V:plicali:r?\);)rocgss. \e'\/e‘lnay nog( l:eazies::c(:n:az:;loou i‘fyouioon;\t ) !
. provide a complete and valid address. Please provide a U.S. address © No
This may also be true for your Rutgers only.
on-campus address, if you are moving after I care of name ( any)
. Where in the United States do you live?
graduating
Address line 1
Address line 1
This does not necessarily need to be your 123 Practical Training Road e
current address; if it is not your current :‘dd‘ “" e
ress line 2
address, you can write the full name of person - sl o —_
Whose address you are USing in “In Care Of Apartment, suite, unit, or floor -
name” box. Some students purchase a P.O. Oty ot i i
bOX instead City New Jersey ~ 11111

il “

If your mailing address and physical address
are different, please answer “No” to the next
question and enter your physical address
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What is your city, town, or village of birth?

STEP 12 - Fill out your biOgI"ﬁphiCﬁ' What is your gender?
information throughout the next section "
Of the app“catlon Female What is your state or province of birth?

What is your marital status?

Single What is your country of birth?

Married

[N

Divorced

Widowed

What is your date of birth?

e MM/DoY

b
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Step 4 - Begin Online Application

STEP 13 - Continue to fill out your
immigration information, using your 1-94 and
passport(s)

To view and print your -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 1-20. Use the “Additional Information”
section of the application to provide any
previously used SEVIS ID numbers, if
applicable

What is your country of citizenship or
nationality?

List all countries where you are currently a citizen or national.

+ Add country

What is your Form |-94 Arrival-Departure Record
Number (if any)?

When did you last arrive in the United States?

List your arrival date, place of arrival, and status at arrival.

Date of arrival
MM/DD/YYYY

Place of arrival

Status at last arrival

What is the passport number of your most
recently issued passport?

What is your travel document number (if any)?

What is the expiration date of your passport or
travel document?

MM/DD/YYYY

What country issued your passport or travel
document?

What is your current immigration status or
category?

What is your Student and Exchange Visitor
Information System (SEVIS) Number (if any)?

Use the "Additional Information” section to include all previously used
SEVIS numbers
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Services Step 4 - Begin Online Application

What is your A-Number?
STEP 14 - Check “I do not have or know

my A-Number” 1 do not have or know my A-Number.

A-
Check “I do not have or know my USCIS

Online Account Number”. You will only

have a USCIS Online Account Number if
you previously filed an online application
with USCIS What is your USCIS Online Account Number?

Providing your unique USCIS Online Account Number (OAN) helps us
manage your account. You may already have an OAN if you previously
filed certain paper forms and received an Account Access Notice in the
mail. You can find the OAN at the top of the notice; it is not the same as
an A-Number.

I do not have or know my USCIS Online Account Number.
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STEP 15 - If you never had a Social Security number
(SSN), you may apply for one now by answering “No”
and “Yes” to the following related questions

Read more about getting a SSN through your |-765
application here:

https://www.uscis.gov/sites/default/files/document/flyers/
EBE_Flyer_Apply for_your Social_Security Number W
hile_Applying_for_Your.pdf

Once your OPT application is approved, the necessary
information will be provided to the Social Security
Administration. You should receive your Social Security
Card by mail approximately two weeks after you receive
your OPT approval and Employment Authorization
Document (EAD) card

If you have a SSN, select “Yes” and enter the number

If you do not have a
SSN...

If you have a SSN...

Has the Social Security Administration (SSA)
ever officially issued a Social Security card to
you?

Yes

® No

Do you want the SSA to issue you a Social
Security card?

@ Yes

No

You must agree to the Consent for Disclosure

If you answer “Yes”, you must also answer “Yes” to the
Consent for Disclosure

Consent for Disclosure: | authorize disclosure of
information from this application to the SSA as
required for the purpose of assigning me an
SSN and issuing me a Social Security card.

@® vYes

No

Has the Social Security Administration (SSA)
ever officially issued a Social Security card to
you?

@ Yes

No

What is your Social Security number (if known)?

