
HIO OPT USCIS E-Filing Guide

e-Filing Guide

The HIO provides general guidance on your OPT/STEM OPT application based on information obtained from reliable sources and
reflecting our years of experience in working with students. We make every attempt to ensure that we provide you with the most up to
date information available. Any advice provided to you by our office (as well as the information in this packet) does not constitute legal

advice, however. The OPT application is a personal application for which you are responsible; the application preparation and USCIS case
decision will vary depending on the facts at issue in your particular case. The HIO does its best to provide you with the most current
guidance, but please be mindful that USCIS may change its interpretation of these policies, procedures, regulations, and eligibility

requirements at any time. The HIO is not responsible for any errors or omissions, or for the results obtained from USCIS. 



Students MUST first request their I-20 with an OPT recommendation from
the HIO.

DO NOT proceed with USCIS OPT e-Filing without the OPT Form I-20! 

You MUST be physically present in the U.S. to file your OPT application!

If you e-File your OPT application DO NOT mail an application to USCIS!

Instructions on how to request an I-20 with an OPT recommendation and
general OPT Instructions can be found here:  
https://www.hio.harvard.edu/optional-practical-training-opt

      



Go to USCIS
https://www.
uscis.gov/i-765
USCIS
recommends
using the latest
version of
Google
Chrome,
Firefox, Edge,
Firefox, or
Internet
Explorer 11
Click "File
Online" 



Create a USCIS Account
The USCIS system will ask for two-step verification for security purposes upon every sign-in.
Security code messages may go into your spam/junk folder!  
Keep your account information secure as you will need to return to your account to finish the
application and to view updates once you have submitted your application.
NOTE: If you have created a USCIS Online Account before, please use the same account
information to file your I-765 OPT application now.



When you log into your USCIS Account, click
 "File a Form Online" 



   
E-file option is only available for OPT and STEM OPT applications.  
DO NOT USE the e-File option for F-1 Work permission with International
Organizations OR for F-1 Work Authorization for Economic Hardship. You must
file these applications via standard mail. Contact your HIO advisor for more
information. 

Select "I-765, Application for Employment Authorization" from the drop down
menu. 

https://hio.harvard.edu/talk-advisor


GETTING STARTED SECTION - Basis of Eligibility 
Select the type of OPT you are applying for: 

(c)(3)(B) Post-Completion OPT (after-graduation; select if graduation this term) 
(c)(3)(A) Pre-Completion OPT (for continuing students only; expected graduation
date in future term)



GETTING STARTED - Preparer and interpreter information 
Select "No"
This is a personal application; even though the HIO is involved, you are filing your own
case. The first option, "Yes" is not applicable for Harvard OPT applications. 

GETTING STARTED - Reason for Applying 
Select “Initial Permission”   
This is considered your first time applying for Post-OPT, even if you applied for OPT at
another time at Harvard or at another degree level.  



ABOUT YOU - Your contact information 
Enter your personal U.S. telephone number
and primary email address  

ABOUT YOU - Your Name  
Select "Yes" if applicable and enter other
names 

ABOUT YOU - Your Name 
Enter your legal name per your biographical passport page and Form I-20. 
If your name on your passport does not match your current I-20, please contact your HIO
advisor. 

https://hio.harvard.edu/talk-advisor
https://hio.harvard.edu/talk-advisor


                    MAILING RECOMMENDATIONS 

EADs are considered government documents that
cannot be forwarded by the U.S. Postal Service (USPS).

Your U.S. Mailing Address – This is the address where
you will receive your application receipt, approval notice,
and OPT EAD.

If you will move from your current residence in less than
5 months, you should use the U.S. address of a reliable
friend or relative who can receive the card for you.

DO NOT USE campus or University mailing addresses, as
it will become inactive after graduation.  

Attempting to change the address midway through the
OPT application process can cause delays and be
extremely disruptive, resulting in lost, or returned OPT
EADs.

Alternatively, you may wish to consider using a U.S. Post
Office address (known as a P.O. Box) if that is how you
would prefer to receive your mail.

Prior to completing your U.S. mailing address, verify
your address with USPS:
https://tools.usps.com/go/ZipLookupAction_input

Your U.S. Physical Address should be the address where
you reside at time of application. 

ABOUT YOU - Your contact information 
Enter a U.S. Mailing Address. Must be valid for at least 5 months from date you submit
your application.



ABOUT YOU - Your contact information 
Select the accurate answer for you. 
Select "No" if your physical/residential address is different than the mailing address
you listed in the prior section.  
Enter your residential address at time of application, if applicable (does not need to be
valid for 5 months after submission date). 



ABOUT YOU - When and where you were born 
Enter your information. 

ABOUT YOU - Describe Yourself 
Select your gender and marital status. 



ABOUT YOU - Your immigration information 
Enter the information per your passport and Form I-20. 
Click "Add country" if you have a second country of citizenship. 



ABOUT YOU - Your immigration information 
Go to https://i94.cbp.dhs.gov/ to access and download your I-94 Arrival Record. 
Enter the eleven (11) digit number from your most recent I-94 record.
Please verify that the Date of Entry reflects your most recent entry to the U.S. If it is NOT correct, STOP
and please contact your HIO Advisor. 

