STEM OPT Extension Online Filing Guide

International Student & Scholar Services (ISSS)
iIsss@siue.edu

* This guide is meant to help you with best practices in completing the online form I-765 for STEM OPT application but should not be considered legal advice.



%% % MPORTANT***

DO NOT submit your USCIS online application until
your immigration advisor (DSO) has reviewed and
approved your Draft Summary (Form 1-765),and
you have received a STEM OPT I-20 showing your
STEM extiension recommendation on page 2 of your
new STEM OPT 1I-20.

TYPE AUTHORIZATION DATES

EMPLOYER NAME START DATE END DATE CITY & 5TATE
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Common Mistakes to Avoid

Submitting an online application if you already filed a paper one
Not including a signed, new STEM 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 this guide.
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Prepare

Have items saved and ready to upload. Each document should be smaller than 6 MB.

1) Scan your photo (2 inches x 2 inches)

e See the Department of State website for detailed 3) Scan Passport Bio Page
information. e Save as PDF (in color)
* To obtain a digital file of your passport photo, contact * File name: Passport_LASTNAME

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. 4) If you’ve applied for OPT before...
+* Color, Max 6 MB * Scan and save a color PDF of your previous EAD card
s Test it with DOS Photo Tool * File name: EAD_LASTNAME

+** Save as PNG or JPG

+*** File name for photo: Photo LASTNAME
5) Have a credit/debit card ready

* You’'ll need to pay the $470 fee online

2) Scan 1-94
* Save as PDF
* File Name: 194 LASTNAME
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https://travel.state.gov/en/passports/apply/help/photos.html
https://tsg.phototool.state.gov/photo

Creating Your USCIS Account

! B uscis.gov/file-online/how-to-create-a-uscis-online-account w (‘EI @ FE » k< :
If you filed a paper application for Post- —
{ == An official website of the United States government Here's how you know Espafiol Contact Us Muttilingual Resources
Completion OPT, create a USCIS account:
-5"'1'&..: U.S. Citizenship Search our Site Q Signin »
. -;K_/\I gndj[mmigraticm
1) Visit: https://myaccount.uscis.gov/sign-in e B IR SRSy R e

Home = File Online = How to Create a USCIS Online Account

2) Select “Create an Account File Online How to Create a USCIS Online Account

Forms Available to File

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

. . Benefits of a USCIS
Onllne Account | USCIS fOr detalled Online Account Thi : ; 2 >
is page provides step-by-step information on how to create a USCIS online account. Once you have
. . an account, you will be able to file forms and pay fees from your computer, phone, or tablet. To learn
InStru Ctlons on hOW to Set u p yOU r pe rsonal How to Create a more, visit the Benefits of a USCIS Online Account page.

USCIS Online Account
account. o
L} How to Create a USCIS Online Account lad

Attorneys and . gWatch later  Share
Accredited

Representatives

If you applied online for Post-Completion OPT, o
Tips for Filing Forms
log into your existing USCIS account. Online
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https://myaccount.uscis.gov/sign-in
https://myaccount.uscis.gov/sign-in
https://myaccount.uscis.gov/sign-in
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account
https://www.uscis.gov/file-online/how-to-create-a-uscis-online-account

Finish Your Account Setup

e Select: My USCIS
e Then select: Account Type

e Last, select: File a Form Online
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be of the Depariment of Homelang Securiy B

£ ¥ 10N VL) Ky
@ U.S. Citizenship :
.| and Immigration
& C  # myccountuscisg d T e Services o e My Account My Account =  Resources « Sign Out

5. Citlzenship

d Immigration
FViCEs

You have successiully created your Secre] questions

Welcome to your USCIS Account

Select what you want to do

Editing your profile includes email,
password, phone number, security
quaestions. two-step verification and
Backup code.

