
Tips for Online I-765 Application 
For Pre and Post Completion OPT



This document is for guidance ONLY.  It is not legal advice.  The information in this document are 
suggested tips you might need in completing the online Form I-765 for Employment Authorization.

Once you start your application, the USCIS portal will save it for 30 days, therefore you must submit the 
online form within 30 days of starting the application. After that, it will delete your data and progress to 
protect your personal information.

USCIS must receive your OPT application within 30 days of the date your OPT Recommendation 
I-20 was created.

Important Reminders



Prepare to file online I-765 Application
There are two ways to files for OPT.  In the recent years, students have found filing 
online I-765 has been more beneficial at a lower cost.  

Documents to prepare before filing:

• OPT Recommendation I-20 issued by OIP 
• Passport Biographical Page (unexpired) 
• Most Recent I-94 Record.
• Passport style photo . Please see slide 12 for details.
• Previously issued Employment Authorized Document (EAD card; if applicable) 
• Previously issued CPT I-20 (if applicable)

https://www.uscis.gov/i-765
https://www.uscis.gov/i-765
https://www.uscis.gov/i-765
https://www.uscis.gov/i-765
https://i94.cbp.dhs.gov/home
https://i94.cbp.dhs.gov/home
https://i94.cbp.dhs.gov/home
https://i94.cbp.dhs.gov/home
https://travel.state.gov/content/travel/en/passports/how-apply/photos.html
https://travel.state.gov/content/travel/en/passports/how-apply/photos.html


Create a USCIS Online Account

Please see the USCIS How to 
Create a USCIS Account webpage 
on for step-by-step information on 
how to create a USCIS online 
account.

https://myaccount.uscis.gov/create-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


After you create your USCIS 
account, click on "File a 
form online."



Getting Started: Select Form I-765, Application 
for Employment Authorization from the list



Getting Started: 

Choose the type of OPT you’re applying for:

•(c)(3)(A) Pre-Completion OPT — 
Choose this if you’re still a student and 
want to work before you graduate (your 
graduation date is in a future semester).

• (c)(3)(B) Post-Completion OPT — 
Choose this if you’re applying for OPT after 
you graduate (for example, if you’re 
graduating this semester).



Getting Started: 

At the time of filing,  you can choose to request Premium 
Processing with the fee based on the USCIS Fee Schedule.  If you 
decide not to request Premium Processing Service,  you have the 
option to submit the I-907 Premium Processing request while 
your I-765 application is still pending.  

https://www.uscis.gov/g-1055?topic_id=97333


Getting Started: Reason for applying:
Select “Initial permission to accept employment.” This 
should be selected even if you’ve applied for OPT before at 
another time, at Seton Hall or elsewhere, or for a different 
degree level (such as a previous bachelor’s or master’s 
program). As long as this is your first time applying for 
Post-Completion OPT  at your current degree level, it is 
considered a new application, so “Initial Permission” is 
appropriate.

Select either “Yes” or “No” based on your 
personal immigration history — each answer will 
be different for each person, depending on their 
individual situation.



About You contact Information –  Enter a U.S. Mailing Address. This address must be 
valid for at least 5 months from date you submit your application.

Important Reminders: 

• When filling out your OPT application, it’s important to choose carefully your U.S. 
mailing address — this is where USCIS will send your receipt notice, approval 
notice, and your OPT EAD card. Since the EAD is a secure government document, 
USPS will not forward it if you move.

• Do not list a campus or university address, as these often become inactive after 
graduation and can result in lost mail.

• Changing your address after submitting your application can cause delays and may 
result in your EAD card being lost or returned to USCIS.

• If you prefer, you can use a P.O. Box, as long as it’s a secure and reliable option for 
receiving your mail.

• Before entering your mailing address, make sure it’s valid and properly formatted by 
checking it through the USPS website: USPS Address Lookup Tool

• Your U.S. physical address should be the address where you are actually living at 
the time you submit your application.

https://tools.usps.com/go/ZipLookupAction_input?utm_source=chatgpt.com


About You- Other Information: Generally, students do not 
have an A or alien number.  You may click "I do not have or 
know my A-Number"

About You- Other Information: Either list your 
account number or select “I do not have or know 
my USCIS online account number”



Evidence- 2” X 2” Photo of You- 
Uploading a photo to the I-765 
application is still required.

Recent change in USCIS application 
adjudication processing indicates that 
after USCIS receives your application, 
you might receive notification to go to a 
nearby Application Support Center(ASC) 
to take a photo or biometrics. 

Please reach out to OIP if you receive 
such notice. We may be reached at 
oip@shu.edu. 

https://www.uscis.gov/sites/default/files/document/policy-manual-updates/20251212-PhotographReuse.pdf
https://www.uscis.gov/sites/default/files/document/policy-manual-updates/20251212-PhotographReuse.pdf
mailto:oip@shu.edu


Evidence- Form I-94 or passport: Upload a 
clear copy of your most recent Form I-94 
(Arrival/Departure Record). You can obtain 
this from the U.S. Customs and Border 
Protection website. 

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


Evidence- Employment Authorization 
Document (EAD Card): Upload a clear copy 
of your previous Post OPT/STEM Employment 
Authorization Document (EAD) card, showing 
both front and back. 

If you do not have a previous EAD card, you 
must upload a clear picture of your 
biographical page of your current passport.