Last Update March 2023 31



https://www.uscis.gov/sites/default/files/document/flyers/EBE_Flyer_Apply_for_your_Social_Security_Number_While_Applying_for_Your.pdf
https://www.uscis.gov/sites/default/files/document/flyers/EBE_Flyer_Apply_for_your_Social_Security_Number_While_Applying_for_Your.pdf
https://www.uscis.gov/sites/default/files/document/flyers/EBE_Flyer_Apply_for_your_Social_Security_Number_While_Applying_for_Your.pdf

RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 4 - Begin Online Application

2 X 2 Photo Of You

Upload a recent color photograph of yourself that measures 2 inches by 2 inches,
with your face measuring 1 inch to 1 3/8 inch from your chin to the top of your
head. Your eyes should be between 1 1/8 inch and 1 3/8 inch from the bottom of
the photo.

STEP 16 = FO”OW the instruCtiOnS to upload your Make sure your whole face is visible, you are facing the camera directly, and the

background is white or off-white. Your head must be bare, unless contrary to your

photo, using the file format requirements. See

If you need help understanding the photo requirements or want to resize, rotate,

s I id e 1 4 fo r m O re d eta i I S or crop your photo, you can use to the Department of State's photo composition

190ls. Please note that we cannot approve your application without your photos.

File requirements

¢ Clear and readable

Accepted file formats: JPG, JPEG, or PNG

.

No encrypted or password-protected files

If your documents are in a foreign language, upload a full English translation
and the translator’s certification with each original document.

o Accepted characters: English letters, numbers, spaces, periods, hyphens,
underscores, and parentheses

Maximum size: 6MB per file
Chgose or drop files here to upload
File upload link button

Back Next
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I-94, Arrival And Departure Record

Upload a copy of one of the following:

STEP 17 - Obtain your 1-94 number. To view Bpehases el

-Your passport or other travel document.

and print your digital |'94 go to: If you were admitted to the United States by CBP at an airport or seaport after April

30, 2013, CBP may have issued you an electronic Form 1-94 instead of a paper Form
o H 1-94. You may visit the website to obtain a paper version of an electronic Form

https://i94.cbp.dhs.gov/ O e P S

United States at a land border, airport, or seaport, after April 30, 2013, with a

passport or travel document, who were issued a paper Form 1-94 by CBP, may also
be able to obtain a replacement Form I-94 from the CBP website without charge.

If your Form 1-94 cannot be obtained from the CBP website, it may be obtained by

If you have a paper I-94, you must obtain a clear PO —————
image of it and upload to the application st v U35 _

File requirements
* (Clear and readable

* Accepted file formats: JPG, JPEG, PDF, TIF, or TIFF

NOTE - if you changed your status to F-1 while i o W g

« If your documents are in a foreign language, upload a full English translation
and the translator’s certification with each original document.

inside the United States (through a USCIS 1-539 . Acepedchaeacer g et namer e, e, phers,

underscores, and parentheses

form), then your I-94 will be located on the ——
bottom of your I-797 F-1 approval notice PR S

B.Ck “
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Services Step 4 - Begin Online Application

STEP 18 - Upload the following:

1)

2)

3)

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 a F-1
visa, upload your I-797 F-1 approval notice.
Canadian and Bermudian students will not have
F-1 visas.

ALL previous EAD cards, front and back, if
applicable. If you ever worked on OPT (pre or
post), H-4 EAD, and/or J-1 Academic Training at
any degree level.

Employment Authorization Document Or
Government ID

Upload a copy of your last Employment Authorization document (EAD) (front and
back). If you were not previously issued an EAD, you must upload a copy of 3
government-issued identity document (such as a passport) showing your picture,
name, and date of birth; a birth certificate with photo ID; a visa issued by a foreign
consulate; or a national 1D document with photo and/or fingerprint. The identity
document photocopy must clearly show your facial features and contain your
biographical information.

File requirements

» Clear and readable

o Accepted file formats: JPG, JPEG, POF, TIF, or TIFF
o No encrypted or password-protected files

* If your documents are in a foreign language, upload a full English translation
and the translator’s certification with each original document.

