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WARNING!
Get the OPT I-20 Through Terra 

Dotta Before You Start Your I-765 
Online Form

Do NOT submit your I-765 
without your OPT I-20 from ISS. 



CREATING YOUR ACCOUNT (1) 
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Application website: Application 
for Employment Authorization | 

USCIS (www.uscis.gov/i-765) 

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


Create an account : How to 
Create a USCIS Online 

Account | USCIS 

CREATING YOUR ACCOUNT (2) 
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https://myaccount.uscis.gov/users/sign_up
https://myaccount.uscis.gov/users/sign_up
https://myaccount.uscis.gov/users/sign_up


REGISTER OR LOGIN

Once you have 
created your 
account, go to 
https://www.uscis.
gov/i-765. Click on 
Sign In.

Enter your 
verification code 
(sent to the 
method you 
choose when 
creating account) 
to authenticate 
your login. 
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OPT ONLINE APPLICATION

Click on 
“myUSCIS”, 
then click on 
“File a form 
online” on the 
next page. 
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ELIGIBILITY CATEGORY

Choose 
“I-765” from 

the 
drop-down 

menu. 
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Click “Start 
Form” 



OPT PROCESS OVERVIEW (1)

This is an overview of your 
OPT process. Please read 
these pages carefully. 
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OPT PROCESS OVERVIEW (2)

This is an overview of your 
OPT process. Please read 
these pages carefully. 
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OPT PROCESS OVERVIEW(3)

After you have read all the 
instructions, click next

Please note:
OPT and STEM OPT applications will not require biometrics.
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OPT PROCESS OVERVIEW (4)

Read through the 
instructions. Click 
Start.University of Wisconsin – Madison International Student Services



GETTING STARTED: Basis of Eligibility

Select “(c)(3)(B) 
Student 

Post-Completion 
OPT" from the 

drop-down menu. 
Click Next.
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GETTING STARTED: Basis of Eligibility

Premium Processing is not required when applying for 
Post-Completion OPT. Please consider current USCIS processing 

times and your anticipated employment start date before paying for 
Premium Processing. 

NOTE: The Premium Processing Fee will be increasing as of 
February 26, 2024. Always check the USCIS website to confirm 

current filing fee costs. 

If you select “Yes,” you will be directed to complete the Form 
I-907 after signing the form I-765.

If you select “No,” click on Next. 
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https://www.uscis.gov/newsroom/alerts/uscis-announces-inflation-adjustment-to-premium-processing-fees
https://www.uscis.gov/i-907


GETTING STARTED: Reason for Applying

Choose according to below instructions

• Please select “Initial Permission to accept employment” for 
Pre-Completion OPT, Post-Completion OPT, or STEM OPT.

• 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. 

• Click next
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GETTING STARTED: Preparer and Interpreter Information 

If you have a legal representative, for example 

a lawyer assisting you with this application, 

answer Yes. Otherwise, answer No.

ISS provides guidance to UW-Madison 

students, but does not assist in the filing 

process. This is a personal application to 

USCIS and UW-Madison applicants should 

select NO. Then, click Next. 
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ABOUT YOU: Your Name

Provide your legal name as it is listed in your 
passport and Form I-20. If you do not have a 
middle name, leave it blank. 

If you have never used a different name on your 
passport please, click No.
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ABOUT YOU: Your Contact Information (1)

Provide an email address that you will check 
regularly after graduation. You will still have 
access to your Wisc email while on OPT, but you 
should choose an email account that you will use 
and check regularly.
Click Next when ready. 
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ABOUT YOU: Your Contact Information (2)

If you are using your own 
address, leave this blank.  If 
someone will receive your mail 
for you, write their name here.