Evidence- Previously authorized CPT or 
OPT: Upload  documentation of any 
previously approved CPT or OPT periods, if 
applicable (e.g., I-20 forms showing CPT or 
OPT authorization).

If you have never been authorized for OPT or 
CPT, you do not need to upload any 
documents in this section. A warning 
message may appear if no documents are 
uploaded, but you may proceed with the form 
if this section does not apply to you.



Evidence- Proof Enrollment 
Verification: Please note, this section is for 
students applying for Pre-Completion OPT 
only. Upload evidence of having been lawfully 
enrolled on a full-time basis for one full 
academic year.

You can request an Enrollment Verification 
Letter from the Office of Registrar through 
Piratenet.  

When the Enrollment Verifications are ready, 
they can be mailed via U.S.P.S., or picked up 
in the Office of the Registrar on the South 
Orange campus (Bayley Hall, room 110).
 

https://www.shu.edu/registrar/registrar-faq.html
https://www.shu.edu/registrar/registrar-faq.html
https://www.shu.edu/registrar/registrar-faq.html


Evidence- Form I-20: In this section, 
upload your  OPT I-20 that OIP issued 
you. You should print, sign, and 
upload the signed OPT I-20.

Do not file the I-765 without the  OPT 
Recommendation I-20 issued to you 
from OIP.

If your OPT Recommendation I-20 has 
been issued more than 30 days before 
applying or if you have not received an 
OPT Recommendation I-20 from OIP, 
please reach out to OIP and do not 
submit an I-765.  You application will be 
denied if you proceed.



Biometrics Appointment at Application Support Center

• Students might receive notification that a biometric has been scheduled near a 
USCIS Application Support Center (ASC).  

• To retrieve the appointment information and instructions, students should log into 
their USCIS portal. Go to the documents tab and download the notice.

• If an appointment is necessary, the notice will provide you the location of your 
local or designated USCIS Application Support Center (ASC) and the date and 
time of your appointment.  Please be sure to go to the appointment in order for 
your application to move forward. You can reschedule the appointment through 
the appointment system before your appointment date. The information should be 
provided to you in the appointment notice. 



Reporting after Post Completion OPT is Approved

• You can continue to notify our office of any changes within 10 days that are not updated through the portal, for example: 
• Phone Number 
• Personal Email Address 
• Name change 
• Visa status 
• Leaving U.S. before the end of OPT 

• There are two ways of reporting OPT employment:

o Self-report through your SEVP Portal account: You may log in and update your employment details directly in your SEVP Portal.  You should receive an email 
from do-not-reply.SEVP@ice.dhs.gov with a link to create the portal account around your OPT start date to your personal email.  If you have issues logging in, 
please let us know and we can reset the portal account for you.

o Submit the information to our office - Please provide the following details.

 Explain how employment is related to student's course of study
 Employer Name
Start Date
 Full Time (more than 20 hours/week)/ Part Time (20 or less hours/week).  

Please note, under Post-Completion OPT, working for at least 20 hours per week is considered maintaining  the F-1 status
 Employer Address.  Please note, If you work remotely, please report both the company address and where you work remotely.  

** Once you send us the information, we will update your SEVIS record, you may wish to log into your SEVP portal to verify the information entered is 
accurate.

https://sevp.ice.gov/opt/#/login
mailto:do-not-reply.SEVP@ice.dhs.gov
mailto:do-not-reply.SEVP@ice.dhs.gov
mailto:do-not-reply.SEVP@ice.dhs.gov
mailto:do-not-reply.SEVP@ice.dhs.gov
mailto:do-not-reply.SEVP@ice.dhs.gov
https://sevp.ice.gov/opt/#/login


Unemployment and Travel Considerations
• Whether or not you are working, the 12-month work benefit of OPT continues.

• According to F1 regulations, you may only be unemployed for 90 days throughout your OPT. These 90 days are aggregate, and do not 
reset if you change jobs or lose employment. 

• Please keep in mind that any travel is a risk. If your visa is no longer valid, then you will have to renew your visa before traveling back to 
the United States. There is a chance you could still be denied this visa, so please keep that in mind when travelling. Consult with OIP 
before you travel.  

• If you decide to travel after applying for OPT and it is after your I-20‘s program end date, carry the following: 
• EAD card
• Job offer letter 
• OPT I-20, with valid Travel Signature (Travel Signature under Post OPT is valid for 6 months after the day it is signed)
• Valid Passport
• Valid visa

• If you decide to leave the country and end your OPT early, please email oip@shu.edu to inform us. 

mailto:oip@shu.edu


Applying for a Social Security Number after OPT Approval
Student can longer submit a Social Security Request along with the I-765 OPT application.   
If you do not have a Social Security Number, after your OPT Approval Date and have 
received your EAD card, you can first submit a SS-5 application online and then schedule 
an appointment with a Social Security Card Center nearest to you online. When  you go to 
your appointment in-person, please be sure to bring:

• OPT Approved I-20 (Please request one from OIP) 
• Passport
• I-94 record.  You may retrieve it at: https://i94.cbp.dhs.gov/home 
• Physical EAD card

https://www.ssa.gov/number-card/request-number-first-time
https://www.ssa.gov/number-card/request-number-first-time
https://www.ssa.gov/number-card/request-number-first-time
https://international.shu.edu/index.cfm?FuseAction=Security.AngLogin
https://i94.cbp.dhs.gov/home
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