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Creating and signing into your  account

• https://myaccount.uscis.gov
• Click on “create an account” and follow instructions
• There is a two factor sign in. You will need a password and PIN
• Additional resources can be found at https://www.uscis.gov/file-online/how-to-create-a-uscis-online-

account

1. Once your account is created, go to https://
www.uscis.gov/i-765 and click on Sign In.

2. Enter your verification code (sent to the method you
chose when creating account) to authenticate your login.

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


3. Select "File a form online" 4. File a Form-
Select I-765,
Application for
Employment
Authorization

(c)(3)(A)- Pre-completion OPT: If you are an F-1 student but you have not completed 
your program or not completed all your required coursework as a graduate student.
(c)(3)(B)- Post-completion OPT: If you are an F-1 student and completed your 
program or completed all your required coursework as a graduate student. 
(c)(3)(C)- STEM Extension OPT: If you are currently working as an F-1 student on 
Post-completion OPT, have a degree with a STEM Extension eligible CIP code and are 
employed by a registered E-Verify employer.

5. Click to Start Form



6. Getting ready 
with I -765. Read 
instructions 
carefully. Click 
Next and read the 
Security 
Reminder. (Draft 
I-765 form saved 
for 30 days from 
last time it was 
worked on). Click 
Start to proceed.

7. Getting Started. Choose from the 
drop- down menu. Click Next.



8. If you select “No”, the form will automatically move forward to the next question. If you select “Yes”, 
read notice above carefully and before you submit the I-765, make sure everything is completed and all 
your necessary supporting documents are uploaded (including I-20 that recommends your OPT). Once 
your I-765 form is locked and you are filling out the I-907 Premium Processing form, you will not be 
able to go back and make changes on your I-765 form.



Initial permission to apply to accept employment: Select this if this is 
your first time applying for OPT or if you are applying based on a new, 
higher degree education level. (i.e. a student may have been approved for 12 months 
of OPT for a bachelor’s degree and now be eligible for  12 months of OPT for a master’s 
degree)."

If your EAD card was lost/stolen or you never received your card and 
need to replace it; if you need to have your card corrected due to an 
error you made in your application (and not a USCIS error).

Select If you are currently working as an F-1 student on Post-
completion OPT, have a degree with a STEM Extension eligible CIP 
code, are employed by a registered E-Verify employer and would like 
to apply for the 24-Month STEM Extension OPT -(c)(3)(C) eligibility 
category.

10. If this is your FIRST I-765 form filed, answer NO. If you have 
filed an I-765 before, regardless of the category, answer YES.

9. Reason for application:



11. If you have a legal representative (not your 
ISSS advisor) assisting you with this application, 
answer Yes. Otherwise, answer No. Then, click 
Next. This resource is a guide, not considered 
assistance to the filing of this form.

12. Provide your name exactly as it appears in your passport. If
you only have one name, you may be required to place it in the
family/last name field. If you do not have a middle name, leave it
blank.
Other names: If you have never had your name legally changed,
answer No. If you answer Yes, a new section will pop out for you
to add other used names. Click Next when ready.



13. It is recommended to use a 
personal email address (e.g. 
GMail) as you will not always 
have access to your KSU email 
account. Click Next when ready.

14. If you are using your own address, 
leave this blank. If you are using a 
friend’s/family member’s address, 
provide their name in this field.

This is the address where USCIS will 
mail your OPT card and any other 
relevant documents. USCIS requests 
90+/ - days to adjudicate your 
application, therefore, you should 
sure you are able to receive mail at 
this address for at least 3 -4 months. If 
you move while your application is 
pending, you must complete the AR 
-11, Alien’s Change of Address Card 
online or put a mailing address that 
belongs to a person you know well 
and willing to receive mail for you.



15. myUSCIS will ask you to verify 
the address. The Recommended 
Address is formatted for USPS 
mailing. If the recommended 
address looks correct, select the 
Recommended Address to avoid 
delays.