Edit My Profile

Account Type

Select an account type:

led case

Welcome To Your USCIS Account

Select What-You Want To Do

& &

Enter a representative

File a form online Verify your identity

tatis and passcode

adding Start a new form, upload Review and sign forms Answer questions about
: e USCIS only offers certain benefit types for online filing. Please r account evidence, and pay and prepared for you by your your imr vhistory

Login to a USCIS Service , . _ ST of e

refer 1o uscis.gov for further guidance. ttomey o verify your persond
reprgienialnig identit
Apply for immigration benefits, find
..-l"—r wools and resources 1o assist in

A preparation for naturalization, and
&) USCIS search for doctors in your local
community.

Submit, manage and recelve Freedam
of Information Act (FOLA) requests.

Confirm your records for employmaent
= eligibllity, vack E-Verify ar Seif-Check
I ' yE—Ve rlfy case statls, and protect your identity

by locking your Social Security

= You cannot file an H-1B Registration with this account type.

O | am a Legal Representative.

* | am an attorney eligible to practice law in the United States.

* | am an accredited representative of a qualified organization

that is recognized by the Depantment of Justice in accordance
with 8 CFR part 1292.

Submit

LS. Cittzenship and

Imrigration Services




o Select:

File a Form

-/65, Application for

Employment Authorization

 Click: Start Form
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00 W A e e DR et P Pl 12

Filea Formn

[ o i e

S TR LF g B v vl ool Rt o el bl Tor 30 din, o

taE Laar Comes ol W o T e hoarm,

Select the form you want to file enline,

Application to Replace Permanent Resicent Cand (1-00)

Request for a Hearing on a Declsion In Naturalization Proceedings
(M-336]

Agpdic ation bor Naturaluzation {(N-400)

Application for Replacement Naturalization Citizenship Do ument
(N-565]

Apgplication for Certificate of Citizenship (N-600)

o Certilicale Under

Application for

Citirenshin an
BEIL

Applic ation for Employment Authorization (1-765)
Ciniby ceitain F-1 studpnis peeiing cptional prastical braming [OPT] ey Filp Foam -0
i, Titel i e
s Pre-completicsn OFT - LA efigibiiny coinpeay;
o POt -ComipRethnn OPT + ([ NHB) elapiebity catepoy: o

¥ @ M-mgnthedenison for STEE studenty (ifodentd bolding o degred in stisndy
e RROIEDY, SR HeEnil, &F MMENEACE] - [ HC) #hp iy Calaior

L s, O LY JusBere § P e Fossed

Petition lor Alien Relatiee (|- 130)

Appdication To Extend \Change Romimmigrant Status (1-539)



Paperwork Reduction Act

e Select: Start

IUE
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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.

i A o | 2 Iﬂl ~J
Paperwork Reduction Act

An agency may not conduct or sponsecr an information collection, and a person is not
required to respond to a collection of information, unless it displays a currently valid Office of
Management and Budget |OMB) control number. The public reporting burden for this
collection of information is estimated at 4 hours per response, including the time for
reviewing instructions, gathering the required documentation and information, completing
the application, preparing statements, attaching necessary documentation, and submitting
the application. The collection of biometrics is estimated to require 1 hour and 10 minutes.
The public reporting burden for the collection of information for Form [-765W5 is estimated
at 30 minutes per response, including the time for reviewing instructions, gathering the
required documentation and information, completing the application, preparing statements,
attaching necessary documentation, and submitting the application. Send comments
regarding this burden estimate or any other aspect of this collection of information, including
suggestions for reducing this burden, to:

U.5. Citizenship and Immigration Services

Office of Policy and Strategy, Regulatory Coordination Division
5900 Capital Gateway Drive, Mail Stop #2140

Camp Springs, MD 205588-0009

Do not mail your completed |-765 application to this address.

OMB Mo, 1615-0040
Expires: 07/31/2022

Security Reminder

i you do not work on your application for more than 30 days, we will
delete your data in order to prevent storing personal information
indefinitely.

Back




Begin Online Application

I-765, Application for
The online application has Employment Authorization

multiple sections to complete.
The sections are as follows:

Getting Started v

1) Getting Started
2) About You Section About You v
3) Evidence Section Evidence -
4) Additional Information PR T T A "
Section b 5

5) Review and Submit Section
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Section 1: Getting Started

What is your eligibility category?

