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APPLYING ONLINE FOR FORM I-765 
REMINDERS BEFORE YOU FILE 

Do not pay any filing fee on the USCIS website until AFTER you have been approved for your OPT application e-form and 

emailed a copy of your new I-20 recommending you for OPT or STEM OPT. The OPT recommendation appears on page 2 

of your I-20. 

You can start your online form I-765 petition with USCIS now and then upload a DRAFT .pdf version of how you answered 

your questions online. You will need to upload this .pdf to your OPT application e-form for ISS review. 

E-forms for OPT and STEM OPT are found on the ISS FORMS PAGE: https://www.fau.edu/global/international/forms/  

You can save your progress automatically when completing the online I-765 and resume answering questions later. 

Also, pay attention to when your form expires! Be mindful of ISS processing time for being issued the OPT I-

20; we process requests in the order of full submission. If your I-20 is processed after your I-765 draft 

expires, then you will simply re-answer your I-765 questions thereafter.   

Online I-765 can remain in DRAFT status on your USCIS account for only 30 days from the date of the last update!  

Again, you need to FIRST receive an I-20 from ISS recommending you for the OPT on page 2 of the I-20 BEFORE 

submitting your application fully to USCIS by way of paying for the filing fee! 

 

 

 

 

 

 

 

https://iss.fau.edu/istart/controllers/client/ClientEngine.cfm?serviceid=EFormOPTApplication0ServiceProvider&menuFlag=true
https://www.uscis.gov/i-765
https://www.fau.edu/global/international/forms/


Page 2 of 24 
 

STEP 1: GO TO USCIS.GOV FOR FORM I -765 

I-765, Application for Employment Authorization: https://www.uscis.gov/i-765 

Click on File online. 

 

 

 

Select the form I-765 

 

 

 

https://www.uscis.gov/i-765
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STEP 2: CREATE YOUR MY USCIS ACCOUNT 

 

Click on My USCIS as shown below. How to create a MyUSCIS account: https://www.uscis.gov/file-

online/how-to-create-a-uscis-online-account  

Account Type, select “I am an applicant, petitioner, or requestor.” 

 

 

 

 

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
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STEP 3: FILE FORM ONLINE 
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Read the information on the USCIS website pertaining to the form I-765 

 

Click on ‘Next’ after you have reviewed all the notices. 

  read the information and then, click on ‘Start.’ 

 

What is your eligibility category? Choose the option that applies to you.  

 

(C)(3)(B) is for POST completion OPT – applied for in final term of 

study. 

(C)(3)(C) is for STEM OPT – can only be requested during a valid 

period of POST completion OPT; applied for only during the 90 days 

before POST OPT expires! 

 

 

 

Premium Processing is OPTIONAL. In addition to the standard 

mandatory filing fee. The premium processing is an additional fee. 

You can choose to pay for premium processing even AFTER you have 

submitted your I-765 if you are not sure you wish to pay this optional 

fee right now. Premium processing can be added to an already 

pending I-765 petition at a later date. 

Learn more about this option on the USCIS website:  

https://www.uscis.gov/forms/all-forms/how-do-i-request-premium-

processing  

https://www.uscis.gov/forms/all-forms/how-do-i-request-premium-processing
https://www.uscis.gov/forms/all-forms/how-do-i-request-premium-processing
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INITIAL PERMISSION OPTION 1: 

You will select initial permission to accept employment if 

you are a first-time applicant. This option is for students 

who have never applied and been approved for OPT in the 

past. 

 

RENEWAL OF PERMISSION OPTION 3:  

If you were issued an EAD card (work permit) for an OPT in 

the past then you should select the third option, renewal of 

permission to accept employment. 

 

If you select ‘yes’ for having previously filed a form I-765 (meaning 

you have been approved for an EAD in the past), you will also 

need to upload a copy of your previously issued EAD – 

employment authorization document. 

 

 

 

 

 

 

Select ‘no’ here even if you received advising assistance 

from ISS. 
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Enter your name to be consistent with your other 

immigration documents. How you list your name 

for this section will reflect on how your name is 

printed on your EAD work permit.  

It is recommended that you be consistent with 

your naming convention as it appears on your 

other US-issued documents, such as the F-1 visa. 

Be very careful and check the spelling of your 

name and name order to avoid typographical 

errors! The name as you enter it on your I-765 will 

also reflect on your EAD. Requesting a corrected 

EAD due to applicant error will result in paying a 

new I-765 filing fee.  
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       IMPORTANT! Be sure to enter the address as shown here if 

you plan to use the ISS office address for mailing (highly 

recommended). 

 

 

In the care of line (if any), you must list International 

Student Services. This is so that the FAU mail room directs 

your USCIS notices and EAD card to the ISS office! 

DP-49 needs to be listed on address line 1. This is the 

building number for the ISS office. 

