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Revisions

The following revisions have been made to this manual for release 5.8:
e Section 2.3: Exchange Visitor Search

— Information regarding the Search by Student Employment section of the screen has
been added

e Section 2.4: Exchange Visitor Lists

— Two new links have been added:
0 Exchange Visitors with Student Employment (for sponsors with the
College/University Student designation)
o Out of Country Exchange Visitors (for sponsors with the Professor and/Research
Scholar designation)

e Section 2.5.1: Complete Page 1 of the Form DS-2019—Personal Information
— Anexchange visitor's email address may be captured

e Section 2.5.3: Complete Page 3 of the Form DS-2-19—Dependent Information
— A dependent’ s email address may be capture

e Section 2.7.1.13: Create Out of Country Record (Professor and Research Scholar EVsin
Active Status) [new section in the manual]

e Section 2.7.1.14: Cancel Out of Country Record (EV in Active Status)

e Section 2.7.2.1: Edit Biographical Information and U.S. Address (EV in Active Status)
— Anexchange visitor's email address may be captured

e Section 2.7.2.6: Update Out of Country Record (EV in Active Status) [new section in the
manual]

e Section 2.7.4: Employment Menu—College/University Studentsin Active Status [new
section in the manual]

— Section 2.7.4.1: Add Student Employment (EV in Active Status)
— Section 2.7.4.2: Cancel Student Employment (EV in Active Status)
— Section 2.7.4.1: Update Student Employment (EV in Active Status)
— Section 2.7.4.1: Student Employment History
e Section 2.7.5: View Menu [new section in the manual]
— Section 2.7.5.1: Event History
— Section 2.7.5.2: Out of Country History
e Section 2.9.1: Transfer—Exchange Visitor Personal Information and U.S. Address

— Anexchange visitor’s and dependent’ s email address may be captured
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1. INTRODUCTION

This manual was written as aresource for Exchange Visitor Program Sponsor users, that is,
Responsible Officers (ROs) and Alternate Responsible Officers (AROSs) of the Student and
Exchange Visitor Information System (SEVIS). It is presented in two separate volumesin order
to delineate the Form DS-2019, and Form DS-3036, DS-3037, and other program updates. This
volume addresses the procedures for creating, issuing, and modifying Forms DS-2019 for
exchange visitors (EVs) and dependents. This user manual reflects the changesto SEVIS
effective with Release 5.8.

1.1 Resources

To obtain administrative guidance on the Exchange Visitor Program, the Exchange Visitor
Program regulations (22 CFR Part 62), or program or exchange visitor iSsues or concerns,
contact the Office of Exchange Coordination and Designation, Bureau of Educational and
Cultural Affairs, Department of State:

e Academic and Government Programs Division (AG)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/AG - SA-44, Room 820

301 4th Street, SW

Washington, DC 20547

Telephone: 202-203-5029

Fax: 202-453-8640

Responsible for the administration and oversight of the following categories:
— Government Visitor

— International Visitor

— Professor

— Research Scholar

— Student (College/University)
— Short-Term Scholar

— Specidist
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e Private Sector Programs Division (PS)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/PS - SA-44, Room 734

301 4th Street, SW

Washington, DC 20547

Telephone: 202-203-5096

Fax: 202-203-5087

Responsible for the administration and oversight of the following categories:
— Alien Physician

— AuPar

— Camp Counselor

— Intern

— Student (Secondary/High School)

— Summer Work/Travel

— Teacher

— Trainee
To obtain assistance with the SEVIS application, contact the SEVIS Help Desk at 800-892-4829.

The SEVIS Help Desk is available from 8 am. to 8 p.m. Eastern Time, Monday through Friday.
Calls made at other times will be recorded for response the next business day.

See Attachment A, Resources, for additional resource information.

1.2 Purpose of SEVIS

SEVISfacilitates timely reporting and monitoring of international students, EV's, and their
dependentsin the United States. SEVISis an Internet-based application for electronically
monitoring and reporting on these individuals. SEV IS enables program sponsors and schools to
transmit electronic information to the Immigration and Customs Enforcement (ICE) bureau and
the Department of State (DoS) throughout a student’s or EV'’ s program in the United States.

SEV IS enables the submission of designation applications. Once designated as an Exchange
Visitor Program sponsor, users may update program sponsor information, submit updates to DoS
that require approval, and create and update J-1 EV and J-2 dependent records (that is, records of
an accompanying spouse and dependent children). The DoS Office of Exchange Coordination
and Designation has the capability to review and approve updates made to program sponsor and
EV records using SEVIS, and ROs and AROs will be notified of the results.

This manual contains instructions for accessing SEV IS with a permanent user identification (1D)
and password; creating and processing Forms DS-2019, Certificate of Eligibility for Exchange
Visitor (J-1) Status; and viewing alertson EVs.
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Once a program sponsor has been authorized to use SEVIS, al Forms DS-2019 must be created
in and issued from SEVIS. Once an EV’sdata are entered in SEVIS, program sponsor officials
must update the EV’ s record and report on the events as required by the regulations. See

22 CFR 62, Subpart F, of the Exchange Visitor Program regulations for a detailed explanation.

1.3 Privacy Act Considerations

Accessto SEVISisrestricted to authorized users. SEVIS contains confidential information
concerning internationa students, EV's, and their dependents. Unauthorized access to and
disclosure of thisinformation could affect the privacy to which individuals are entitled under
Section 552a of Title 5, U.S. Code. Thisinformation is protected by the Privacy Act, aswell as
by Federal and agency regulations. Exhibit 1, Criminal Penalties, provides information on the
penalties for unauthorized access and disclosure of this information.

Exhibit 1: Criminal Penalties

Criminal Penalties

(1) Any officer or employee of an agency, who by virtue of employment or officia position, has
possession of, or access to, agency records which contain individually identifiable information,
the disclosure of which is prohibited by U.S. Code Section 552a or by rules or regulations
established thereunder, and who knowing that disclosure of the specific material is so prohibited,
willfully discloses the material in any manner to any person or agency not entitled to receiveit,
shall be guilty of a misdemeanor and fined not more than $5,000.

(2) Any officer or employee of any agency who willfully maintains a system of records without
meeting the requirement to publish anotice in the Federal Register regarding the existence and
character of the system of records, shall be guilty of a misdemeanor and fined not more than
$5,000.

(3) Any person who knowingly and willfully requests or obtains any record concerning an
individual from an agency under false pretenses shall be guilty of a misdemeanor and fined not
more than $5,000.

1.4 Security Reminder

SEVIS was devel oped to maintain multiple levels of security in both the real-time and batch
systems to help protect against unauthorized access. One of the most important actions that you
can takeisto safeguard your user ID and password. Your SEVIS user ID and password are
intended for your use only. Do not share your user ID and password with any other person and
do not keep awritten record of your user ID and/or password in alocation that can be accessed
by others. For program sponsor officials, the Exchange Visitor Program regulations

(22 CFR 62.71(b) and 62.79(a)(3)) specifically address thisissue.

If you suspect that your password has been compromised, you can reset it using the Request
Password Reset link on the SEVIS Login screen or the Change Password link on the navigation
bar. Alternatively, you can contact the SEVIS Help Desk at 800-892-4829 to have your
password reset.
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If you believe that an unauthorized person has obtained access to international student or
exchange visitor datain one of your internal systems (e.g., local batch system) or if you believe
an unauthorized person has gained accessto SEVIS, please notify the Department of Homeland
Security (DHS) Help Desk immediately at 888-347-7762. The DHS Help Desk is staffed 24
hours a day and can assist with security concernsonly. All other SEVIS concerns or questions
should still be directed to the SEVIS Help Desk at 800-892-4829. When calling the DHS Help
Desk to report a security concern, it will be helpful to have the name(s) and contact information
for the RO, ARO, and program technical and security contacts, as appropriate.

The DHS Help Desk will contact the Student and Exchange Visitor Program (SEV P) office
immediately. SEVP will work with you to take appropriate steps to protect and prevent loss of
SEVISinformation. Such actionsto be taken may include issuing new SEVIS user IDs and
passwords as well as loading new security certificates for the SEVIS batch upload process, if
applicable. Additionally, school and sponsor officials who believe that their internal systems
may have been compromised should follow their local formal security procedures.

System security is a serious matter. SEVP iscommitted to addressing any system security
concerns or issues that may arise. If you need assistance, please contact the program office at
202-305-2346.

1.5 Acronyms and Abbreviations

Appendix A, Acronyms and Abbreviations, includes alist of terms, abbreviations, and acronyms
used in this document.

1.6 Disclaimer

All persons, schools, programs, email addresses, and events depicted in this document are
fictitious, and no similarity with any real persons or entities, living or deceased, isintended or
should be inferred.

The term “status’ is used extensively throughout this manual. Unless otherwise noted, the term
“status’ refersto the EV’s or dependent’ s statusin SEVIS.
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2. DESCRIPTION OF SYSTEM FUNCTIONS

The following sections provide step-by-step instructions for using SEVIS. Included are
directions for creating, issuing, and modifying Forms DS-2019 for EV's and dependents.
Program sponsor updates and reports are discussed in Volume | of this manual.

2.1 Overview of Screen Components

This section explains SEVIS screens, screen components, and how to navigate through the
application.

Exhibit 2, Listing of Programs Screen and Screen Components, is an example of a screen that
displays when logged into SEVIS. It includes various options that are available on the
navigation bar and links that are available from within the list of program sponsors. The screen
components are labeled with the terms used in this manual.

Exhibit 2: Listing of Programs Screen and Screen Components

3 SEVYIS 1 Eligibility Launch Page - Microsoft Internet Explorer — |E| |£|

J File Edit Wiew Favorites  Tools  Help | ?f
Py o AL ’ =

O © ) @ D] L== S B0 23 K B

Jnddress ﬁjhttps:HEgDV.iCE‘QDVISEViSf j G

@3 lus, 1mmigratg ] - n_
\@ nd Customs ; Student & Exchange Visitor

W Enforcement A - -1 Information System

ARD, RO
Get Adobe Reaﬂﬁ

Main | Help | Tutorial | Logout
Message Board | Change Password

\ Listing of Programs
ncy Inc,

* Indicates an alert for that program
Location {City /State) Status Role Commands
Anytouwn, WA PROGRAM ACTIVE RO Search Mew Exchange Wisitar * plerks EV Lists Reports

Name of Program
Arnerican Au Pair Age

Research Center Wazhington, DC PROGRAM ACTIVE AROD Search Mew Exchange Visitor EV Lists Reports
Whispering Pines Institut FAIRFAR, WA PROGRAM ACTIVE AR Search Mew Exchange Wisitor Ev Lists Reports

Navigation Bar

Browser Toolbar

SEVIS Role
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2.1.1 SEVIS Screen Components
Thefollowing isalist of components that may be available on SEVIS screens:

Browser Toolbar—The toolbar displayed by the browser used to access SEVIS.

Navigation Bar—The navigation bar lists the role(s) for the logged-in user on the right
side and the following functions:

M ain—Used to access the Main screen or, if you authorized as an RO or ARO and an
official for aSEVIS school (that is, Principal Designated School Official [PDSO] or
Designated School Official [DSQ]), the screen from which you select either the
Listing of Programs (Jvisa) or Listing of Schools (F and M visas) link to display
the list of programs or schools for which you are an authorized user

Listing of Schools—Used to access the listing of schools for which you are
authorized if you are an RO or ARO and a PDSO or DSO

Listing of Programs—Used to access the listing of programs for which you are
authorized if you are an RO or ARO and a PDSO or DSO

Help—Used to access Online Help for SEVIS

Tutorial—Used to view a brief demonstration of how to use SEVIS

L ogout—Used to exit the system

M essage Boar d—Used to view SEVIS messages from DHS and/or DoS

Change Passwor d—Used to change your SEV IS password (see Section 2.2.1.2,
Change Password Voluntarily, for instructions)

Get Adobe Reader—Used to access the Adobe web site and download the latest
version of Adobe Reader (used for printing Forms), if Version 5.0 or higher is not
installed on the computer being used (see Appendix B, Download the Latest Version
of Adobe Reader, for instructions)

Links—Click underlined text to advance to a different screen within SEVIS.

2.1.2 Additional SEVIS Screen Components
Additional screen components that display on some SEV IS screens include the following:

Scroll Bar—Thisisthe part of awindow that enables users to see additional information.
SEVIS uses scrollbars on the bottom and/or the right side of some windows.

Fields—These are areas on the windows where data may be typed or selected or in which
system-generated data are displayed.

Buttons—These buttons allow usersto process data and move between screens. SEVIS
uses the following types of buttons:

Command Buttons—Click to execute acommand. For example, clicking this button
Print DS-2019 _ | enables you to print a copy of the Form DS-2019.
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— Radio ButtonsCIick to make a selection. Only one radio button can be
selected at atime.

e Other Input Methods
— Check Boxes v —Click to make one or more selections. Click the box again to
remove the check mark.

— Drop-Down Lists[z}—Click the down arrow to display alist and then make a
selection.

2.1.3 Online Help Functions

Online Help is always available by clicking the Help link on the navigation bar at the top of
SEVIS screens. Doing so opens a new browser window containing Online Help. The left panel
(part of the window) contains alist of Online Help topics, and the right panel contains the text
associated with the topic selected. Exhibit 3, Help Screen, is an example of the screen that
displays after clicking the Help link.

Note: The Online Help requires the use of Java Script; it does not function properly if Java
Script is disabled

Exhibit 3: Help Screen

| @ Cotents m Index @ Search

Help on Help

@ General Topics
D Help on Help
D SEVIS Overview, Backaround Informal

éSystemF\equlrements 51‘|_|nEMT & EXCHANGE VISITOR

Department of State Information INFORMATION

Help Infarmation
Lo Irta/Dut of SEWIS SysTEM
tezzage Board Information 9#
Uszer 1D and Password Information
E Alert [nfarmation i

Programs
Exchange Yisitors
EBatch Interface
[Data Definitions

How to Use SEVIS Help

Help is always available in SEVIS. Click the Help link on the navigation bar at the top of the screen to open this
new browiser window Then

® The table of contents displays in the left panel, click a folder to display a list of topics. Click a topic name
to wigw the Online Help text for that topic in the right panel (this is the right panel).

or
® Click the Index button. Enter & keyword or parial leessaard in the text box provided, or scroll through the
- ~--listusing the scroll bar on the, feks=" esinghe left panel to view the
2131 Online Help Table of Contents

To use the Online Help table of contents, perform the following:

1. Click the Contents(@) button.
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2. Intheleft panel, click afolder to display alist of topics.
3. Click atopic name to view the Online Help text for that topic in the right panel.

2.1.3.2 Online Help Index
To use the index, perform the following:
1. Click the Index (m) button.

2. Enter akeyword or partial keyword in the text box provided and press the Enter key.
or
Scroll through the list using the scroll bar on the right side of the left panel.

3. Click akeyword in the left panel to view the Online Help text for the topic in the right panel.

2.1.3.3 Search Online Help
To search on aword or phrase, perform the following:

1. Click the Search (@) button.

2. Type search criteriain the text box provided and press the Enter key. The search results will
display in the left panel asalist of topics containing the word or phrase entered.

3. Click atopic name to view the Online Help text for that topic in the right panel.

2.1.3.4 Show/Hide Left Panel
To hide and show the left panel of the Help screen, perform the following:

1. To hidetheleft panel, click the Hide (@) button in the upper-right corner of the left panel.
2. Click the Contents (@), Index (m), or Search (@) button to restore the left panel.

2.1.3.5 Jumps

To use the jJump feature, perform the following:

1. When viewing the Online Help text for atopic in the right panel, click an underlined word or
phrase to jump to a new topic.

2. Toreturn from ajump, click the Back button on the browser toolbar.

Note: Some underlined phrases are web links. They are identified by the text that precedes
them. When clicked, the appropriate web page opensin a new browser window. When finished
viewing aweb page, click the Close (Xl) button in the upper-right corner of the browser
window.

2.1.3.6 Close Online Help
Close Online Help by clicking the Close (%) button in the upper-right corner of the Help screen.
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2.1.4 Print Online Help Topics

Printing the Online Help is different for Internet Explorer and Netscape users. It isimportant to
note that the entire Online Help cannot be printed, no matter which browser isused. Only the
topic currently being viewed may be printed (that is, one topic at atime).

2.1.4.1 Internet Explorer Users
To print an Online Help topic using Internet Explorer, perform the following:
1. Click anywherein the right panel.

2. Click thePrint ( & button on the browser toolbar. The topic currently being viewed prints
to the designated printer.

or
Click anywhere in the right panel.

Select Print from the File menu. A Print window displays.

If necessary, click the General tab to move it on top of the other tabs.

A w0

Ensure that the appropriate printer is selected in the Select Printer list. If not, select the
correct printer from the list.

5. Click the Print ( & button to print to the designated printer.

2.1.4.2 Netscape Users
To print an Online Help topic using Netscape, perform the following:
1. Click anywherein the right panel.

2. Click the Print ( & button on the browser toolbar. The topic currently being viewed prints
to the designated printer.

or
1. Click anywherein the right panel.

2. Select Print from the File menu. A Print window displays.

. Ensure that the appropriate printer is selected in the Printer Name drop-down list. If not,
select the correct printer from the list.

4. Click OK to print to the designated printer.

2.1.5 Tutorial

To view a SEVIS demonstration, click the Tutorial link on the navigation bar. Follow the
instructions on the screens of the demonstration. Click the Close (Xl) button in the upper-right
corner of the window to close the demonstration at any time.

Note: The tutorial cannot be viewed using versions of Netscape lower than 4.79. If using an
older version, go to the Netscape web site and download Version 4.79 (or higher). Also, for best
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results, the online tutorial should be viewed using a 17-inch or larger monitor with a monitor
setting of 1024x768.

Note: Adobe Flash Player must be installed on the computer in order to view the tutorial. If
Adobe Flash Player is not installed on the computer being used, see Appendix C, Download the
Latest Version of Adobe Flash Player, for downloading instructions.

2.2 Accessing SEVIS

A user 1D and password arel requried to access SEVIS. The system also requires use of the
following:

e Internet Explorer Version 5.0 or higher or Netscape Version 4.7 or higher

e Adobe Reader Version 5.0 or higher—If Adobe Reader Version 5.0 or higher is not
installed on the computer being used, see Appendix B, Download the Latest Version of
Adobe Reader, for instructions.

e Laser printer—Laser Postscript printer with 32MB of random access memory (RAM)
(96MB is recommended) or a Laser printer with 32MB of RAM (64MB is
recommended).

e Adobe Flash Player—Adobe Flash Player must be installed on the computer in order to
view thetutorial. If Adobe Flash Player is not installed on the computer being used, see
Appendix C, Download the Latest Version of Adobe Flash Player, for downloading
instructions.

An authorized user must have a permanent user ID and password to access SEVIS. When
approved to use SEVIS, you will receive an email message containing your user ID and a second
message containing a secure link to SEVIS. The secure link is associated with your user ID only
and is active for 30 days. It can only be used to create a password for your user ID.

To use the link and create your password, perform the following:

1. Click thelink contained in the email message. The system displays the Set Password screen
as shown in Exhibit 4, Set Password Screen.

Exhibit 4;: Set Password Screen

™
! k\/ I Student & Exchange Visitor S EVI S
e ey Information System

B .
Ay US. Immigration S
% and Customs -

uieezy’ Enforcement

Logout

Confirm password:[—
Set Password
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2. Enter your user ID in the Username field.

3. Enter your password in the Password field. Refer to Section 2.2.1, Guidelines for
Passwords, for instructions on creating a password.

4. Enter your new password again in the Confirm Password field.

5. Click the Set Password button. The system displays a message stating that you have
successfully created a password. If the password is not successfully created, a message
indicating the reason will display and you will be able to enter the appropriate data.

6. Once the password is successfully created, click OK and the system will display the SEVIS
Login screen. Exhibit 5, SEVIS Login Screen, is an example of the screen.

Note: After creating your password, use the SEVIS Login screen (https://egov.ice.gov/sevis/) to
access SEVIS and perform all of your SEVIS-related tasks.

REMINDER: You must loginto SEVIS at |east once every 90 daysto keep your SEVIS
password active.

Exhibit 5: SEVIS Login Screen

Student & Exchange Visitor
Information System
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2.2.1 Guidelines for Passwords

The email you receive from SEVIS when approved to use the system, and the Online Help,
provide the specific requirements for SEVIS passwords. General guidelinesfor SEVIS
passwords are as follows:

e Y Ou cannot reuse your previous six passwords.

e SEVIS passwords have a maximum life span of 90 days. When logging into SEVIS after
90 days, the system automatically displays the Change Password screen. See
Section 2.2.1.1, Change Password Every 90 Days, for instructions.

e Protect your password. If you suspect that your password has been compromised and
you are unable to change it using the Change Password link or the Request Passwor d
Reset link, contact the SEVIS Help Desk at 800-892-4829 to have your password reset.

e SEVISuser IDs and passwords are suspended after three unsuccessful log-in attempts.
Use the Request Passwor d Reset link on the SEVIS Login screen (see Section 2.2.1.3,
Request Password Reset, for instructions) or contact the SEVIS Help Desk at
800-892-4829 to have your access to SEVIS reinstated.

e Do not share your SEVIS user ID and password. At no time and under no circumstances
isyour SEVIS user ID and password to be shared with anyone, either on atransitory or
permanent basis (see 22 CFR 62.71(b), Control and Production of the Electronic
Form DS-2019, and 62.79(a)(3), Sanctions).

Note: Y our password can only be changed once every 7 days.

REMINDER: You must loginto SEVIS at |east once every 90 daysto keep your SEVIS
password active.

2211 Change Password Every 90 Days

Y ou must change your password every 90 days. After 75 days, when you log into SEVIS, the
system displays a message asking if you would like to change your password at that time. 1f you
click:

e Yes, the Change Password screen will display.

e No, you will be logged into the system.

After 90 days, when logging into SEVIS, the system automatically displays the Change
Password screen and you must change your password.

Note: Your password can only be changed once every 7 days.

To change your password, perform the following:
1. Enter your current password in the Old Password field.

2. Enter your new password in the New Password field.

Note: Y ou cannot reuse your previous Six passwords.
WARNING: Be careful when entering a password.
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e CapsLock—Passwords are case sensitive. When creating a password using a mix of
uppercase and lowercase letters, it must always be entered that way. If the Caps
L ock key on the keyboard is turned on and you intend to enter “abcdeF9#’, the
system reads the following password: ABCDEf9#. To SEVIS, these passwords are
not the same.

e Numeric Keypad—If using the numeric keypad to enter numbers, be sureto turn on
the Num Lock key. Otherwise, enter numbers using the keys above the top row of
alphabetic characters on the keyboard.

3. Enter your new password again in the Confirm New Password field.

4. Click the Change Password button. The system displays a message stating that the
password has been changed. If the password is not successfully created, a message stating
the reason displays and you will be able to enter the appropriate data.

5. Click OK to access SEVIS.

Note: If at any time, you suspect that your password has been compromised and you are not
able to change it using the Request Password Reset link or the Change Password link, contact
the SEVIS Help Desk at 800-892-4829 to have your password reset.

REMINDER: You must loginto SEVIS at least once every 90 days to keep your SEVIS
password active.

2.2.1.2 Change Password Voluntarily

The navigation bar contains alink that enables you to change your password, which can only be
changed once every 7 days.

To change your password, perform the following:
1. Loginto SEVIS.

2. Click the Change Password link on the navigation bar. The system displays the Change
Password screen.

3. Enter your current password in the Old Password field.
4. Enter your new password in the New Password field.
Note: Y ou cannot reuse your previous six passwords.
5. Enter your new password again in the Confirm New Password field.

6. Click the Change Password button. The system displays a message stating that the
password has been changed.

7. Click OK toreturn to SEVIS.

REMINDER: You must loginto SEVIS at least once every 90 daysto keep your SEVIS
password active.
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2213 Request Password Reset

The Request Password Reset option is available for users to request a new SEVIS password.
Use this function for any of the following reasons:

e You have forgotten your SEVIS password.

e Your SEVIS account islocked due to three unsuccessful log-in attempts or 90 days of
inactivity.

e You suspect that your SEVIS password has been compromised and you are unable to use
the Change Password function.

Note: Y our password can only be changed once every 7 days.

To request to have your password reset, perform the following:

1. Click the Request Password Reset link on the SEVIS Login screen. The Request Password
Reset screen displays.
Enter your SEVIS user ID in the User Name field.

3. Click the Submit Request button. A message displays stating that the request has been
submitted to SEVIS.

Note: Anemail issent to the email address associated with the SEVIS user ID. It provides
instructions for creating a new SEVIS password.

REMINDER: You must loginto SEVIS at least once every 90 daysto keep your SEVIS
password active.

2.2.2 Additional Information About the SEVIS Login Screen
Additional information about the SEVIS Login screen follows:

e Reseat button—Click this button to clear al entries on this screen.
o Reqister for New Account link—Thislink is used to create atemporary user ID and

password and compl ete the Form DS-3036, Exchange Visitor Program Application. This
link is not used to obtain a permanent user ID and password.

e Request Password Reset link—Use thislink if you have forgotten your password or
your SEVIS account islocked. See Section 2.2.1.3, Request Password Reset, for
instructions.

Note: After 20 minutes of inactivity, your session will time out and you will haveto log in again
in order to use SEVIS. Thiswill also happen if you log out of the system improperly; that is,
using the Close (XI) button in the upper-right corner of the browser window. Always use the

L ogout link on the navigation bar to exit SEVIS properly.
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2.2.3 Log Into SEVIS
After creating your initial password, you will use the SEVIS Login screen to access SEVIS and
perform al of your SEVIS-related tasks.

Tolog into SEVIS, perform the following:

1.