* Accepted characters: English letters, numbers, spaces, periods, hyphens,
underscores, and parentheses

b Maximum size: 6MB per file

Choose or drop files here to upload

Back Next
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STEP 19 - Upload the following: Previously Authorized CPT Or OPT

Upload evidence of any previously authorized CPT or OPT and the academic level
at which it was authorized.

1) If you previously had CPT: Page 1 & 2 of I-20s

that show your previous CPT approvals, for File requirements
ALL degree levels. o Clear and readallie
o Accepted file formats: JPG, JPEG, PDF, TIF or TIFF
2) If you previously had OPT: Page 1 & 2 of I-20s o No encrypted or password-protected files
that show your previous OPT e If your documents are in a foreign language, upload a full English translation

B and the translator's certification with each original document.
recommendations, for ALL degree levels.
¢ Upload no more than five documents at a time
o Accepted file name characters: English letters, numbers, spaces, periods,
3) For all students: Unofficial transcript for your hyphens, underscores, and parentheses
current degree * Maximum size: 6MB per file
a) See slide 16 for information on how to

obtain transcripts Choose or drop files here to upload
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International Student and Scholar
STOP!

e Save the draft application - DO NOT SUBMIT YET

Services

e You cannot progress until you have received your NEW
OPT recommended I-20 from Rutgers Global

e See next slides for information on how to get your new
OPT 1-20
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STEP 1 - Submit Post-Completion OPT e-form request e-form via the RGlobal Portal

STEP 2 - Submit your complete OPT Application for ISA review via the OPT e-form. Any recommended changes will be sent to you via
email
e You will need to save the “electronic draft” of the Form I-765 from the Online Application, and upload it to the OPT
application e-form for Rutgers Global review. This is explained on the next slide. \

STEP 3 - Schedule an optional appointment to review your application with an
International Student Advisor. This is recommended but not required to progress:
https://global.rutgers.edu/international-scholars-students/advising-services

STEP 4 — Move forward with the rest of the e-form sections on the RGlobal Portal

Important!

Missing or incomplete documents can delay the creation of
your new I-20. Please make sure you've prepared all required

documents outlined in STEP 2 of this tutorial before meeting
an international student advisor
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Services Step 5 - Submit e-form on RGlobal Portal and Meet with Advisor
. ) ) . ,? AS Application For Eﬂ:]:o)-l:e:l s:::‘hflrlznion Folu-::clljes
Review the draft I-765 form information for correctness & B et 8 Sl
before uploading it to the RGlobal Portal e-form. Click S i e
“View draft snapshot” (shown below) to download a copy of e
the electronic draft form |-765 and save it to your computer e ©
To b compleed by an atormey or | S e s fForm G351 T e e
Board of Immigration .\p?cl'k (BIA)- |:
accredited representative (if any).

» START HERE - Type or Print in Black Ink Answer all questions fully and accusately. If 2 question does ot apply to you (for
example, if you have never been married and the question asks. Pwu&mnumr of your current spouse™). type or print "N/A™
unless otherwise directed. If your answer to 2 question which requires 3 numeric respoase is zezo or none (for example. "How many

otherwise directed

children do you have” or Hmmmhwma.pnamummuywmmmm unless.
a p " [Part 1. Reason for Applying | Oher Names Used
Review the |-765 form information m———" e BT ™
o R tnitial the e 1 Part 6.
Here is a summary of all the information you provided in your application. wooRs f % 11 .
bscﬂm,h.,uwms.‘.‘&,(ufcﬁ) = f;‘;,‘:\‘;:’:, ]
. - . . <. Msddle Name
Make sure you have provided responses for everything that applies to you before you submit your O biineament oot fomes L 1
. - - - . - - - . - - authonzation 15
application. You can edit your responses by going to each application section using the site navigation. o :::;;:;-;']:;:‘fF‘ by rm
Filing Fee section of the Form 1855 Iast b. N %I
We also prepared a draft case snapshot with your responses, which you can download below. = 8 miﬁm;t:w*&:m' S
[Part 2. Information About You | r,gN-:;g
L& )
] View drafts i Your Full Legal No b. Bven
View draft snapshot ) & Print v 1 s
iy e e —
1 (o;::-:::«) John Jacob

