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Please note this presentation is for instructional purposes only. The
following screenshots have been provided directly from USCIS. ISSO is
not responsible for any changes made to the online application by
USCIS. 

Ultimately, it is your responsibility to carefully review the USCIS I-765
instructions and I-765 form, and to properly complete and file your
application in a timely manner. 

You must request an I-20 from ISSO before you begin the I-765
application.

Instructions

https://isso.uncc.edu/current-students/employment/f-1-optional-practical-training-opt


Do not submit an online application if you have already filed by mail. Duplicate applications
may be denied by USCIS. 
You may only file Form I-765 online from within the U.S. You are not eligible to apply for OPT
from outside the country. 
While filing Form I-765 online may be quicker and easier than filing by mail, it does not speed
up the time required for USCIS to adjudicate your application. See the USCIS website for
current processing times. 
Once you submit your application, you cannot go back to edit or change information. Please
contact an ISSO advisor immediately if you believe you have provided incorrect or incomplete
information when filing Form I-765. Failing to do so can result in Requests for Evidence (RFEs),
processing delays, or the denial of your application by USCIS. 
You can still choose to file your I-765 using the paper process. However, as noted above in
point (1), please do not file using both methods. 

Important Reminders

https://egov.uscis.gov/processing-times/


Unlike the Paper I-765, we do not recommend
uploading the ISSO Cover Letter with your online
application. The online application is intuitive so
there are no inapplicable fields to worry about nor
will it let you go on to the next screen if you've
neglected to fill-in a required field.

Do I need an ISSO cover letter?



All information is submitted online. There is no mailing or postage cost
involved
You must complete all required fields before the system will allow you to
proceed. This may mean less chances that your application will be rejected
due to incomplete information
Immediate receipt number
You can use the online portal to respond to Requests for Evidence (RFEs)
Updating your address/contact information in profile is immediate 
Can sign up for alerts on case actions
You can save your work and come back!!!

Benefits of Filing Online



Pre- Completion OPT Application Checklist
Two digital 2x2 color passport photo that meets USCIS specifications (taken in last 30 days)

A scan of your passport photograph page OR your most recent I-94 form

A scan of the front and back of any previous EAD cards (if applicable)

A scan of any previous I-20s with CPT or OPT information (if applicable)

Your most recent form I-94 information

A digital copy of your I-20 with an OPT recommendation that was issued in the last 30
days for pre-completion OPT (MUST request this from ISSO before beginning I-765)

Your credit card, debit card, or account information with which you will pay the filing fee
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4 Enrollment Verification Letter

https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://i94.cbp.dhs.gov/I94/#/home
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113


Step 1: Sign-in or create a USCIS
Account

 
If you have previously created an

account with USCIS, use that account
to sign in. If not, use your UNC

Charlotte email address to sign up.

http://myaccount.uscis.gov/


Step 2: Click "File a form online"



Step 3: 
Select "Application for

Employment Authorization" 
(I-765).



Step 4: Please be sure to read all the
information on the Completing

Your Form Online page, including
required fee, processing times, and
privacy notice. Once done reading,

click "Start".

A Day In The Life of an ISSO

Advisor: 

A Memoir

Why international students are

the coolest students 

on campus



Choose c(3)(A) Student Pre-
Completion OPT

Step 5: Select Eligibility Category



Premium Processing (PP)
guarantees USCIS will process OPT

applications within 30 calendar
days of receiving the premium

process request. The fee for
Premium Processing can be found

here.

You can discuss with an ISSO
advisor before you apply for PP to

see if it is the right decision for you.

Step 5b: Premium Processing

https://www.uscis.gov/forms/filing-fees


Step 7:
Reason for applying

Pre-Completion applicants should choose
"Initial Permission to accept employment".

Have you previously filed Form I-765?

Select "No"  if you have not previously
applied for work authorization with an

I-765.

Select “Yes” if you have previously filed an
I-765 (you will be required to upload a copy

of your last EAD card in the “Evidence”
section.



Step 8:
Preparer and interpreter

information
Select "no" unless someone (e.g.,

an interpreter) is assisting you
with the application.



Step 9: Enter your full legal name(s) 
Enter your full legal name used on your

passport in this section. If you have used any
prior names, be sure to select yes to the

second question and enter all prior names.

(Other names would apply if you have legally
changed your name, have gotten married,

etc.) 



Step 10: 
Enter your phone number 

and email address



Step 11: 
Enter your U.S. mailing address*

*If your current mailing address is not
the same as your physical address,

enter your physical address.

**This address is where your EAD card
will arrive to.



Step 12: 
Select your gender 
and marital status



*IMPORTANT*
Be sure to enter your date of birth in

month/day/year format. Incorrect date of
birth formatting is one of the most common

EAD card errors. As a reminder, errors
caused by incorrect information provided on

Form I-765 will require an additional filing
fee. 

Step 13: 
Enter your birth information



Step 14: 
Enter your country or

countries of citizenship or
nationality



Step 15: 
Enter information about your

last entry to the U.S.

*IMPORTANT*
Access Your I-94 & Travel History Online
To retrieve your I-94 and travel history

information, click here. 
If you have trouble accessing your I-94

information, try your prior passport
number(s), if possible. If you continue to

have issues accessing your I-94
information, email your ISSO advisor.