Access the SEVISLogin screen at https://egov.ice.gov/sevis/. A Security Alert window
displays.

2. Click Yesto continue to the SEVIS Login screen (Exhibit 5).

3. Enter your user ID in the User Namefield.

4. Enter your password in the Password field.

WARNING: Be careful when entering a password.

e CapsL ock—Passwords are case sensitive. When creating a password using a mix of
uppercase and lowercase letters, it must always be entered that way. If the Caps
L ock key on the keyboard is turned on and you intend to enter “abcdeF9#’, the
system reads the following password: ABCDEf9%#. To SEVIS, these passwords are
not the same.

e Numeric Keypad—If using the numeric keypad to enter numbers, be sure to turn on
the Num L ock key. Otherwise, enter numbers using the keys above the top row of
alphabetic characters on the keyboard.

Pressthe Enter key or click the Login button. The system displays the Paperwork
Reduction Act notice.

Read the information and then click the | Have Read and Under stand This Notice button
to continue. One of the following will occur:

e |f there are message board postings, the Message Board screen will display.
e |f there are no message board postings and you are authorized as an:
— RO or ARO only, the Listing of Programs screen will display.

— RO or ARO and a school official (that is, PDSO or DSO), the Main screen will
display. You must select alink to view the Listing of Programs screen or the Listing
of Schools screen.

Note: In Exhibit 6, Listing of Programs Screen, the user isan ARO. If he or she was aso
authorized as a PDSO or DSO for a SEVIS school, two additional links would display on the
navigation bar: Listing of Schools and Listing of Programs.
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Exhibit 6: Listing of Programs Screen

S. Immigratiol t‘“
1 Cusno ms

Student & Ex.change Yisitor
Information System
Main | Help | Tutorial | Logout ARD, RO
Message Board | Change Password Get Adobe Reader
Listing of Programs

* Indicates an alert for that program
Name of Program Location (City fState) Status Role Commands

American Au Pair Agency, Inc. Anytown, WA ' PROGRAM ACTIVE RO Search Hew Exchange Visitor  * Alerts EV Lists Reports

Rezesrd h Center waczhington, DC PROGRAM ACTIVE  ARO Search Mew Exchange Visitor EV Lists Reports

wrhispering Pines Institute FAIRFAR, WA PROGRAM ACTIVE ARO Search Hew Exchange Misitor EY List: Reports
_,_,_._-——"".f i

2.2.4 Log Out of SEVIS

To exit SEVIS at any time, click the L ogout link on the navigation bar as shown in Exhibit 7,
Navigation Bar—Logout Link.

WARNING: If you click the Close (XI) button in the upper-right corner of the browser
window, you must wait 20 minutes before you can log back into SEVIS. If you try to access the
system before the end of 20 minutes, the following message will display: “A user is already
logged on with this user name.” Use the L ogout link on the navigation bar to exit SEVIS

properly.

Exhibit 7: Navigation Bar—Logout Link

5 US. Immigration A = “—
and Custo - \ Ié F Student & Exchange Yisitor
forceme: - " Information System
Main | Help | Tutorial

Message Board | Chan e ord Get Adobe Reader

ey

Note: If the system should lockup at any time, click the Close (l) button in the upper-right
corner of the browser window to exit SEVIS. If you try to access the system before the end of
20 minutes, the following message will display: “A user is aready logged on with this user
name.”
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Exchange Visitor Search

The Listing of Programs screen displays alist of programs associated with your user ID. You
may search for an EV or dependent record in any of the programs for which you are assigned a
role. Exhibit 8, Listing of Programs Screen—Search Link, shows the location of the Sear ch link
on the screen.

Note: When performing a search, the system queries only the sponsor data associated with the
search link selected. This search function does not query any other records. To search for EVs
in another program, click the Sear ch link for the appropriate program.

Main | Help | Tutorial | Logout
Message Board | Change Password

Exhibit 8: Listing of Programs Screen—Search Link

F—i Student & Exchange Visitor S

sl Information System

7 US, Immigration 8
and Customs o
Enforcement

Listing of Programs

* Indicates an alert for that progegy

Name of Program Location {City /State) Status RolefiCommnds
Arnerican Au Pair Agency, Inc Anvtown, WA PROGRAM ACTIVE RO
Researcl h Center Washingtan, DC PROGRAM ACTIVE ARC ear

wrhispering Pines Institute FAIRFAK, WA PROGRAM ACTIVE ARO

* Alerts EM Lists Reports
EVW Lists Reports
EW Lists Reports

To perform a search, complete the following:
1. Onthe Listing of Programs screen, click the Sear ch link to the right of the name of the

program whose records are being searched. The system displays the Exchange Visitor
Search screen. Exhibit 9, Exchange Visitor Search Screen, is an example of the screen.
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Exhibit 9: Exchange Visitor Search Screen

s US. Immigration
and Customs
Enforcement

ﬂl .
p 'El F—i Student & Exchange Visitor EVI
£ | Information System

Message Board | Change Pas rd Get Adobe Reader

Whispering Pines Institute
Program Number: P-1-00468

Exchange Visitor Search
Required fields are marked with an asterisk (*).
Select Sort Option, Search By, Search Type and Search Criteria.

* Sort Option

* Sort By: IFamin Mame =
* Sort Direction:

() Aszcending (8 Descending
* Search By IExchange isitor vl

* Search Type (selectone radio button and complete the associated field(s).)
* GEVIS ID: |
(The Search By field is disregarded when searching by SEVIS ID.)

" Personal Information

# Family Mama: |

(allows wildcard * as input, &g, ¥joh*)

First Name:
Date of Birth: MDD )
Gender:

Country of Birth:

Country of Citizenship:

Country of Legal Permanent Residenca:

K[ [

" all Exchange ¥isitors or Dependents

* Search Criteria (Select one radio button and complete the associated field(s).)
% None (¥alid only when the Search Type is SEYIS ID}

" search by Category

* Category: I ;I

Subject/Field Code: Select

" gearch by Status

* Status: | |
Program Start Date Range: From: I To: I

MM/ DD YY)

Program End Date Range: Frorm: I To: I
Country of Birth: -
Country of Citizenship: =1
Category: =1

subject/Field Code: Select

" search by Termination Reason

MM/ DD/ YY)

* Termination Reason: | =1

Termination Date Range: Frorm: I To: I MM DD )

" search by Inactive Reason

* Inactive Reason: I ;I

Inactive Date Range: From: | Tor | (MM{DD/ )

" gearch by Invalid Reason

# Invalid Reason: I =

Invalid Date Range: From: | Tor | (MM{DD/ )

" search by Student Employment
* Employment Type: I - l
Category: I ;I
Employment Date Range: Frorm: I To: I

(MM DD )

Sean:h| Reset Values |

02/20/2008 (Wednesday)
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2. Enter or select the necessary search criteria. Required sections and fields are marked with an
asterisk (*). Thefollowing isalist with explanations of the sections and fields on this

Sscreen.

Note: Provide as many search criteria as possible to obtain a manageable list of results. The
system may require additional time to obtain the results of a search that includes only one

search criterion.

Field

Description/Explanation

* Sort Option section

The sort options are required fields; both must be
completed.

* Sort By

Select an option from the drop-down list.

* Sort Direction

Select either Ascending or Descending.

* Search By section

Select either Exchange Visitor or Dependent.

* Search Type section

Select one radio button and compl ete the associated
fields.

SEVISID

Click thisradio button and enter avalid SEVISID in
“N1234567890” format.

Note: When searching by the SEVISID, it does not
matter whether Exchange Visitor or Dependent is
selected in the Search By section. If the SEVISID
matches, the results will display. Therefore, if the
SEVISID of adependent is entered, but Exchange
Visitor is selected in the Sear ch By section, the
dependent’ s record will show in the results.

Per sonal Information

Click thisradio button and complete the following fields,
as applicable. Completion of the Family Namefield is
required; the other fields in this section are optional.

* Family Name

Enter the family name of the EV or dependent. If
necessary, use the asterisk (*) wildcard. Enter at |east
three characters of the family name, preceded and/or
followed by *; for example:
e joh* may return alist containing family names
such as Johnson, Johanson, and Johannes.

e *son may return alist containing family names
such as Mathison, Johnson, and Gleson.

e *ang* may return alist containing family names
such as Angelus, Langley, and Wang.

First Name Enter the first name of the EV or dependent.
Date of Birth Enter adate of birthin MM/DD/YYYY format.
Gender Select an option from the drop-down list.
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Field

Description/Explanation

Country of Birth

Select a country from the drop-down list.

Country of Citizenship

Select a country from the drop-down list.

Country of Legal
Permanent Residence

Select a country from the drop-down list.

All Exchange Visitorsor
Dependents

Click thisradio button to search on all EVsor
dependents in this program.

* Search Criteria section

Click one radio button and complete the associated
fields.

None

Click this radio button when searching on a SEVISID.
This option isvalid only when the Search Typeis
SEVISID.

Sear ch By Category

Click this radio button and complete the following fields
as applicable.

* Category

Select a category from the drop-down list.

Subject/Field Code

To select the field the EV will be studying or
participating in while in the United States, perform the
following:

1. Click the Select button to display the Select Subject
Code screen and make a selection from the Category
drop-down list.

2. Click the Sear ch button to view the list of subjects
for the category selected. Find the subject that most
closely matches the EV’sfield of study and click its
code at the left end of therow. The system
automatically returns the Exchange Visitor Search
screen, and the selected subject/field of study
displays on the screen.

Note: If necessary, click the Clear button to delete this
information from the Exchange Visitor Search screen.

Sear ch by Status

Click this radio button and compl ete the fields as
applicable. Completion of the Statusfield isrequired;
the other fieldsin this section are optional.

* Status

Select a status from the drop-down list.

Program Start Date
Range

Enter the dates for a specific period of time. For
example, 10/01/2007 to 12/31/2007 would return alist of
names of EV's whose program start date was between
October 1, and December 31, 2007.

Program End Date Range

Enter the dates for a specific period of time. For
example, 10/01/2008 to 12/31/2008 would return alist of

names of EV's whose program end date is between
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Field Description/Explanation

October 1, and December 31, 2008.

Country of Birth Select a country from the drop-down list.

Country of Citizenship Select a country from the drop-down list.

Category Select a category from the drop-down list.

Subject/Field Code To select the field the EV will be studying or
participating in while in the United States, perform the
following:

1. Click the Select button to display the Select Subject
Code screen and make a selection from the Category
drop-down list.

2. Click the Sear ch button to view the list of subjects
for the category selected. Find the subject that most
closely matches the EV’sfield of study and click its
code at the left end of therow. The system
automatically returns the Exchange Visitor Search
screen, and the selected subject/field of study
displays on the screen.

Note: If necessary, click the Clear button to delete this
information from the Exchange Visitor Search screen.

Sear ch by Termination Click this radio button and complete the following fields
Reason as applicable. Completion of the Termination Reason
field is required; the other field in this section is optional.
* Termination Reason Select an option from the drop-down list.

Termination Date Range | Enter the dates for a specific period of time. For
example, 01/01/2008 to 03/31/2008 would return alist of
names of EV's or dependents who were terminated
between January 1, and March 31, 2008.

Sear ch by I nactive Reason Click this radio button and complete the following fields
as applicable. Completion of the I nactive Reason field
isrequired; the other field in this section is optional.

* |nactive Reason Select an option from the drop-down list.

I nactive Date Range Enter the dates for a specific period of time. For
example, 01/01/2008 to 03/31/2008 would return alist of
names of EV's or dependents whose status became
Inactive between January 1, and March 31, 2008.

Sear ch by Invalid Reason Click this radio button and complete the following fields
as applicable. Completion of the Invalid Reason field is
required; the other field in this section is optional.

* Invalid Reason Select an option from the drop-down list.
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Field Description/Explanation

Invalid Date Range Enter the dates for a specific period of time. For
example, 01/01/2008 to 03/31/2008 would return alist of
names of EV's or dependents whose status became
Invalid between January 1, and March 31, 2008.

Sear ch by Student Click this radio button and complete the following fields

Employment as applicable. Completion of the Employment Type
field is required; the other fieldsin this section are
optional.

* Employment Type Select an option from the drop-down list.

Note: Only employment datafor college/university
students are captured in SEVIS.

Category Select an option from the drop-down list.

Employment Date Range | Enter the dates for a specific period of time. For
example, 04/01/2008 to 06/30/2008 would return alist of
names of college/university student EVswho are
employed, or will begin employment, between April 1
and June 30, 2008.

3. Click the Search button. The system displays alist containing the EV or dependent names
that match your search criteria, if any. Exhibit 10, Search Results Screen, shows an example
of the search results list.

Exhibit 10: Search Results Screen

I Student & Exchange Visitor S

Sty Information System

Rews US. Immigratiol
\g. and Customs
s~

% Enforcement

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Whispering Pines Institute
Program Number: P-1-00468

Search Results

Mew Search Refine Search

Search Criteria:
Status = ACTIVE

SEYIS ID Family Nam
NOODD14553 ] Conally
NOODO14522°8Li0
NOODO149408 Sawyer
NOOOO144S0 Schurnacher
NOODO14583 8 Wenn

First Name Yisa Status Program Start Date Program End Date Date of Last Update Date of Last Status Change
Margaret J-1  ACTIVE 04/30/2007 12/31/2010 04726/ 2007 04/26/2007
Lym J-1  ACTIVE 04/30/2007 1z/31/z2010 05/18/2007 04/26/2007
Thaomas J-1  ACTIVE 02/15/2008 12/31/2009 02/12/2008 02/12/2008
alerie J-1  ACTIVE 04/02/2007 1z/31/z009 1z/10/2007 04/26/2007
Len J-1  ACTIVE 05/30/2007 1z/31/z010 08/28/2007 0S5/22/2007
S Recs

02/20/2008 (Wednesday)

4. Locate the name of the EV or dependent whose record you wish to view and/or update and
click the appropriate link in the Family Name column. The system will display the EV’s
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record. To view dependent data, click the dependent’s SEVIS ID link near the bottom of the
Exchange Visitor Information screen.

Note: Click the New Search link at the top of the Search Results screen to return to the
Exchange Visitor Search screen and begin a new search (all search criteriawill be deleted
from the screen). Click the Refine Sear ch link to return to the Exchange Visitor Search
screen and enter additional search criteria, or change the existing search criteria and perform
another search.
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2.4 Exchange Visitor Lists

SEVIS provides quick accessto lists of EVs and dependents to view. From thesellists, EV
and/or dependent records may be accessed for processing.

On the Listing of Programs screen (see Exhibit 6), click the EV _Listslink (to the right of the
name of a program) and the system will display a screen containing the lists of EVsand
dependents that can be generated. Exhibit 11, Exchange Visitors and Dependents Menu, isan
example of the screen that displays.

Exhibit 11: Exchange Visitors and Dependents Menu

Y \ LH Student & Exchange Visitor EVI
P ol - Information System

1o *
Ay US. Immigration S -
% and Customs v %

viees Enforcement

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Whispering Pines Institute

Program Number: P-1-00468

Exchange Visitors and Dependents Menu

All Exchange Visitors and Dependents

Saved Exchange Visitors and Depandents

Initial Status Exchange Yisitors and Dependents

Active Statusz Exchange Visitors and Dependents
Terminated Status Exchange Visitors and Dependents

Transferred Status Exchange Wisitors and Dependents

Transferred [QUT) Status Exchange Visitors and Dependents

Transferred to a Mon-SEVIS Sponsor Status Exchange Visitors and Dependents

Inactive Status Exchange Visitors and Dependents

Invalid Status Exchange Visitors and Dependents

Mo Show Status Exchange Visitors and Dependents

Port of Entry Arrivals
Qut of Country Exchange Visitors

03/06/2008 (Thursday)

Clicking one of these links will display the appropriate list of EV's and/or dependents. When
viewing alist, click alink in the Family Name column to see the full record for that person or
click the Return to Listslink to return to the Exchange Visitors and Dependents Menu screen.

The following lists, in aphabetical order, may be generated:

List Title Description/Explanation
Active Status Exchange A list of al EVs and dependents whose SEVIS statusis
Visitors and Dependents Active. The program sponsor has validated the EV’s

participation in his or her program (by entering the current
U.S. address [residence] for the EV). Following validation
of the EV in SEVIS, the EV is considered to bein Active or
“valid program” status.
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List Title

Description/Explanation

All Exchange Visitors and
Dependents

A list of all EVsand dependents, regardless of status, for the
selected program. See Appendix D, Status Values for
Exchange Visitors and Dependents, for a detailed
explanation of each status value.

Exchange Visitors with Student
Employment

A list of college/university student EV'swho have a current
or future segment of employment listed on their SEVIS
record.

Note: Thislistisonly available for program sponsors
designated to utilize the college/university Student category.

Inactive Status Exchange
Visitors and Dependents

A list of all EVsand dependents whose status is Inactive.
SEVIS assigns the status of Inactive (EV and/or dependents
are out of program status) for one of the following reasons:

e TheEV completes his or her program as
scheduled—Form DS-2019 expires (the EV’ s name
will display on the list the day after the program end
date).

e TheRO or ARO ends the program of an EV (for
example, the EV completes his or her program early,
or withdraws from the program). The status of the
EV’ s dependents will also be set to Inactive on the
effective date of completion entered into SEVIS by
the RO or ARO.

e The RO or ARO ends the status of the spouse or
dependent for reasons such as the accompanying
spouse got divorced from the EV, or the spouse
and/or dependent died.

e The dependent’ s status is automatically ended in
SEVIS on the day the dependent turns 21 years of

age.

Initial Status Exchange Visitors
and Dependents

A list of all EVsand dependents whose statusis Initial. The
EV and/or dependent records have been created and saved
to the SEVIS database, but the EV’ s participation has not
been validated. Validation isthe process for updating the
EV’srecord in SEVIS no later than 30 days after the
program begin date identified in SEVIS to show that the
EV:

e Hasactually arrived at the site of activity in the
United States identified by the program sponsor

e |sparticipating in his or her exchange program

Invalid Status Exchange
Visitors and Dependents

A list of al EVsthat arein Invalid status. Invalid status
indicates that:
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List Title

Description/Explanation

e TheEV did not enter the United States through a
port of entry (POE) within 30 days of the program
start date identified in SEVIS

e AnRO or ARO set the EV’srecord to Invalid status.

Note: When an EV’s Form becomes Invalid, the system
increases the alotment of Forms DS-2019 available to the
program by one.

No Show Status Exchange
Visitors and Dependents

A list of all EVsand dependents whose SEVIS statusis No
Show. An EV and dependents, if any, will attain the status
of No Show for the following reasons:

e |tis30 days after the program start date listed on the
Form DS-2019 that was issued to an EV to begin a
new program and the EV has entered the United
States through a POE but has not been validated.

e |natransfer situation, the EV has not been validated
in SEVIS 30 days after the effective date of transfer
identified in SEVIS.

e AnRO or ARO changed the EV’s SEVIS status
from Initial to No Show.

e When adependent isin Initial status, an RO or ARO
can set the dependent’ s status to No Show.

Note: Dependent records are automatically set to No Show
when the EV’srecord is set to No Show.

Out of Country Exchange
Visitors

A list of professor and research scholar EVswho are
currently participating in their programs outside the United
States, or have an Out of Country record in SEVIS that has
afuture out of country begin date.

Note: Thislistisonly available for program sponsors
designated to utilize the Professor and/or Research Scholar
categories.

Port of Entry Arrivals

A list of all EVsand dependents who have entered the
United States through a POE.

Saved Exchange Visitors and
Dependents

A list of al EVsand dependents whose SEVIS statusis
Saved or Draft. The EV and dependent records have been
saved but not submitted to the SEVIS database.

Terminated Status Exchange
Visitors and Dependents

A list of all EVsand dependents whose statusis
Terminated. Termination implies a change from Active or
“valid program” status prior to program completion.
Termination has an adverse, or negative, affect onthe EV’s
record and on the record of each dependent of the EV.
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List Title

Description/Explanation

Terminated EV s have no benefits; for example, they cannot
apply for an extension, reinstatement, or change of category.

Transferred (Out) Status
Exchange Visitors and
Dependents

A list of all EVsand dependents whose statusis
Transferred. The EV has transferred to another program.

Transferred Status Exchange
Visitors and Dependents

A list of all EVsand dependents whose statusis
Transferred. The EV will be transferring into your program
on the effective date of transfer entered by the releasing
program sponsor. The EV’s and dependent’ s SEVIS status
will change from Transferred to Active when the EVs
participation in your program has been validated, which
must take place no later than 30 days after the effective date
of transfer. Failure to validate the EV's participation within
30 days will cause the status of the SEVIS record(s) to
change to No Show.

Note: When an EV ison thislist, hisor her record may be
updated and validated by the program to which the EV is
transferring.

Transferred to aNon-SEVIS
Sponsor Status Exchange
Visitors and Dependents

A list of al EVsthat have transferred to anon-SEVIS
Exchange Visitor Program. EV names display on thislist
after the effective date of transfer and will remain on this
list indefinitely.

Note: The ability to transfer EVsto anon-SEVIS program
isno longer available. However, there may be EVswho
will always have this status; they transferred prior to the
date mandated for enrollment of all Exchange Visitor
Programsin SEVIS.
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2.5 Create an Exchange Visitor Form DS-2019

The eligibility process enables designated program sponsors to create, maintain, and print
records (Form DS-2019) for EV's and dependents. In addition, SEV IS provides the capability to
access and update previously created records.

The Listing of Programs screen includes the list of programs associated with your user 1D.
Exhibit 12, Listing of Programs Screen—New Exchange Visitor Link, shows the location of the
New Exchange Visitor link on the Listing of Programs screen.

Exhibit 12: Listing of Programs Screen—New Exchange Visitor Link

Ry, US. Immigratiofl s e
‘%. and Customs . S
e’ Enforcement

Student & Exchange Visitor EVI
Information System

Main | Help | Tutorial | Logout
Message Board | Change Password

Listing of Programs

* Indicates an alert for that program

Name of Program Location {CityfState) Status Role € o e ——

Researd h Center “Washington, DC PROGRAM ACTIVE ARG Searchl Mew Exchange Wisitor Alert: Ev List: Reports
Sunnydale Schoal Sunnydale, DG PROGRAM ACTIVE ARC  Searchfl Mew Exchange Wisitor Alerts EW Lists Reports
whispering Pines Institute FAIRFAX, WA PROGRAM ACTIVE ARO  Searchf Mew Exchange Visitor Alerts EW Lists Reports

ROs and AROs have the option to create a“New Exchange Visitor” (complete Form DS-2019
for an EV and dependents, if any) for any of the programs for which they are assigned arole.
Instructions for completing the Form are provided in the subsequent sections.

Note: One RO or ARO may begin and save a Form DS-2019 for an EV. Another RO or ARO
may complete and submit the Form. The name of the official who submits the record to the
SEVIS database will print on the Form DS-2019.

WARNING: When creating arecord for anew EV, the system will delete the unsubmitted
Form DS-2019 within 45 days of the last update to the Form.

2.5.1 Complete Page 1 of the Form DS-2019—Personal Information

To create a Form DS-2019 for anew (initial) EV, perform the following:

1. Click the New Exchange Visitor link (on the Listing of Programs screen) to the right of the
name of the program in which the EV will be participating. The system displays the New
Exchange Visitor screen for the selected program as shown in Exhibit 13, New Exchange
Visitor for Whispering Pines Institute Screen.
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Exhibit 13: New Exchange Visitor for Whispering Pines Institute Screen

US. Immigratiof ( : o
and Customs — LW Student & Exchange Visitor
Enforcement J ! Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

New Exchange Visitor For Whispering Pines Institute
P-1-00468

Enter Initial Information about Exchange Yisitor
Required fields are marked with an asterisk(*}.

Visa Type: J3-1

2. First Name:

4. Suffix: ISeIect cne x|

6. * Gender: Male © Female ©

8. * Country of Birth: ISeIect One ']

If the United States or a U.5. territory is chosen, select one of the following:
Select One -
= d =
* Country of Legal Permanent .

* Residence: [select One -

-

12. Social Security Number:

-
i
4

16. * Position: Select One

Select One
18. * Dccupational Category: Not Applicable

20. Current U.5. Address:
* Address l:ll MS Avenue

Address Z:I
* City FAIRFAR
* State:] VIRGINIA
# Zip Code:|z0108 - [0001

Select One

22. Creation Reason:
Begin New Prograrm

24, * Program End Date: I [MMY DLy

02/20/2008 (Wednesday)
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2. Belowisalist with abrief description or explanation for each field and sections on this
screen. An asterisk (*) precedes the fields/sections that must be completed. Some of these
fields and sections contain text boxes, drop-down lists, radio buttons, and command buttons.
To complete this screen, enter the following data:

Field/Section

Description/Explanation

1.

* Family Name

Enter the surname or last name of the EV. If the person
has only one name, enter it in thisfield.

Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name asit displays
on the National 1D card.

First Name

Enter the first name of the EV. Leavethisfield blank if
the person has only one name.

Note: Even though thisisnot arequired field in
SEVIS, the DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National 1D card.

Middle Name

Enter the middle name of the EV. Leave thisfield blank
if this person has no middle name or the middle nameis
unknown.

Note: Even though thisisnot arequired fieldin
SEVIS, the DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name asiit displays
on the National 1D card.

Suffix

Select atitle, such as Junior, that may display at the end
of a person’s name.

o

* Date of Birth

Enter the EV' s date of birthin MM/DD/YYYY format.

o

* Gender

Select the EV’ s gender, male or female.

* City of Birth

Enter the unabbreviated name of the city where the
person was born.

* Country of Birth

Select the country in which the person was born.