\ |
THIS IS CORRECT r— i
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STEP 1 - Look for an email confirming that your new 1-20 with OPT recommendation is ready, signed by an ISA. The [-20 will be attached to the email

STEP 2 - Review the OPT I-20 and make sure all information on it is accurate. The OPT recommendation and requested start and end dates are listed
on page 2. Please make sure these dates are correct

STEP 3 - Print and sign this I-20 with a blue pen. YOU MUST SIGN THIS WITH INK. Your adviser will sign it digitally - you cannot!
STEP 4- Take a picture or scan the 1-20 to upload to the online application

STEP 5 - Carefully read the email for important guidelines and reminders

Department of Homeland Security
U.S. Immigration and Customs Enforcement

sevis 1 NN (=-0) oy
EMPLOYMENT AUTHORIZATIONS
TYPE

FU
POST=COMPLETION OPT %L

[-20Qertificat®gf Elgility for Nonimmigrant Student Status

ME  STATUS START DATE END DATE
REQUESTED 15 JULY 2021 14 JULY 2022
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Services Step 7 - Uploading New OPT I-20 and Review Application

IMPORTANT!

e  You should not continue to Step 8 of this tutorial 1-20, Certificate Of Eligibility For Nonimmigrant
(Submission and Fee Payment) until you have uploaded Student Status

your new OPT recommended I-20 to the online USCIS
OPT application. This new OPT I-20 is given to you by -
your Rutgers advisor when you complete all the 2 ) ) ) )
necessary e-form steps on the RGlobal Portal 4% Important information regarding your Form 1-20
Do NOT submit this form until you receive a Form 1-20

recommendation from your DSO. We will deny your

. application if you do not include your Form |-20
= The 1-20 you uPIoad should also be Slgned by you, IN recommendation when you submit Form |-765. If you need to

INK. This means it must be printed from your email, provide Form I-765 to your DSO, print or download this draft
signed in blue pen, and scanned into an uploadable file before you submit.

that meets the USCIS file format requirements that are
found on slide 13 of this tutorial

e  Submitting your online application without uploading your
OPT I-20 first will lead to a denial
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I-20, Certificate Of Eligibility For Nonimmigrant
Student Status

Upload a copy of the Form I-20, Certificate of Eligibility for Nonimmigrant Student
Status endorsed by the Designated School Official (DSO). For the (c)(3)(B)
eligibility category, your DSO must have entered the recommendation for OPT into
your SEVIS record within 30 days of you submitting Form I-765. If you fail to do so,
we will deny your OPT request. For the (c}(3)(C) elgibility category, the Form 1-20
must have been endorsed by the DSO within 60 days of submitting Form - 765.

Upload images of page 1 & 2 of your new,
signed OPT recommended [-20 S S

Accepted file formats: JPG, JPEG, PDF, TIF, or TIFF

No encrypted or password-protected files

If your documents are in a foreign language, upload a full English translation
and the transtator’s certification with each original document.

Accepted characters: English letters, numbers, spaces, periods, hyphens,
underscores, and parentheses

Maximum size: 6MB per file

Choose or drop files here to upload

Back Next
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Additional Information

If you need to provide any additional information for any of your
answers to the questions in this form, enter it into the space below. You
should include the questions that you are referencing.

If you need to provide any additional information for any of 1 you do not need toprovide any additonalinformation,you may leave
your answers to the questions on the application, enter it into e

the “Additional Information” section. You should include the Section

questions that you are referencing (Section, Page, Question, "
etc). Page

Question

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

Additional information

Examples shown on the next slides

0/500

c.n‘el
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Additional Information

If you need to provide any additional information for any of your
answers to the questions in this form, enter it into the space below. You

Exam ple #1 - You have a d Iffel'ent, preV|OUS SEVI S I D # should include the questions that you are referencing.
If you do not need to provide any additional information, you may leave
this section blank.