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


Most students do not have a travel
document or travel document number

so leave blank or enter "N/A". If you think
you have a travel document, please

contact your OPT advisor.

Step 16: 
Enter passport information



Step 17: 
Enter your immigration status

and SEVIS number

Your SEVIS ID number can be found on your I-20

F-1 Student, Academic, Language Program



Step 18:
 A-Number and USCIS Account

Number

Most F-1 students do not have an A-Number or
USCIS Online Account Number. If you do not,

select the boxes that state you do not know or
have the number.



Step 19: 
Social Security Card 

Questions

If you do not have a U.S. Social Security Number, you will have to
apply for one after your EAD card has arrived in the mail.



Step 20: 
Upload 2x2 Color Passport

Sized Photo

Passport photos can be taken
at Union Station (on campus),

USPS, or other drug stores

USCIS requires you either
scan them in or take a picture
with your phone and upload



Step 21: 
Upload I-94 record OR

passport biographical page

*IMPORTANT*
Access Your I-94 & Travel History Online
To retrieve your I-94 and travel history

information, click here. 
If you have trouble accessing your I-94

information, try your prior passport
number(s), if possible. If you continue to

have issues accessing your I-94
information, email your ISSO advisor.

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


Step 22: 
Upload Any Prior EAD Cards

Issued By USCIS

If you have not been issued an
EAD card before, you must

upload a government issued
identity document.

Example: Passport ID page,
Visa, NC State ID, NC Drivers

License



Step 23: 
Upload Enrollment Verification

Letter

Access your unofficial transcript HERE.

1. Log into MyCharlotte
2. Select Student Self Service
3. Select Student Profile in the Student Records

section
4. Select Unofficial Transcript
5. Select the Transcript Level and the “Web

Transcript” Transcript Type

https://my.charlotte.edu/


Step 24: 
Upload evidence of prior

approved OPT and/or CPT
(past OPT approved I-20s/CPT

I-20s suffice)

If you have not previously been
authorized for OPT or CPT

please do not upload anything.



Step 25: 
Upload Pre-Completion OPT-

Requested I-20 given to you by
the ISSO.

The ISSO advisor must have entered the
recommendation for OPT into your
SEVIS record within 30 days of you

submitting Form I-765. Your application
will be denied if it is submitted outside

of the 30 days of issuance.

Don’t forget to sign your I-20.... IN BLUE
PEN INK!!!!!!



Step 25: 
Additional Information

SEE NEXT SLIDE IF YOU
QUALIFY FOR
ADDITIONAL

INFORMATION



If you changed your visa
status while a student (ex. H4

to F-1)



If you have done a previous
degree level in the US



If you have renewed your
passport since you last arrived

in the US



Step 26: 
Review Application

Please triple check and review your
application. The online I-765 form
will indicate if there is any missing

information.

View your draft snapshot and SAVE a copy of your
application for your own records.



Step 27: 
Read and agree to the
applicant's statement



Step 28: 
Read and agree to the
applicant's statement



Step 29: 
Pay the $470 filling fee with

either a bank account
(account and routing number
needed) or with a debit/credit

card

Payment is taken the next
business day, and must be

within the 30 days of I-20 issue
date



On December 12, 2025, U.S. Citizenship and Immigration Services (USCIS) released
a photo and biometrics update outlining new requirements for how photographs

may be submitted and reused for immigration benefit applications. USCIS no
longer accepts self-submitted photographs and is limiting when previously taken

photos may be reused. USCIS now accepts only photographs taken at an
Application Support Center (ASC) during a Biometrics Services Appointment

(BSA), or by other USCISauthorized entities. This guidance is effective
immediately and applies to all benefit requests filed on or after December 12,

2025.

Step 30: Biometrics



Step 30: Biometrics
How the process works:

 1. You will be notified via your USCIS Account that you have received a
request for a Biometrics Appointment. 

2. Within a few days, you should receive the actual appointment
information: time, date, location. The day of your appointment, do not

enter the building more than 15 minutes before your appointment time. 
3. What to bring to your appointment: passport, ASC Appointment

Notice (appointment information), and completed Applicant's
Information Worksheet (AIW, second page of your ASC Appointment

Notice). 
4. During the appointment, they will verify your identity by taking your
photo, collecting your signature and possibly taking your fingerprints.
Once you complete these steps, you are DONE! There is nothing to be

uploaded after this.
 5. You should receive a USCIS case decision in the next few weeks.

 
Students have reported that these appointments take less than an hour

to be completed. This will now be the new normal for OPT and STEM
OPT applications that are pending with USCIS so please be mindful to

check your USCIS online account periodically.



Check USCIS processing
times for Form I-765:

(click picture)

How to check the status of
your case:

(click picture)

https://egov.uscis.gov/casestatus/landing.do
https://egov.uscis.gov/processing-times


Congratulations- you just
successfully applied for OPT
online! ISSO sends you best

wishes while you wait for
approval.

Wow, thanks ISSO for walking
us through it step by step! I will
be sure to check my case status  

routinely and email you
 if I have any questions!
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