This is the address where USCIS will mail 
your EAD card. USCIS requests 90+/- days 
to adjudicate your application, therefore, you 
should be able to receive mail at this address 
for at least 6 months. If you move while your 
application is pending, you must update your 
change of address through your USCIS 
online account AND update ISS within 10 
days of your change of address.
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ABOUT YOU: Your Contact Information (3)

Check “Yes” if the address 
above is your current address; 
check “No” if it is not your 
current address. If you 
selected “No,” enter your 
physical address. Click Next.
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ABOUT YOU: Your Contact Information (4)

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. 
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**Please note that this address is an example only. DO 
NOT use the Red Gym or the Pyle Center as your 

mailing address on the I-765.**



ABOUT YOU: Describe Yourself

Provide accurate 
information on the next 
two sections. We 
recommend you match the 
information on your 
passport as best as you 
can. Click Next when 
ready. 
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ABOUT YOU: Your Immigration Information (1)
Download your most recent I-94 from: I94 - Official 

Website (dhs.gov) . 

The I-94 record 
should be from most 
recent entry into the 
U.S. 

Enter the 
arrival city or 
airport name 

University of Wisconsin – Madison International Student Services

Select your country 
of citizenship from 
the drop down menu

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


WARNING!

If the I-94 does not show your 
correct entry information, you 

must correct your I-94 with 
Customs & Border Protection.

Please review the ISS website on 
how to correct your I-94.

 
DO NOT submit your 

application until your I-94 is 
correct.

https://iss.wisc.edu/students/current-students/travel/i-94-record/
https://d3dhrbkwcpstav.cloudfront.net/wp-content/uploads/sites/174/2018/07/How-to-Correct-I-94-Issue-Handout.pdf


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

Provide your passport information 
in this section. Double-check for 
accuracy. 

ABOUT YOU: Your Immigration Information (2)
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ABOUT YOU: Your Immigration Information (3)

You must be in F-1 Student 
status to be eligible for OPT. If 
you are currently in the US in 
a status other than F-1, you are 
not eligible for OPT. 

Your SEVIS ID can be found 
on the top left corner of your 
I-20.
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OTHER INFORMATION

An A-Number is 
typically issued to 

people who are 
granted certain 

immigration benefits. 
If you don’t have one 
or don’t know if you 
have one, check the 

box.

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. 

If you have completed an online application before, this section will 
auto-fill with your number. 

This is asking whether 
you have a Social 

Security Number (SSN) 
already. Answer 

accordingly. 

If you do not have an SSN, you can check yes, 
but we recommend that you get the SSN after 

you find a job. 

If you have an SSN, you should check the NO 
box. This is NOT the same as requesting a 

replacement SSN card. 
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EVIDENCE:
2x2 Photo of You

Upload your passport photo as 
required. Please review the 
Department of State website for 
passport photo basics - 
https://travel.state.gov/content/tra
vel/en/passports/how-apply/phot
os.html 

If you are having issues 
uploading your photo, try a 
different Internet browser. 

Click Next when ready. 
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https://travel.state.gov/content/travel/en/passports/how-apply/photos.html
https://travel.state.gov/content/travel/en/passports/how-apply/photos.html
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EVIDENCE: Form I-94 or Passport

Upload a copy of your most recent 
Form 1-94 to this section.

REMINDER!
Do not upload an incorrect I-94.

You should correct your I-94 before 
you submit your application.  
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EVIDENCE: Employment Authorization Document or
Government ID

If you have been issued an Employment 
Authorization Document by USCIS in the past 
(such as for OPT or STEM OPT for a previous 
degree program), upload a copy here. 

Additionally, upload:
1) A copy of your passport identification 

page(s); and
2) A copy of the F-1 visa. It is ok if the visa 

is expired.

Please note that the entry stamp is NOT a 
visa. Please review the immigration 

document review on the ISS website if you 
are unfamiliar with the names of various 

documents.
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https://iss.wisc.edu/students/immigration-overview/


EVIDENCE: Previously Authorized CPT or OPT

If you have had CPT your current  
degree level and/or have had OPT in the 

past: 

CPT: upload a copy of the I-20 you 
received with the CPT authorization 
listed on page 2.

OPT/STEM OPT: Upload copies of 
the your I-20s that show OPT or STEM 
authorization. EADs should be 
uploaded in the previous “Employment 
Authorization Document or 
Government ID” section.

If you have not had either CPT or 
OPT/STEM, click Next to continue. 
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EVIDENCE: Form I-20

Upload the OPT I-20 you recently 
received from ISS. Upload all three 

pages.