Note: United States may be selected as the country of
birth (COB) if the EV was born to aforeign diplomat or
isan expatriate. If the person was born in the United
States or aU.S. territory, perform the following:

1. Complete the Country of Birth field.

2. Select an option from the If the United Satesor U.S.
Territory is chosen... drop-down list.
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Field/Section Description/Explanation

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
operations, or nuclear-related studies or training.
Therefore, an EV’ s personal or program information
may not be created or updated as follows:

e |f an EV’s COB or country of citizenship (COC)
ison the restricted country list, you may not
select or update hisor her field of study to
training in aviation maintenance, flight
operations, or nuclear-related studies or training.

e |f anEV’'sfield of study isin aviation
maintenance, flight operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COCto a
country that is on the restricted country list.

9. * Country of Citizenship Select the country in which the EV maintains
citizenship.

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
operations, or nuclear-related studies or training.
Therefore, you may not create or update an EV’s
personal or program information as follows:

e |fan EV’'sCOB or COC ison the restricted
country list, you may not select or update his or
her field of study to training in aviation
maintenance, flight operations, or
nuclear-related studies or training.

o |fan EV’sfield of study isin aviation
maintenance, flight operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COCto a
country that is on the restricted country list.

10. * Country of Legal Permanent | Select the country in whichthe EV isalega permanent
Residence resident (LPR). For most EV applicants, the country of
legal permanent residence will be the same as the COC.
Some applicants, however, will be permanent residents
of other countries. Note the difference between
permanent and temporary residence. For example, a
French citizen who isteaching in Italy on a 1-year
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Field/Section

Description/Explanation

contract, and applying for aJvisafrom Italy, would not
be considered an LPR of Italy.

11. Email Address

Enter an email address for the EV. Completion of this
field is optional.

12. Social Security Number

Enter the EV’s Social Security number. Completion of
thisfield is optional.

13. Driver’'s License Number

Enter the EV’ s driver’ s license number assigned by the
state that issued the license. Completion of thisfield is
optional.

14. Driver’sLicense I ssue State

Select the state that issued the driver’ s license to the
EV, if applicable. Completion of thisfield is optional.

15. Individual Taxpayer 1D
Number

Enter the taxpayer ID for an EV who is employed or has
such an ID. Completion of thisfield is optional.

16. * Position

Select an option from the list that most closely matches
the EV’s position in his or her home country.

17.* Exchange Visitor Category

Select the J visa participant category for the EV. The
options available on the drop-down list relate to those
authorized for your organization by DoS.

18. Occupational Category

Select an occupational category for the EV. Thisfieldis
only available for EV's participating in Trainee and
I ntern programs.

19. * Subject/Field Description

Note: The DoS subject/field codes have been replaced
with the Department of Education’s Classification of
Instructional Programs (CIP) codes, 2000 edition, that
were developed by the U.S. Department of Education’s
National Center for Educational Statistics (NCES). The
CIP contains code numbers for instructional programsin
all areas of education and is the accepted Federal
Government statistical standard on instructional
program classifications.

To select thefield the EV will be studying or
participating in while in the United States, perform the
following:

1. Click the Select button to display the Select Subject
Code screen.

2. Make a selection from the Category drop-down list.

3. Click the Sear ch button to view the list of subjects
for the category selected. Find the subject that most
closely matches the EV’'sfield of study and click its
code at the left end of therow. The system
automatically returns to the New Exchange Visitor
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Field/Section

Description/Explanation

screen and the final selection is displayed.

4. To change the Subject/Field code, click the Select
button, and repeat Steps 1 through 3. Thisisa
required field.

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
operations, or nuclear-related studies or training.
Therefore, you may not create or update an EV'’s
personal or program information as follows:

e If an EV’'sCOB or COC ison the restricted
country list, you may not select or update his or
her field of study to training in aviation
maintenance, flight operations, or
nuclear-related studies or training.

e |f an EV’'sfield of study isin aviation
maintenance, flight operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COCto a
country that is on the restricted country list.

Subject/Field Remarks

Enter additional comments regarding the EV’ s program
while in the United States or enter “None”’. Do not use
hard returns (that is, do not press the Enter key) when
entering text; doing so may make the text wrap and print
in Section 5 of the Form DS-2019. Exhibit 14,
Subject/Field Remarks, shows how the text may print
when hard returns are used.

Note: The text may be shortened on the printed

Form DS-2019 if it islonger than the available space.
However, the entire text can be viewed in SEVIS.
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Exhibit 14: Subject/Field Remarks

) ]
DRAFT

1. Family Name: First Name: Middle Name: Gender:

Cornelius Ranier MA
Diate of Birth (oror-dd-1117) £ Cily of Birth: ‘Country of Birth: TTZenship Country Code: . Cillzenship Country:

07-10-1558 Santiago SPAIN SF SPAIN I1-1
Legal Permanent Residence Country Code: Legal Permanent Residence Country: Position Code: Position:

5P SPAIN 134 CIVIL SERVICE EMPLOYEE IN CITY OR TOWN
L5, Address: GOVERNMENT

1. Program Sponsor:
National School of Music

Exchanpe Visitor Program Number:
P-1-00468

Participating Frogram Official Deseription:
TEAINEE (SPECIALTY)

Purpose of this orm:  Begin new pregram; accompanied by number (0) of immediate family members.

3. Form Covers Period:

From {mo-dd-ynl s 09-01-2008

SPECIALIST

v asitor Calegory:

To  (mm-dd-pag: 08-31-2007

Subject/Field Code: Subject/Field Code Remarks:
52.998%9

Remarks and a hard return.

Donarlk Lo L

5. During the period covered by this form, the total es
BROADCASTING BOARD OF ROVERNORS : 317,0W
The Exchange Visitor's Government : £3,000
Personal funds : $2,500.00
Total : $22,500.00

Pl
gled fnancial supportiie LS. 5 R&h’?&fﬁe&dﬁﬂ&h?‘ﬂﬁf@’?&‘&rn
00 .

------_____/—\______._-—"'

Remar

Field/Section

Description/Explanation

20. Current U.S. Address

Sponsors are required to enter the actual and current
U.S. address of all participantsinto SEVIS (see

22 CFR 62.70(b), SEVIS Reporting Requirements).
When data are first entered for an EV applicant who has
not yet entered the country, Current U.S. Address will
be the address where he or she expectsto reside, if
known. Otherwise, it can be the address of the program
sponsor. When the EV enters the country and is
validated, however, his or her current U.S. address
(wherethe EV will reside) must be entered, if different
from the one originally used. Please note, itisthe EV’s
primary site of activity address that prints on the

Form DS-2019.

Note: When entering data for secondary students (high
school students), enter the host family name in the
Address 1 field and enter the street address for the
residence in the Address 2 field. For an au pair, enter
the host family’ s name and address.
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Field/Section

Description/Explanation

21. Foreign Address

Enter the person’sforeign address. Completion of these
fieldsis optional.

22. Creation Reason

The only valid creation reason is Begin New Program.
Thisfield isfilled in by SEVIS.

23. Program Begin Date

Enter the date, determined by the program sponsor, on
which the EV’ s participation in his or her programis
expected to begin. It must be entered in
MM/DD/YYYY format.
The end date, in combination with the program begin
date, must:
e Beequal to or greater than the minimum
duration of participation
and
e Cannot exceed the maximum duration of
participation for the EV’s selected category, as
identified in the Exchange Visitor Program
regulations.

See Attachment B, DoS Maximum and Minimum
Duration of Participation Rules, for guidance.

24.* Program End Date

Enter the date, determined by the program sponsor, on
which the EV’s program will end. It must be entered in
MM/DD/YYYY format.

The end date, in combination with the program begin
date, must:

e Beequal to or greater than the minimum
duration of participation

and

e Cannot exceed the maximum duration of
participation for the EV’ s selected category, as
identified in the Exchange Visitor Program
regulations or the program sponsor’s
designation.

See Attachment B, DoS Maximum and Minimum
Duration of Participation Rules, for guidance.

SEVIS.

3. Click one of the following buttons:
Reset Values Click this button to return all unsaved entries to the previous values.
Save Dr aft Click this button to save the data entered. Saving the datawill allow an

RO or ARO to return to the record later and complete and/or submit it to
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Next

Click this button to automatically save the data entered and advance to the
next page of the Form DS-2019. If any fields and sections have not been
completed or contain an incorrect entry, the system will display an error
message indicating the error(s). Make the necessary corrections and click
the Next button again.

Note: If an existing EV record contains the same family name, first name,
date of birth, country of birth, and gender entered on the Exchange Visitor
Personal Information screen, a message will display. To determine
whether arecord aready exists for the EV, review the list of EVswhose
personal information matches the information entered. If it is possible that
arecord aready exists for the EV, perform a search on the EV’s last name
and view the existing records. If arecord aready existsfor the EV,
continue to process the existing record; do not create a second record.
Otherwise, to continue to creating a new record for the EV, click the
Continue button.

Note: When creating arecord for a professor or research scholar, a
message screen will display after clicking the Next button. Users must
review the information on the message screen and acknowledge their
understanding of the information by clicking the Continue button.

2.5.2 Complete Page 2 of the Form DS-2019—Site of Activity

Page 2 of the electronic Form DS-2019 is used to collect program information for the EV. All
EVsmust have at least one site of activity. Exhibit 15, Site of Activity Menu Screen, isan
example of Page 2. Note: In Exhibit 15, two sites of activity have already been added for the

EV.
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Exhibit 15: Site of Activity Menu Screen

-~
4 Student & Exchange Visitor EVI
i . Information System
Main | Help | Tut:

Message Board | Change Password Get Adobe Reader

R y ULS, Immigration -
@ and Customs
A

% Enforcement

Whispering Pines Institute

Program Number: P-1-00468

Site of Activity Menu
Exchange ¥Yisitor Information
SEVIS ID:
Farnily Narne: Beauregard
First Narmne: Bonita
Suffis:
Gender: FEMALE
Cate of Birth: 02/19/1975
City of Birth: Paris
Country of Birth: FRANCE ()
Country of Citizenship: FRANCE
Country of Legal Permanent Residence: FRANCE
Ernail Addrezs:
Status: DRAFT
Active/Initial Dependent Count:
Prograrn Mumber: P-1-00468
Prograrn Sponsor: Whispering Pines Institute
Position: 213 - UNIVYERSITY TEACHING STAFF INCLUDING RESEARCHERS
Category: PROFESSOR
Cccupational Category:
Subject/Field Description: :::e\::;ational Business, Trade, and Tax Law (LL.M., 1.5.D./5.3.D.).
Subject/Field Remarks: None at this time.
Initial Prograrn Begin Date:
IAP-66 Mumber:
Program Begin Date: 04/08/2008
Frogram End Date: 12/31/2010
Reinstaterment Programn Begin Data:
Previous Pragram End Crate:
Wisa Type: J-1
Passport Humber:
Visa Foil Mumber:
Visa [ssue Date:
Visa Issue Post:
Fort of Entry:
Date of Entry:
I-94/Adrizzion Mumber:
Port of Departure:
Date of Departure:

EFIR’:;:“S‘:te Site of Activity Address Remarks Commands

g }";:E&:;'"E;;{f:cémpuslzs Main St Fairfax, VA 20108 ' will begin her program at this lacation. || Edit

e Srnith, Jones, & Doe 9867 Constitution Ave Fairfax, W 2010gffc” *ill stark her program st this location i p iy pejete
une of next year

Previous Change Primary Site of Activity | Hext Print Draft DS-2019

02/20/2008 (Wednesday)

To enter information about the EV’ s site of activity, perform the following:

1. Click the Add Site of Activity link in the lower-left part of the screen. Exhibit 16, Exchange
Visitor Information—Add Site of Activity Screen, is an example of the screen that displays.

Note: In Exhibit 16, the Site of Activity fields have been completed.
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Exhibit 16: Exchange Visitor Information—Add Site of Activity Screen

Revr, US. Immigration
g and Customs
vimeeo Enforcement

"
Student & Exchange Visitor EVI
iy Information System
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

Whispering Pines Institute

Program Number: P-1-00468

Exchange Yisitor Information
SEVIS ID:
Farnily Narne: Beauregard
First Narmne: Bonita
Suffis:
Gender: FEMALE
Date of Birth: 02/19/1975
City of Birth: Paris
Country of Birth: FRANCE ()
Country of Citizenship: FRANCE
Country of Legal Permanent Residence: FRANCE
Ernail Addrezs:
Status: DRAFT
Active/Initial Dependent Count:
Frograrm Mumber: P-1-00468
Prograrn Sponsor: Whispering Pines Institute
Position: 213 - UNIVYERSITY TEACHING STAFF INCLUDING RESEARCHERS
Category: PROFESSOR
Cccupational Category:
Intermational Business, Trade, and Tax Law (LL.M., 1.5.D./5.3.D.).
(NEW)
Subject/Field Remarks: None at this time.
Initial Prograrn Begin Date:
IAP-66 Mumber:
Program Begin Date: 04/08/2008
Program End Date: 12/31/2010
Reinstatermnent Prograrn Begin Date:
Previous Program End Date:
Wisa Type: J-1
Passport Hurmber:
Visa Foil Mumber:
Visa [ssue Date:
Visa Issue Post:
Port of Entry:
Date of Entry:
I-94/Adrizzion Mumber:
Port of Departure:
Date of Departure:

Subject/Field Description:

Add Site of Activity
Required fields are marked with an asterisk (*).
i * site of n‘:ﬁ"it‘f’ISmlth, Jones, & Doe

2. Site of Activity Address:
* Address 1:[o5:7 Constitution Ave
Address Z:I
* CitV’IFalrfax
* State:[yipGINIA =l
* Zip Code:lm _ l_

Remadesife il start her program at this location in June of ;I

next year,
=

Add Site of Activity | | ResetValues | | Cancel |

02/20/2008 (Wednesday)

2. Below isalist with explanations of the fields on this screen. An asterisk (*) precedes the
fields that must be completed. To complete this screen, enter the following data:

Field Description/Explanation

1. * Siteof Activity Enter the name of the place where the EV will participate
in his or her program.

Note: For an au pair, enter the host family’s name. For
secondary students (high school students), enter the name
of the high schoal.
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Field

Description/Explanation

2. * Siteof Activity Address Enter the physical location of the site. Do not include a

post office box number in this address.

Note: For an au pair, enter the host family’s address. For
secondary students (high school students), enter the
address of the high school.

Note: The addressthat printsin the U.S. Address section
of the Form DS-2019 is the primary site of activity
address. Therefore, if the EV has multiple sites of
activity, the site selected by the RO or ARO as the
primary site of activity (the Primary Site of Activity
radio button is selected) will be the one that prints on the
Form DS-2019.

3. Remarks

Enter optional comments.

3.

Click one of the following buttons:

Add Site of Activity

Click this button to save the data entered for thisEV. The system will
display the Site of Activity Menu screen, and the information for the
site will display near the bottom of the screen.

Note: Multiple sites of activity can be added for an EV, but an EV
can have only one Primary Site of Activity. Follow the procedures
above to add other sites of activity.

Reset Values Click this button to return all unsaved entries to the previous values.
Cancel Click this button to return to the previous page without adding a site
of activity.
4. After returning to the Site of Activity Menu screen, click one of the following buttons:

Previous

Click this button to return to the previous page of the Form DS-2019.

Change Primary
Site of Activity

Click this button to change the EV’ s primary site of activity. See
Section 2.5.2.1, Change Primary Site of Activity (EV in Draft Status),
for details.

Next

Click this button to advance to the next page of the Form DS-2019.

Print Draft DS-2019

Click this button to print a draft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: Itisrecommended that you print a draft copy of the EV'’s
Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Form to SEVIS.
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2.5.2.1 Change Primary Site of Activity (EV in Draft Status)

The U.S. address that prints on the EV’s Form DS-2019 is the primary site of activity address.
To change the EV’ s primary site of activity, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink).

2. Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
3. Click the Next button to advance to the Ste of Activity Menu screen.

4. Onthe Ste of Activity Menu screen, click the radio button to the left of the desired primary
site of activity.

5. Click the Change Primary Site of Activity button. A message displays stating that the
primary site of activity has been changed.

6. Click OK to return to the Site of Activity Menu screen.

2.5.2.2 Edit Site of Activity (EV in Draft Status)

If necessary, the site of activity information for an EV can be edited. To edit the site of activity
for an EV whose record isin Draft status, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink).

2. Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
3. Click the Next button to advance to the Ste of Activity Menu screen.

4. Click the Edit link in the Commands column for the site of activity to edit. The Exchange
Visitor Information—Edit Ste of Activity screen displays.

5. Make the necessary updates to the data. See Section 2.5.2, Complete Page 2 of the
Form DS-2019—Site of Activity, for detailed instructions on completing the fields on this
screen.

6. Click the Update Site of Activity button to complete the process. The Ste of Activity Menu
screen displays.

2.5.2.3 Delete Site of Activity (EV in Draft Status)

All EVs must have at |east one site of activity. However, if the EV has multiple sites of activity
and the EV’srecord in SEVISisin Draft status, sites of activity can be deleted.

To delete a site of activity, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_L istslink).

2. Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
3. Click the Next button to advance to the Ste of Activity Menu screen.
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4. Click the Delete link in the Commands column for the site of activity that is being deleted.
The Delete Ste of Activity screen displays.

Note: The primary site of activity cannot be deleted. If necessary, change the primary site
of activity (see Section 2.5.2.1, Change Primary Site of Activity (EV in Draft Status)), and
then delete the other site of activity.

5. Review the datato ensure that thisis the correct site of activity.

6. Click the Delete Site of Activity button to complete the process. The Ste of Activity Menu
screen displays.

2.5.3 Complete Page 3 of the Form DS-2019—Dependent Information

Page 3 of the electronic Form DS-2019 is used to collect dependent information for the EV.
Datafor the spouse and child dependent(s) of an EV entering the United States on J visas must
be entered into SEVIS.

Note: If the spouse or child dependent plansto enter the United States on a different type of
visa, do not enter his or her information in SEVIS.

Note: If both a husband and wife are entering the United States on J-1 visas, add the dependent
child’sinformation to only one SEVIS record (Form DS-2019). Do not add the dependent
child’ sinformation to both parents’ records/Forms. Doing so will give the dependent child two
SEVIS records.

Exhibit 17, Exchange Visitor Dependents Menu Screen, is an example of Page 3 of the Form. In
Exhibit 17, a dependent has already been added for this EV. Because the record is still in Draft
status, the EV and dependent have not been assigned their SEVIS IDs.
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Exhibit 17: Exchange Visitor Dependents Menu Screen

Student & Exchange Visitor EVI
Information System
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

y US. Immigration
and Customs -
% Enforcement

Whispering Pines Institute

Program Number: P-1-00468

Exchange Visitor Dependents Menu
Exchange ¥Yisitor Information
SEVIS ID:
Farnily Narne: Beauregard
First Narmne: Bonita
Suffis:
Gender: FEMALE
Cate of Birth: 02/19/1975
City of Birth: Paris
Country of Birth: FRANCE ()
Country of Citizenship: FRANCE
Country of Legal Permanent Residence: FRANCE
Ernail Addrezs:
Status: DRAFT
Active/Initial Dependent Count: 0
Prograrn Mumber: P-1-00468
Prograrn Sponsor: Whispering Pines Institute
Position: 213 - UNIVYERSITY TEACHING STAFF INCLUDING RESEARCHERS
Category: PROFESSOR

Occupational Catagory:
Subject/Field Description: :::e\::;ational Business, Trade, and Tax Law (LL.M., 1.5.D./5.3.D.).
Subject/Field Remarks: None at this time.
Initial Prograrn Begin Date:
IAP-66 Mumber:
Program Begin Date: 04/08/2008
Frogram End Date: 12/31/2010
Reinstaterment Programn Begin Data:
Previous Pragram End Crate:
Wisa Type: J-1
Passport Humber:
Visa Foil Mumber:

Add Dependent Visa [ssue Date:
Link Visa Issue Post:

Fort of Entry:

Date of Entry:
I-94/Adrizzion Mumber:
Port of Departure:

Date of Departure:

Dependents -
SEVIS ID Family Name First Name Relationship Gender Status Commands
Beauregard Francis SPOUSE MALE DRAFT Edit Delete

- [Add Dependent) ‘\
Previous | Hext Print Draft D5-2019 | Dependent

02/20/2008 (Wednesday)

To complete Page 3, perform the following:

1. Click the Add Dependent link in the lower-left part of the screen. Exhibit 18, Exchange
Visitor Information—Add Dependent Screen, is an example of the screen that displays. In
Exhibit 18, the Add Dependent section of the screen has been completed.
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Exhibit 18: Exchange Visitor Information—Add Dependent Screen

USS. Immigratiof Z -
and Customs h-Yog Student & Exchange Visitor

Enforcement : 3 Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Program Number: P-1-00468

Exchange Yisitor Information
Farnily Narme: Beauregard
Suffiz:
Cate of Birth: 02/19/1975
Country of Birth: FRANCE
Country of Legal Permanent Residence: FRANCE
Status: DRAFT
Program Mumber: P-1-00468

Pozition: 213 - UNIVERSITY TEACHING STAFF INCLUDING RESEARCHERS

Cecupational Categars

Subject/Field Rermarks: Mone at this time.

IAP-66 Mumber:

Program End Date: 12/31/2010

Previous Program End Date:

Paszport Mumber:

Visa [ssue Date:

Port of Entry:

I-94/Adrizzion Mumber:

Date of Departure:

Add Dependent
Required fields are marked with an asterisk (*).

Besuragard

2. First Mame: IFrancls

| select One - |

* n
(0o ™ Bent=ss Male ' Famale O

ILyon

FRANCE

#. * City of Birth:

Select One

10. # Country of Citizenship: I FRANCE

FRANCE

12. Email Address: I
14. Driver's License Number:l

02/20/2008 (Wednesday)
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2. Below isalist with explanations of the fields on this screen. An asterisk (*) precedes the
fields that must be completed. To complete this screen, enter the following data:

Field

Description/Explanation

1.

* Family Name

Enter the surname or last name of the dependent. If the
dependent has only one name, enter it in thisfield.
Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National 1D card.

First Name

Enter the first name of the dependent. Leavethisfield
blank if the dependent has only one name.

Note: Eventhough thisisnot arequired field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National 1D card.

Middle Name

Enter the middle name of the dependent. Leavethis
field blank if the dependent has no middle name, or the
middle name is unknown.

Note: Eventhough thisisnot arequired field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name asit displays
on the National 1D card.

Suffix

Select atitle, such as Junior, that may display at the end
of aperson’s name.

* Date of Birth

Enter the dependent’ s date of birthin MM/DD/YYYY
format.

* Gender

Select the dependent’ s gender, male or female.

* Relationship

Select Spouse or Child. A dependent child must be
younger than 21 years of age.

* City of Birth

Enter the unabbreviated name of the city where the
dependent was born.

* Country of Birth

Select the country in which the dependent was born.
Note: United States may be selected as the COB if the
dependent was born to aforeign diplomat or is an
expatriate. If the person was born in the United States
or aU.S. territory, perform the following:

1. Complete the Country of Birth field.
2. Select an option from the If the United States or U.S
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Field Description/Explanation
Territory is chosen... drop-down list.
10. * Country of Citizenship Select the country in which the dependent maintains

citizenship.

11. * Country of L egal
Permanent Residence For most dependent applicants, the country of legal

Select the country in which the dependent isan LPR.

permanent residence will be the same as the COC.
Some applicants, however, will be permanent residents
of other countries. Note the difference between
permanent and temporary residence. For example, a
French citizen who isteaching in Italy on a 1-year
contract, and making application for aJvisafrom Italy,
would not be considered an LPR of Italy.

12. Email Address

Enter an email address for the dependent. Completion
of thisfield is optional.

13. Social Security Number Enter the dependent’s Social Security number.

Completion of thisfield is optional.

14. Driver’s License Number Enter the dependent’ s driver’s license number assigned

by the state that issued the license. Completion of this
field is optional.

15. Driver’sLicense | ssue State Select the state that issued the driver’ s license to the

dependent, if applicable. Completion of thisfield is
optional.

Number

16. Individual Taxpayer 1D Enter the taxpayer 1D for a dependent who is employed

or has such an ID. Completion of thisfield is optional.

3. Click one of the following buttons:

Add Dependent

Click this button to automatically save the data entered and return to
the Exchange Visitor Dependents Menu screen. To add another
dependent, repeat the process described above.

Note: The dependent’s Form DS-2019 will print along withthe EV’s
Form when the print feature is used.

Reset Values

Click this button to return all unsaved entries to the previous values.

Cancel

Click this button to return to Page 3 of the Form DS-2019 without
adding a dependent.

4. After returning to the Exchange Visitor Dependents Menu screen, click one of the following

buttons:
Previous Click this button to return to the previous page of the Form DS-2019.
Next Click this button to advance to the next page of the Form DS-2019.

Print Draft DS-2019

Click this button to print a draft copy of the Form DS-2019. See
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Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It isrecommended that you print a draft copy of the EV's
Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Form to SEVIS.

2.5.3.1 Edit Dependent Data (EV in Draft Status)

Dependent data may be edited. To edit the dependent’ s data while the EV’ srecord isin Draft
status, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink).

Click the Edit DS-2019 link on the Actions menu. The New Exchange Visitor screen
displays.

3. Click the Next button to advance to the Ste of Activity Menu screen (Exhibit 15).
4. Click the Next button to advance to the Exchange Visitor Dependents Menu screen

(Exhibit 17).
Click the Edit link in the Commands column for the dependent whose data are being
updated. The Exchange Visitor Information—Edit Dependent screen displays.

Make the necessary changes to the data. See Section 2.5.3, Complete Page 3 of the Form
DS-2019—Dependent Information, for detailed instructions for completing the fields on this
screen.

Click the Submit Edit button to complete the process. The Exchange Visitor Dependents
Menu screen displays.

