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IMPORTANT

Do not submit your USCIS online application until 

your immigration advisor (DSO) has reviewed and 

approved your Form I-765 Draft Summary,and

you have received a STEM Extension I-20 showing 

your STEM Extension recommendation on page 2.



Common Mistakes to Avoid

 Submitting an online application if you already filed a 

paper one

 Not including a signed new OPT I-20

 Uploading the wrong file types or naming files 

incorrectly

 Password protecting or encrypting your files

 Submitting your application with something missing

Don’t get denied; follow the guide!



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

➢ Scan your Photo (2 in x 2 in dimension). See the Department of State website for 
detailed information.  To obtain a digital file of your passport photo, contact your local 
Walgreens Photo Center to inquire if they will take Passport photos and give you the 
digital file in one of the formats below on a flash drive.

➢ Color, Max 6 MB

➢ Test it with DOS Photo Tool

➢ Save as PNG or JPG - File name: PhotoLASTNAME

➢ Scan I-94  

➢ Save as PDF  - File Name: i94LASTNAME

➢ Scan Passport Bio Page 

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

➢ If you’ve applied for OPT before…

➢ Also scan and save a color PDF of your previous EAD - File Name: EADLASTNAME

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

https://travel.state.gov/content/travel/en/passports/requirements/photos.html


Your USCIS Account

➢ If you filed a paper application for Post-

Completion OPT, create a USCIS account: 

1) Visit:  https://www.uscis.gov/file-online

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

3) Watch the video: “How to Create a USCIS 

Online Account” for detailed instructions on 

how to set up your personal account.

How to Create a USCIS Online Account | USCIS

➢ If you applied online for Post-Completion OPT, log

in to your existing USCIS account.

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


Finish your account setup to begin

➢ Select My USCIS

➢ Then select Account Type

➢ Finally, select File a Form Online



File a Form

➢ Select Application for Employment Authorization (I-765)

➢ Then click on Next



Paperwork Reduction Act

Select Start

Note: Your application will 

auto save a draft as you go 
through, but the draft will 

delete if you don’t make 

changes within 30 days.



Getting Started
➢ What is your eligibility category?

➢ Select (C)(3)(C) STEM Extension

List your STEM eligible major 

& degree level

List your employer’s name

List the 5 – 7 digit number 

here. Note that this IS NOT 

the same thing as the 

Employer Identification 

Number (EIN) that is required 

on the Form I-983.



Getting Started

Select Renewal of permission to accept employment

Select No

(unless an 
attorney or 
interpreter is
helping you; then 

select Yes) 



About You
What is your current legal name?

➢ Use name exactly as it is shown on your Passport

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

➢ Type Full Given Name (include middle name if it shows as 
part of your Given Name on your passport)

Always include your 

middle name with your 

given name unless your 

passport specifically has 

a line titled “Middle name”

Select “No” unless you’ve 

had a legal document 

under another name. i.e. 

passport, social security 

card, etc.



About You

How may we contact you?

➢ We recommend using your own 
address, but if you will be moving 
or have had issues receiving mail, 
you may use the ISSS address. 

Select Yes (unless you 
use the ISSS address)



About You
➢ Fill out your biographical information throughout 

this section of the application.

➢ Click Next to continue. 



About You

➢ Use your I-94 to fill out your immigration information 

in this section

To view and print your I-94 go to:

https://i94.cbp.dhs.gov

Find this information in 

the “Travel History” 

section of  the i-94 

website:

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

94/#/history-search

Your status at last 

arrival should be “F-1 

student” unless you’ve 

completed a Form I-539 

Change of Status with 

USCIS since your last 

entry.

If you hold passports from more than 

one country, click add country.

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


About You



About You

This is the 

USCIS 

number on 

the front of 

your EAD 

card



Evidence Section

Prepare to upload your saved documents. Pay attention to type, size and naming requirements 

listed under “File Requirement”.

Save each evidence document file with a standard file name. Ex:  “PhotoLastname”, “Form I-

94Lastname”



Evidence Section

Do not upload this 

document before 

submitting your 

draft I-765 to your 

immigration 

advisor. 

You must upload 

an I-20 with a STEM 

Extension Request 

provided by your 

immigration 

advisor. 

Failure to upload a 

new I-20 will result 

in a denial of your 

STEM Extension 

application. 

Save each Evidence document file with a standard file name. Ex:  “EADLastname”, 

“STEMOPTI-20Lastname”



Evidence Section
Save each Evidence document file with a standard file name. Ex:  

“DiplomaLastname”, “TranscriptLastname”

College Degree

➢ Upload a copy of your diploma or official 

transcript showing degree completion. Your 

degree program must be listed on the STEM 

Designated Degree Program List.

https://www.ice.gov/sites/default/files/documents/stem-list.pdf


Evidence Section

Institution Accreditation

➢ IMPORTANT: Do not complete this section 

unless you are applying for your STEM OPT 

Extension based on a previously earned 

STEM degree from an institution other than 

SIUE. If this is the case, contact your 

immigration advisor for further guidance.



Additional Information

Typically, there is no additional information 

needed in this section.



Review and Submit Section

Review Your Application

Correct any errors before 

moving on to the application 

summary.



Review and Submit Section
Application Summary
IMPORTANT: DO NOT SUBMIT YOUR APPLICATION YET!!!

➢ Review your application summary for accuracy and make any necessary corrections. 

➢ Next click “View Draft Snapshot” download and save the document as a .pdf file 

as “Form I-765lastname”. 

➢ Your immigration advisor will review the document and issue your new OPT STEM I-20 BEFORE 

you may submit your application. 



Request your STEM Extension I-20

 Complete STEM OPT Extension Application and 

upload the following:

Diploma or transcript showing degree 

completion

 Form I-983 for each employer you will be working 

for while on your STEM Extension

Draft PDF of online I-765

https://siue.co1.qualtrics.com/jfe/form/SV_1zRHJ6zfB6RoOMu
https://www.ice.gov/doclib/sevis/pdf/i983.pdf


What to Expect Next

➢ After your Immigration Advisor reviews and recommends your OPT STEM Extension in SEVIS, 

you will receive an OPT STEM Extension I-20 via SIUE email. 

➢ Processing time for a STEM OPT I-20 after you have submitted your Draft Summary to ISSS is 2-3 

business days.

➢ After you have received your STEM OPT I-20, review it for accuracy, print and sign it, then 

save it as “STEMOPTI-20Lastname”. Return to your online application and upload it in the 

“Evidence>Form I-20 section”.

➢ Go to “Review and Submit”

➢ Select the statement box and select “Next” to submit your STEM OPT Application.