If you attended school for a while, left the US to take a

break from school, and returned with a new 1-20, you -
would have a SEVIS ID # from your first period of About You .
attendance that is different than your current SEVIS ID # -

Your immigration information v
In the “Additional Information” box, enter your specific Qomtion
information: What is your Student and Exchange Visitor Inform... ~
SEVIS ID NOO######## Additional information
Program start date - Program end date Previous SEVIS ID# - N0123456789, Bachelors,

9/1/2015 - 5/31/2017
Degree Level (Bachelor’s, Master’s, or PhD)

65/500

cancel
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Additional Information . .
. If you need to provide any additional information for any of your Additional Information
Example #2: You have used CPT and/or OPT N the answer?tothequestions‘inthisform,enteritintofhespacebelowﬂou Ifyouneed!oprovid.eany.adqitionalinform.a{ionforanyofyour
should include the questions that you are referencing. answers to the questions in this form, enter it into the space below. You
0u do not need to provide any additional information, you may leave should include the questions that you are referencing.
paSt’ at any SChOOI or any degree Ievel' You ShOUId :fh}i’sse(ition‘blanlc(’.t B e - If\{oudo-no!needtoprovideanyadditionalinforma(ion,youmayleave
upload 1 evidence section for all CPTs and 1 evidence e ien
section for all OPTs. List out the information separately s:d Section
vidence -
for each individual authorization period, using the i 8
Page
example |nf0rmat|on below Previously authorized CPT or OPT v Page
Previously authorized CPT or OPT 4
Question
s , Question
Previously authorized CPT or OPT o
In the “Additional Information” box, type your specific P Resiodely aiftiolesd CRTaRDRT F
information: CPT Authorization, Apple, 1/5/2019-4/5/2019, FT, Additional information
° Emp|0yer’S name (fOI’ CPT 0n|y nOt OPT) Masters OPT Authorization, 5/15/2014-05/14/2015, Bachelors
’
e  Start & end date
e Part-time or Full-time so/500
e Degree Level (Bachelor’s, Master’s, or PhD) < S0
ave response Cancel

CPT example OPT example
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Check your application for accuracy and completeness before submitting

Check for any alerts that may be showing, and correct them as needed

WARNING - alerts are not always shown! It is your responsibility to ensure your application is
correct

Yourtee Vour fee

Check your application before you submit I B Yurkory g fea s 593 I @ Your form filing fee is: $410

We will review your application to check for accuracy and completeness

et Alerts and warnin,
before you submit it. e

Alerts and warnings
You have one or more alerts and warnings based on the information you

L e You have one or more alerts and warnings based on the information you
provided in your application.

We encourage you to provide as many responses as you can throughout
provided in your application.

the application, to the best of your knowledge. Missing information can

slow down the review process after you submit your application. A fed shers mewns You have incofliplese fesponses of coniaent daa

You cannot submit your application with any alerts.

Ared alert means you have incomplete responses or inconsistent data.
You cannot submit your application with any alerts.

You can return to this page to review your application as many times as

you want before you submit it. © There are errors in About You: Your
immigration information Alerts and warnings
@ We found no alerts or warnings in your
application
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After receiving ISA feedback from Rutgers Global, consider 2 " e et
making changes to your application where needed. Then, O e R
review the 1-765 form information once again on your own e

for correctness and save it to your computer for future ==

reference | e

» START HERE - Type or Print in Black Ink Answer all questions fully and accusately. If 2 question does ot apply to you (for
example. if you have never been marmied and the question asks. nm..x-m.w of your current spouse™). type or print "N/A™

