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 Online I-765 Filing Guidance Sheet 
Before applying, please attend an OPT Workshop and review the OPT guidelines/regulations on the OPT page. This 
guidance sheet should be used for instructional purposes only and should not be constituted as legal advice.  

 

What is OPT?  

Optional Practical Training (OPT) is a temporary employment benefit that is available to eligible international students to 
gain practical training experience directly in their field of study- most commonly after their academic program. OPT allows 
F-1 students who have been in valid lawful status for one full academic year to be able to engage in employment up to a 
12-month period that is directly related to their field of study - on or off-campus. This sheet covers Post-Completion OPT 
which is post-graduate work authorization for all F-1 students including non-STEM and STEM graduates. 

 

Step One: Obtain your OPT I-20 from UCR ISS Office 

REMINDER: You must first receive the OPT I-20 from the UCR ISS Office. Please DO NOT submit your I-765 application to 
USCIS until you receive your OPT I-20.  

Please gather the following items and email them to internationalstudents@ucr.edu. Please allow 7-10 business days for 
an ISS Advisor/DSO to review your documents and issue your OPT I-20.  

⬜ OPT Request Form  
• Signed by your Academic Advisor (Undergraduate Students) or Graduate Advisor (Graduate Students)  

⬜ Draft Only Form I-765  
• Recommended to complete a paper version of Form I-765 (downloadable via the I-765 website) and 

submit a practice version to receive feedback from an ISS Advisor  
• Do NOT submit an I-765 to USCIS until you receive an OPT I-20 from UCR ISS Office. You must have an OPT 

I-20 before submitting your I-765 to USCIS.  
• You can refer to the Sample I-765 as an example, and review the official USCIS I-765 Instruction Sheet  

⬜ Copy of your most recent Form I-94 
⬜ Copy of your most recently issued valid passport or most recently issued F-1 visa  
⬜ (If Applicable) Supporting Documents: Copies of previous CPT I-20, EAD cards, OPT I-20, I-20 with different 
SEVIS number, or others  

 

Step Two: Gather Final OPT (I-765) Application Documents to Submit to USCIS 

Once your OPT documents are reviewed, an ISS Advisor will email your OPT I-20 to your UCR email. Please review your 
OPT I-20 and sign it at the bottom. Please be sure to submit your documents to USCIS within the OPT eligibility period and 
within 30 days of OPT I-20 issue date. Here are the documents that USCIS will require:  

⬜ Draft Form I-765 
• You can refer to the Sample I-765 as an example 

⬜ OPT I-20 (MUST BE ISSUED BEFORE THE I-765 IS SUBMITTED TO USCIS) 
• The OPT I-20 must have OPT Recommendation from a DSO on the 2nd page. DSO recommendation must 

be made before the I-765 Application is submitted to USCIS.  

mailto:internationalstudents@ucr.edu
https://international.ucr.edu/sites/g/files/rcwecm2216/files/2020-09/OPT%20Request%20Form_090820_fillable.pdf
https://www.uscis.gov/i-765
https://www.uscis.gov/i-765
https://international.ucr.edu/sites/default/files/2022-07/ucr-sample-i-765-post-completion-opt-053122-edition.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-765instr.pdf
https://i94.cbp.dhs.gov/
https://www.uscis.gov/i-765
https://international.ucr.edu/sites/default/files/2022-07/ucr-sample-i-765-post-completion-opt-053122-edition.pdf
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⬜ Passport Photo:   
• For Online Applications: 1 Digital Copy of your U.S. Passport-style photo 

⬜ Government Identification:  
• For Online Applications: Digital copy of a previous EAD card, valid passport, or most recent F-1 visa  

⬜ Form I-94  
⬜ Supporting Documents (if applicable): Copies of previous CPT I-20, OPT I-20, EAD card, I-20 with different SEVIS 
ID number, or others 
⬜$410 USCIS I-765 Fee  

• For Online Applications: Debit/Credit Card or Electronic Bank Transfer  
 

Step Three: Create an Online USCIS Account  

Go to I-765 Website > Scroll down the I-765 page and click ‘File Online’ > Create USCIS Online Account 

 
 

 

 

 

 

 

 

 

https://i94.cbp.dhs.gov/
https://www.uscis.gov/i-765
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Step Four: Complete Form I-765 

A) Once you log in your account, click on ‘File a Form Online’ 

 
 

B) Click on ‘Application for Employment Authorization (I-765)’ 
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C) Please make sure to carefully review all the information before officially completing the I-765 form online to 
submit to USCIS. We recommend having all the required documentation (including the OPT I-20 from UCR ISS 
Office) beforehand. Please do not skip questions and answer the questions in order. The form has conditional 
logic, and the next questions will be displayed based on your previous answer. Your data on the form will 
autosave.  