16. Provide accurate information
on the next two pages. Click Next when ready.



17. Download most recent I-94 from: I94 - Official 
Website)

Click on "Get Travel History" to see your place of arrival.

https://i94.cbp.dhs.gov/I94/#/home
https://i94.cbp.dhs.gov/I94/#/home


18. If you have renewed your passport since 
you last entered the U.S., your most 
recently issued passport may have a 
different number from your most recent 
I-94. That is fine. Provide the number of 
your valid and most recently issued passport 
on this page.

19. You must be in F-1 Student status to be 
eligible for OPT.

Enter the numbers which follow the “N” in 
your SEVIS number on your I-20.

F-1 students do not have travel documents. 
You have a passport and visa for travel.



20. If you have previously been issued
an Employment Authorization
Document (EAD), your A-Number is the
same as the USCIS# found on the EAD.
Otherwise, check the “I do not have or
know my A-Number” box.

21. If this is the first application you are filing online, you
do not have a USCIS Online Account Number yet. You will
have a USCIS Online Account Number after filing this
application.

22. This is asking whether you have a Social
Security Number (SSN) already. Answer
accordingly.

If you already have an SSN, you do not need 
a new one issued. This is NOT the same as 
requesting a replacement SSN card.



23. Upload your photo as required. 
Click Next when ready.

24. You may obtain your most recent 
electronic I-94 at
https://i94.cbp.dhs.gov/I94/#/home.
Click on “Get Most Recent I-94”, fill out 
personal information and click “Next” to get 
the form.

NOTE: If you upload the electronic I- 94, 
there is no “back.” If you have not 
travelled since the
electronic I-94 system was established
and you still have the 3x5 paper I-94
card, then a copy of the front and back
is required.

https://i94.cbp.dhs.gov/I94/#/home


If you have been issued an
Employment Authorization
Document by USCIS in the
past (such as for OPT after
a previous degree program),
upload a copy here. 
Otherwise, upload a copy
of your passport
identification page(s) here.

26. If you have had CPT or OPT before:
• CPT: upload a copy of the I-20 you received with the CPT

authorization.
• OPT/STEM OPT: Upload a copy of the EAD card you

received from USCIS and a copy of the I-20 you 
received with the OPT/STEM OPT request/ approval.

• If you have not had either CPT or OPT, click Next to continue.

25. Upload documents as required on following pages. Click Next when ready.



27. Upload the OPT I-20
which your ISSS Advisor
issued to you with the OPT
recommendation on page
2. The OPT I-20 must
be signed and dated by
both you (on page 1) and
the advisor (on pages 1 and
2). Don’t proceed with
application without your OPT
I-20.

28. You can upload a copy of 
your F-1 visa in this section. 
Your F-1 visa does not have to 
be valid.



29. Check your 
application and fix all 
alerts and warnings.

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

Fix all alerts and warnings until it shows:  

30. Save a PDF of your application by clicking here.



32. Confirm the statement.

33. Type your full legal 
name here.

31. Confirm the statement and click Next



34. If you did not select premium processing, 
make payment and submit your application.

Click here. 
You will be 
taken to 
Pay.gov to 
pay the 
application 
fee.

35. Choose your payment method and put in payment 
information. 

36. Once you have completed the Pay.gov sections, you should 
a) see a screen which confirms “You successfully submitted your 
I-765” application; and b) receive an email from Pay.gov with 
your payment confirmation.



37. You have submitted your OPT application! You may follow 
the progress of the application by viewing “Your Cases” in your 
myUSCISaccount and clicking on Case Status, Case History, or 
Documents for application history/receipt.



38. If you selected premium processing, you would select “Finish and continue” and move on 
to your I-907, Request for Premium Processing Service form. Your I-765 form is now locked, 
and you will not be able to go back and make changes to it.

Complete I-907 form and refer to steps 34, 35, 36 for payment details. Please note that 
Premium Processing is an additional $1500 for OPT categories. 
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