unless otherwise directed. If your answer to a question which requires a numenic respoase is zero or none (for example. "How many
children do you have” or Hmmmh\r\wdtpx‘edﬂwbnnzdsnm)wpemmm'hm unless otherwise directed
[Part 1. Reason for Applying | Oher Names Used
B - = Provide all other names you have ever used. including aliases,
Review the I-765 form information 2 g s R
| i i, ORRES f‘t-m
Here is a summary of all the information you provided in your application. e o e e S S
Ls Cnmshnpmdlmn@m Services (USCIS) (Farst Name) ‘
) . . . Middle Name
Make sure you have provided responses for everything that applies to you before you submit your NorE: m;m::««“ 3 h»‘w [:—
. . . - . . . . . 0 . anew Form 1765 an
application. You can edit your responses by going to each application section using the site navigation. .E Sl rm
I e section of ‘orm . N ﬁ
: < Le 0 annul of my pfmmmml accept employment 3.c. Maddle Name
We also prepared a draft case snapshot with your responses, which you can download below. hirmotsiheland e ]
[Part 2. Information About You | 4a By Name
[_S— ] . ).
. = . Your Full Legal Name b. ;:‘ [—]
< View draft snapshot ) g Print b o e [M—Vi]_ o
1 (o;::-\\xmz: John Jacob

Le. Middle Name [—¥
‘ Form 1-765 Edstion 08/25/20 Electronic Form Only Page 1 of 7
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Applicant's Declaration and Certification
| understand that USCIS may require me to appear for an

You must read and agree to the certification below. If you knowingly and to take my :
and/or signature) and, at that time, if | am required to provide
biometrics, | will be required to sign an oath reaffirming that:

willfully falsify or conceal a material fact or submit a false document

To submit your application, confirm that you can read and
understand English on the “Applicant’s statement” box

with your application, we can deny your application and may deny any
other immigration benefit. You may also face criminal prosecution and
X " 1) | reviewed and understood all of the information contained
penalties provided by the law.

in, and submitted with, my application; and

2) All of this information was complete, true, and correct at

@ the time of filing.
!
A%

I certify, under penalty of perjury, that all of the information in
my application and any document submitted with it were
provided or authorized by me, that | reviewed and
understand all of the information contained in, and submitted
with, my application, and that all of thisinformation is
complete, true, and comect.

Carefully read the confirmation language on the “Applicant’s
Declaration and Certification” page. You must understand this
information, as this is your application to USCIS

Copies of any documents | have submitted are exact

ies of unaltered, original and1
understand that USCIS may require that | submit original
documents to USCIS at a later date. Furthermore, | authorize
the release of any information from any and all of my records
that USCIS may need to determine my eligibility for the
immigration benefit that | seek.

| have read and agree to the applicant's
statement

If confirmed, type your full legal name in the “Applicant’s
signature” box

[ ize release of i : ined in

this application, in supporting documents, and in my USCIS Applicant's signature
records, to other entities and persons where necessary for the

and of U.S. immigration law.

You must provide your digital signature below by
typing your full legal name. We may deny your
application if you do not completely fill out this
application or fail to submit required documents. We

Applicant's statement

and/or signature) and, at that time, if | am required to provide application.
| can read and understand English, and have read and biometrics, | will be required to sign an oath reaffirming that:
inderstand every question and instruction on this application,
as well as my answer to every question. 1) I reviewed and all of the ion contained John|

You must read and agree to the statement below.

Back

Iunderstand that USCIS may require me to appear for an
appointment to take my blometrics (fingerprints, photograph,

in, and submitted with, my application; and

2) All of this information was complete, true, and correct at
the time of filing.

| certify, under penalty of perjury, that all of the information in
my application and any document submitted with it were
provided or authorized by me, that | reviewed and
understand all of the information contained in, and submitted
with, my application, and that all of ths i ion i
complete, true, and correct.

will record the date of your signature with your

b “
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RUTGERS GLOBAL~ ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 8 - Submit Application and Pay Fee

Pay for and submit your application

The final step to submit your Form 1-765, Application for Employment

WARNING: Do not submit an OPT application online e
from outSide Of the US andlor WithOUt a SIGN ED OPT Refund Policy: By continuing this transaction, you agree that you are
recommendation |-20 paying for a government service and that the filing fee, biometric

services fee and all related financial transactions are final and not
refundable, regardless of any action USCIS takes on an application,
petition or request, or how long USCIS takes to reach a decision. You

Once you pay the online application fee, the I-765 is AR
considered filed immediately and can result in a
denial if you applied from outside the US and without @

the OPT 1-20 A

USCIS uses UTC time zone. Your application has to i e
be submitted before 11:59pm UTC of the due date.
DO NOT WAIT UNTIL THE LAST MINUTE TO SUBMIT. T T "

1. Provide your billing information on Pay.gov
2. Provide your credit card of U.S. bank account information
3. Submit your payment

When you have paid your fee, your form will be submitted.