 
 

D) For the 12-month Post-Completion OPT, please select (c)(3)(B) Student Post-Completion OPT.  
The following questions will be similar to the paper Form I-765 format. You can use the Sample I-765 on our 
website as an example.   

https://international.ucr.edu/sites/default/files/2022-07/ucr-sample-i-765-post-completion-opt-053122-edition.pdf
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E) If this is your first time applying for OPT, please select ‘Initial Permission to Accept Employment.’ Then, for ‘Have 
you previously filed Form ‘I-765’? select ‘No’   
If this is not your first time applying for OPT, please select ‘Renewal of my Permission to Accept Employment.’ 
Then for ‘Have you previously filed Form I-765'? select ‘Yes’ and provide evidence (i.e., OPT EAD card, Denial 
Notice)  
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F) Answer the questions for the following sections as written in your legal documents  

 
 

G) Please make sure to have ready your immigration documents including your OPT I-20, passport, most recent I-94 
(downloadable at https://i94.cbp.dhs.gov/).  
If you do not have a Travel Document Number, A-Number or your USCIS Online Account Number, you may leave 
these blank.  

 

https://i94.cbp.dhs.gov/
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H) If you do not have a Social Security Number (SSN) and need one, you can request an SSN in this same application. 
The SSN card will be mailed to you separately.  
If you already have an SSN, please provide your SSN.  

 
 

I) For the ‘Evidence’ Section, gather the required documentation for Post-Completion OPT (c)(3)(B) 
• Passport Photo 
• I-94 
• Most Recent EAD or Government Photo ID 
• (If Applicable) Previously Authorized CPT or OPT 
• Form I-20 (with OPT Recommendation from a DSO, UCR ISS Office) 

 
Make sure the document files are in proper format. We recommend scanning your documents instead of taking a 
picture of your documents to make sure your documents are clear and legible.  
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Examples of proper formatting for files are: 

FamilyName_FirstName_OPTI20.pdf 

FamilyName_FirstName_Passport.jpg 

 
Special characters include ! # ~ @ ‘ $ & ^ 

 

J) Upload a 2x2 Passport Photo in this section 
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You can use the photo composition tool to adjust your passport photo to the U.S. Department of State standards. 

 
 

K) Upload your Most Recent I-94  

Your I-94 should reflect your most recent entry to the U.S. Download your most recent I-94 at i94.cbp.dhs.gov.  

 
 

L) Upload your previous EAD or a Government Photo ID 

If you do not have an EAD, please upload a copy of either your valid passport or your F-1 visa.  
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M) (Only If Applicable) Upload evidence of previously authorized CPT or OPT  

If you were authorized for CPT at the current degree level, upload your CPT I-20(s).  

If you were authorized for OPT before, upload evidence of your OPT.  

If you were not authorized for CPT at the current degree level or OPT before, you can leave this section blank. 

 
 

N) Upload your Form I-20 (with OPT Recommendation from the DSO/ISS Advisor) 

This is the OPT I-20 that the UCR ISS office will issue you. The OPT I-20 must be issued or the OPT recommendation 
must be made BEFORE you submit your I-765 application to USCIS.   

Please do NOT submit the I-765 application to USCIS until you receive the OPT I-20 from the UCR ISS office. Once 
you receive the OPT I-20, you must submit the I-765 application within 30 days from the OPT I-20 issue date.  

Make sure that the OPT I-20 is signed by you and an ISS Advisor/DSO.  

USCIS will deny any OPT application that does not comply with the rules stated above.  

 
 

If you did not receive your OPT I-20 from the ISS office, please go back to ‘Step One.’  
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O) If you have additional information you need to provide, please complete this section.  
Examples may include different SEVIS ID Number  

 
 

Step Five: Review your I-765 Form before Paying 

Review the form for any errors and make sure the required documents are uploaded. Double-check to see if your OPT I-
20 (with OPT Recommendation by the UCR ISS Office issued at a prior date) is uploaded in the ‘Form I-20’ section. Do 
NOT submit the I-765 without the OPT I-20.  

Once you submit the payment, you will not be able to make corrections or upload required documents in the proper 
sections.  
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Before you submit the payment, you can print out a draft I-765.  

 
Step Six: Make I-765 Fee Payment and Submit Application to USCIS 

Once you have reviewed your application for any errors and proper documents, you can electronically sign the I-765 
and submit your payment.  
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You may pay the I-765 fee using your debit card, credit card, or bank transfer.  

 
 

 

 



 

14 | Page 

 

900 University Ave       Phone: 951-827-4113  Fax: 951-827-3778 
Skye Hall 321  Email: internationalstudents@ucr.edu 
Riverside, CA  92521    Website: international.ucr.edu 091622HN 

 

Once you click on ‘Continue’, the payment will be processed, and your I-765 application will officially be submitted to 
USCIS.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Step Seven: Receive Confirmation of I-765 Submission  

Once you have successfully submitted your I-765 application, you will receive a confirmation notice and access your I-
765 Receipt Notice. Print a copy for yourself.  
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Step Eight: Track your Case  

You can track your case through your USCIS online account.  

Please monitor your USCIS online account for any time-sensitive notifications such as a Request for Evidence (RFE).  

 
 

 