2.5.3.2 Delete Dependent (EV in Draft Status)

The Delete Dependent option is available when the EV's SEVIS record isin Draft status. To
delete a dependent when the EV’ s status is Draft, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose dependent is being
deleted (perform a search for the record or use the EV_L ists link).

Click the Edit DS-2019 link on the Actions menu. The system displays the New Exchange
Visitor screen.

3. Click the Next button to advance to the Ste of Activity Menu screen.

4. Click the Next button to advance to the Exchange Visitor Dependents Menu screen.

. delete his or her SEVIS record.

L ocate the name of the dependent and click the Delete link in the Commands column to

On the Delete Dependent screen, click the Delete Dependent button. The dependent is
deleted and the Exchange Visitor Dependents Menu screen displays.
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2.5.4 Complete Page 4 of the Form DS-2019—Financial Information

Page 4 of the Form DS-2019 is used to collect financial information for the EV and dependents,
if any. This screen represents the final step in the creation of arecord for anew EV, and the data
entered on this screen will print on the EV’'s Form DS-2019. Exhibit 19, Financial Information
Screen, is an example of Page 4.

Note: Financial data should reflect the amount of financial support provided to the EV for the
duration of his or her program shown on all Forms DS-2019.
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Exhibit 19: Financial Information Screen

US, Immigratiok =1
and Customs o iy Student & Exchange Visitor

Enforcement - 1 Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Whispering Pines Institute
Program Number: P-1-00468

Financial Information
Required fields are marked with an asterisk {*).
Exchange Yisitor Information

Family Hame: Beauregard
Suffix:
Drate of Birth: 02,/19/1975
Country of Birth: FRANCE
Country of Legal Permanent Residence: FRANCE

Status: DRAFT

Prograrm Murnber: P-1-00468

Pozitio 13 - UNIVERSITY TEACHING STAFF INCLUDING RESEARCHERS

Occupational Catego

Subject/Field Remark

i
&
=l
w

IAP-£6 Mumber:

Prograrm End Date: 12/3172010

Previous Prograrm End Date:

Passpart Murnber:

Wiza Issue Date:

Fort of Entry:

I-94/Admizsion Mumber:

Date of Departure;

* 26. Financial support from organizations other than the sponsor will be provided by one or more of the following:

International Organization(s): [masx of 2]

I =

If OTHER is selected, enter the name of the Grganization or Agency belaw,

= ] —

If OTHER is Selected, enter the name of the Organization ar Agency Below

The Binational Commission of the Exchange Vi Country

Personal funds:

02/20/2008 (Wednasday)
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1. Below isalist with explanations for the fields and sections on this screen. An asterisk (*)
precedes the fields and sections that must be completed. To complete this screen, enter the
following data:

Field/Section Description/Explanation

25. During the period covered by this The EV must have at least one source of funding

program, the total estimated
financial support (in U.S. dollars) is
to be provided to the exchange
visitor by:

listed in Sections 25 and/or 26 of the Financial
Information screen. Enter the following
information, as applicable.

Note: All dollar amounts must be entered in
SEVIS without commas and periods, and should
be rounded to the nearest whole dollar. For
example, $25,057.89 should be entered in SEVIS
as 25058.

Current Program Sponsor

If applicable, enter the amount, in U.S. dollars,
that the program sponsor will contribute to the
EV.

* This program sponsor has/has not
received funding for inter national
exchange from oneor more U.S.
Government Agency(ies) to support
thisexchangevisitor. If any U.S.
Government Agency(ies) provided
funding, indicate the Agency(ies) by
code below.

Select has or has not to indicate whether the EV
has received direct or indirect funding from U.S.
Government agencies. Thisisarequired field.

e Direct Funding—Financed in whole or
in part by the U.S. Government or the
EV’s government with funds contributed
directly to the EV in connection with his
or her participation in an Exchange
Visitor Program.

e Indirect Funding—Financed by one of
the following:

— Aninternational organization with
funds contributed by either the U.S.
Government or the EV’ s government
for use in financing international
educational and cultural exchanges.

— Anorganization or institution with
funds made available by either the
U.S. Government or the EV'’s
government for the purpose of
furthering international educational
and cultural exchanges.

Note: If hasisselected in response to this
statement, complete Section 260f the electronic
Form DS-2019.

49
April 18, 2008




User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVISVersion 5.8: Volume Il Form DS-2019

Field/Section

Description/Explanation

26. * Financial Support from

organizations other than the sponsor
will be provided by one of the
following:

The EV must have at |east one source of funding
listed in Sections 25 and/or 26 of the Financial
Information screen.

If necessary, complete one or more of the fields
in this section.

Note: All dollar amounts must be entered in
SEVIS without commas and periods, and should
be rounded to the nearest dollar. For example,
$25,057.89 should be entered in SEVIS as
25058,

U.S. Government Agency(ies)
[maximum of two]

Select the agency from which the EV has
received funding, and enter the amount in U.S.
dollars.

Note: If Other isselected, enter the name of the
organization in the text box provided. The name
and amount of funding will print on the

Form DS-2019.

International Organization(s)
[maximum of two]

Select the organization from which the EV has
received funding, and enter the amount in U.S.
dollars.

Note: If Other isselected, enter the name of the
organization in the text box provided. The name
and amount of funding will print on the

Form DS-2019.

The Exchange Visitor’'s
Government

Enter the amount, in U.S. dollars, that the EV’s
government is contributing.

The Binational Commission of the
Exchange Visitor’s Country

Enter the amount, in U.S. dollars, that the
Binational Commission is contributing.

All other organizations providing
support

Enter the total amount, in U.S. dollars, that all
other organizations are contributing.

Enter names of other organizations
below.

Enter each organization name and the amount of
money being given to the EV. For example,
ABC Agency (500), DEF Organization (2500),
XYZ (2000). (Only 80 characters can be entered
into thisfield.)

The names and amounts of funding will print on
the Form DS-2019.

Per sonal Funds

Enter the amount, in U.S. dollars, that the EV is
contributing.
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2. Click one of the following buttons:

Previous Click this button to return to the previous page of the Form DS-2019.

WARNING: Be sureto save the data entered on this page before
selecting the Previous button. The unsaved data that were entered on
this page will be lost if not saved first.

Reset Values Click this button to return all unsaved entries to the previous values.

Submit DS-2019 Click this button to save the EV’s Form to SEVIS. See Section 2.5.5,
Submit the Form DS-2019, for additional information.

Save Dr aft Click this button to save the data entered. Saving the datawill allow

an RO or ARO to return to the record later and compl ete and/or
submit it to SEVIS.

Print Draft DS-2019 | Click this button to print adraft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It isrecommended that you print a draft copy of the EV’s
Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Formto SEVIS.

2.5.5 Submit the Form DS-2019

To submit an EV’ srecord to SEVIS, click the Submit DS-2019 button on the Financial
Information screen, the last page of the electronic Form DS-2019. The system will display a
message stating that the record has been successfully created. This message screen will also
show the first and last name, and the SEVISID for the EV and each dependent, if any.

Note: If the submission isnot successful, an error message will display stating the reason.
Correct the error(s) indicated and then submit the Form again.

When the Form is successfully submitted, print afinal copy of the Form DS-2019 for the EV and
dependents, if any. See Section 2.5.6, Print a Draft or Final Form DS-2019, for instructions.
Click the Return button to go to the Listing of Programs screen.

Note: The purpose that prints on the Form will be “Begin New Program; accompanied by
number (count) of immediate family members,” where “count” indicates how many dependents
an EV has, if any.

2.5.6 Print a Draft or Final Form DS-2019

A draft or final copy of the Form DS-2019 can be printed from various screens within SEVIS.
The final Form can also be printed following submission of the Form in SEVIS. A draft copy of
the Form DS-2019 isidentified by the word “draft” printed on the top of the Form. The SEVIS
ID for the EV and/or dependent(s) and bar code will not be printed on the draft Form. The draft
Form DS-2019 can be printed prior to submission of the Form so that the data can be reviewed
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for accuracy. Changes to the Form can be made prior to submission. When the Form DS-2019
for anew EV and/or dependent(s) is submitted in SEVIS, the status of the records for the EV and
dependent(s) will change from Draft to Initial status.

A final Form DS-2019 should be printed for anew EV following submission of the Formin
SEVIS. Thefina Form includes the bar code and SEVIS ID, and “draft” is removed from the
top of the Form.

Note: The printed final Form will have the EV’ s or dependent’s SEVISID in the upper-right
corner, above the bar code. It beginswith the letter “N,” which isfollowed by 10 digits (for
example, “N1234567890").

Note: See Section 2.6.2.3.3, Reprint Form DS-2019 for a Dependent in Initial Status, for
instructions on reprinting the Form for dependents.

Note: If Adobe Reader Version 5.0 or higher is not installed on the computer being used, see
Appendix B, Download the Latest Version of Adobe Reader, for instructions.

To print acopy of the Form DS-2019, perform the following:

1. Click the Print Draft DS-2019 or the Print Final DS-2019 button. A new browser window
opens and the Form DS-2019 displays using Adobe Reader from which a copy of the Form
can be sent to a designated printer.

Note: During the launch of Adobe Reader, a File Download window may display. To
prevent this window from displaying in the future, click the box next to always ask before
opening thistype of file to remove the check mark. Select the Open button to view the
Form DS-2019.

2. When the Form DS-2019 displays in the Adobe Reader window, use the scroll bar on the
right side of the window to view additional pages of the Form.

3. Click thePrint ( ot button on the Adobe Reader toolbar. The Print window displays.

4. Ensurethat the name of the printer islisted in the Name field in the Print window. If it does
not show the correct printer, click the down arrow to the right of the field and select the
correct printer.

5. Click OK and the Form will be printed on the designated printer.
6. Click the Close (Xl) button on the Adobe Reader window to close the window.

7. Signthefinal SEVIS-generated Form DS-2019 in blue ink and forward it to the EV and
dependents, if any. See Section 2.5.7, Signature on SEVIS Form DS-2019, for instructions
regarding the signature on the Form.

Note: If an EV issubject to the Two-Y ear Home-Country Physical-Presence Requirement
(Section 212(e) of the Immigration and Nationality Act and Public Law (PL) -94-484, as
amended), the appropriate boxes will be checked on the printed Form DS-2019.
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2.5.7 Signature on SEVIS Form DS-2019

According to regulations, SEVIS-generated Forms DS-2019 should be printed in black ink and
the original copy of the Form DS-2019 must be signed in blueink. Signing the Form in blue ink
permits anyone viewing the Form to easily distinguish an original copy from a photocopy.

Note: The Form must be signed by the RO or ARO whose name is printed on the copy of the
Form that will be provided to the EV and dependents, if any.

Do not send copies of the SEVIS Forms DS-2019 to DoS. Thereis no longer aneed to send a
copy of the Form DS-2019 to the Department. SEVIS electronically collects and maintains
information submitted to generate Forms DS-2019 issued to potential EV's and their dependents.

2.5.8 Reprint a Form DS-2019

When an EV isin Initial or Active status or a dependent isin Active status, his or her
Form DS-2019 may be reprinted for the following reasons:

e Replace a Form DS-2019 (Damaged)
e Replace aForm DS-2019 (L ost)
e Replace aForm DS-2019 (Stolen)

e Other—Text that isentered in the If Other, Please Comment text box will print in the
Pur pose of the Form section of the Form DS-2019

When a dependent isin Initial status, his or her Form DS-2019 may be reprinted for the
following reasons:

e Permit EV’s (count) dependents to enter United States separately (where “count” isthe
number of dependents for the selected EV).

e Begin new program; accompanied by number (count) of immediate family members
(where “count” is the number of dependents for the selected EV).

e Other—Text that isentered in the If Other, Please Comment text box will print in the
Pur pose of the Form section of the Form DS-2019.

Note: If Adobe Reader Version 5.0 or higher is not installed on the computer being used, see
Appendix B, Download the Latest Version of Adobe Reader, for instructions.

To reprint a Form, perform the following:

1. Accessthe Exchange Visitor Information screen (see Exhibit 20, Exchange Visitor
Information Screen—Initial Status, or Exhibit 24, Exchange Visitor Information Screen—
Active Status) or the Exchange Visitor Information—Dependent Information screen.

2. Click the Reprint DS-2019 link on the Actions menu (left side of screen). The Reprint
DS-2019 screen displays.
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3. Select the appropriate reason for reprinting the Form. If Other is selected, enter an
explanation in the text box provided. For example, if reprinting the Form for a participant in
Initial status because the first attempt to print failed, select Other as the reason and enter the
following comment in the If Other, Please Comment text box, “Begin New Program.”

Note: For Academic Training, enter the following in the If Other, Please Comment text
box, “Academic Training (MM/DD/YYYY—MM/DD/YYYY)".

4. Enter optional commentsin the Remarkstext box.

5. Click the Reprint DS-2019 button. A message displays stating that the update has been
successful (the reason for reprinting the Form has been saved to SEVIS).

6. Click the Print Final DS-2019 button. A new browser window opens and the
Form DS-2019 displays using the Adobe Reader from which a copy of the Form can be sent
to adesignated printer.

Note: During the launch of Adobe Reader, a File Download window may display. To
prevent this window from displaying in the future, click in the box next to always ask before
opening thistype of file to remove the check mark. Click the Open button to view the
Form DS-2019.

7. When the Form DS-2019 displays in the Adobe Reader window, use the scroll bar on the
right side of the window to view additional pages of the Form.

8. Click the Print ( & button on the Adobe Reader toolbar. The Print window displays.

9. Ensure the name of the printer in the Name field is the printer from which the Form will
print. If it does not show the correct printer, click the down arrow to the right of the field and
select the correct printer.

10. Click OK and the Form DS-2019 will be printed on the designated printer.
11. Click the Close (XI) button on the Adobe Reader window to close the window.

Note: The Form DS-2019 must be signed in blue ink by the RO or ARO whose nameis printed
on the Form.

Note: If an EV issubject to the Two-Y ear Home-Country Physical-Presence Requirement
(Section 212(e) of the Immigration and Nationality Act and PL-94-484, as amended), the
appropriate boxes will be checked on the printed Form DS-2019.
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2.6 Exchange Visitor Information Screen—Initial Status

The Exchange Visitor Information screen provides a snapshot of the information that has been
entered on the Form DS-2019. On the left side of the screen there are links to the actions
available for EVswhoserecords arein Initial status. Exhibit 20, Exchange Visitor Information
Screen—Initial Status, is an example of the screen.

Note: Initial statusindicates that the EV and/or dependent records have been created and
submitted (saved to the SEVIS database) but the EV has not entered the United States or has not
reported to the program sponsor and has not been validated in SEVIS. Validation is the process
of updating the record to show that the EV has actually arrived at the site of activity in the
United States identified by the program sponsor and is participating in hisor her program.
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Exhibit 20: Exchange

Visitor Information Screen—Initial Status

w7 U.S. Immigration
. and Customs
Enforcement

Actions:

Ammend Program

Biographical

Information Country of Legal Permmanent,

Residence:

Ernail Address:

Social Security Murmnber:

Driver's License Mumber:
Drriver's Licensze Issue State:
Individual Taxpayer ID Murmber:

FRANCE

Category and
Subject/Field

Dependents

Financial Information
Position:

Site of Actvit Active/Initial Dependent Count: 1

Wiew:
Address

Event History
Current U.5. Address:

Addresz 2:
City: FAIRFA

Zip Code: 20108 -
Foreign Address:
Address 1:
Address Z:
City:
Country:
Prouvince/Territary:
Postal Code:

Visa Typer 3-1
Paszport Murnber:
Visa Foil Humber:
Visa Issue Date:
VWiza Izzue Post:
Part of Entry:
Date of Entry:
I-94/Admission Mumber:
Port of Departure:
[Cate of Departure:

Funding Information

Funds:

Total:

Primary Site of

Activity Site of Activity

IS ‘Whizpeting Pines Institute
Faitfax Campus

. Srnith, Jones, & Doe

Dependents

SEYIS ID Family Name

MOOOD1S0519 Beauregard

Personal Information

Cancel BV SEVIS ID: NOODO150518 Status: INITIAL

Family Mame: Beauregard Date of Last Status Change:02/20/2008
Mo Show
Se o First Hame: Bonita 212(e): Gowernment Financing
Reprint D5-2019 Middle Narne:

Suffix: f -
Walidate Program Gender: FEMALE Program Information
Participation Date of Birth: 02/19/1975 Pragrarn Nurnber: P-1-00468
City of Birth: Paris Program Sponsor: Whispering Pines Institute
Edits: Country of Birth: FRANCE Category: PROFESSOR
Country of Citizenship: FRANCE Cccupational Category:

213 - UNIVERSITY TEACHING STAFF
INCLUDING RESEARCHERS

Address 1:1 M5 Avenue

State: VIRGINIA

¥isa/PDE Information

Program Sponsor: $25,000.00
U.5. Government Agency:
International Organization:
Exchange Visitor's Government: $10,000.00
Binational Cormmission of the Exchange Visitar's Country:
All other organizations providing support:
Personal Funds: $5,000.00
$40,000.00

Student & Exchange Visitor

Information System

Get Adobe Reader

Exchange Visitor Information

Status Information

Intermational Business, Trade, and
Tax Law (LL.M., 1.5.D./5.3.D.). (NEW)
None at this ime.

Subject/Field Description:
Subject/Field Remarks:

Program Dates

Initial Program Begin Date:
IAP-E6 Mumber:

Program Begin Date;
Prograrn End Date:
Reinstaternent Program Begin Date:
Previous Prograrm End Date:
Effective Date of Transfer:
Effective Date of Caompletion:
Completion Reaszan:
Campletion Rermarks:
Effective Date of Termination:
Terrnination Reason:
Termination Rernarks:

04/08/2008
12/31/2010

X

o001

1-901 SE¥IS Fee Payment Information
Transzaction Type:
Tranzaction Date:
Transaction Amount:
Fee Payrment/Cancelation Receipt
Mumber:

Address Remarks

Y 123 Main 5t Fairfax, WA 20108 EY will beqgin her prograrn at this location,

EY will start her prograr at this location in

9867 Constitution Ave Fairfax, VA 20108
June of next year,

Status
INITIAL

Gender
MALE

First Name
Franciz

02/20/2008 (Wednesday)

Relationship
SPOUSE

The links on the Actions menu (left side of screen) provide the capability to amend the EV’s
program, validate the EV’s participation, reprint the EV's Form DS-2019, and perform other
processes on the record of an EV. The options on the Edits menu provide the capability to edit
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the EV’s and/or dependent’sdata. The menu options are discussed in detail in the following
sections.

2.6.1 Actions Menu—EYV in Initial Status
When an EV isin Initia status, the Actions menu contains the following five options:

e Amend Program
e Cancel EV
e No Show
e Reprint DS-2019
e Validate Program Participation
The following sections contain detailed instructions for using each of these options.

2.6.1.1 Amend Program (EV in Initial Status)

The Amend Program link is available to update an EV’ s program start date and/or end date in
SEVIS at any time prior to validation of the EV's program participation.

Note: If an EV will be arriving late, his or her program begin date must be amended before
validating his or her program participation.

To amend an EV’ s program, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_L ists link).

2. Click the Amend Program link on the Exchange Visitor Information Screen— nitial Status
(see Exhibit 20). The system displays the Amend Program screen, which contains summary
data for the selected EV, including the program begin and end dates.

Change the program begin and/or end date(s).
Enter an explanation in the Remar ks text box; thisisarequired field.
Click the Amend Program button to save the changes to the SEV IS database.

On the message screen, click the Print Final DS-2019 button to print an updated copy of the
Form, signit in blue ink, and provide it to the EV and dependents, if any. See Section 2.5.6,
Print a Draft or Final Form DS-2019, for printing instructions.

o g bk~ w

7. Click the Return to Exchange Visitor button to return to the Exchange Visitor Information
screen and view the new data.

2.6.1.2 Cancel Exchange Visitor (EV in Initial Status)
The Cancel EV option isavailable only whenthe EV isin Initia status. Examples of when to
use this option include:

e TheEV hasduplicate records that you wish to mark invalid—the record will remainin
the SEVIS database with a status of Invalid.
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e You havelearned that the EV is not coming to your program for reasons such as the
inability to obtain avisa, personal issues, etc.
e You have knowledge that the EV used fraudulent documentsto enroll in your program.
To cancel an EV record, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose record is being cancel ed
(perform a search for the record or usethe EV_L ists link).

2. Click the Cancel EV link on the Actions menu (left side of screen) to access the Cancel EV
screen.

Enter an explanation for the cancelation in the Remarks text box; thisisarequired field.
4. Click the Cancel EV button to complete the process. The system displays a message stating

that the EV’ srecord has been canceled; the status of the EV and any dependentsis Invalid.

Note: When an EV’srecord is canceled, the system increases the allotment of Forms DS-2019
available to the program by one.

2.6.1.3 Set EV’s Status to No Show (EV in Initial Status)

The No Show statusis used to indicate that the EV’ s program participation has not been
validated by the RO or ARO in SEVIS. When an EV’ s statusis No Show, the EV has violated
the Exchange Visitor Program regulations. This has an adverse, or negative, affect onthe EV’s
record, and on the record of each dependent of the EV. EVswith a SEVIS status of No Show
have no benefits (for example, extension, change of category, or reinstatement).

If a program sponsor receives information that a potential EV participant has entered the United
States and has not reported for participation, an RO or ARO may:

e Set the EV’sstatusto No Show.
or

e Allow SEVISto automatically change the EV’s status to No Show 30 days after the
program begin date listed in SEVIS.

The No Show option isonly available for an EV when he or sheisin Initial status.

WARNING: DO NOT use the No Show option to cancel a duplicate record or arecord that has
been issued in error. Use the Cancel EV option; otherwise, duplicate records will be canceled
automatically by the system.

To set the EV’'s SEVIS status to No Show, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_L ists link).

2. Click the No Show link on the Actions menu. The system displays the No Show screen.

. Review the datato ensure thisis the potential EV participant whose status is being changed
to No Show.
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4. |f thisisnot the correct record, click the Cancel button. Otherwise, click the No Show
button. The system displays a message stating that the record has been successfully updated.

5. Click the Return to Exchange Visitor button to view the EV’srecord. The EV and
dependents, if any, now have a status of No Show.

2.6.1.4 Reprint Form DS-2019 (EV in Initial Status)
See Section 2.5.8, Reprint a Form DS-2019, for printing instructions.

2.6.1.5 Validate Program Participation (EV in Initial Status)

When an EV arrivesin the United States to begin his or her program, the SEVIS record
(Form DS-2019) must be validated.

WARNING—PROGRAMSLESSTHAN 30 DAYSIN DURATION: If the EV’sprogramis
lessthan 30 daysin length, failure to validate the EV’s SEVIS record to indicate his or her
participation before the program end date listed in SEVIS will result in cancelation of the EV’'s
record in SEVIS. The EV’s SEVIS status will automatically change to:

e No Show if SEVIS hasreceived information that the EV entered the country through a
POE

e Invalidif SEVIS has not received information that the EV entered the United States
through a POE

WARNING—PROGRAMS GREATER THAN 30 DAYSIN DURATION: If theEV’s
program is greater than 30 days in length, failure to validate the EV’s SEVIS record to indicate
his or her participation within 30 days of the program start date listed in SEVIS will result in
cancelation of the EV’srecord in SEVIS, as stipulated in the Exchange Visitor Program
regulations. (See 22 CFR 62.70(d), Validation of Program Participation.) The EV'sSEVIS
status will automatically change to:

e No Show if SEVIS hasreceived information that the EV entered the country through a
POE

e Invalidif SEVIS has not received information that the EV entered the United States
through a POE

Note: If an EV arrives at atimethat is different from the program start date listed in SEVIS, his
or her program begin date must be amended before validating the EV’ s program participation
(see Section 2.6.1.1, Amend Program (EV in Initial Status), for instructions).

Note: Once validated, the EV’s program begin date cannot be changed. If necessary, change the
EV’ s begin date by amending his or her program (see Section 2.6.1.1, Amend Program (EV in
Initial Status), for instructions). Then, validate the EV’ s program participation.

To validate an EV’ s program participation, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose program participation is
being validated (perform a search for the record or use the EV_L ists link).
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2. Click the Validate Program Participation link on the Actions menu (left side of screen) to
access the Validate Program screen. Exhibit 21, Validate Program Screen, is an example of
this screen.

Exhibit 21: Validate Program Screen

us. Immigra,ti, f .
and Customs P i, ¥ Student & Exchange Visitor
Enforcement . v 4 Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Program Number: P-1-00468

¥alidate Program
Required fields are marked with an asterisk {*).

Farnily Narme: Beauregard
Suffizx:
Crate of Birth: 02/19/1975
Country of Birth: FRANCE
Country of Legal Perrmanent Residence: FRANCE

Status: INITIAL

Program Murmber: P-1-00468

Position: 213 - UNIVERSITY TEACHING STAFF INCLUDING RESEARCHERS

Occupational Categary:

Subject/Fiald Remarks: None at this ime.

IAP-E& Murnber:

Prograrm End Date: 12/31/2010

Previous Program End Date:

Pazzport Mumber:

Viza [ssue Date:

ort of Entry:

I-94/Adrmission Murmber:

Date of Departure:

123 Main 5t

FAIRFAR

WIRGIMIA

fzo105 fosor.

2.  Passport Number: |

4. Passport Expiration Date: I (MM/DD/YYTY)

6. Post/County of Wisa Issuance: I ;I

&. Visa Issue Date: I (MM/DD/YYYY)

10. Portof Entry: | =1

02/20/2008 (Wednasday)
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3. Review the EV’sdata. The system displaysthe U.S. address currently in SEVIS. Update the
current U.S. address (residence) for the EV (22 CFR 62.79(d), Sanctions), if necessary.