 

Use the ORIGINAL address if the window pops up asking 

you to confirm. DO NOT use the USCIS recommended 

address with the ‘#’ – this will cause an issue with 

submitting your application. 

 

 

                                                                  

Zip / postal code as shown here. 

 

 

 

 

Enter your own email here – preferably your FAU email 
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If using ISS address for mailing, choose ‘no’ for next question and provide your living address: 

 

 

 

 

 

 

Answer the following accordingly… 

 

 

This should be your living address in the US. 
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I-94 arrival number found on your most recent I-94. 

 

For change of status students with approval notice to 

F-1 status Notice of Action I-797 your I-94 record is on 

the lower left corner! 

 

For students who traveled using F-1 visa, you can 

retrieve your I-94 online: 

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

Enter your name exactly as it appears on your 

passport when retrieving the I-94 record. 

 

 

 

 

 

 

 

https://i94.cbp.dhs.gov/I94/#/home
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The passport number is usually found in the upper RIGHT corner 

of your passport biographical page. 

 

 

 

 

Can leave this question blank. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SEVIS Number is found on your I-20 page 1 in the upper LEFT 

corner. 
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Leave this question blank answering as “I do not have 

or know my A-Number.”  

 

 

 

 

 

Leave this question blank answering as “I do not have 

or know my USCIS Online Account Number.” 

 

 

 

 

 

 

 Read carefully and answer accordingly… 

 

 

 

If you do not have an SSN, you may answer YES for the 

question asking, “do you want the SSA to issue you a 

Social Security Card?” Your SSN card will then be 

issued by SSA after your EAD card is produced by 

USCIS. 

If you DO already have an SSN then you should not 

apply for another one. 

If you are requesting an SSN card, you will then 

provide additional information, such as parents’ 

names, etc. 
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EVIDENCE SECTION – DOCUMENT UPLOADS OVERVIEW 

 

 

You can visit Walgreens, CVS, the post office, 

Costco, etc. to have a passport-size photo 

taken.  

It is recommended that you also request an 

electronic copy of your photo to then upload 

on the USCIS website.  

 

Use the online photo tool if needed to make 

sure your photo meets the requirements. 

Photos should meet the following: neutral 

facial expressions; white or off-white 

background without texture; no visual 

shadows; applicant facing camera; retouched 

or edited images will not be accepted by USCIS. 

iPhone photo file types will not be accepted. 

You will need to ensure your file types are in 

the accepted format.  

 

TIP: if the website says there is an error with 

your photo, but it appears to be correct and 

meets the requirements mentioned here then 

you can still proceed.  

USCIS will contact you and give you the 

opportunity to upload another photo in the 

future if the photo needs revising. 
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Upload the most recent I-94 record here. 

Retrieved from 

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

On the CBP I-94 website, click on ‘get most 

recent I-94’ on the top and enter your name 

exactly as it appears on your passport that was 

used for your most recent travel. 

If you have an older passport that is associated 

with your most recent travel I-94 record, then 

you may upload both your old and current 

passport under the government issued ID section 

(Page 16 of this guide).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://i94.cbp.dhs.gov/I94/#/home
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Upload a copy of your passport and F-1 visa for this section.  

Change of status students or citizens of Canada/Bermuda 

only upload a copy of your passport.  

 

 

 

 

 

 

 

 

 

 

Upload copies of any I-20s you were issued in the past for 

any CPT you were approved for during your current program 

of study. You should have been emailed these I-20s in the 

past from ISS. CPT should be shown on page 2 of the I-20 and 

you should have your original signature on page 1. 

If you were approved for OPT in the past, upload a copy of 

your previous EAD card. 

If you never applied for CPT or were approved for an OPT, 

then leave this section blank. 

“You should provide evidence” – still SKIP this section 

“previously authorized CPT or OPT” if it does not apply to 

you. 
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I-20 ISSUED FOR OPT – AFTER OPT E-FORM APPROVAL 

 

 

! STOP HERE FOR NOW ! 

You will not have this I-20 until AFTER you 

have submitted your OPT application e-form to 

ISS and have been emailed the form I-20 issued 

specially recommending you for OPT on page 2 

of the I-20. 

SKIP this section for now and proceed to the 

preview section where you will export a copy 

of how you answered your online I-765. 

The I-20 you will be issued recommending you 

for OPT is only valid for 30 days from the date 

you receive this new I-20 to file your OPT. Be 

very mindful of this deadline as mentioned 

here underlined. 

“You should provide evidence” – still SKIP this 

section unless you have your OPT-issued I-20. 

AFTER your OPT e-form is approved and you 

have received your OPT I-20, you will then 

return to this section of your online I-765 and 

upload a copy of that I-20 with your signature 

on page 1 (using blue ink pen). Be sure to 

upload a color photocopy of your signed I-20 

(all 3 pages). 