The OPT I-20 must be physically 
signed by you. The advisor’s 

signatures may be digital. 

If the student digitally signs the 
I-20, their application may be 

rejected or denied. 
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ADDITIONAL INFORMATION (1)

This section gives you the 
opportunity to provide 
additional information for 
earlier sections such as CPT, 
OPT or unique situations like 
previously having a different 
SEVIS ID number. 

Not every student will need to 
use this section.

Please review the next 
sections for examples. 
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ADDITIONAL INFORMATION (2)

Write your CPT, OPT, SEVIS IDs and other 
additional information in separate sections and 

use these suggested formats.

CPT, start date-end date, FT/PT, degree level
 

OPT, start date-end date, degree level 
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ADDITIONAL INFORMATION (3)

Previous SEVIS ID, ID Number, 
degree level

Visa stamp in old passport, 
passport number

Current passport, passport 
number
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Announcement

On January 30, 2024, USCIS announced that 
filing fees for certain immigration applications 

will be adjusted. 

As of April 1, 2024, the online filing fee for the 
I-765 Application for Employment Authorization 

will be increasing from $410 to $470. Please 
plan accordingly. 

 Always refer to the USCIS website for the most 
up to date I-765 filing fees.

https://www.federalregister.gov/documents/2024/01/31/2024-01427/us-citizenship-and-immigration-services-fee-schedule-and-changes-to-certain-other-immigration
https://www.uscis.gov/i-765


REVIEW AND SUBMIT: Review Your Application

Check your 
application and 
fix all alerts and 

warnings. 

Save a PDF of 
your 

application by 
clicking here. 
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Your Statement

Check the box 
here then click 

next.
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Your Signature

Read through the “Applicant's 
Declaration and Certification.” 

Confirm the statement by typing 
your full legal name here.
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Pay and Submit

Form Filing Fees are 
increasing as of April 1, 
2024. Please see here for 
the most up to date filing 

fee costs. 

You will be taken to 
Pay.gov to pay the 

application fee by credit 
card or through your U.S. 

bank account.

The USCIS fee is 
non-refundable. 
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Payment for USCIS I-765

Choose your payment method and put in the payment information. 

Once you have completed the Pay.gov sections, you will see a 
confirmation screen and receive an email from Pay.gov with your 

payment confirmation. 

Make sure to securely store the confirmation notice for your future 
record.

Once the payment is submitted, your application is officially filed.
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You have successfully submitted your OPT application to USCIS! What 
happens next?



After submitting your application
You will receive a case receipt number in your USCIS account shortly after submitting 
your application to USCIS. You will also receive a physical receipt notice in the mail 

within 60 days of submission.
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Receipt 
Number

Receipt 
Notice



After submitting your application

• You can log into your USCIS 
account to track the status of 
your case. 

• If you receive a Request for 
Additional Evidence (RFE) from 
USCIS, contact ISS 
immediately.
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You should receive 3 pieces of mail from USCIS:
• I-797 Notice of Receipt
• I-797 Notice of Approval
• Official EAD card

Approval 
Notice



Employment Authorization Document (EAD)

• Look over your EAD carefully and make 
sure your information and dates are 
accurate.

• You may begin working only after you 
have received the physical EAD and on or 
after the start date on your card.

• You must report your employment to ISS 
within 10 days of starting or leaving a job.

• You must report any change of address to 
ISS within 10 days of the address change. 

• If your card has an error or you never 
received your card, contact ISS 
immediately.



Frequently Asked Questions

• My F-1 visa is in an expired passport, should I use that passport or my current passport?
• You should upload copies of both your passports, but have them clearly labeled (“Expired Passport with 

Visa” and “Current and Valid Passport”). In the Additional Information section, provide the passport 
numbers for each document (“Visa stamp in old passport, passport number” and “Current and Valid Passport, 
passport number”).

• Can I take my own passport photos?
• We do not recommend taking your own passport photos. You should get your passport photo taken at a 

local business to ensure that the photos meet all the requirements. 

• Do I need to upload both my passport and my visa?
• We recommend that you upload both your passport and visa under the Employment Authorization 

Document or Government ID section.