* Select: (C) (3) (C) STEM Extension
* List your STEM eligible major and
degree level. For example: MS in

Civil Engineering

* List your employer’s name

* List your employer’s e-verify
number, which is 5-7 digits.

* Note: this is NOT the same as the
Employer Identification Number
(EIN), which is required on the
Form |-983.

’!éf U.S. Citizenship

;tw,l: and Immigration
s Services

I-765, Application for
Employment Authorization

Getting Started %
Basis of eligibility
Reason for applying

Preparer and interpreter

information
About You '
Evidence 4
Additional Information W
Review and Submit W

My Account -

What is your eligibility category?

You can file your request online only for certain
eligibility categories

If your eligibility category does not appear on the drop-
down list, you must file a paper Form |-765. If you submit

online and are not eligible for one of the listed categories,
your application may be denied.

(c)(3)(C) STEM Extension M

Resc



SIUE

COUGARS

Section 1: Getting Started (contd.)

What is your reason for

applying?

* Select: Renewal of permission
to accept employment

Have you previously filed Form |-
7657
 Select ‘Yes’

|s someone assisting you with

completing this application?

e Select: ‘No’ (unless an
attorney or interpreter is
helping you, then select ‘Yes’

What is your reason for applying?

Initial permission to accept employment

Replacement of lost, stolen, or damaged employment
authorization document or correction of my
employment authorization document NOT DUE to US
Citizenship and Immigration Services error

® Renewal of permission to accept employment

Have you previously filed Form 1-7657

® vYes

NO

Back




Section 2: About You

What is your current legal name?

* Use name exactly as it is shown
onh your passport

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

e Type full family name (last
name) in ALL CAPS

Click: Next

SIUE
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|-765, Application for

Employment Authorization

Getting Started

About You

Your name

Your contact information
Jescribe yourself

When and wheare you were Dom
Your immigration information

Other information

Evidence

Additional Information

Review and Submit

L

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.

Gihven name (first name) Middle name

First Name

Family name (last name])

Always include your
LAST NAME middle name with your
given name unless your

passport specifically has
a line titled "Middle name”

Have you used any other names since birth?

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

Select “No" unless you've
Vs had a legal document
@ NG under another name. i.e.
passport, social security
card, etc.




Section 2: About You (contd.)

How may we contact you?

* |f you don’t have a U.S. phone
number, leave it blank.

* International phone numbers
are not accepted.

* Use your personal (not SIUE)
email address that you check
often

‘A@@r U.S.Citizenship
= and Immigration
S services

765, Application for
Employment Authorization

Gefting Started v
About You A~
Your name

Your contact information
Describe yourself

When and where you were born
Your immigration information

Other information

My Account *  Resources «

How may we contact you?

Daytime telephone number

(123) 456-7890

Mobile telephone number (if any)

This is the same as my daytime telephone number.

(123) 456-7890

Email address

student@yahoo.com

SOUTHERN ILLINOIS UNIVERSITY
EDWARDSVILLE



Section 2: About You (contd.)

Is your current mailing address

What is your current U.S. mailing address?

t h e Sdime as yO ur p hyS ICa I We will use your current mailing address to contact you throughout the
application process. We may not be able to contact you if you do not

a d d reSS ? provide a complete and valid address. Please provide a U.5. address
only.

In care of name (if any)

e Vi bbbl
SIUE Office of Intl Affairs
ISSS address)

Addressline 1

-
* We recommend using your own

Street number and name

address, bUt |f yOU Wl” be Address line 2
moving or have had issues
receiving ma”’ you may use the Apartment, suite, unit, or floor
City or town State ZIP code

| r hown.
555 address as sho

SOUTHERN ILLINOIS UNIVERSITY
EDWARDSVILLE



SeCtion 2: AbOUt You (COnt’d.) What is your city, town, or village of birth?