Note: When entering data for secondary students (high school students), enter the name of
the host family in the Address 1 field and enter the street address for this residence in the
Address 2 field. For an au pair, enter the host family’s name and address.

Note: Check the program begin date for the EV to make sure that it isavalid date and that it
accurately reflects the original program begin date for the EV. If the program begin dateis
incorrect, make the necessary adjustments using the Amend Program link on the Exchange
Visitor Information screen; do not continue with the validation process.

4. Passport, visa, and POE information may be received from other systems. However, if the
fields are not filled in, the following data may be entered, if available:

Passport Number

Passport Issuing Country
Passport Expiration Date
Visa Number

Post/Country of Visalssuance
Visa Expiration Date
Visalssue Date

Admission Number

Port of Entry

Date of Entry

5. Click one of the following buttons:

Validate Program The system will display the Listing of Programs screen. The SEVIS

status of the EV and dependents, if any, is Active. Thereisno need to
print anew Form for the EV and/or dependent unless the Form has
been lost, stolen, or damaged.

Note: The current U.S. address (wherethe EV will reside) is
collected in SEVIS but does not print on the Form DS-2019.
Therefore, do not print anew Form for the EV at thistime. When the
Form DS-2019 is printed from SEVIS, the address of the primary site
of activity entered in SEVIS for the EV will print in the U.S. Address
section of the Form.

Reset Values Click this button to return all unsaved entries to the previous values.

Cance

Click this button to return to the Exchange Visitor Information screen
without validating the EV’ s program participation.

Print Draft DS-2019 | Thereis no need to use this button.
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2.6.2 Edits Menu—EV in Initial Status
Prior to receipt of visainformation for an EV, the Edits menu will contain the following options:

e Biographical Information

e Category and Subject/Field
e Dependents

e Financial Information

e Siteof Activity
The following sections provide detailed instructions for using these options.

2.6.2.1 Edit Category and Subject/Field (EV in Initial Status)

The Category and Subject/Field option isonly available when the EV isin Initial status. This
option is used to modify the EV’ s category and/or subject/field of study prior to the EV
obtaining avisa.

Note: Under Regulation 8 CFR 214.5, an EV from a country on the restricted country list may
not engage in or seek to obtain training in aviation maintenance, flight operations, or
nuclear-related studies or training. Therefore, you may not create or update an EV'’ s personal or
program information as follows:

e [fan EV’'sCOB or COC ison therestricted country list, you may not select or update his
or her field of study to training in aviation maintenance, flight operations, or
nuclear-related studies or training.

e |f an EV’'sfield of study isin aviation maintenance, flight operations, or nuclear-related
studies or training, you may not select or update his or her COB or COC to a country that
ison the restricted country list.

To modify these data, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose information is being
changed (perform a search for the record or use the EV_Lists link).

2. Click the Category and Subject/Field link on the Edits menu. Exhibit 22, Category and
Subject/Field Screen, is an example of the screen that displays.
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Exhibit 22: Category and Subject/Field Screen

= —
l M student & Exchange Visitor EVI
L Ay, Information System

Get Adobe Reader

Ry US. Immigratio
@ and Customs
\

S Enforcement

Main | Help | Tutorial | Logout
Message Board | Change Password

Category and Subject/Field

Required fields are marked with an asterisk (*).

SEVIS ID: NODDD149661
Farnily Marne: Sanyo
First Mame: Yuki
Suffix:
Gender: FEMALE
Crate of Birth: 02/15/1987
City of Birth: y
Country of Birth: JAPAN
Country of Citizenship: JAPAN
Country of Legal Permanent Residence: JAPAN
Ernail Addrezs: yuki.sanyo@hotmail.com
Status: INITIAL
Active/Initial Dependent Count: 0
Prograrn Murnber: P-1-00468
Program Sponsor: Whispering Pines Institute
Position: 613 - ELECTRONIC MEDIA TECHNICIAN
Category: SPECIALIST
Cccupational Category:
Subject/Field Description: Communications Technology /Technician (NEW)
Subject/Field Remarks: None.
Initial Prograrm Begin Date:
IAP-66 Mumber:
Program Begin Date: 03/04/2008
Program End Date: 12/31/2008
Reinstaternent Program Begin Date:
Previous Program End Date:
Wisa Type: J-1
Passport Hurnber:
Visa Fail Mumber:
Visa Issue Date:
Visa [ssue Post:
Port of Entry:
Date of Entry:
I-94/Adrniszion Mumber:
Part of Departure;
Date of Departure:

1. * Exchange Visitor
Category:

2. * Dccupational Category: Mot Applicable
3. *Subject/Field
Description:

4. *Subject/Field Remarks: The textmay be buncated on the printed Form DS-2010if it is longer than the

available space. However, you will be able to view the entire textin SEVIS.

Enter an explanation for this update in thiz ;I

text box, LI

Submit Reset Values | Cancel|

| spECIALIST =l

Cornrmunications Technologw Technican (NEw) _Select

02/20/2008 (Wednesday)

3. Tochangethe EV’s category, select an option from the Exchange Visitor Category
drop-down list.

4. To changethe EV’s occupational category, select an option from the drop-down list. This
option isavailable for EVs participating in Training and Internship programs only.

5. To changethe EV’sfield of study, perform the following:
a. Click the Select button to display the Select Subject Code screen.
b. Make aselection from the Category drop-down list.

c. Click the Search button to view the list of subjects associated with the category
selected. Exhibit 23, Select Subject Code Screen, is an example of the screen that

displays.
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Exhibit 23: Select Subject Code Screen

= —
ST &N Student & Exchange Visitor

| Information System EVIS
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

Select Subject Code

Select a category and click "Search” to display related subjects /fields. Then click on the visitor's subject/ffield in the list

[ -
R y US, Immigration e
@ and Customs

Sy Enforcement

displayed.
Category :I COMMUNICATIONS TECHMOLOGIES/TECHNICIANS AND SUPPORT SERWVICES ;I
’ SubjectsfFields
10,0304 An| natlon Interactlue Technologl,l Wideo Graphlcs and Special Effects (MEW)
10,0229 Aufliovizua | Cornrmunications Technologies/Technicians, Other (MEW)
10,2939 Cofhmunications Technologles;’Technlclans and Support Services, Other [MEW)
10,0105 Cofhmunications Technology/Technician [MEW)
10,0308 ol wputar Tl,lpographl,l and Composltlon Equipment Operator
10,0301 Gribhic Communications, Genera 1 (MEW)
10,0299 Gribhic Communications, Other [MEW)
10,0205 Gr@bhic and Printing Equiprnent Operator, General Production
i0.0201 Phtographic and Film/Video Technology/Technician and Assistant
10,0306 Plfemaker Imager
10,0303 Prabress/Desktop Publishing and Digital Imaging Design
10,0302 priffting Managernent (MEW)
10,0307 Prijfgting Press Operator
10,0202 Fzflic and Television Broadcasting Technology/Technician
i 10,0203 Ri ording Arts Technology/Technician [MEW)

02/20/2008 (Wednesday)

d. Find the subject that most closely matches the EV’sfield of study and click its code,
at the left end of the row. The screen automatically returns to the Category and
Subject/Field screen and the final selection is displayed. If necessary, repeat Step 5
to change the subject/field of study.

6. Enter an explanation in the Subject/Field Remarkstext box; thisisarequired field. Do
not use hard returns (that is, do not press the Enter key) when entering text; doing so
may make the text wrap and print in Section 5 of the Form DS-2019. Exhibit 14 isan
example of how the text may print when hard returns are used.

Note: The text may be shortened on the printed Form DS-2019 if it islonger than the
available space. However, the entire text can be viewed in SEVIS.

7. Click the Submit button. A message displays stating that the EV’ s record has been
successfully updated.

8. On the message screen, click the Print Final DS-2019 button to print a new Form, sign it
in blueink, and provide it to the EV and dependents, if any. (See Section 2.5.6, Print a
Draft or Final Form DS-2019, for printing instructions.)

Note: Thefollowing will print in the “ Purpose of the Form” section of the Form, “Begin
New Program — Category/Subject/Field Modified.”

2.6.2.2 Edit Biographical Information and U.S. Address (EV in Initial Status)
The Biographical Information option provides access to the Edit Biographical Information
screen for the selected EV, which is used to modify biographical dataand/or U.S. address. In
accordance with the regulations (22 CFR 62.70(b), SEVIS Reporting Requirements), an RO or
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ARO must update the actual and current U.S. address information within 21 days of being
notified by a participant of achange in hisor her address.

Note: The Biographical Information option is not available after a visa has been issued to the
EV. To edit the biographical data after the EV has obtained avisaand is still in Initial status,
you must wait until the EV arrivesin the United States and has his or her program participation
validated in SEVIS.

To edit the EV’ s biographical information, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose information is being
changed (perform a search for the record or use the EV_Listslink).

2. Click the Biographical Information link on the Edits menu. The Biographical Information
screen displays.

3. Make the necessary updates to the EV'’ s biographical information. For detailed instructions
on how to compl ete this screen, see Section 2.5.1, Complete Page 1 of the Form DS-2019—
Personal Information.

Note: Under Regulation 8 CFR 214.5, an EV from a country on the restricted country list
may not engage in or seek to obtain training in aviation maintenance, flight operations, or
nuclear-related studies or training. Therefore, you may not create or update an EV’ s personal
or program information as follows:

e |f an EV'sCOB or COC ison the restricted country list, you may not select or update

his or her field of study to training in aviation maintenance, flight operations, or
nuclear-related studies or training.

e If an EV’'sfield of study isin aviation maintenance, flight operations, or
nuclear-related studies or training, you may not select or update his or her COB or
COC to acountry that is on the restricted country list.

4. Click the Update Information button to save the changes. The system displays a message
stating that the record has been successfully updated.

5. Click the Print Final DS-2019 button to print anew Form, sign it in blueink, and provide it
to the EV and dependents, if any. See Section 2.5.6, Print a Draft or Final Form DS-2019,
for printing instructions.

Note: If the EV'sSEVISrecordisin Initial status and the EV has not obtained a visa, when
biographical data are updated, the purpose that will print on the Form will be, “Begin New
Program—Biographical Information Modified.”

2.6.2.3 Add/Edit Dependent Data

The Dependents link on the Exchange Visitor Information screen for an EV in Initial or Active
status provides the capability to make the following additions, corrections, and/or updates to
dependent records:

e Add dependents
e Edit dependent data
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e Reprint the dependent’s Form DS-2019

e |ndicate that the dependent isa“no show”
The following sections contain detailed instructions for completing each of these processes.

2.6.2.3.1 ADD DEPENDENT (EV IN INITIAL OR ACTIVE STATUS)

Dependents can be added to an EV’ s record when the EV’s SEVIS statusis Initial. However,
the Add Dependent option is not available after avisa has beenissued tothe EV. To add a
dependent after the EV has obtained avisaand is still in Initial status, you must wait until the EV
arrivesin the United States and has his or her program participation validated in SEVIS. The
dependent will have to travel to the United States later to join the EV.

Note: If both a husband and wife are entering the United States on J-1 visas, add the dependent
child’ sinformation to only one SEVIS record (Form DS-2019). Do not add the dependent
child’ sinformation to both parents’ records/Forms. Doing so will give the dependent child two
SEVIS records.

To add a dependent to the record of an EV who is currently in Initial status, perform the
following:

1. Accessthe Exchange Visitor Information screen for the EV whose information is being
updated (perform a search for the record or usethe EV_Lists link).

2. Click the Dependents link on the Edits menu. The system displays the Exchange Visitor
Dependents Menu screen.

3. Click the Add Dependent link near the bottom of the screen. The system displays the
Exchange Visitor Information—Add Dependent screen.

4. To complete this screen, enter the following data (an asterisk (*) precedes the fields that must
be completed):

Field Description/Explanation

1. * Family Name Enter the surname or last name of the dependent. If the
dependent has only one name, enter it in thisfield.
Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National 1D card.

2. First Name Enter the first name of the dependent. Leavethisfield
blank if the dependent has only one name.

Note: Eventhough thisisnot arequired field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National 1D card.
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Field Description/Explanation

3. Middle Name Enter the middle name of the dependent. Leavethis
field blank if the dependent has no middle name, or the
middle name is unknown.

Note: Eventhough thisisnot arequired field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National 1D card.

4. Suffix Select atitle, such as Junior, that may display at the end
of a person’s name.

5. * Dateof Birth Enter the dependent’ s date of birthin MM/DD/YYYY
format.

6. * Gender Select the dependent’ s gender, male or female.

7. * Relationship Select Spouse or Child. A dependent child must be
younger than 21 years of age.

8. * City of Birth Enter the unabbreviated name of the city where the
dependent was born.

9. * Country of Birth Select the country in which the dependent was born.

Note: United States may be selected as the COB if the
dependent was born to aforeign diplomat or is an
expatriate. If the person was born in the United States
or aU.S. territory, perform the following:

1. Complete the Country of Birth field.

2. Select an option from the If the United Statesor U.S.
Territory is chosen... drop-down list.

10. * Country of Citizenship Select the country in which the dependent maintains
citizenship.
11.* Country of L egal Select the country in which the dependent isan LPR.
Permanent Residence For most dependent applicants, the country of legal

permanent residence will be the same as the COC.
Some applicants, however, will be permanent residents
of other countries. Note the difference between
permanent and temporary residence. For example, a
French citizen who isteaching in Italy on a 1-year
contract, and making application for a Jvisafrom Italy,
would not be considered an LPR of Italy.

12. Email Address Enter an email address for the dependent. Completion
of thisfield is optional.

13. Social Security Number Enter the dependent’ s Social Security number.
Completion of thisfield is optional.

14. Driver’s License Number Enter the dependent’ s driver’s license number assigned
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Field

Description/Explanation

by the state that issued the license. Completion of this
field is optional.

15. Driver’sLicense | ssue State Select the state that issued the driver’s license to the

dependent, if applicable. Completion of thisfield is

optional.
16. Individual Taxpayer 1D Enter the taxpayer 1D for a dependent who is employed
Number or has such an ID. Completion of thisfield isoptional.
5. Click one of the following buttons:
Add Dependent Click this button to complete the process. A message displays stating
that the dependent has been successfully added.
Click the Print Final DS-2019 button to print the dependent’ s Form.
See Section 2.5.6, Print a Draft or Final Form DS-2019, for
instructions.
Reset Values Click this button to return al unsaved entries to the previous values.
Cancel Click this button to return to the Exchange Visitor Dependents Menu
screen without adding a dependent.
2.6.2.3.2 EDIT DEPENDENT DATA (DEPENDENT IN INITIAL OR ACTIVE STATUS)

Dependent biographical information can be updated while the EV’s SEVIS statusis Initial or
Active. However, whenthe EV isin Initial status, the Edit Dependent option is not available
after avisa has been issued to the EV. To edit a dependent’ s data after the EV has obtained a
visaand is still in Initial status, you must wait until the EV arrivesin the United States and has
his or her program participation validated in SEVIS.

To edit the dependent’ s biographical data, perform the following:

Access the Exchange Visitor Information screen for the EV whose dependent’ s information
is being changed (perform a search for the record or usethe EV_L istslink).

1.

Click the Dependents link on the Edits menu. The system displays the Exchange Visitor
Dependents Menu screen.

Click the dependent’s SEVIS ID link (for example, N1234567890) to access the Exchange
Visitor Information—Dependent Information screen.

Click the Edit link on the Actions menu to display the Exchange Visitor Information—Edit

Dependent screen.

Scroll to the Edit Dependent section of the screen and make the necessary changes to the
screen. See Section 2.5.3, Complete Page 3 of the Form DS-2019—Dependent Information,
for detailed instructions on completing the fields on this screen.

Click one of the following buttons:

Submit Edit

Click this button to complete the process. The system displays a
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message stating that the update to the dependent’ s data has been
successfully saved to SEVIS.

Note: Click the Print Final DS-2019 button on the message screen to
print a copy of the dependent’s Form. See Section 2.5.6, Print a Draft
or Final Form DS-2019, for instructions.

Reset Values Click this button to return al unsaved entries to the previous values.

Cancel Click this button to return to the Exchange Visitor Dependents Menu

screen without updating the dependent’ s data.

2.6.2.3.3 REPRINT FORM DS-2019 FOR A DEPENDENT IN INITIAL STATUS

When a dependent isin Initial status, his or her Form DS-2019 can be reprinted for the following
reasons:

e Permit EV’s (count) dependents to enter United States separately (where “count” isthe
number of dependents for the selected EV).

e Begin new program; accompanied by number (count) of immediate family members
(where “count” is the number of dependents for the selected EV).

e Other—Text that is entered in the If Other, Please Comment text box printsin the
“Purpose of the Form” section of the Form DS-2019.

Note: If Adobe Reader Version 5.0 or higher is not installed on the computer being used, see
Appendix B, Download the Latest Version of Adobe Reader, for instructions.

To reprint the Form for a dependent, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose dependent’s Form is being
reprinted (perform a search for the record or use the EV_L istslink).

Click the Dependents link on the Edits menu. The system displays the Exchange Visitor
Dependents Menu screen.

Click the dependent’s SEVISID link (for example, N1234567890) to access the Exchange
Visitor |nformation—Dependent I nformation screen.

4. Click the Reprint DS-2019 link on the Actions menu to display the Reprint DS-2019 screen.
5. Select areprint reason from the drop-down list. If Other is selected, provide an explanation

in the text box provided.

Click the Reprint DS-2019 button. A message displays stating that the update has been
successful (the reason for reprinting the Form has been saved to SEVIS). The reprint reason
selected will print on the Form.

Click the Print Final DS-2019 button on the message screen to print anew Form. See
Section 2.5.6, Pint a Draft or Final Form DS-2019, for detailed printing instructions.

69
April 18, 2008




User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVISVersion 5.8: Volume Il Form DS-2019

2.6.2.34 SET DEPENDENT’S STATUS TO NO SHOW (EV IN INITIAL STATUS)

The status of the dependent can be set to No Show separately from the EV. When a dependent’s
status is No Show, the dependent has violated the Exchange Visitor Program regulations. This
has an adverse, or negative, affect on the dependent’ s record.

Note: Setting a dependent’ s status to No Show has no affect on the EV’ s record.

To change a dependent’ s status to No Show, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose dependent is being
marked as “no show” (perform a search for the record or use the EV_L ists link).

2. Click the Dependents link on the Edits menu. The system displays the Exchange Visitor
Dependents Menu screen.

3. Click the dependent’s SEVISID link (for example, N1234567890) to access the Exchange
Visitor Information—Dependent Information screen.

4. Click the No Show link on the Actions menu to display the No Show screen.

5. Review the datato ensure that thisis the dependent whose status is being changed to No
Show.

6. Click the No Show button. The system displays the Exchange Visitor Dependents Menu
screen and the dependent’ s status is No Show.

2.6.2.4 Edit Financial Information (EV in Initial Status)

An EV’sfinancial information can be edited when the EV isin Initial status. However, the
Financial Information option is not available after a visa has been issued to the EV. To edit
financial data after the EV has obtained avisaand is still in Initial status, you must wait until the
EV arrivesin the United States and has his or her program participation validated in SEVIS.

To edit an EV’sfinancial datawhilethe EV isin Initial status, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose data are being updated
(perform a search for the record or usethe EV_L ists link).

2. Click the Einancial Information link on the Edits menu. The system displays the Edit
Financial Information screen.

3. Make the necessary updates. See Section 2.5.4, Complete Page 4 of the Form DS-2019—
Financial Information, for a detailed description of each field and/or section on the screen.

Note: Financial data should reflect the amount of financial support provided to the EV for
the duration of hisor her program shown on all Forms DS-2019.

4. Click the Update Information button. A message displays stating that the data have been
successfully updated.
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2.6.2.5 Edit Site of Activity (EV in Initial Status)

An EV’sdite of activity information can be edited when the EV isin Initial status. However, the
Site of Activity option is not available after a visa has been issued to the EV. To edit asite of
activity after the EV has obtained avisaand isstill in Initial status, you must wait until the EV
arrivesin the United States and has his or her program participation validated in SEVIS.

To edit the site of activity information for an EV in Initia status, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose data are being updated
(perform a search for the record or usethe EV_L ists link).

2. Click the Site of Activity link on the Edits menu. The system displays the Ste of Activity
Menu screen.

3. Click the Edit link for the Site of Activity listed near the bottom of the screen. The
Exchange Visitor Information—Edit Ste of Activity screen displays.

4. Make the necessary changes to the name and address for the site of activity.

5. Click the Update Site of Activity button. A message displays stating that the data have been
successfully updated in SEVIS.

6. If the updated site of activity isthe primary site of activity, print a copy of the
Form DS-2019, signit in blueink, and provideit to the EV and dependents, if any. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing instructions.

2.6.2.6 Add Site of Activity (EV in Initial Status)

When an EV isin Initial status, sites of activity can be added to his or her Form DS-2019.
However, the Site of Activity option isnot available after avisa has been issued to the EV. To
add a site of activity after the EV has obtained avisaand is still in Initial status, you must wait
until the EV arrivesin the United States and has his or her program participation validated in
SEVIS.

All EVs must have at |east one site of activity. However, multiple sites of activity may be added
foran EV. To add asite of activity, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV for whom a site of activity is
being added (perform a search for the record or use the EV_L ists link).

2. Click the Site of Activity link on the Edits menu. The system displays the Ste of Activity
Menu screen.

3. Click the Add Site of Activity link near the bottom of the screen. The Add Site of Activity
screen displays.
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4. Below isabrief description or explanation of the fields on this screen. An asterisk (*)
precedes the fields that must be updated. To complete this screen, enter/modify the
following data:

Field

Description/Explanation

1. * Siteof Activity

Enter the name of the place where an EV will participate
in hisor her program.

Note: For an au pair, enter the host family’s name. For
secondary students (high school students), enter the
name of the high schooal.

2. * Siteof Activity Address Enter the physical location of the site. Do not include a

post office box number in this address. For an au pair,
enter the host family’ s address. For secondary students
(high school students), enter the address of the high
school.

Note: The addressthat printsin the U.S. Address
section of the Form DS-2019 isthe EV’ s primary site of
activity address. Therefore, if the EV has multiple sites
of activity, the site selected by the RO or ARO asthe
primary site of activity (the Primary Site of Activity
radio button is selected) will be the one that prints on the
Form DS-2019.

3. Remarks

Enter optional comments.

5.

Click one of the following buttons:

Add Site of Activity

Click this button to save the data entered for thisEV. A message
displays stating that the data have been successfully saved to SEVIS.
On the message screen, if datafor the primary site of activity have
been updated, click the Print Final DS-2019 button to print the Form
and provideit to the EV and dependents, if any. See Section 2.5.6,
Print a Draft or Final Form DS-2019, for printing instructions.
Otherwise, click the Return to Exchange Visitor button to view the
Exchange Visitor Information screen; some of the information for the
site that has been added will be included below the EV’sinformation.
Note: Multiple sites of activity can be added for an EV; follow the
procedures above to add other sites of activity.

Reset Values

Click this button to clear all entries on the screen.

Cance

Click this button to return to the previous page without adding a site
of activity.
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2.6.2.7 Change Primary Site of Activity (EV in Initial Status)

The U.S. address that prints on the EV’s Form DS-2019 is the primary site of activity address.
When an EV has more than one site of activity, the primary site of activity can be changed.

To change the EV’ s primary site of activity, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink).

2. Click the Site of Activity link on the Edits menu. The Ste of Activity Menu screen displays.

3. Click the radio button to the left of the primary site of activity.

4. Click the Change Primary Site of Activity button. A message displays stating that the
primary site of activity has been changed.

5. Click the Print Final DS-2019 button on the message screen to print an updated copy of the
Form, signit in blue ink, and provide it to the EV and dependents, if any. (See Section 2.5.6,
Print a Draft of Final Form DS-2019, for printing instructions.) Otherwise, click the Return
to Exchange Visitor button to return to the Exchange Visitor Information screen.

Note: The addressfor the EV’sprimary site of activity will print in the U.S. Addr ess section of
the Form DS-2019.

2.6.2.8 Delete Site of Activity (EV in Initial Status)

All EVs must have at |east one site of activity. However, if an EV has multiple sites of activity,
the EV’'s SEVIS statusis Initial, and the EV has not obtained a visa, sites of activity can be
deleted.

To delete a site of activity, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_L istslink).

2. Click the Site of Activity link on the Edits menu. The Ste of Activity Menu screen displays.

3. Click the Delete link in the Commands column for the site of activity that is being deleted.
The Delete Ste of Activity screen displays.

Note: The primary site of activity cannot be deleted. |f necessary, change the primary site
of activity, and then continue with the deletion process.

Review the data to ensure that this is the correct site of activity.

5. Click the Delete Site of Activity button to complete the process. A message displays stating
that the deletion has been successful.

6. If necessary, click the Print Final DS-2019 button to print the Form, sign it in blue ink, and
provide a copy to the EV and dependents, if any.
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Note: The addressthat printsin the U.S. Address section of the Form DS-2019 isthe EV'’s
primary site of activity address. If the EV has multiple sites of activity, the address for the
selected site (the radio button is selected) will print on the Form DS-2019.
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2.7 Exchange Visitor Information Screen—Active Status

The Exchange Visitor Information screen provides a snapshot of the information that has been
entered on the Form DS-2019. On the left side of the screen are links to the actions, edits, and
transfer possibilities appropriate to the EV’ s current status. Exhibit 24, Exchange Visitor
Information Screen—Active Status, is an example of the screen.