• I am a dual citizen and have two passports, should I upload both?
• You should only upload the passport that matches your citizenship on your Form I-20. 
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Frequently Asked Questions 

• Do I have to complete the Additional Information section?
• You should complete this section if you have additional information to provide, such as previous CPT or 

OPT authorizations, previous SEVIS numbers, old passport numbers, etc. For example, if you had CPT 
authorization in the past, you should include the CPT information in the following formation - CPT, start 
date-end date, FT/PT, degree level.

• Do I need a new I-20 to apply for OPT?
• YES! You must request an OPT I-20 from ISS before you submit your application to USCIS. If you submit 

your request without your OPT I-20, your case may be rejected or denied. 

• Do I have to upload all my previous I-20s?
• No, you only need to upload your current OPT I-20 and any old I-20s that show CPT or OPT work 

authorization. 

• Where do I upload my I-20(s) with CPT work authorization?
• Upload these documents under the EVIDENCE: Previously authorized CPT or OPT section.
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Frequently Asked Questions

• Can I submit my online I-765 application before I receive my OPT I-20? Can I add my OPT I-20 after I 
submit the I-765 application?

• NO! DO NOT submit your I-765 application without your OPT I-20. Submitting your application without 
your OPT I-20 may result in your application being rejected or denied. 

• My visa is expired, is it ok to upload an expired visa to my application?
• You do not need a valid visa to apply for OPT. You should upload a copy of your visa even if it is expired.

• Should I also mail my application to USCIS after submitting it online? 
• NO! Submitting two applications will cause confusion and potentially harm your application. You must 

choose one mode of filing, mail or online.
 

• Does filing online speed up the processing time?
• Filing online does not speed up your processing time. It does however, get your application into the 

waiting queue slightly faster. All applications are processed in the order they were received. 
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Frequently Asked Questions

• How do I know if I have an Alien Number or USCIS Number?
• An Alien Number is typically issued to people who are granted certain immigration benefits. If you don’t 

have one or don’t remember it, check the box. 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. 

• What if I was approved for OPT previously (at a lower degree level)? What documents should I 
include?

• If you were approved for OPT at a lower degree level, you should include your previously issued OPT 
EAD and OPT I-20s in the Previously Authorized CPT or OPT section.

• Where do I find my receipt notice?
• You will receive your receipt number in an email shortly after your submit your application. You will 

receive your Receipt Notice in the mail a few weeks after your submission. 
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Frequently Asked Questions

• My I-94 does not show my most recent entry into the United States. How do I fix it? Should I fix it 
before applying for OPT?

• You should correct your I-94 before you submit your OPT application. Please follow the ISS instructions 
on how to fix your I-94 - 
https://d3dhrbkwcpstav.cloudfront.net/wp-content/uploads/sites/174/2018/07/How-to-Correct-I-94-Issue-
Handout.pdf 

• Do I include my travel history with my I-94 record?
• No, do not include your travel history with your I-94. 

• I got an error when I tried uploading my photo to my application. How can I fix it?
• If you are having trouble, we recommend trying different browsers and clearing your cache and cookies. 

It is also important to make sure your photo is meeting all the requirements. The Department of State has 
several resources that clarify photo requirements.

•  https://travel.state.gov/content/travel/en/us-visas/visa-information-resources/photos.html 
• https://travel.state.gov/content/travel/en/us-visas/visa-information-resources/photos/photo-composit

ion-template.html
• https://tsg.phototool.state.gov/photo 
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OPT Resources

• OPT Overview - https://iss.wisc.edu/employment/f1-employment/f-1-optional-practical-training-opt/ 

• OPT Reporting Requirements - 
https://iss.wisc.edu/employment/f1-employment/f-1-optional-practical-training-opt/reporting-requirements/ 

• Travel & OPT - 
https://iss.wisc.edu/employment/f1-employment/f-1-optional-practical-training-opt/travel-and-opt/ 

• When Your OPT Ends - 
https://iss.wisc.edu/employment/f1-employment/f-1-optional-practical-training-opt/when-your-opt-ends/ 

• OPT Employment Options - 
https://iss.wisc.edu/employment/f1-employment/f-1-optional-practical-training-opt/employment-options/ 
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