
1 

OPT Online Application Guide 

1 Log in to your USCIS account and click "File a form online." 

https://internationalservices.gwu.edu
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2 Search for I-765 from the dropdown menu. 

3 Select (c)(3)(B) as your eligibility category. 
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4 Read the information thoroughly and click "Start form." 

5 Read the additional information thoroughly and click "next." 
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6 Continue reading thoroughly and click "Start" to begin filling out the form. 

7 Click on the drop down menu under eligibility category. 
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8 Select (c)(3)(B) as your eligibility category. 
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9 Premium processing is available to you at an additional charge. If you would like 
to select premium processing you can indicate that in your response to the 
question "Would you like to request Premium Processing Service?" 

However, at any point after submitting your application, you may choose to 
request premium processing to expedite your application. 

When you have answered the question, click "Next." 
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10 For Post Completion OPT, select "Initial permission to accept employment." 

11 In response to the question "Have you previously filed Form I-765?" select "Yes," 
only if you have submitted a Form I-765 to USCIS for an EAD card in the past. 
(Note: select "Yes" regardless of whether your application was approved, denied, 
rejected, or withdrawn.) Otherwise, select "No" and click "Next." 
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12 Please note that the ISO is here to review your draft application, but we are not 
assisting you with completing this application. If someone else assists you with 
completing the application, select "Yes," in the preparer and interpreter 
information section, and enter their information when prompted. If you are 
completing the application on your own, select "Next." 

13 Type in your full legal name, exactly as it appears on your passport. 
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14 If you have used nicknames in any official records or documentation, select "Yes." 
Otherwise, select "No" and click "Next." 

15 In the contact information section, provide a valid U.S. phone number and your 
email address. 
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16 In this section, it is VERY important that you provide a valid U.S. mailing address. 
This is the address where your EAD card and any official notices from USCIS will be 
sent. If this address belongs to someone else, you will need to put that person's 
full name in the "In care of" box. This person should be a current resident of the 
address and able to receive mail for you. 

NOTE: Please do NOT provide ISO's mailing address in this section. 
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17 If your current mailing address is not the same as your physical address, select 
"No," and enter your physical address. Otherwise, select "Yes," and click "Next." 

18 Select your gender. 
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19 Select your marital status and click "Next." 

20 Enter your city, town, or village of birth and your state or province of birth. 
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21 Enter your country of birth and date of birth. Be sure to use the date format: 
Month/Day/Year. Then click "Next." 

22 Indicate all countries where you are currently a citizen or national. 
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23 Use this link: https://i94.cbp.dhs.gov/I94/ to retrieve the most recent copy of your 
I-94, 

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


15 

24 Please see an example of an I-94 below. You can find your Arrival-Departure 
Record number circled in red. IMPORTANT: Double check the expiration date on 
the bottom right corner of the document. Always ensure that you have retrieved 
the most updated copy of your I-94. 
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25 Indicate the date of the last time you arrived in the United States. Check the "Most 
Recent Date of Entry" line on your most recent I-94 for this information. To know 
your status at last arrival, check the "Class of Admission" line on your I-94. 

26 Provide your passport information below. Travel document and passport number 
are two separate things. If you do not have a travel document number, please 
leave this line blank. 
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27 Indicate the country that issued your passport or travel document. 

28 Select F1 - Student, Academic or Language Program as your current immigration 
status. 
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29 Enter your SEVIS Number. You can find your SEVIS number on the top left corner 
of page 1 of your I-20. It is the letter N followed by a series of numbers. 

30 Your A-number is the USCIS number listed on your EAD card. Check the box "I do 
not have or know my A-Number" if you have never received an EAD before. 
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31 You may have a USCIS Online Account Number if you have made an account with 
USCIS and previously filed a form. If you do not have one select "I do not have or 
know my USCIS Online Account Number." 

32 Indicate whether or not you have a Social Security Number. If you do not have a 
Social Security Number and would like the SSA to issue one, you may choose to 
indicate that at this time. NOTE: If you already have a Social Security Number, 
select "No." You do not need a new Social Security Number to apply for OPT. Then 
click "Next." 
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33 Upload a 2-inch by 2-inch photo of you that was taken within the last 6 months. 
Read the requirements below carefully before uploading. 

34 Upload the photo using the upload box. 
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35 If your upload fails, or you forget to upload a photo, you will receive an error 
message. Be sure to clear any error messages before submitting your application. 

36 Follow the instructions to provide your form I-94 or passport. 
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37 Upload your file and click "Next." 

38 Upload a copy of your EAD card if you have one. If you do not have an EAD card, 
upload a photocopy of your passport. Be sure to follow all the instructions for 
uploading your file. 
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39 Upload your file using the upload box and click "Next." 

40 Upload copies of all I-20s with previous CPT or OPT authorizations. 
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41 Upload your files using the upload box and click "Next." 
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42 When you are filling out your draft application, skip this step, BUT DO NOT 
SUBMIT YOUR APPLICATION. The ISO will review a draft of your application and 
THEN provide you with remarks along with the OPT Recommended I-20. You will 
need to make any corrections noted by the ISO and come back here to upload the 
OPT recommended I-20 that you received from ISO. 

Note: Do NOT submit the form until you have uploaded this I-20. If you fail to 
upload it, your OPT may be denied and you will forfeit the application fee, or you 
may receive an RFE. 

This I-20 is only valid for 30 days, so be sure to submit your application within that 
timeframe. 
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43 Upload the I-20 using the upload box and click "Next." 

44 If you have any additional information to provide, you can do so here, then click 
"Next." If you do not have any additional information, simply click "Next." 
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45 If you have any alerts or warnings reflecting errors in your application. Edit your 
responses to fix them before submitting. 

46 If you do not have any errors in your form, you will see that reflected here. Once 
you have no more warnings, click "Next." 
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47 On this screen, click "view draft snapshot." 

48 Open your draft snapshot. Upload this in the ISOGateway under OPT Requests. 
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49 This is what your draft snapshot should look like. 



30 

50 At this point you have completed the draft application needed for your 
ISOGateway OPT Request. Once ISO recommends you for an OPT I-20, you can 
come back to your USCIS Account to submit your application. You may need to 
make corrections before submitting. 

NOTE: ISO only checks for completeness, not accuracy. Before submitting your 
application, CAREFULLY REVIEW ALL INFORMATION that you provided to ensure 
its accuracy to avoid any delays with your application. 
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51 Only complete this section after you have received the OPT Recommended I-20 
and when you are ready to pay your application fee. Read the applicant statement 
carefully, and if you are in agreement, check the box. 

52 Once you have checked the box, you will be able to select "Next." 



32 

53 Read the applicant statement carefully, and if you are in agreement, check the 
box. 

54 Read the information carefully, and if you are in agreement, provide your full legal 
name and click "Next." 
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55 Once you have read all of the information and are ready to pay and submit your 
application, click "pay and submit." 

CAUTION: The system will allow you to pay the fee and submit your application 
without the OPT Recommended I-20. DO NOT SUBMIT THE FORM without your 
OPT Recommended I-20 from the ISO. Doing so may result in denial, loss of the 
application fee, or an RFE. 
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