ABOUT YOU - Your immigration information 
Enter the date of your most recent arrival per your I-94 record. 
Select place of arrival from drop-down menu. 
Select Status from Last Arrival.  

Unless you had a change of status, you should select F-1 Student, Academic, or Language Program

https://hio.harvard.edu/talk-advisor


ABOUT YOU - Your immigration information 
Enter your passport number.
Leave "What is your travel document number (if any)?" blank.
Enter the expiration date of your passport, and the country which issued your passport (country of
citizenship).
Select F-1 Student, Academic, or Language Program for current immigration status. 

ABOUT YOU - Your immigration information 
Enter SEVIS Number from top left-hand
corner of your current Form I-20. 



ABOUT YOU - Other information 
Check "I do not have or know my A-Number".
Check "I do not have or know my USCIS Online Account Number" (not applicable for first time USCIS e-
Form/online users).



ABOUT YOU - Other information 
If you have ever been issued an SSN (Social Security Number), select "Yes" and enter your SSN
number. If you have your SSN card, select "No" to the question "Do You want the SSA to issue you
a Social Security card?"
If you do NOT have an SSN, the HIO highly recommends that you use the I-765 (this form) to
apply for your SSN. 
Select the following options below  

"Yes" to apply 
"Yes" to disclosure  



EVIDENCE - 2 X 2 Photo of You 
Upload recently taken passport sized photo. 
DO NOT USE photo from recent passport renewal, U.S. visa application, or prior OPT/EAD application. 
Upload a digital version of a passport style photo (ex: CVS Photo Center) 
Use U.S. Department of State photo composition tool https://tsg.phototool.state.gov/photo 
Note: After you submit your application, the photo document may be labeled as an ‘unvalidated photo’ in your documents
section. Do not be alarmed, this is to be expected and does not require a new or additional upload. Ensure the photo
document that you’ve uploaded meets the requirements listed.

https://www.cvs.com/photo/passport-photos


EVIDENCE - Form I-94 
Go to I-94 website to access and download your most recent entry record.

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


EVIDENCE - Passport Biographical Page 
All applicants must upload a clear picture of your government issued valid passport, AND
Additionally, if you were previously issued an EAD, upload a clear picture of any previously issued
EAD documents, if applicable. 

 



EVIDENCE - Previously authorized CPT or OPT 
Upload evidence of all previously authorized CPT or OPT periods, if applicable (i.e. I-20s showing
CPT or OPT authorization, etc.).

 



EVIDENCE - Form I-20
Upload a SIGNED copy of the most recently issued OPT I-20 from the HIO. 

DO NOT FILE WITHOUT THE OPT I-20 FROM THE HIO. 
MAKE SURE YOU HAVE PRINTED AND SIGNED THE I-20 DOCUMENT

ON THE CORRECT LINE ON PAGE 1 BEFORE UPLOADING!  



ADDITIONAL INFORMATION - Previously issued SEVIS ID Numbers 
Click "Add Response."
Select option from drop-down menu. 
TYPE Answer/Explanation - you will NOT be uploading any documents in this section. 
For example:  Some students may have been issued more than one SEVIS ID during their time in
the U.S. Many students who took a leave of absence will have 2 or more SEVIS IDs.   

See example below:

:Previous SEVIS ID: 
SEVIS ID:NXXXXXXXXXXX
Program Start Date – Program End Date
Degree level (Bachelor’s, Master’s, PhD, etc.)



REVIEW AND SUBMIT - Review your application 



DO NOT FILE WITHOUT THE OPT I-20 FROM THE HIO  

REVIEW AND SUBMIT - Review your application 
Select "View draft snapshot" to download and review for accuracy. 
HIO recommends saving I-765 PDF for your records. 



Submit Payment
IMPORTANT: Once your payment has been successfully received, your application will be filed!! 

You cannot change or edit your I-765 application responses after payment has been submitted.
The USCIS fee is non-refundable. 

Once you are ready, the system will direct you to Pay.gov, a US government payment site.
You will be able to pay the application fee using a US credit / debit card or through an ACH transfer
(direct withdrawal) from your US checking account.
Make sure to double check that you have entered your debit/credit card number correctly. 

SUBMITTING PAYMENT = FILING YOUR CASE WITH USCIS   



TRACK CASE & STATUS UPDATES 
You will receive your USCIS receipt number shortly after paying and submitting your case. 
Log-in to your USCIS account for all case updates.

You will also receive the official USCIS receipt notices via the USPS mail service. 
Contact your HIO advisor if you do not receive your physical receipt notice within 60
days.

The HIO provides general guidance on your OPT/STEM OPT application based on information obtained from reliable sources and reflecting our years of experience in working with students. We
make every attempt to ensure that we provide you with the most up to date information available. Any advice provided to you by our office (as well as the information in this packet) does not
constitute legal advice, however. The OPT application is a personal application for which you are responsible; the application preparation and USCIS case decision will vary depending on the
facts at issue in your particular case. The HIO does its best to provide you with the most current guidance, but please be mindful that USCIS may change its interpretation of these policies,

procedures, regulations, and eligibility requirements at any time. The HIO is not responsible for any errors or omissions, or for the results obtained from USCIS. a subheading

https://hio.harvard.edu/talk-advisor