After typing your name, you will be prompted to pay for your
application submission. Read the instructions carefully and el i o e S
follow the link to pay.gov (click “Pay and submit”) ot o i o e S ko

of your application through your USCIS online account.

Pay and submit
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RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 8 - Submit Application and Pay Fee
Paying the 1-765 Fee WITHOUT Premium Processing: | Pay.gov
USCIS 1-765
After you agree to the applicant statement, you will be Please sclocta payment mothod:
directed to pay.gov, a secure government portal ST R (SN G T,
Y——— =L T
Check the fee amount: https://www.uscis.qgov/i-765 Cance

USCIS I-765

Review and submit payment

Pay by ACH withdrawal, or debit/credit card

e ACH withdrawals require bank and routing Yindcates dorioed e
information, and must be from a US financial Agency Tracking ID: LNJT31CKTSQIKH
institution N e

e Call your credit card company to alert them of this Account Holder Name: Lee Smih
upcoming charge, to prevent blocked payment -
prOCeSS | ng Billing Address: 20 Ninian Street

Billing Address 2:
0 q City: Springfield
Enter payment information Country: Unted States

State/Province: LA
ZIP/Postal Code: 39248

When you hit continue, the payment for your application o7 it Camos o ey catd accit o i soes amabiai e i ntinca
will be submitted and the “I-765 Application for e ——
Employment Authorization” is considered filed immediately Preveus  Cancl

Premium Processing is addressed on the next slide 49
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RUTGERS GLOBAL- ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Step 8 - Submit Application and Pay Fee

Paying the 1-765 WITH Premium Processing

(1-907): Finish the |-765 and continue to the I-907

N - By finishing this form, your Form |-765 will be locked and no further
IF YOU SELECTED “YES” TO PREMIUM changes can be made. Please make sure that the information on your
PROCESSING, REVIEW THE MESSAGE ABOUT Form I-765 is complete and accurate before continuing. If you need to make
YOUR APPLICATION AND ADDITIONAL 1-907 any edits after finishing, you will need to create a new Form I-765.
FEE.

Next, you will continue to Form 1-907. Once you complete Form 1-907, you

YOU CANNOT MAKE EDITS AFTER SUBMITTING can pay for and submit both forms at the same time.
THIS SO PLEASE BE CAREFUL.

Back Finish and continue

50
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RUTGERS GLOBAL-
International Student and Scholar

Services

ONLINE 1-765 APPLICATION PROCESS

Receive Receipt Notice

A PDF receipt notice will become available
for download in the “Documents” tab of
your account. It will also be mailed to your
mailing address from your application

Your application gets receipted up to 48
hours after payment

Your receipt notice shows the date you
submitted the application, and your case #

You can use this case number to track
your status/progress (see next slide)

All notices are posted to your
account

* Receipt notice

Case status Case history Documents

USCIS Notices

* Biometrics notice

File Date Sent Action

fecet Notxe.od! 13,2021 L
Your uploads
You may LPoad 3E1-000l €vid ence that My a5t USCIS in 2OPILI 0N, Ot s0ecil Ko lly
conyder the and

requested. USCS wil making & dec your case.

i
¥
L

Request for Evidence (RFE)

PDF of completed form

P— * Decision letter
Unsolicited evidence

additionsl ink feom you.

from you, USC : i ion when makir yoor case

* Notices are also mailed to the mailing
address on file
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i ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar
Services Track your USCIS Delivery