* Fill out your biographical information
throughout this section on the application.

What is your state or province of birth?

e Click Next to continue

I-765, Application for

Employment Authorization

What is your country of birth?
What is your gender? Y y

Getting Started b
® Male
About You . Female
Your name
Your contact information
Describe yourself What is your date of birth?

What is your marital status?

When and where you were born

Your immigration information ® Single MM/DD/YYYY
Other information Married

Evidence v Divorced

Additional Infermation W Widowed

Review and Submit W Back “

SOUTHERN ILLINOIS UNIVERSITY
EDWARDSVILLE




Section 2: About You (contd.)

You must complete all fields with an asterisk (*) to submit this form.

* Use your 1-94 to complete your -0

Authorization What are your countries of citizenship or
: . g - : : 1 nationality?
I m m I g rat I O n I n fo r m a t I O n I n t h I S Getting Started - List all countries where you are currently a citizen or national.
t 1 About You -~
SeC I O n Your name
Your contact information + A coundsy

Dezcribe vourself

* Click the link to view and print ==
yOur |_94: https://i94.cbp.dhs.gov information ) Ewgritt:zfg?arrfﬁgm|—94Arrival—[}epartureHecurd

Additional Infermation ™ Provide an 11-character 1-54 Number.

* If you hold more than one Sme

4 { V4
passport’ Cl ICk add COu ntry When did you last arrive in the United States? Find this information in the

List your arrival date, place of amival, and status at amival “Travel History” section of
Date of arrival (on or about) the i-94 website:

Your status at last arrival should MM/DD/YYYY «—

be “F-1 student” unless you've N https://i94.cbp.dhs.qov/I94/8/

completed a Form [-539 — | history-search

Change of Status with USCIS e

since your last entry. e «—

SOUTHERN ILLINOIS UNIVERSITY
EDWARDSVILLE


https://i94.cbp.dhs.gov/
https://i94.cbp.dhs.gov/I94/%23/history-search
https://i94.cbp.dhs.gov/I94/%23/history-search
https://i94.cbp.dhs.gov/I94/%23/history-search
https://i94.cbp.dhs.gov/I94/%23/history-search

* Provide accurate
information on the
following pages.

e Click ‘Next’ to
continue

Section 2: About You (contd.)

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

ATES4321]

If you renewed your passpoart since you last entered the
IS, your most recently issued passport may have 3
different number from your most recent 1-84. That is
akay. Provide the number of your most recently issued

passpoet.
What is your travel document number (if any)?

F-1 stedent=s do not hawe travel documents so leawe this
blank

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

MM DDAYYY

Enter the end date of your most recently
iIssued passport in MONTH! DAY YEAR
fomnat.

What country iIssued your passport or travel
document?

What is your current immigration status or
category?

F1 - Student, Academic Or Language Program. d

You must be in F-1 Student status fo be eligibls for OFT.

If you are currently in the US in a status other than F1,
you are nat eligible for OFT.

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

Uz the "Additional Information” sectson to include all prewiously used

SRS mumibers

M- 0012325673

SOUTHERN ILLINOIS UNIVERSITY

EDWARDSVILLE



Section 2: About You (contd.)

Has the Social Security Administration (SSA]

What is your A-number?

* This is the USCIS number on the front of your ever officially issued a Social Security card to
you?
EAD card
® Yes
No

What is your A-Number?

do not have or know my A-Number.

What is your Social Security number (if known)?

093-73-6543

What is your USCIS Online Account Number? ‘ ‘
S R T B B ’ Do you want the 55A to 1ssue you a Social
Providing your unigue USCIS Online Account Number [0AMN) helps us

e i . Security card?
manage your sccount. You may already have an QAN if yvou previously
filed certsin paperforms and received an Account Access Notice in the

mail. You cam find the OAN at the top of the notice: it is not the =ame as Yes
an A-Mumoer. @ Mo

do not have or know my USCIS Online Account Number.