Exhibit 24: Exchange Visitor Information Screen—Active Status

—
U.S, Immigration S W al w .
and Customs n | I Student & Exchange ¥isitor
Enforcement £ R Sy Information System
Message Board | Change Password Get Adobe Reader
Actions: Exchange Visitor Infermation
Change of Cateqory
Request Personal Information Status Information
_ SEVIS ID: NOODO150518 Status: ACTIVE
ECarract Minor or Farnily Marme: Beauragard Date of Last Status Change:02/21/2008
Technical Infraction First Harne: Bonita 212(=):Government Financing
Correct SEVIS Status ekl gz;f";
Create Out OF Gender; FEMALE Program Information
Countre Date of Birth: 02/19/1975 Program Number; P-1-00468
ey City of Birth: Paris Program Sponsori Whispering Pines Institute
End Prograrm for EV Country of Birth: FRANCE Category: PROFESSOR
Evtansion within th Country of Citizenship: FRANCE Occupational Category: Intermational Busi Tead "
stension within the CaNnE & Lops) Pommemem ) . . Interational Business, Trade, an.
ma m duration of ¢ I e =" FRANCE SubjectField Description: ) 00 (LL.M., 1.5.D./5.3.D.). (NEW)
participation Ernail Address: Subject/Field Remarks Mone at this time.
Feprint D5-2015 Social Security Number:
RERNNE Uemelds Driver's License Number: ERERTED BEmE
Shorten Program for Driver's License Issue State: — - :
B Individual Taxpayer ID Mumber: Initial Program Begin Date:
= Position: 213 - UNIVERSITY TEACHING STAFF IAP-EE Humber:
Terrinste BV ! INCLUDING RESEARCHERS Program Begin Date: 04/08/2008
active/Initial Depandent Count: 1 Program End Date) 12/31/2010
Edits: Feinstatement Program Begin Date:
Pravious Pragram End Date:
Biographical Address Effective Date of Transfar:
Information Current U.5. Address: Effectiva Date of Complation:
o dent Address 1:123 Main St. Completion Reasan:
ependants Addrese 2: Completion Remarks:
Financial Information City:FAIRFAX Effective Date of Termination:
- State:VIRGINIA Termination Reazon:
Site of Adtivity Zip Code:20108 - 0001 Tetrnination Remarks:
Foreign Address:
Subject/Field Address 11
Address 2t I-901 SEY¥IS Fee Payment Information
Transfer: Cityr Transaction Tupe:
Transaction Date:
Country:
SEVIS to SEVIS g i Transaction Amount:
Transfer rouince/Territary: ; i
Postal Code: Fee Payment/Cancelation Receipt
View: Murnber:
Event History Yisa/POE Information
Visa Typa: J-1
Passport Humnber:
Wiza Foil Humber:
Visa Issue Date:
Visa Issue Post:
Part of Entry:
Date of Entry:
1-34/Adrmission Number:
Port of Departure:
Date of Departure:
Funding Information
Funds:
Program Sponsar: $25,000.00
IL.5. Government Agency:
International Organization:
Exchange Visitor's Government: $10,000.00
Binationsl Cornmission of the Exchange Wisitor's Country:
All other organizations providing support:
Personal Funds: $5,000.00
Total: $40,000.00
Prlr_na_ry Site of Site of Activity Address Remarks
Activity
o x?:::glii‘a:s Insttutes 403 Main St Fairfax, VA 20108 EY will begin her program at this location.
o Srnith, Jones, & Dos 9867 Constitution Ave Faifax, VA 20108 (B8 il s [z iospen S5 i leeiem i
June of next year
Dependents
SEYIS ID Family Name First Name Relationship Gender Status
NODO0150513 Beauregard Francis SPOUSE MALE ACTIVE
02/25/2008 (Monday)
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The following sections provide information about each of the options on the Actions, Edit,
Employment (available for college/university students only), Transfer, and View menus.

2.7.1 Actions Menu—EV in Active Status

The optiong/links on the Actions menu provide access to the following processes, which are
listed in aphabetical order:

Cancel Change of Category Request—Only available if a Change of Category Request
has been submitted to, but not processed by, DoS.

Cancel Extension Beyond the Maximum Duration of Participation Request—Only
available if an Extension Beyond the Maximum Duration of Participation Request has
been submitted to, but not processed by, DoS.

Cancel Out of Country—Only available if a professor or research scholar EV has been
identified by the RO or ARO as currently participating in his or her program while
outside the United States and the out of country end date has not been reached.

Cancel Reinstatement — Update SEV IS Status Request—Only availableif a
Reinstatement — Update SEV IS Status request has been submitted to, but not processed
by, DoS. See Section 2.10, SEVIS Correction Procedures, for instructions.

Change of Category
Correct Minor and Technical Infraction
Correct SEVIS Status—See Section 2.10, SEVIS Correction Procedures, for instructions.

Create Out of Country—Should only be used to identify a professor or research scholar
EV who is continuing to participate in the program activity for which he or she has been
sponsored and who is currently in the United States; the EV is not outside the country.

End Program for Exchange Visitor

Extension Beyond the Maximum Duration of Participation
Extension Within the Maximum Duration of Participation
Matriculation—Only available for college and university students.

Reinstatement — Update SEVIS Status—See Section 2.10, SEVIS Correction Procedures,
for instructions.

Reprint Form DS-2019
Shorten Program for Exchange Visitor

Terminate Exchange Visitor

The following sections provide detailed instructions for the options listed above except for the
Correct SEVIS Status, Reinstatement — Update SEVIS Status, and Cancel Reinstatement —
Update SEVIS Status options. See Section 2.10, SEVIS Correction Procedures, for detailed
instructions for these processes.
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2.7.1.1 Change of Category Request (EV in Active Status)

A change of category request for an EV may be submitted to DoS. Any change must be clearly
consistent with and closely related to the participant’s original exchange objective and necessary
due to unusual or exceptional circumstances. (See Appendix E, Exchange Visitor Categories, for
alist and explanation of all categories.) DoS must review and approve this request.

Note: The change of category request, a copy of the Pay.gov confirmation page showing
payment of the required non-refundable fee (22 CFR 62.17, Fees and Charges), and all
supporting documentation must be submitted to DoS prior to the EV’ s program end date so that
the EV does not fall out of status.

To request a change of category for an EV, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose request is being processed
(perform a search for the record or usethe EV_Listslink).

2. Click the Change of Category Request link on the Actions menu. The Change of Category
Request screen displays. It contains summary information for the selected EV, and the lower
half of the screen is used to make the change of category request. Exhibit 25, Change of
Category Request Screen, is an example of the screen.
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Exhibit 25: Change of Category Request Screen

US, Immigratiok
Cnsmgn‘-ua

- Student & Exchange Visitor
Enforcement Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Change of Category Request

Required fields are marked with an asterisk (*).

Farnily Mame: Sawyer

Suffix:

Date of Birth: 09/10/1980

Country of Birthi UNITED KINGDOM

Country of Legal Permanent Residence: UNITED KINGDOM

Status: ACTIVE

Program Number: P-1-00463

242 - SPECIAL SCHOOL, INSTITUTE, OR VOCATIONAL TEACHER OR
Position: ro el

Qccupational Category:

Subject/Field Rermarks: None

IAP-6€ Hurmnber:

Program End Date: 12/31/2009

Previous Program End Date:

Passport Humber:

Viza Issue Date:

Part of Entry:

I-94fAdmission Nurnber:

Date of Departure:

- -
1.* Exchange Visitor PROFESSOR
Category:

3. *Subject,/Field
Description:

Radio and Television Broadcasting Technology/Technician -

l

5. Program Begin Date [ozfisizone | (MmipDavYrY)

~
£
3
B
+

fros =]

9.* Financial support from organizations other than the sponsor will be provided by ane or more of the following:

HATIONAL ENDOWMENT FOR THE HUMANITIES

Select One

Internstionsl Organization(=): [max of 2]

[select Cne = ]

If OTHER is selected, enter the name of the Organization or Agency below,

|select One | 1

If OTHER is selected, enter the name of the Organization or Agency below.

The Binstional Commission of the Exchange Visitor's Country: i

Personal funds:

§ |soo
[submit || Resetvales | | Cancel |

02/25/2008 (Monday)
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3. Belowisalist with abrief description or explanation for the fields and sections on this
screen. An asterisk (*) precedes the fields and sections that must be completed. Enter the

following data:

Field/Section

Description/Explanation

1.

* Exchange Visitor Category

Select the J visa participant category for the EV.
The options available on the drop-down list relate
to those authorized for your organization by DoS.

2.

* Occupational Category

The datain thisfield cannot be changed.

3.

* Subject/Field Description

To change the current subject/field description,
perform the following:

1. Click the Select button to display the Select
Subject Code screen and make a selection from
the Category drop-down list.

2. Click the Sear ch button to view the list of
subjects/fields for the selected category. Find
the subject that most closely matchesthe EV’'s
field of study and click its code, at the left end
of therow. The system automatically returns
to the Change of Category Request screen and
the final selection is displayed.

Note: If necessary, click the Select button to

delete this information and repeat Steps 1 and 2 to
make another selection.

4.

* Subject/Field Remarks

Enter additional remarks regarding the EV’s
program while in the United States or enter
“None.” Do not use hard returns (that is, do not
press the Enter key) when entering text; doing so
may make the text wrap and print in Section 5 of
the Form DS-2019. Exhibit 14 is an example of
how the text may print when hard returns are used.
Note: The text may be shortened on the printed
Form DS-2019 if it islonger than the available
space. However, the entire text can be viewed in
SEVIS.

5.

* Program Begin Date

Enter the date, determined by the program
sponsor, on which the EV’ s participation in the
new category will begin. It must be entered in
MM/DD/YYYY format.

6.

* Program End Date

Enter the date, determined by the program
sponsor, on which an EV’ s participation in the
new category will end. It must be entered in
MM/DD/YYYY format.

The end date, in combination with the begin date,
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Field/Section

Description/Explanation

must:

e Beequal to or greater than the minimum
duration of participation

and

e Cannot exceed the maximum duration of
participation for the EV’s selected
category, as identified in the Exchange
Visitor Program regulations or the program
sponsor’ s designation.

See Attachment B, DoS Maximum and Minimum
Duration of Participation Rules, for guidance.

7. Remarks

Enter optional comments.

8. Duringtheperiod covered by this
program, thetotal estimated

financial support (in U.S. dollars) is

to be provided to the exchange
visitor by:

Note: The EV must have at least one source of
funding listed in Sections 8 and/or 9 of the
Financial Information screen.

Enter the following information as applicable.

Current Program Sponsor

If applicable, enter the amount, in U.S. dollars,
that the program sponsor will contribute to the EV.

* This program sponsor has/has
not received funding for
international exchange from one or

more U.S. Government Agency(ies)

to support thisexchangevisitor. If
any U.S. Government Agency(ies)
provided funding, indicatethe
Agency(ies) by code below.

Select has or has not to indicate whether the EV
has received direct or indirect funding from U.S.
Government agencies. Thisisarequired field.

e Direct Funding—Financed in wholeor in
part by the U.S. Government or the EV’s
government with funds contributed directly
to the EV in connection with his or her
participation in an Exchange Visitor
Program.

e Indirect Funding—Financed by one of
the following:

— Aninternational organization with
funds contributed by either the U.S.
Government or the EV’ s government
for use in financing international
educational and cultural exchanges.

— Anorganization or institution with
funds made available by either the U.S.
Government or the EV’s government
for the purpose of furthering
international educational and cultural
exchanges.
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Field/Section

Description/Explanation

Note: If hasisselected in response to this
statement, complete Section 9 of the electronic
Form DS-2019.

0.

* Financial Support from
organizations other than the
sponsor will be provided by one of
the following:

The EV must have at least one source of funding
listed in Sections 8 and/or 9 of the Financial
Information screen. If necessary, complete one or
more of the fieldsin this section.

Note: Financia data should reflect the amount of
financia support provided to the EV for the
duration of his or her program shown on all
Forms DS-2019.

Note: All dollar amounts must be entered in
SEVIS without commas and periods, and should
be rounded to the nearest dollar. For example,
$25,057.89 should be entered in SEVIS as 25058.

U.S. Government Agency(ies)
[maximum of two]

Select the agency from which the EV has received
funding, and enter the amount in U.S. dollars.
Note: If Other isselected, enter the name of the
organization in the text box provided. The name
and amount of funding will print on the

Form DS-2019.

Inter national Organization(s)
[maximum of two]

Select the organization from which the EV has
received funding, and enter the amount in U.S.
dollars.

Note: If Other isselected, enter the name of the
organization in the text box provided. The name
and amount of funding will print on the

Form DS-2019.

The Exchange Visitor’'s
Government

Enter the amount, in U.S. dollars, that the EV’s
government is contributing.

The Binational Commission of the
Exchange Visitor’s Country

Enter the amount, in U.S. dollars, that the
Binational Commission is contributing.

All other organizations providing
support

Enter the amount, in U.S. dollars, that all other
organizations are contributing.

Enter names of other organizations
below.

Enter each organization name and the amount of
money being given to the EV. For example, ABC
Agency (500), DEF Organization (2500), XYZ
(2000). (Only 80 characters can be entered into
thisfield.) The names and amounts of funding
will print on the Form DS-2019.

Per sonal Funds

Enter the amount, in U.S. dollars, that the EV is
contributing.
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4. Click the Submit button to save these datato SEVIS. A message displays stating that the
change of category request has been successfully submitted to SEVIS. (In afuture release of
SEVIS, the message screen will be updated to include payment information.)

Note: When a change of category request is submitted for an EV, some of the options on the
Actions and Edits menus will not be available until the request has been processed by DoS
or the request has been canceled.

5. Access the Pay.gov web site (https.//www.pay.gov) and submit your electronic payment
following the instructions provided by DoS. See Section 2.14, Electronic Submission of
Payment, for additional information regarding electronic payment of fees.

6. Submit acopy of the Pay.gov confirmation page showing payment of the non-refundable fee
to DoS. Thisrequest will not be processed until the copy of the Pay.gov confirmation page,
EV’sfull name and SEVIS ID, and supporting documentation have been received by DoS.
(See Section 1.1, Resources, or Attachment A, Resources, for the appropriate address.)

Note: The copy of the Pay.gov confirmation page showing payment of the non-refundable
fee must be submitted within 30 calendar days of submission of thisrequest in SEVIS. If
DoS has not noted in SEVIS the receipt of acopy of the confirmation page and/or supporting
documentation within 30 calendar days, the change of category request will automatically be
canceled by SEVIS.

DoS must review this request; the following outcomes are possible:

e Request Approved—The submitter of this request will receive email notification of the
approval. The new program begin date will be the date entered or the date approved,
whichever islater.

Note: Following approval of the change of category request, an RO or ARO must print
the Form DS-2019, sign it in blue ink, and provide it to the EV and dependents, if any.
Access the Exchange Visitor Information screen for the EV and click the Reprint
DS-2019 link on the Actions menu. On the Reprint DS-2019 screen, select the reprint
reason “Begin New Program—Change of Category.” See Section 2.5.8, Reprint a Form
DS-2019, for printing instructions.

e Additional Information Required—The submitter of this request will receive email
notification of the request for additional information. A letter from the DoS Office of
Exchange Coordination and Designation identifying the areas that require additional
information and/or documentation will also be sent (either by fax or the U.S. Postal
Service) in order for the review to continue.

e Request Denied—The submitter of this request will receive notification viaafax or the
U.S. Postal Service regarding the denial.
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2.7.1.2 Cancel Change of Category Request (EV in Active Status)

The option for canceling a change of category request is available only when a change of
category request has been submitted to DoS for approval. To cancel a change of category
request, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose request is being canceled
(perform a search for the record or usethe EV_Listslink).

2. Click the Cancel Change of Category Request link on the Actions menu. Exhibit 26,
Cancel Change of Category Request Screen, is an example of the screen that displays.

Exhibit 26: Cancel Change of Category Request Screen
I:—

Student & Exchange Visitor EVI
'y Information System
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

[ -
Aoy US Immigration S
% and Customs

viees Enforcement

Cancel Change of Category Request

Required fields are marked with an asterisk {*).

SEVIS ID: NODOOD 144461
Farnily Narne: Chen
First Mame: Ling
Suffix:
Gender: FEMALE
Crate of Birth: 09/22 /1980
City of Birth: Shanghai
Country of Birth: CHINA
Country of Citizenship: CHINA
Country of Legal Perranent Residence: CHINA
Emnail Address:
Status: ACTIVE
ActivefInitial Dependent Count: 0
Program Mumber: P-1-01131
Program Sponsor: Hansel University
Position: 210 - UNIVERSITY LEVEL GROUP
Category: STUDENT BACHELORS
Coceupational Category:
Subject/Fizld Description: Comp y Analysis / Analyst
Subjedy/Field Rermarks: None.
Initial Program Begin Date:
IAP-66 Mumber:
Prograrn Begin Date: 02/12/2007
Program End Date: 12/20/2011
Reinstaternent Prograrm Begin Date:
Pravious Prograrn End Date:
Wisa Type: J-1
Paszsport Number:
Visa Foil Mumber:
Visa Issue Date:
Visa Issue Post:
Port of Entry:
Dzte of Entry:
I-94/Adrnizzion Mumber:
Part of Departure:
Date of Departure:

1. Remarks ;I

=

Cancel Change of Category Request | Reset Values Cancel

02/25/2008 (Monday)

Enter optional comments in the Remar ks text box.

Click the Cancel Change of Category Request button to complete the process. A message
displays stating that the request has been canceled.

5. Click the Return to Exchange Visitor button to view the Exchange Visitor Information
screen. Notice the options available on the Actions and Edits menus. When arequest must
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be processed by DoS, some menu options are not available. Once the request is processed by
DoS or canceled, those options become available again.

2.7.1.3 Correct Minor or Technical Infraction (EV in Active Status)

The Correct Minor or Technical Infraction option provides the capability to correct a minor or
technical infraction of the regulations for an EV. Minor or technical infractions are the

following:

e Failureto receive RO or ARO approval and/or an amended Form DS-2019 before
accepting an honorarium or other type of payment for engaging in anormally appropriate
activity

e Other

To correct aminor or technical infraction, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_L ists link).

2. ClicktheCorrect Minor or Technical | nfraction link on the Actions menu. Exhibit 27,
Correct Minor or Technical Infraction Screen, is an example of the screen that displays.
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Exhibit 27: Correct Minor or Technical Infraction Screen

,.‘.LL_';—

Student & Exchange Visitor EVI
iy Information System
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

Rewrs, US. Immigratiol
g and Customs
\

= En forcement

Correct Minor or Technical Infraction

Required fields are marked with an asterisk (*).

SEVIE ID: MODDD145617
Farnily Marne: Bansi
First Marne: Raju
Suffis:
Gender: MALE
Crate of Birth: 04/02/1985
City of Birth: Banu
Country of Birth: INDIA
Country of Citizenship: INDIA
Country of Legal Permanent Residence: INDIA
Ernail Address:
Status: ACTIVE
Activa/Initial Dependant Count: 1
Program Mumber: P-4-00447
Program Sponszor: American Au Pair Agency, Inc.
Poszition: 112 - MINISTERIAL LEVEL OFFICIAL
Catagaory: AU PAIR
Cecupational Categary:
Subject/Field Description: Agricultural Power Machinery Dperation
Subject/Field Remarks: asdga
Initizl Prograrn Begin Date: 05/01/2007
IAP-66 Humber:
Program Begin Date: 05/01/2007
Frogram End Date: 06/30/2008
Reinstaternert Program Begin Data:
Previous Program End Crate:
Wisa Type: J-1
Passpart Hurnber:
Visa Faoil Mumber:
Visa Issue Date:
Visa Issue Post:
FPort of Entry:
Date of Entry:
I-94/Admiszion Humber:
Part of Departure:
Date of Departure:

1. * Minor or |39|E¢ One =
Technical
Infraction:

* Remarks ;I

Correct Minor or Technical Infraction | Reset Values | Cancel

02/25/2008 (Monday)

Select the reason for the infraction from the drop-down list.
Enter an explanation in the Remar ks text box; thisisarequired field.

5. To complete the process, click the Correct Minor or Technical Infraction button. A
message displays stating that the EV’s SEVIS record has been successfully updated.

Note: Thereisno change to the EV’s status; hisor her SEVIS status will remain Active.

2.7.1.4 End Program for Exchange Visitor (EV in Active Status)

An EV’s program participation can be concluded (non-adverse termination) for the following
reasons:

e Completed
e Deathof EV
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Note:

Inability to continue program
Program completed 30 days or more before program end date
Withdrawal from the program

Concluding an EV’ s program participation affects each dependent whose record isin

Active status, changing their SEVIS status to the status of the EV. If adependent is currently
Inactive (for example, has turned 21 years of age) or Terminated (for example, has committed a
crime), then there is no change in that dependent’ s status.

To end an EV’ s program, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink).

2. Click the End Program for EV link on the Actions menu. Exhibit 28, End Program for EV
Screen, is an example of the screen that displays. It contains summary information for the
selected EV.
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Exhibit 28: End Program for EV Screen

U.S. Immigratiol
and Customs
Enforcement

Student & Exchange Visitor EVI
~=1y Information System

Get Adobe Reader

Main | Help | Tutorial | Logout
Message Board | Change Password

End Program for EV

Required fields are marked with an asterisk (*).

SEVIS ID:

Family Name:

First Narne:

Suffisx:

Gender:

Crate of Birth:

City of Birth:

Country of Birth:

Country of Citizenship:
Country of Legal Permanent Residence:
Ernail Addrezs:

Status:

Activa/Initizl Dependant Count:
Program Mumber:

Program Sponsor:

Position:

Category:

Cecupational Categary:
Subject/Field Description:
Subject/Fiald Rarmnarks:
Initial Program Begin Date:
IAP-66 Mumber:

Prograrn Begin Date:
Program End Date:
Reinztaternent Program Begin Date:
Previous Program End Date:
Viza Typa:

Paszsport Number:

Visa Foil Mumber:

Yisa Issue Date:

Visa Issue Post:

Part of Entry:

Date of Entry:
I-94/Admission Mumber:
Part of Departure:

Date of Departure:

NOODO145315
Kowralsik
Kara

FEMALE
06/29,/1975
Smalltown
POLAND
POLAND
POLAND

ACTIVE
o

G-7-00932
Research Center

213 - UNIVERSITY TEACHING STAFF INCLUDING RESEARCHERS

PROFESSOR

cell Biology and Anatomy (NEW)
Mone
04/30/2007
04/30/2007
06/30/2008

J-1

1. * Program End Reason: ISeIect Cne

2. * Effective Completion Date:

| (MM{DDYTT)

3. Remarks:

- |

=l

[ |

End Program for EV Reset Values ‘

Cancel

02/25/2008 (Monday)

Select areason for ending the EV’ s program from the drop-down list.
Enter the effective date of completion for the EV.
Enter optional comments in the Remar ks text box.

Click the End Program for EV button. A confirmation message displays.

N o g bk~ w

Click Yesto end the program for the EV, or click No to return to the End Program for EV
screen without changing the EV’ s status.

Note: The day following the effective date of completion, the system automatically
inactivates the EV’srecord in SEVIS. Also, the EV’s program end date will not change; it
will always reflect the original intention of the program.
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2.7.1.5 Extension Beyond the Maximum Duration of Participation Request (EV
in Active Status)

A request to extend an EV’ s program beyond the maximum duration of program participation
must be submitted to DoS for review and approval. (See Attachment B, DoS Maximum and
Minimum Duration of Participation Rules, for the maximum and minimum duration rules for the
various categories.) The EV must have a status of Active, and the request must be submitted to
DoS early enough so that it can be reviewed and approved by DoS prior to the EV’s program end
date. Also, the request will not be processed until DoS receives a copy of the Pay.gov
confirmation page showing payment of the required non-refundable fee (22 CFR 62.17, Feesand
Charges), and all supporting documentation.

Note: Do not use thisoption for EVsin the Student category. Thereisno limit on the duration
of participation for a college/university student.

Note: If necessary, an RO or ARO may cancel the request; DoS cannot cancel this request.

To submit an extension beyond the maximum duration of participation request, perform the
following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_L ists link).

2. Click the Extension Beyond the Maximum Dur ation of Participation link on the Actions
menu. Exhibit 29, Extension Beyond the Maximum Duration of Participation Request
Screen, is an example of the screen that displays. It includes summary information for the
selected EV.

Note: When requesting an extension for a professor or research scholar EV participating in a
program sponsored by the Federally Funded National Research and Devel opment Center or a
U.S. Federa Laboratory, a Confirmation screen displays. Review the screen and click the

| Agree button to continue to the Extension Beyond the Maximum Duration of Participation
Request screen.
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Exhibit 29: Extension Beyond the Maximum Duration of Participation Request
Screen

[ -
e y US, Immigration e
@ and Customs
e Enforcement

Student & Exchange Visitor EVI
Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Extension Beyond the Maximum Duration of Participation Request

Required fields are marked with an asterisk {*).

SEVIS ID: NODOD146873
Farnily Narme: Beacher
First Narme: Barrie
Suffisx:
Gender: MALE
Cate of Birth: 09/00/1985
City of Birth: Smalltown
Country of Birth: SAINT HELENA
Country of Citizenship: SAINT HELEMA
Country of Legal Permanent Residence: SAINT HELENA
Ernail Addrezs:
Status: ACTIVE
ActiverInitial Dependent Count: 0
Prograrn Murmber: P-4-00447
Program Sponsor: American Au Pair Agency, Inc.
Pozition: 900 - CATEGORY - OTHER
Category: AU PAIR
Cccupational Category:
Subject/Field Description: Basic Skills, General
Subjec/Field Rermarks: Test
Initial Pragram Begin Date:
IAP-66 Mumber:
Prograrn Begin Date: 07/30/2007
Program End Date: 08/31/2008
Reinstaternent Prograrm Begin Date:
Pravious Prograrn End Date:
Wiza Type: J-1
Paszsport Number:
Viza Foil Mumber:
Wisa Issue Date:
Visa Issue Post:

Part of Entry:
B i Em The Program End Date
I-94/Admission Mumber: mllst be eIlteI‘l‘:d

Port of Departure:
Date of Departure:

1. * Program End Date: | (MM DDA )

2. Remarks: ;I

=

Submit Extension | Reset Values | Cancel

02/25/2008 (Monday)

3. Onthelower half of the screen, enter the new program end date for the EV’ s program.
Enter optional comments in the Remar ks text box.