Note: if you have dependent (F-2) then you will 

not need to upload the dependent F-2 I-20 for 

this section – only the F-1 I-20 needs to be 

uploaded. 

 

 

 

 

 

 

https://iss.fau.edu/istart/controllers/client/ClientEngine.cfm?serviceid=EFormOPTApplication0ServiceProvider&menuFlag=true
https://iss.fau.edu/istart/controllers/client/ClientEngine.cfm?serviceid=EFormOPTApplication0ServiceProvider&menuFlag=true
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In most cases, this section is not necessary, and you may 

skip this. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The filing fee is paid only AFTER you have been 

approved for your OPT e-form with ISS and have 

uploaded your I-20 issued specifically for OPT. 

Proceed to the next screen for now, you will come back 

to this later and upload the new I-20 for OPT and submit 

the filing fee online by way of online payment using a 

credit or debit card. 

 

You should see this as well – no alerts on your 

application – all necessary questions were answered. 

 

Click next, so you can print a screenshot of your 

responses. 

 

https://iss.fau.edu/istart/controllers/client/ClientEngine.cfm?serviceid=EFormOPTApplication0ServiceProvider&menuFlag=true
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FINAL REVIEW – VIEW DRAFT SNAPSHOT 

 

 

Click on view draft 

snapshot. 

This allows you to save a 

PDF copy of how your I-765 

was completed. This PDF 

will then need to be 

uploaded to your OPT 

application e-form. 

On your pdf file there will be 

an “Electronic form only” 

watermark, which is normal. 

Please upload this copy to 

your e-form. 

Notice here to the left some 

questions will be blank 

because it does not apply to 

your I-765 eligibility 

category. This is completely 

normal.  

Example: C 3 B is for post-

completion OPT. The 

questions blank here apply 

only to the C 3 C filing 

category for STEM OPT.  

 

FINAL STEP! 

1. Either submit your OPT application e-form to ISS for approval, OR 

 

2. If you have already been approved for your OPT e-form and have received your OPT-issued I-20, proceed with 

your online I-765 filing with USCIS. Continue to the next page of this guide.  

 

The I-20 you are issued for OPT is only valid for 30 days from the issue date! You must submit your I-765 petition 

to USCIS within 30 days of being issued your new OPT recommendation I-20 (OPT requested on page 2 of I-20), or 

you must contact ISS to request a new OPT recommendation I-20 if you exceed 30 days before submitting your 

petition to USCIS. 

https://iss.fau.edu/istart/controllers/client/ClientEngine.cfm?serviceid=EFormOPTApplication0ServiceProvider&menuFlag=true
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SUBMIT I-765 TO USCIS 

After receiving your OPT-issued I-20, go to back to your MyUSCIS account https://my.uscis.gov/ and resume 

submission of your I-765. 

 

 

 

You will need to upload your OPT-issued I-20.  

Be sure you are uploading a copy that has your original signature on 

page 1 using a pen. Upload a color copy – all 3 pages of the I-20. 

 

 

 

Click on Evidence from the left menu 

 

 

 

 

https://my.uscis.gov/
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After uploading your signed OPT-issued I-20, click on the ‘Review and Submit’ section of your I-765 as shown 

below 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

** The actual filing fee may vary as per USCIS at the time of your filing ** 
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Scroll to the end of the page on the ‘review the I-765 form information’ section.  

 

 

 

Click on next. 

 

 

 

Sign your I-765 electronically. 
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BEFORE paying your filing fee you are responsible for ensuring 
there are no errors with your petition. 

Double check your name spelling and name order; verify the 
mailing address you provided is accurate. 

If you have any questions or doubts, you should contact ISS to 
clarify before paying the filing fee! You cannot change your I-765 
petition after you have submitted your petition by way of paying 
the filing fee. 

 

Sign I-765 – type out your full legal name. 

 

Click Next and proceed with your online filing payment. Once 

you submit payment, your I-765 is officially filed.  

You will have a receipt number for your filed petition that you 

can download electronically from the documents tab of your 

online MyUSCIS petition. The original hard copy receipt notice 

will be sent to you in the mail in about 2 to 4 weeks. 

Processing times vary. Generally, approvals take 1 to 3 months 

(or more). Remember ISS has no control over the USCIS 

processing time. You always have the option to go back to your 

online pending petition and elect to pay the optional expedited 

premium processing fee 

 

Check your case status online using the USCIS online tools: 

• https://www.uscis.gov/  

• Check your case status  <- after you have the receipt notice 

(takes 2-4 weeks to arrive by mail) 

• Check processing times  <- select I-765 – The service center is 

listed on the receipt notice. 

 

  

https://www.uscis.gov/forms/all-forms/how-do-i-request-premium-processing
https://www.uscis.gov/
https://egov.uscis.gov/casestatus/landing.do
https://egov.uscis.gov/processing-times