You can EITHER mail your application to USCIS OR apply online

Do NOT submit an application both ways! You can only submit
your OPT application through 1 method

Please decide if you will mail your application, OR if you will submit it
online

Last Update Nov 2021 52



i ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar

Services Track your USCIS Delivery

You can track the status of your application through the Case Status Tracker: https://egov.uscis.gov/casestatus/mycasestatus.do

Closely review the “How to Track Delivery of Employment Authorization Document (EAD)” page from USCIS for important delivery

information:
https://www.uscis.gov/forms/filing-quidance/how-to-track-delivery-of-your-green-card-employment-authorization-document-ead-and-t

ravel-document

The United States Postal Service (USPS) offers a free service to help you digitally track your daily mail called Informed Delivery.
This may be helpful in tracking your receipt notices and EAD card.

You can sign up for this service on their website here: https://tem-informeddelivery.usps.com/box/pages/intro/start.action

[a] Secure Access Preview Incoming Mail E(P'lTrack Packages
== Interact with your incoming mail View grayscale images of the Check the delivery status of
and packages on the secure, exterior. address side of letter- packages and when they're
online deshboerd. sized mailpisces scheduled to schaduled to arrive.
arrive soon.”
I
a~
Delivery Instructions EB(B Schedule Redelivery 0 Manage Notifications
Leave delivery instructions if you Missed a delivery? Set up email and/or text
won't be home to accept a Schedule & package to bs notifications to track the delivery
package. redelivered. status of your package(s)
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RUEIERS EH0iEa ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar { ) . ;
Services Rejected/Denied Applications and RFEs

REJECTED, DENIED, or RFE APPLICATIONS

If your application is rejected or denied by USCIS for any reason, or if you receive a Request for Evidence (RFE),
please contact our office BEFORE responding to the RFE, if time allows. You may need an updated 1-20 from our
staff.

USCIS will communicate with you via your online account as well as mail. Please see the image below for your
communication options in your USCIS account.

Please let us know if you wish to have a second review of your new application materials.

IF YOU DO NOT GRADUATE AS EXPECTED:

This will impact your OPT application! Please contact our office right away if you have already applied for OPT
but then find out you did not meet the degree completion deadline as originally planned. You may be directed to
withdraw your application. Our advisers will help you review your options.

54
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RUTGERS GLOBAL-
International Student and Scholar

ONLINE 1-765 APPLICATION PROCESS

Services USCIS Resources

Your USCIS account offers MyAccount = Repgurces +  SignOut
resources to help you ASK USCIS
ma n ag e yOU r a ppl ICatI 0 n On Schedule an appointment
. . . My Ac:c:oug}D a  Resources ¥ Sign Out
the on I ine appl |Cat|0n portal . Ask about missing mail
g . Home
Please become familiar with Cormecta typographical error
Settings
th ese tOOIS . k. How to avoid immigration scams (7'
loi Account actions
Tools
or  Add a paper-filed case
Find a doctor
File a form online
Q .9 Explore my options (&
Flle's foixti ohlne Send us secure Respond toa Pay a fee online
| messages & get answers request for evidence ag
Bf¢  Enter a representative passcode Citizenship
:“:" 8 re
==) Access every notice Check case status & @ Update your address & N Verify your identity (7 Practice the U.S. civics test
we send you ‘ sign up for alerts ’ contact information ct
Find an English or citizenship class
Sign out
® $ @ Learn about the naturalization process
Ask about a typo Pay online with via ACH a Access case information
I or missing mail credit or debit card 24/7 from any device Learn about citizenship rights and
responsibilities
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RUEIERS EH0iEa ONLINE 1-765 APPLICATION PROCESS

International Student and Scholar
Services Contact Us

Email us:

* New Brunswick -
isss-students@alobal.rutgers.edu

« RBHS -
isss-rbhs@global.rutgers.edu

Join our QQA or make an appointment:

* https://global.rutgers.edu/advising

Join us for an OPT Chat Session:

Call us: - https://global.rutgers.edu/opt

e New Brunswick — 848-932-7015
e RBHS -973-972-6138
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