Note: Thistext box may be used to adequately address the reasons that justify this request,
or forward the justification to DoS when submitting the required fee.

5. Click the Submit Extension button to submit the request to DoS. A message displays
stating that the request has been submitted to SEVIS. (In afuture release of SEVIS, the
message screen will be updated to include payment information.)

6. Accessthe Pay.gov web site (https.//www.pay.gov) and submit your electronic payment
following the instructions provided by DoS. See Section 2.14, Electronic Submission of
Payment, for additional information regarding electronic payment of fees.
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7. Submit a copy of the Pay.gov confirmation page showing payment of the required
non-refundable fee to DoS. This request will not be processed until a copy of the Pay.gov
confirmation page, EV’sfull name and SEVIS ID, and supporting documentation have been
received by DoS. (See Section 1.1, Resources, or Attachment A, Resources, for the
appropriate address.)

Note: The copy of the Pay.gov confirmation page showing payment of the non-refundable
fee must be submitted within 30 calendar days of the email notification of submission of the
request. If DoS has not noted in SEVIS the receipt of the copy of the Pay.gov confirmation
page within 30 calendar days of this notification, the extension request will automatically be
canceled by SEVIS.

DoS must review this request; the following outcomes are possible:

Request is Approved—The submitter of the request will receive email notification of
the approval.

Note: Following approval of the extension request, an RO or ARO must print the
Form DS-2019, sign it in blue ink, and provide it to the EV and dependents, if any.
Access the Exchange Visitor Information screen for the EV and click the Reprint
DS-2019 link. On the Reprint DS-2019 screen, select the reprint reason “ Extend an
On-going Program.” (See Section 2.5.8, Reprint a Form DS-2019, for printing
instructions.)

Additional Information Required—The submitter of this request will receive email
notification of the request for additional information. A letter from the DoS Office of
Exchange Coordination and Designation identifying the areas that require additional
information and/or documentation will be sent to the submitter of the request (by fax or
the U.S. Postal Service) in order for the review to continue.

Note: The response containing the additional documentation and/or information must be
submitted within 30 calendar days of the email notification. If DoS has not noted in
SEVIS the receipt of the response within 30 calendar days of the notification, the
extension request will automatically be canceled by SEVIS.

Submit the supporting documentation (along with the EV’ s full name and SEVISID) to
the appropriate address (see Section 1.1, Resources, or Attachment A, Resources, for the
appropriate address).

Request Denied—The submitter of this request will receive notification viafax or the
U.S. Postal Service regarding the denial decision.

%
April 18, 2008



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVISVersion 5.8: Volume Il Form DS-2019

2.7.1.6 Cancel Extension Beyond the Maximum Duration of Participation
Request (EV in Active Status)

An EV’srequest for an extension beyond the maximum duration of participation can be canceled

before the request is processed by DoS.

To cancel the request, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose extension request is being
canceled (perform a search for the record or usethe EV_Listslink).

2. Click the Cancel Extension Beyond the Maximum Dur ation of Participation Request
link on the Actions menu. The Cancel Extension Beyond the Maximum Duration of
Participation Request screen displays.

Enter commentsin the Remarkstext box; thisisarequired field.

4. Click the Cancel Extension Request button to confirm the cancelation. The system displays
amessage stating that the request has been canceled.

5. Click the Return to Exchange Visitor button to view the Exchange Visitor Information
screen. Notice that the Cancel Extension Beyond the Maximum Dur ation of
Participation Reguest link is no longer available.

2.7.1.7 Extension Within the Maximum Duration of Participation Request

An EV'’s participation in the program may be extended up to the limit of the permissible period
of participation authorized for his or her specific program category or as specified in the Letter
of Designation or Redesignation from DoS. (See Attachment B, DoS Maximum and Minimum
Duration of Participation Rules, for the maximum and minimum duration rules for the various
categories.)

To extend an EV’ s participation within the maximum duration of participation, perform the
following:

1. Accessthe Exchange Visitor Information screen for the EV whose extension request is being
submitted (perform a search for the record or usethe EV_L istslink).

2. Click the Extension Within the Maximum Duration of Participation link on the Actions
menu. Exhibit 30, Extension Within the Maximum Duration of Participation Screen, isan
example of the screen that displays. It contains summary data for the selected EV and afield
for changing the program end date.
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Exhibit 30: Extension Within the Maximum Duration of Participation Screen

5 US, Immigratiol
and Customs
% Enforcement

—
I&I F‘l student & Exchange Visitor EVI
- iy Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Extension within the maximum duration of participation

Required fields are marked with an asterisk (*).

SEVIE ID: NODOD 144506
Farnily Narme: Schumacher
First Name: Valerie
Suffisx:
Gender: FEMALE
Cate of Birth: 12/12/1980
City of Birth: Smalltown
Country of Birth: GERMANY
Country of Citizenship: GERMANY
Country of Legal Permanent Residence: GERMANY
Ernail Addrezs:
Status: ACTIVE
Active/Initial Dependent Count: 0
Prograrn Murnber: P-1-00468
Program Sponsor: Whispering Pines Institute
Position: 213 - UNI¥ERSITY TEACHING STAFF INCLUDING RESEARCHERS
Category: RESEARCH SCHOLAR
Cceupational Category:
Subject/Field Description: Soil Microbiology (NEW)
Subject/Field Remarks: None
Initial Prograrn Begin Date:
IAP-66 Mumber:
Program Begin Date: 04/02/2007
Program End Date: 12/31/2009
Reinstatermnent Prograrn Begin Date:
Previous Program End Date:
Wisa Type: J-1
Passport Hurmber:
Visa Foil Mumber:
Visa [ssue Date:
Visa Issue Post:
Port of Entry:

Date of Entry: aIm
I-94/Admission Number: The PrOgr End Date
Part of Departura: must be changed.

Date of Departure:

1. * Program End Date: [1z/31/2009 | (mmipBreen
2. Remarks ;I
[
Submit Extension Reset Values ‘ Cancel

02/25/2008 (Monday)

Enter the new program end date for the EV.
Enter optional comments in the Remar ks text box.

Click the Submit Extension button to complete the process. A message displays stating that
the EV’ s record has been successfully updated.

6. Click the Print Final DS-2019 button on the message screen to print an updated copy of the
Form, signit in blue ink, and provide it to the EV and dependents, if any. (See Section 2.5.6,
Print a Draft or Final Form DS-2019, for printing instructions.)
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2.7.1.8 Matriculation (EV in Active Status)

When a college/university student EV matriculates from one level of education to another (for
example, progresses from an Associate to a Bachelor’s degree program), this change can be
madein SEVIS. Matriculation appliesto an EV who is continuing as a full-time student by
moving to a higher level of education. The EV can matriculate to any level higher than his or
her current level, for example:

e Associate to Bachelor’s degree
e Associate to Master’s degree

e Associate to Doctoral degree

e Bachelor'sto Master’s degree
e Bachelor’'sto Doctoral degree
e Master’sto Doctoral degree

Note: Matriculation isavailable only for EVsin the Student (college/university) category.
However, the Matriculation option is not available to students in non-degree programs.

To complete the matriculation process, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose matriculation request is
being submitted (perform a search for the record or use the EV_Lists link).

2. Click the Matriculation link on the Actions menu. Exhibit 31, Matriculation Screen, isan
example of the screen that displays. Thefieldsin Exhibit 31 have already been completed.
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Exhibit 31: Matriculation Screen

1 Student & Exchange Visitor EVI
] Information System
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

L -
Sew, US. Immigration 5
@ and Customs
Vimeo Enforcement

Matriculation

Required fields are marked with an asterisk (*).

SEVIS ID: NODOD 144482
Family Name: Liu
First Name: Jien
Suffisx:
Gender: MALE
Date of Birth: 06/00/1086
City of Birth: Beijing
Country of Birth: CHINA
Country of Citizenship: CHINA
Country of Legal Permanent Residence: CHINA
Ernail Addrezs:
Status: ACTIVE
Activa/Initizl Dependant Count: 0
Program Mumber: P-1-01131
Program Sponsor: Hansel University
Poszition: 215 - UNIVERSITY UNDERGRADUATE STUDENTS
Category: STUDENT BACHELORS
Cecupational Categary:
Subject/Field Description: Computer Graphics (NEW)
Subject/Field Rarmarks: N/A&
Initial Program Begin Date:
IAP-66 Mumber:
Prograrn Begin Date: 02/12 /2007
Program End Date: 12/31/2010
Reinztaternent Program Begin Date:
Previous Program End Date:
Viza Type: 3-1
Paszsport Number:
Viza Foil Mumber:
Yisa Issue Date:
Visa Issue Post:
Part of Entry:

Date of Entry:

I-94/Admission Murnber:
B i DEEory The Program End Date

Date of Departure: must be changed.

1. * Matriculation ISeleEt One ,I
2. * Program End Date [1z/31/2010  (mminpivrrrn
Matriculate Reset Values | Cancel

02/25/2003 (Monday)

3. Select the degree level from the drop-down list.
Enter the new program end date for the EV.

Click the Matriculate button to complete the process. A message displays stating that the
EV’ srecord has been successfully updated.

6. On the message screen, click the Print Final DS-2019 button to print an updated copy of the
Form, signit in blue ink, and provide it to the EV and dependents, if any. (See Section 2.5.6,
Print a Draft or Final Form DS-2019, for printing instructions.)

2.7.1.9 Reprint Form DS-2019 (EV in Active Status)
See Section 2.5.8, Reprint a Form DS-2019, for printing instructions.

2.7.1.10 Reprint Form DS-2019 for Academic Training (EV in Active Status)

A student may participate in academic training programs during his or her studies, with approval
of the academic dean or advisor and the RO. When approving academic training, the EV’s
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SEVIS record must be updated and a Form DS-2019 printed and provided to the EV, and
dependents, if any.

To update the EV’s Form DS-2019 with academic training information, perform the following:

1. Onthe Exchange Visitor Information screen (Exhibit 24), click the Reprint DS-2019 link on
the Actions menu (left side of screen). The Reprint DS-2019 screen displays.

2. Select Other asthe reason for reprinting the Form.

. Enter the following information in the I f Other, Please Comment text box, “Academic
Training (MM/DD/YYYY—MM/DD/YYYY)".

Note: Thistext will print in the Purpose of This Form section of the EV’s Form DS-2019.
4. Optional comments may be entered in the Remar ks text box.

5. Click the Reprint DS-2019 button. A message displays stating that the update has been
successful (the reason for reprinting the Form has been saved to SEVIYS).

6. Click the Print Final DS-2019 button on the message screen. A new browser window opens
and the Form DS-2019 displays using the Adobe Reader from which a copy of the Form may
be sent to a designated printer.

Note: During the launch of Adobe Reader, a File Download window may display. To
prevent this window from displaying in the future, click in the box next to always ask before
opening thistype of file to remove the check mark. Click the Open button to view the
Form DS-2019.

7. When the Form DS-2019 displays in the Adobe Reader window, use the scroll bar on the
right side of the window to view additional pages of the Form.

8. Click thePrint ( £ ) putton on the Adobe Reader toolbar. The Print window displays.

Ensure the name of the printer in the Name field is the printer from which the Form will
print. If it does not show the correct printer, click the down arrow to the right of the field and
select the correct printer.

10. Click OK and the Form DS-2019 will be printed on the designated printer.

11. Click the Close (XI) button on the Adobe Reader window to close the window.

Note: The Form DS-2019 must be signed in blue ink by the RO or ARO whose nameis printed
on the Form.

Note: If an EV issubject to the Two-Y ear Home-Country Physical Presence Requirement
(Section 212(e) of the Immigration and Nationality Act and PL-94-484, as amended), the
appropriate boxes will be checked on the printed Form DS-2019.

2.7.1.11 Shorten Program for Exchange Visitor (EV in Active Status)

The Shorten Program for EV option is available when an EV isin Active status. The optionis
used to reduce the length of the EV’ s program by changing the program end date. For example,
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an EV’sduration of program participation was originally scheduled to last 36 months. However,
the funding for that program has been cut and the program will last only 24 months. Use the
Shorten Program for EV option to change the EV’ s program end date.

Note: If aprofessor or research scholar EV is currently participating in hisor her program
outside the United States and the new program end date will be prior to the current out of
country end date, you must update the out of country end date before you can shorten the
program. You will receive an error message if you attempt to enter adate in SEVIS that is prior
to the out of country end date.

To shorten an EV’ s program, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_L ists link).

2. Click the Shorten Program for EV link to access the Shorten Program for EV screen,
which displays summary data for the selected EV.

3. Onthe Shorten Programfor EV screen, change the program end date.
Enter an explanation for the date change in the Remar ks text box; thisisarequired field.

5. Click the Shorten Program for EV button to save the information to SEVIS. A message
displays stating that the information has been saved.

6. On the message screen, click the Print Final DS-2019 button to print an updated copy of the
Form, signit in blue ink, and provide it to the EV and dependents, if any. (See Section 2.5.6,
Print a Draft or Final Form DS-2019, for printing instructions.)

Note: Thefollowing will print in the Purpose of this Form section of the new Form
DS-2019, “Amend a Previous Form: Shorten Program.”

2.7.1.12 Terminate Exchange Visitor (EV in Active or Inactive Status)

This option isavailable for EVswhose SEVIS statusis either Active or Inactive. Termination
has an adverse, or negative, affect on the EV’srecord (and on the record of each dependent of
the EV). Terminated EVs have no benefits and cannot apply for an extension, reinstatement, or
change of category. EVswho are terminated, and all dependents, must leave the United States
immediately.

Termination reasons are the following:
e Conviction of acrime

e Disciplinary action
e Engaging in unauthorized employment
e Failureto pursue EV program activities

e Failureto submit change of current address within 10 days
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e Failureto maintain afull-time course of study (22 CFR 62.45(d)(6), Reinstatement to
Valid Program Status)

e Failure to maintain health insurance

e Involuntary suspension (22 CFR 62.45(b)(3), Reinstatement to Valid Program Status)
e Other

e Violation of Exchange Visitor Program regulation

e Violation of sponsor rules governing the program

To terminate an EV, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose SEV IS status is being
terminated (perform a search for the record or use the EV_L ists link).

2. Click the Terminate EV link on the Actions menu. Exhibit 32, Terminate EV Screen, is an
example of the screen that displays.
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Exhibit 32: Terminate EV Screen

biq student & Exchange Visitor S

k| Information System

3/ US. Immigratiol
and Customs
%% Enforcement

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Terminate EV

Required fields are marked with an asterisk (*).

SEVIE ID: NODODD105366
Farnily Marme: Domenico
First Name: Andrea
Suffix:
Gender: FEMALE
Crate of Birth: 06/21/1960
City of Birth: Naples
Country of Birth: ITALY
Country of Citizenship: ITALY
Country of Legal Permanent Residence: ITALY
Ernail Addrezs:
Status: ACTIVE
Activa/Initizl Depandant Count: 1
Program Mumber: G-7-00932
Program Sponsor: Research Center
Poszition: 115 - PROFESSIONALS AND SCIENTISTS IN CENTRAL GOWERNMENT
Category: RESEARCH SCHOLAR
Cecupational Categary:
Subject/Field Description: Endocrinology (NEW)
Subject/Field Remarks: N/A
Initizl Prograrn Begin Date: 07,/06/2006
IAP-66 Mumber:
Program Begin Date: 07 /0672006
Frogram End Date: 07 /0972009
Reinstaternent Program Begin Data:
Previous Pragram End Crate:
Wisa Type: J-1
Passport Hurnber:
Viza Foil Mumber:
Visa Issue Date:
Visa Issue Post:
FPort of Entry:
Dxte of Entry:
I-94/Adrnizzion Mumber:
Part of Departure:
Date of Departure:

1. * Termination Reason Ige|9¢ One =l

*Other:

(required if ;I
Otheris -

selected J
abova.)

2. * Effective Termination Date: I (MM/DDATY)
3. Remarks ;I

=

Terminate EV Reset Values Cancel

02/25/2008 (Monday)

3. Select the reason for termination from the drop-down list. If Other is selected, enter an
explanation in the text box provided.

Enter the effective date of the termination.
Enter optional comments in the Remar ks text box.

Click the Terminate EV button to complete the process. The EV and dependents, if any,
will be terminated on the effective termination date entered on the Terminate EV screen.

Note: When terminated, the EV’ s program end date will not change; it will always reflect the
original intention of the program.
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2.7.1.13 Create Out of Country Record (Professor and Research Scholar EVs
in Active Status)

Note: Thisfunction should only be used to identify a professor or research scholar EV who
iscontinuing to participatein the program activity for which he or she has been sponsor ed
and who iscurrently in the United States (not outside the country).

When a professor or research scholar EV has a SEVIS status of Active, an Out of Country record
can be created for the EV. When this option is used, on the out of country begin date, the EV’s
SEVIS record will show that the EV is actively participating in hisor her current program
activity outside the United States.

An Out of Country record cannot be created when:
e An Out of Country record, either current or future, already exists for the EV

e TheEV’srecord containstransfer information; the EV is transferring to another program
sponsor

e One of the following requests has been submitted to DoS for processing:
— Change of Category
— Extension Beyond the Maximum Duration of Participation (EVsin G-7 programs)
— Reinstatement - Update SEV IS Status

To create an Out of Country record for an EV, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink).

2. Click the Create Out of Country link on the Actions menu (left side of the screen). The
Create Out of Country Record screen displays. Exhibit 33, Create Out of Country Record
Screen, is an example of the screen.
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Exhibit 33: Create

U.S. Immigratiol
and Customs
Enforcement

7

Main | Help | Tutorial | Logout
Message Board | Change Password

Create

Country of

Subjec/Field
Initial Pragram
Program

Reinstatement Pragram

Visa
Visa

Farnily Marme:

Date of Birth:
City of Birth:
Country of Birth:

Country of Legal Permanent Residence:
Ernail Address:

Subject/Field Remarks:
IAP-

Program End Date:

Out of Country Record Screen

Student & Exchange Visitor

,.‘.LL_';—

iy Information System

Out of Country Record

Required fields are marked with an asterisk (*).

SEVIE ID: MODDD145833
Conolly
First Marne: Margaret
Suffix:
Gender: FEMALE
04/12/1970
Dublin
IRELAND
IRELAMD

IRELAND

Citizenship:

Status: ACTIVE

Active/Initial Dependant Count: 1
Prograrm Murnber:
Program Sponsor:

P-1-00468

Whispering Pines Institute

213 - UNIVERSITY TEACHING STAFF INCLUDING RESEARCHERS
PROFESSOR

Paosition:
Category:

Cccupational Category:

Psychology Teacher Education (NEW)
None.

Description:

Begin Date:
66 Mumber:
Begin Date: 04/30/2007
12/31/2010

Begin Date:

Previous Pragram End Crate:

Wisa Type: J-1

FPassport Hurnber:
Viza Faoil Mumber:

Issue Date:
Issue Post:

FPort of Entry:

Date of Entry:
I-94/Adrniszion Mumber:
Part of Departure:

Date of Departure:

1. * Out of Country Begin Date: I— (MM DD YY)
2. * Dut of Country End Date: I— (MM DD YY)
3 gut of Country Location I
lame:
4. 0Outof Country Location Address:
* Address 1:|
Address Z:I
* City: |
"‘Counh‘y:lSeIect one LI
& Province,-"Territnry:l
* postal Cude:l—
3. * Remarks: ;I
=
Submit Out of Country | Reset Values Cancel

03/06/2008 (Thursday)

Get Adobe Reader

SEVIS

3. Complete the following fields:

Field

Description/Explanation

* Qut of Country Begin Date

Enter the date on which the EV’ s program participation

outside the United States will begin.

* Out of Country End Date

Enter the date on which the EV’ s program participation

outside the United States will end.

* Qut of Country L ocation Name

Enter the name of the place where the EV will be
participating in his or her program activity outside the
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Field Description/Explanation

United States.

* Qut of Country Location Enter the address for the location where the EV will be
Address participating in his or her program activity outside the
United States.

* Remarks Enter comments regarding the EV’ s program
participation outside the United States; thisisa
required field.

4. Click the Submit Out of Country button to save the out of country data. When the EV
begins his or her participation outside the United States, the Status I nfor mation section of
the Exchange Visitor Information screen will show that the EV isin Active status, and will
have a Reason field that shows “Out of Country.”

Note: After submitting an Out of Country record for an EV, some of the links on the Actions
menu will not be available. For example, if the EV wishesto transfer to another program, the
Out of Country record must be canceled or ended before the transfer request can be submitted in
SEVIS. It isanticipated that the EV will bein the United Statesin order to transfer to
another program sponsor.

2.7.1.14 Cancel Out of Country Record (EV in Active Status)

The Cancel Out of Country Record option isonly availableif a professor or research scholar EV
has an Out of Country record in SEVIS that shows an out of country begin date in the future.
For example, the EV is participating in hisor her program activity in the United States, and will
continue participating in the program activity outside the United States next month. The option
will not be available when the out of country begin date listed in SEVISistoday’s date or a date
in the past.

To cancel an Out of Country record, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink, which includes alink titled Qut of
Country Exchange Visitors).

2. Click the Cancel Out of Country link on the Actions menu. The Cancel Out of Country
Record screen displays.

3. Click the Cancel Out of Country button to remove this information from the EV’'s SEVIS
record. Thisout of country listing will be deleted from the EV'’ s record as though it never
existed. The EV’'s SEVIS record will remainin Active status.

Note: The out of country information will only display on the Out of Country History screen
when the out of country begin date istoday’s date or adate in the past. The datawill not be part
of the EV’sout o f country history if the Out of Country record has been canceled. However, the
canceled out of country information will show on the Event History screen.
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2.7.2 Edits Menu—EYV in Active Status

The links on the Edits menu provide access to the following options when an EV isin Active
Status:

e Biographical Information
e Dependents

e Financial Information

e Siteof Activity

e Subject/Field

e Update Out of Country—Only available if a current Out of Country record exists for a
professor or research scholar EV.

The following sections provide detailed instructions for these options.

2.7.2.1 Edit Biographical Information and U.S. Address (EV in Active Status)

To edit an EV’ s biographical data, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose personal data are being
updated (perform a search for the record or use the EV_Lists link).

2. Click the Biographical Information link on the Edits menu. Exhibit 34, Biographical
Information Screen, is an example of the screen that displays.
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Exhibit 34: Biographical Information Screen

U.S, Immigratiof ; i
and Customs . A Student & Exchange Visitor

Enforcement - 4 - Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

P-1-00468

Biographical Information
Required fields are marked with an asterisk{*).

Family Name: Beauregard

Suffix:

Date of Birth: 02/10/1975

Country of Birth: FRANCE

Country of Legal Permanent Residence: FRANCE

Status: ACTIVE

Program Nurmber: P-1-00468

Poszition: 213 - UNI¥ERSITY TEACHING STAFF INCLUDING RESEARCHERS

Occupational Categaory:

Subject/Field Rernarks: None at this time.

IAP-66 Nurnber:

Prograrm End Date: 12/31/2010

Previous Pragram End Date:

Passpaort Number:

“iga Iszus Datae:

Port of Entry:

1-34/Admission Mumber:

Date of Departure:

Besuregard

2. First Name: [eonita

4. Suffix: |select one |
02/19/1975
6. * Gender: Male ¢ Female
. * Country of Birth: [France -
1f the United States or a U.5. territory is chosen, select one of the following:
[select one 1

FRANCE Ll

|France

0. " Country of Legal
* Residence:

-

12. Social Security Number:

14. Driver's License Issue State: I -

2132 - UMIVERSITY TEACHIMG STAFF INCLUDIMG RESEARCHERS

123 Main St.

18. Foreign Address:

Address 13
Address 2i

City:|
Country:| Selact One =
Province /Tervitory

Postal Code:l

02/26/2008 (Tuesday)
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3. Belowisalist with abrief description or explanation for each field/section on this screen.
An asterisk (*) precedes the fields/sections that must be completed. Some of these fields and
sections contain text boxes, drop-down lists, radio buttons, and command buttons. To
complete this screen, enter the following data:

Field/Section

Description/Explanation

1.

* Family Name

Enter the surname or last name of the EV. If the person
has only one name, enter it in thisfield.

Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name asit displays
on the National 1D card.

First Name

Enter the first name of the EV. Leavethisfield blank if
the person has only one name.

Note: Even though thisisnot arequired field in
SEVIS, the DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name as it displays
on the National 1D card.

Middle Name

Enter the middle name of the EV. Leave thisfield blank
if this person has no middle name, or the middle nameis
unknown.

Note: Even though thisisnot arequired fieldin

SEVIS, the DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the nonimmigrant
does not have a passport, enter the name asiit displays
on the National 1D card.

Suffix

Select atitle, such as Junior, that may display at the end
of a person’s name.

o

* Date of Birth

Enter the EV' s date of birthin MM/DD/YYYY format.

o

* Gender

Select the EV’ s gender, male or female.

* City of Birth

Enter the unabbreviated name of the city where the
person was born.

* Country of Birth

Select the country in which the person was born.