SOUTHERN ILLINOIS UNIVERSITY
EDWARDSVILLE



Section 3: Evidence

Upload your saved documents

* Pay attention to type, size, and
naming requirement listed
under “File requirements.”

* Save each Evidence document
file with a standard file name.
For example:

o Photo LASTNAME
o 194 LASTNAME

2 X 2 Photo Of You

Upload a recent color photograph of vourself that measures 2 inches by 2 inches,
with vour face measuring L inch o L 3/3 inch from your chin to the top of your
head. Youreyes should be between 1 1/8inch and 1 3/8 inch from the bottom of

the photo.

bake sure yvour whole face is visible, youw are facing the camera directly, and the
background is white or off-white. Your head must be bare, unless contrary to your

religious beliefs.

fyou need help understanding the photo reguirements orwant to resize, rotate,

or crop your photo, you can use to the Department of State’s photo composition

tools. Please note that we cannot approve your application without your photo

File requirements

o Clearand readable

s Accepted file formats: JPG, JFEG, or PHNG
# No encrypted or password-protected files

o [fyourdocuments are in a foreign language, upload a full English tranzlation

and the translator's certification with each original document.
# Upload no more than five documents at 5 time

s pAccepted characters: English letters, numbers, spaces, periods, hyphans,

underscores, and parentheses

* Maximum size: EMB per file

Choose or drop files here to upload

SOUTHERN ILLINOIS UNIVERSITY
EDWARDSVILLE



Section 3: Evidence (contd.)

Upload your saved documents

* Save each required Evidence document file with a standard file name. For example:

o Passport LASTNAME
o CPTI-20 LASTNAME

Click on ‘Next’ to continue

I-20, Certificate Of Eligibility For Nonimmigrant
Student Status

Upload & copy of the Form |-20, Certificete of Eligibility for Honimmigrant Student

Status endorsed by the Desipnated School Officiel |DE30). For the ci(3B

eligikility cet=gory, your D50 must have entered the recommendation for OPT into
N e . - .

S record w k mitting Form [-TES5. If f
d 3I(C) eligibili tm m
m he D50 0 deys of mitt m |-TE

Cles edebil
Soceptbed file formats: JPG, JPEG, PCF, T
I pited or pax tected fi
f documents & ipn lang load 1 h 1
d renslstor's cert n with each docum
mare tha documerts & m
ted fil= neme=ch : English | m
phens, und=rsco d perent
mum sizes G

Choose or drop files here to upload

Do not upload this document
before submitting your draft I-
/65 to your immigration advisor.

You must upload your STEM
OPT I-20 with a STEM
extension request provided by
your immigration advisor.

Failure to upload a new [-20 will
result in a denial of your STEM
extension application.

SOUTHERN ILLINOIS UNIVERSITY
EDWARDSVILLE



Section 3: Evidence (contd.)

Upload your saved documents

e Save and upload each required Evidence

I-765, Application for
Employment Authorization

Getting Started w

document file with a standard file name. — .
o Example: Diploma_LASTNAME -

College Degree

Document

o Upload a copy of your diploma or official e

transcript showing degree completion.
Your degree program must be listed on the
STEM Designated Degree Program List.

Additional Information e

Review and Submit e

Click on ‘Next’

College Degree

Upload evidence the degree thet i the basis for the STEM OPT extension isin one

of the degres programs currently listed on the ETEM Designated Degres= Program

List or & copy of your prior STEM degres.

File requirements
» Aocepted file formats: JPG, JPEG, PDF, TIF, or TIFF
* Mo encrypted or pessword-protected files

¢ [f your documents sre in a foreign language, upload & full English translstion

ication with each originel document.

» Accepted charecterss English Letters, numbers, speces, periods, hyphens,

Choose or drop files here to upload

SOUTHERN ILLINOIS UNIVERSITY

EDWARDSVILLE



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

Section 4: Additional Information

e Typically, there is no additional information needed in this section.

e Click ‘Next’ to continue

l___l'_,"i\:'_‘\‘_\l_h-_-l - s L] u
.';ri'. - U8, Citizenship

] /J and Immigration
i\._* Services My Account ¥  Resources - Sign Out

I-765, Application for You must complete all fields with an asterisk (*) to submit this form.
Employment
Authorization Additional Information

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

siilisEsn o i the questions that you are referencing.

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

Evidence b

Additional Information ~ + Add a response

Additional information

Review and Submit b

gk he SOUTHERN ILLINOIS UNIVERSITY

EDWARDSVILLE




Section 5: Review and Submit

Review your application

* Correct any errors before
moving on to the application
summary.

* Make sure to pay the correct
application fee. You will be able
to pay by ACH withdrawal from
your checking/savings account
or by credit/debit card.

e Click ‘Next’

||'_';;-_\I.L.

\_ " Services

1]

|-765, Application for
Employment
Authorization

Getting Started
About You
Evidence

Additional Information

Review and Submit

Review your application

oW U.S.C.irimnﬁhip
%yr and Immigration

>

My Account *  Resources v

Check your application before you submit

Please review your application and check it for accuracy and completeness
before you submit it.

We encourage you to provide as many responses as you can throughout the
application. Missing or incomplete information may slow down the review

process after you submit your application.

You can return to this page to review your application as many times as you
want before you submit it.

Your fee

I © Yourform filing fee is; $470

Refund Policy: USCIS does not refund fees, regardless of any action we
take on your application, petition or request, or how long USCIS takes to
reach a decision. By continuing this transaction, you acknowledge that you
must submit fees in the exact amount and that you are paying the fees for a
government service,

SOUTHERN ILLINOIS UNIVERSITY

EDWARDSVILLE

Sign Out



Section 5: Review and Submit (contd.)

IMPORTANT: DO NOT SUBMIT
YOUR APPLICATION YET

o Your immigration advisor will
review the document and issue
your new STEM OPT I-20 BEFORE
you may submit your
application.

* Your application summary
o Review your application
summary for accuracy and
make any necessary et

s Review the |-T65 form information .
E Print
corrections.
Getting Started v Here is a summary of all the information you provided in your application.
About You e Make sure you have provided responses for everything that applies to you before you submit your

application. You can edit your responses by going to each application section using the site

o Then click “View Draft N

Additional Information W

S n a p S h Ot " d OW n I O a d a n d S ave We also prepared a draft case snapshot with your responses, which you can download below.

] Review and Submit A |}| Views dhoft nanchot
the document as a PDF file
with the file name: Form I- S

/65 Lastname

SOUTHERN ILLINOIS UNIVERSITY
EDWARDSVILLE



Request your STEM Extension I-20

* Complete STEM OPT |-20 Request form and upload the
following:

o Diploma or transcript showing degree completion

o Form 1-983 for each employer you will be working
for while on your STEM extension

o Draft PDF of online form 1-765

SOUTHERN ILLINOIS UNIVERSITY
EDWARDSVILLE


https://siue.co1.qualtrics.com/jfe/form/SV_6R8LCVXD9P2Ea10
https://siue.co1.qualtrics.com/jfe/form/SV_6R8LCVXD9P2Ea10
https://siue.co1.qualtrics.com/jfe/form/SV_6R8LCVXD9P2Ea10

What to Expect Next

* After your immigration advisor reviews and
recommends your STEM OPT extension in SEVIS, you

will receive a STEM OPT 1-20 via email. i W
* Processing time for a STEM OPT I-20 after you have D e
submitted your Draft Summary to ISSS is 2-3 :
business days. dd - e e
* After you have received your STEM OPT I-20, review o
it for accuracy, print, and sign it. Save it as:
STEMOPTI20_Lastname.

e Return to your online application and upload it in
the Evidence>From I-20 section.

 Go to: Review and Submit

e Select the statement box, and select ‘Next’ to

submit your STEM OPT application to USCIS.
SOUTHERN ILLINOIS UNIVERSITY

EDWARDSVILLE
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