Note: United States may be selected as the COB if the
EV was born to aforeign diplomat or is an expatriate. If
the person was born in the United States or aU.S.
territory, perform the following:

1. Complete the Country of Birth field.

2. Select an option from the If the United Satesor U.S.
Territory is chosen... drop-down list.
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Field/Section Description/Explanation

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
operations, or nuclear-related studies or training.
Therefore, an EV’ s personal or program information
may not be created or updated as follows:

e |fan EV’'sCOB or COC ison the restricted
country list, you may not select or update his or
her field of study to training in aviation
maintenance, flight operations, or
nuclear-related studies or training.

e |f anEV’'sfield of study isin aviation
maintenance, flight operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COCto a
country that is on the restricted country list.

9. * Country of Citizenship Select the country in which the EV maintains
citizenship.

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
operations, or nuclear-related studies or training.
Therefore, you may not create or update an EV’s
personal or program information as follows:

e |fan EV’'sCOB or COC ison the restricted
country list, you may not select or update his or
her field of study to training in aviation
maintenance, flight operations, or
nuclear-related studies or training.

o |fan EV’sfield of study isin aviation
maintenance, flight operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COCto a
country that is on the restricted country list.

10. * Country of Legal Permanent | Select the country in which the EV isan LPR. For most
Residence EV applicants, the country of legal permanent residence
will be the same asthe COC. Some applicants,
however, will be permanent residents of other countries.
Note the difference between permanent and temporary
residence. For example, a French citizen who is
teaching in Italy on a 1-year contract, and applying for a
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Field/Section

Description/Explanation

Jvisafrom Italy, would not be considered an LPR of
Italy.

11. * Position

Select an option from the list that most closely matches
the EV’ s position in his or her home country.

12. Social Security Number

Enter the EV’s Social Security number. Completion of
thisfield is optional.

13. Driver’'s License Number

Enter the EV’ s driver’ s license number assigned by the
state that issued the license. Completion of thisfield is
optional.

14. Driver’sLicense I ssue State

Select the state that issued the driver’ s license to the
EV, if applicable. Completion of thisfield is optional.

15. Individual Taxpayer 1D
Number

Enter the taxpayer ID for an EV who is employed or has
such an ID. Completion of thisfield is optional.

16. * Current U.S. Address

Sponsors are required to enter the actual and current
U.S. address of all participantsinto SEVIS (see

22 CFR 62.70(b), SEVIS Reporting Requirements).
When data are first entered for an EV applicant who has
not yet entered the country, current U.S. address will be
the address where he or she expectsto reside, if known.
Otherwise, it can be the address of the program sponsor.
When the EV enters the country and is validated,
however, his or her current U.S. address (where the EV
will reside) must be entered, if different from the one
originally used. Please note, it isthe EV’s primary site
of activity address that prints on the Form DS-2019.
Note: When entering data for secondary students (high
school students), enter the host family name in the
Address 1 field and enter the street address for the
residence in the Address 2 field. For an au pair, enter
the host family’ s name and address.

17. Foreign Address

Enter the person’sforeign address. Completion of these
fieldsis optional.

18. Remarks

Enter optional comments.

4. Click the Update Information button to save the changesto SEVIS. A message displays
stating that the information has been saved.

5. Click the Print Final DS-2019 button to print the Form, sign it in blue ink, and provide it to
the EV and dependents, if any. See Section 2.5.6, Print a Draft or Final Form DS-2019, for

printing instructions.
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2.7.2.2 Add/Edit Dependent Data

For life changes such as an EV'’ s spouse and/or children wish to join him or her in the United
States or the EV has had a baby, the dependent’ s information must be added to the EV’s SEVIS
record. The following options are available for adding and/or updating dependent records:

e Add Dependent—See Section 2.5.3, Complete Page 3 of the Form DS-2019—Dependent
Information, for instructions on adding a dependent to an EV record.

e Edit—See Section 2.6.2.3.2, Edit Dependent Data (Dependent in Initial or Active Status),
for instructions on editing dependent data.

e Terminate—See Section 2.7.2.2.1, Terminate Dependent in Active, Inactive, or
Transferred Status, for instructions on how to terminate a dependent.

e End Status—See Section 2.7.2.2.2, End Status of Dependent in Active or Transferred
Status, for instructions on how to end the status of a dependent.

e Reprint DS-2019—See Section 2.5.8, Reprint aForm DS-2019, for printing instructions.

e No Show—See Section 2.7.2.2.3, Set Dependent’ s Status to No Show (Dependent in
Active Status), for instructions on how to change the dependent’ s status to No Show to
indicate that the dependent is not with the EV and will not be joining the EV.

2.7.2.2.1 TERMINATE DEPENDENT IN ACTIVE, INACTIVE, OR TRANSFERRED STATUS

In SEVIS, termination implies a change from Active or valid program status prior tothe EV’s
program completion. Termination has an adverse, or negative, affect on the dependent’ s record.
A dependent can be terminated separately from an EV, which will have no affect onthe EV’s
SEVISrecord.

The status of a dependent may be terminated prior to the end of the EV’s program for the
following reasons:

e Child over 21—Do not select this option; it will be removed in alater release of SEVIS.
e Conviction of acrime
e Other

e Unauthorized employment

To terminate a dependent, perform the following:

1. Access the Dependent Information screen for the dependent who is being terminated
(perform a search for the record or usethe EV_Listslink).

2. Click the Terminate link on the Actions menu. Exhibit 35, Terminate Dependent Screen, is
an example of the screen that displays. It contains summary datafor the EV and the
dependent.
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Exhibit 35: Terminate Dependent Screen

USS. Immigratiof ; .
and Customs h-Yog Student & Exchange Yisitor

Enforcement : Fad 3 Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobhe Reader

Program Number: P-1-00468

Terminate Dependent
Required fields are marked with an asterisk (*).
Exchange ¥isitor Information

Farnily Mame: Beauregard
Suffisx:
Date of Birth: 02/10/1075
Country of Birth: FRANCE
Country of Legal Perrnanent Residence: FRANCE

Status: ACTIVE

Prograrm Murmber: P-1-00468

Position: 213 - UNIVERSITY TEACHING STAFF INCLUDING RESEARCHERS

Oecupational Cate

Subject/Field Remark ne at this ime.

) \ No =

IAP-66 Mumber:

Program End Date: 12/31/2010

Previous Program End Date:

Fazsport Humber:

Visa Issue Date:

Port of Entry:

I-94/Adrnizzion Mumber:

Date of Departure;

Dependent Information
SEVIS ID: NODODD150519

First Narme: Francis

Suffix:

Crate of Birth: 11/14/1974

auntry of Birth: FRANCE

ountry of Legal Permanent Residence: FRANCE

2]

0
o+
o

o+
c

=
=
=
<
m

Paszport Murnb,

Visa Issue Date:

Port of Entry:

I-94/Adrnizzion Mumber:

Date of Departure:

*Other: (required if Dther is selected above.)

L
I<_IL||

@

Terminaton Comment: Al
=

02/26/2008 (Tuesday)
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3. Select atermination reason from the drop-down list. If Other is selected, enter an
explanation in the text box provided.

Note: Do not select the Child Over 21 option; it will be removed in alater release of
SEVIS.

Enter the effective date of termination; thisisarequired field.
Enter optional commentsin the Ter mination Comment text box.

6. Click the Terminate Dependent button to complete the process. The dependent will be
terminated immediately, instead of on the effective date of termination if the dateis in the
future. This known problem will be corrected in afuture release of SEVIS.

2.7.2.2.2 END STATUS OF DEPENDENT IN ACTIVE OR TRANSFERRED STATUS

The status of a dependent may be ended prior to the end of the EV'’ s program for reasons such as
death and divorce. When this option is used, the dependent’ s status will immediately change to
Inactive.

To end the status of a dependent, perform the following:

1. Access the Dependent Information screen for the dependent whose status is being changed to
Inactive (perform a search for the record or use the EV_Listslink).

2. Click the End Statuslink on the Actions menu. Exhibit 36, Dependent End of Status
Screen, is an example of the screen that displays. It contains summary data for the EV and
the dependent.
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Exhibit 36: Dependent End of Status Screen

US, Immigratiol ; -
and Customs = o Student & Exchange Visitor

Enforcement - J s 3 Information System

Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

Whispering Pines Institute
Program Number: P-1-00468

Dependent End of Status
Required fields are marked with an asterisk {*).
Exchange ¥Yisitor Information

Farnily Hame: Beauregard
Suffis:
Cate of Birth: 02/19/1975
Country of Birth: FRANCE
Country of Legal Permanent Residence: FRANCE

Status: ACTIVE

Prograrm Murmber: P-1-00468

Pozition: 213 - UNIVERSITY TEACHING STAFF INCLUDING RESEARCHERS

Occupational Category:

@
=
=
m
T
L,
b
o
m
3
w
ES
“
z
-]
3
m
w
-
2
2
m

IAP-66 Mumber:

Program End Date: 12/31/2010

Previous Program End Date:

Paszport Mumber:

Visa [ssue Date:

Port of Entry:

I-94/Adrizzion Mumber:

Date of Departure:

Dependent Information
SEVIS ID: NOOOO150519

First Narme: Francis

Suffizx:

Crate of Birth: 11/14/1974
Country of Birth: FRANCE
Country of Legal Perrmanent Residence: FRANCE

Status: ACTIWE

Pazzport Mumber:
Wisa [zsue Date:
Fort of Entry:

I-94/Admission Mumber:

Date of Departure:

*+Other: (required if Dther is selected above.) =

=
[

02/26/2008 (Tuesday)
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3. Select an end of status reason from the drop-down list. If Other is selected, enter an
explanation in the text box provided.

Enter optional commentsin the End of Status Comment text box.

5. Click the End Status button to complete the process. The Exchange Visitor Dependents
Menu screen displays. Notice that the dependent’ s status has changed to Inactive.

2.7.2.2.3 SET DEPENDENT’S STATUS TO NO SHOW (DEPENDENT IN ACTIVE STATUS)

The status of a dependent can be set to No Show separately from the EV, and will have no affect
on the EV’srecord. When adependent’s status is No Show, the dependent has violated the
Exchange Visitor Program regulations. This has an adverse, or negative, affect on the
dependent’ s record.

Note: Setting a dependent’ s status to No Show has no affect on the EV’ s record.

To change a dependent’ s status to No Show, perform the following:

1. Accessthe Dependent Information screen for the EV whose dependent is being marked as
“no show” (perform a search for the record or use the EV_Listslink).

2. Click the No Show link on the Actions menu to display the No Show screen.

. Review the data to ensure that thisis the dependent whose status is being changed to No
Show.

4. Click the No Show button. The system displays the Exchange Visitor Dependents Menu
screen and the dependent’ s status is No Show.

2.7.2.3 Edit Financial Information (EV in Active Status)

Existing financial information for the selected EV displays on the Edit Financial Information
screen, where it may be updated. The date entered on this screen will print onthe EV’s
Form DS-2019.

Note: Financial data should reflect the amount of financial support provided to the EV for the
duration of hisor her program shown on all Forms DS-2019.

To edit the financia information, perform the following:

1. Accesstherecord for the EV whose financial information is being updated (perform a search
for the record or use the EV_Listslink).

2. Click the Financial Information link on the Edits menu to display the Edit Financial
Information screen.

3. Make the necessary changes to the data. See Section 2.5.4, Complete Page 4 of the
Form DS-2019—Financial Information, for details regarding the fields and sections on the
Edit Financial Information screen.
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Note: All dollar amounts must be entered in SEVIS without commas and periods, and
should be rounded to the nearest whole dollar (for example, $15,678.49 should be entered
as 15678).

4. Click the Update Information button to complete the process. A message displays stating
that the data have been successfully updated in SEVIS.

5. On the message screen, click the Print Final DS-2019 button to print the Form, signitin
blueink, and provideit to the EV and dependents, if any. See Section 2.5.7, Signature on
SEVIS Form DS-2019, for information about signing the EV’s Form.

2.7.2.4 Site of Activity for EV

The Exchange Visitor Information screen displays summary data for the selected EV and alist of
the site(s) of activity for the EV. Using this screen, sites of activity can be added and/or edited,
and the primary site of activity for an EV can be changed. These functions are described in the
following sections.

2.7.24.1 EDIT SITE OF ACTIVITY (EV IN ACTIVE OR TRANSFERRED STATUS)
To edit the datafor an existing site of activity, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose site of activity
information is being updated (perform a search for the record or use the EV_Lists link).

2. Click the Site of Activity link on the Edits menu. The Ste of Activity Menu screen displays.
It contains summary data for the EV and the existing site(s) of activity.

3. Near the bottom of the screen, click the Edit link to the right of the address for the site of
activity to update. Exhibit 37, Exchange Visitor Information—Edit Site of Activity Screen,
is an example of the screen that displays.
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Exhibit 37: Exchange Visitor Information—Edit Site of Activity Screen

Rewr, US. Immigration
@ and Customs
vimeee Enforcement

o
Student & Exchange Yisitor EVI
Ll Information System
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobhe Reader

Whispering Pines Institute

Program Number: P-1-00468

Exchange VYisitor Information
SEVIS ID: NODDD150518
Farnily Narne: Beaurega
First Narmne: Bonita
Suffisx:
Gender: FEMALE
Date of Birth: 02/19/1975
City of Birth: Paris
Country of Birth: FRANCE
Country of Citizenship: FRANCE
Country of Legal Perrnanent Residence: FRANCE
Ernail Addrezs:
Status: ACTIVE
ActivefInitial Dependent Count: 1
Frograrm Murmber: P-1-00468
Prograrn Sponsor: Whispering Pines Institute
Position: 212 - UNIVERSITY TEACHING STAFF INCLUDING RESEARCHERS
Category: PROFESSOR

Cccupational Category:
Subjact/Fleld Description: :Elée\:;ational Business, Trade, and Tax Law (LL.M., 1.5.D./5.3.D.).
Subject/Field Remarks: None at this time.
Initial Prograr Begin Date:
IAP-66 Mumber:
Program Begin Date: 04/08/2008
Program End Date: 12/31/2010
Reinstaternent Prograrm Begin Date:
Previous Program End Date:
Wisa Type: J-1
Passport Hurnber:
Visa Foil Mumber:
Visa Issue Date:
Visa Issue Post:
Port of Entry:
Date of Entry:
I-94/Adrnizzion Mumber:
Part of Departure:
Date of Departure:

Edit Site of Activity
Required fields are marked with an asterisk {*).

1. * Site of n‘:ﬁ"it""lwhlsperlng Pines Institute, Fairfax Campus

2. Site of Activity Address:
* Address 1:[) 55 i st

Address Z:I
* Cit‘f’IFalrfax
* State:|yipGINIA =l
* Zip Code:lm _ I_
2. Remarksi(p, )| begin her prograrn at this location. ;I
[
Update Site of Activity | | ResetValues | cancel |

02/26/2008 (Tuesday)

Make the necessary changes to the name and address for the site of activity.
Enter optional comments in the Remar ks text box.

Click the Update Site of Activity button to complete the process. A message displays
stating that the record has been updated successfully.

7. |If datafor the primary site of activity have been updated, click the Print Final DS-2019
button on the message screen to print an updated copy of the Form, signitin blueink, and
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provide it to the EV and dependents, if any. (See Section 2.5.6, Print a Draft or Final
Form DS-2019, for printing instructions.)

Note: The addressthat printsin the U.S. Address section of the Form DS-2019 isthe EV’s
primary site of activity address.

2.7.2.4.2 ADD SITE OF ACTIVITY (EV IN ACTIVE STATUS)

EVsmust have at least one site of activity, and may have multiple sites of activity, but one site
must be identified by the RO or ARO asthe “primary” site of activity. To add another site of
activity to the EV’ s record, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink).

Click the Site of Activity link on the Edits menu. The Ste of Activity Menu screen displays.
It contains summary data for the EV and information for the existing site(s) of activity.

Click the Add Site of Activity link near the bottom of the screen. The Add Site of Activity
screen displays.

Enter the place where the EV will participate in his or her program and the site of activity
address. Do not include post office box numbersin this address. For an au pair, enter the
host family’ s name and address. For secondary students (high school students), enter the
name and address of the high school.

Enter optional comments in the Remar ks text box.

6. Click the Add Site of Activity button to complete the process. A message displays stating

that the site of activity has been added.

Note: If the EV has multiple sites of activity, see Section 2.7.2.4.3, Change Primary Site of
Activity (EV in Active Status), for instructions on changing the primary site of activity. If
the primary site of activity has not changed, there is no need to print the Form DS-2019.

If datafor the primary site of activity have been updated, click the Print Final DS-2019
button to print the Form, sign it in blueink, and provide it to the EV and dependents, if any.
See Section 2.5.6, Print a Draft or Final Form DS-2019, for printing instructions.

Note: The addressthat printsin the U.S. Address section of the Form DS-2019 isthe EV’s
primary site of activity address. If the primary site of activity has not changed, thereis no
need to print the Form DS-2019.

27243 CHANGE PRIMARY SITE OF ACTIVITY (EV IN ACTIVE STATUS)

The U.S. address that prints on the EV’s Form DS-2019 is the primary site of activity address.
To change the EV’ s primary site of activity, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink).

2. Click the Site of Activity link on the Edits menu. The Ste of Activity Menu screen displays.

3. Click the radio button to the left of the primary site of activity.
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4. Click the Change Primary Site of Activity button. A message displays stating that the
primary site of activity has been changed.

5. Click the Print Final DS-2019 button to print a new copy of the Form, signit in blue ink
and provideit to the EV and dependents, if any. See Section 2.5.6, Print a Draft or Final
Form DS-2019, for printing instructions.

2.7.2.5 Edit Subject/Field (EV in Active Status)

The subject/field of study for an EV may be updated. However, under Regulation 8 CFR 214.5,
an EV from a country on the restricted country list may not engage in or seek to obtain training
in aviation maintenance, flight operations, or nuclear-related studies or training. Therefore, you
may not create or update an EV’ s personal or program information as follows:

e |f an EV’'sCOB or COC ison the restricted country list, you may not select or update his
or her field of study to training in aviation maintenance, flight operations, or
nuclear-related studies or training.

e |f an EV’'sfield of study isin aviation maintenance, flight operations, or nuclear-related
studies or training, you may not select or update his or her COB or COC to a country that
ison the restricted country list.

To update these data, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose subject/field of study is
being updated (perform a search for the record or use the EV_Listslink).

2. Click the Subject/Field link on the Edits menu. Exhibit 38, Subject/Field Screen, isan
example of the screen that displays. It contains summary data for the selected EV, including
the current Subject/Field description.
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Exhibit 38: Subject/Field Screen
=7~
1]

- Student & Exchange Visitor EVI
'y Information System
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

Whispering Pines Institute

P-1-00468

Reyr, US. Immigratio
@ and Customs
vimeeo Enforcement

Subject/Field
Required fields are marked with an asterisk{*).

SEVIS ID: NODOD150518
Farnily Mame: Beauregard
First Narme: Bonita
Suffix:
Gender: FEMALE
Crate of Birth: 02/19/1975
City of Birth: Pars
Country of Birth: FRANCE
Country of Citizenship: FRANCE
Country of Legal Permanent Residence: FRANCE
Email Address:
Status: ACTIVE
ActivefInitial Dependent Count: 1
Prograrm Mumber: P-1-00468
Program Sponsor: Whispering Pines Institute
Poszition: 213 - UNIVERSITY TEACHING STAFF INCLUDING RESEARCHERS
Category: PROFESSOR
Cecupational Categary:
Subject/Field Description: Intemational Business, Trade, and Tax Law (LL.M., 3.5.D./5.3.0.). (NEW¥)
Subject/Field Rernarks: None at this time.
Initial Program Begin Date:
IAP-66 Mumber:
Program Begin Date: 04/08 /2008
Pragrarn End Date: 12/31/2010
Reinztaternent Program Begin Date:
Previous Pragram End Crate:
isa Type: 3-1
Pazsport Murnber:
Visa Foil Mumber:
Visa Issue Date:
Yisa Issue Post:
Port of Entry:
Date of Entry:
I-94/Adrmission Murmber:
Port of Departure:
Date of Departure:

1. * Subject/Field Description: Intermational Business, Trade, and Tax Law (LL.M., 1.5.0./5.1.0.). (NEW) _Select
2. * Subject/Field Remarks: The text may be truncated on the printed Form D5-2019 if itis longer than the
available space. However, you will be able to view the entire textin SEVIS.
Mone at this time, d

Maotes regarding the subject/field change, d
i

Update Subject/Field Reset Values | Cancel

3. * Comment:

02/26/2008 (Tuesday)

3. Click the Select button to the right of the Subject/Field Description label. The Select
Subject Code screen displays.

Make a selection from the Category drop-down list.
Click the Sear ch button to display the Select Subject Code screen (Exhibit 23).

Find the subject that most closely matches the EV’sfield of study and click its code at the
left end of therow. The system automatically returns to the Subject/Field screen, and the
new subject/field of study displays on the screen.

7. Enter additional information about the EV’s program in the Subj ect/Field Remar ks text
box; thisisarequired field. Do not use hard returns (that is, do not press the Enter key)
when entering text; doing so may make the text wrap and print in Section 5 of the
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Form DS-2019. Exhibit 14 is an example of how the text may print when hard returns are
used.

Note: The text may be shortened on the printed Form DS-2019 if it islonger than the
available space. However, the entire text can be viewed in SEVIS.

8. Enter comments regarding the update in the Comment text box, or enter “None”; thisisa
required field.

9. Click the Update Subject/Field button to complete the process. A message displays stating
that the data have been successfully updated.

10. Click the Print Final DS-2019 button to print the Form, sign it in blue ink, and provide it to
the EV and dependents, if any. See Section 2.5.6, Print a Draft or Final Form DS-2019, for
printing instructions.

2.7.2.6 Update Out of Country Record (EV in Active Status)

When a professor or research scholar EV has a current Out of Country record in SEVIS, the data
on the record can be updated before the out of country end date arrives.

To update an Out of Country record for an EV, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink).

2. Click the Update Out of Country link on the Edits menu. The Update Out of Country
Record screen displays.

3. Update the following fields as necessary:

Field/Section Description/Explanation

1. * Out of Country Begin Date | Enter the date on which the EV’s program participation
outside the United States will begin.

Note: Thisfield cannot be updated if the out of country
begin date is today’ s date or a date in the past.

2. * Out of Country End Date Enter the date on which the EV’ s program participation
outside the United States will end.

3. Out of Country L ocation Enter the name of the place where the EV will be
Name participating in his or her program activity outside the
United States
4. * Qut of Country Location Enter the address for the location where the EV will be
Address participating in his or her program activity outside the
United States.
5. * Remarks Enter comments regarding the EV’ s program
participation outside the United States; thisisarequired
field.

4. Click the Update Out of Country button to save the datato SEVIS.
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2.7.3 Transfer Menu—EV in Active Status

The SEVISto SEVIS Transfer link isused to transfer an EV from a program to another active
SEVIS program. The procedure for transferring an EV out of aprogram is detailed below. See
Section 2.9, Transfer Procedures for Receiving Program, for the procedures to complete the
transfer of an EV into your program.

Note: The following guidelines also apply when transferring an EV:
e AnEV may only be transferred to a SEVIS program that is designated for the category in
which the EV is currently participating.

e A participant in a program with a program serial of G-7 can only transfer to another G-7
program.

2.7.3.1 Transfer an Exchange Visitor (EV in Active Status)

To transfer an EV to another program, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV who is being transferred
(perform a search for the record or usethe EV_Listslink).

2. Click the SEVISto SEVIS Transfer link on the Transfer menu. Exhibit 39, SEVISto
SEVIS—Exchange Visitor Transfer Screen, is an example of the screen that displays.
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Exhibit 39: SEVIS to SEVIS—Exchange Visitor Transfer Screen

| Student & Exchange Visitor EVI
Ay Information System
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

Ry US. Immigratio
@ and Customs
v

o Enforcement

Whispering Pines Institute

Program Number: P-1-00468

SEVIS to SEYIS - Exchange Visitor Transfer
Required fields are marked with an asterisk (*).
SEVIS ID: NODOD15051%8
Farnily Hame: Beauregard
First Narme: Bonita
Suffis:
Gender: FEMALE
Crate of Bith: 02/19/1975
City of Birth: Paris
Country of Birth: FRANCE
Country of Citizenship: FRANCE
Country of Legal Perranent Residence: FRANCE
Ernail Addrezs:
Status: ACTIVE
Active/Initial Dependent Count: 1
Frograrm Mumber: P-1-00468
Prograrn Sponsor: Whispering Pines Institute
Position: 213 - UNIVYERSITY TEACHING STAFF INCLUDING RESEARCHERS
Category: PROFESSOR

Cceupational Category:
Subject/Field Description: ;::e\::;ational Business, Trade, and Tax Law (LL.M., 1.5.D./5.1.D.).
Subjedy/Field Rermarks: None at this time.
Initial Program Begin Date:
IAP-66 Number:
Pragrarn Begin Date: 04/08 /2008
Program End Date: 12/31/2010
Reinstaternent Program Begin Date:
Previous Program End Date:
Viza Type: 3-1
Passport Hurnber:
Visa Foil Mumber:

Visa [ssue Date: N
Wisa Issus Post: Enter the effective
Port of Entry:
Date of Entry: date of transfer.
I-94/Adrizzion Mumber:
Port of Departure:
Date of Departure:
1. * Effective Date of Transfer: I MM/ DDy
2. * Receiving Program Sponsor Number: I (K-K-RKRHK)
Validate Transfer | Reset Values | Cancel |

02/26/2008 (Tuesday)

3. Enter the effective date of transfer; the date on which the EV will become the responsibility
of the receiving sponsor. (This date should be discussed and agreed upon with the RO or
ARO at the receiving program.) .

4. Inthe Receiving Program Sponsor Number field, enter the program number for the
program to which the EV istransferring. (Contact the receiving program to obtain this
number.)

5. Click one of the following buttons:

Validate Transfer Click this button to display another SEVISto SEVIS Exchange Visitor
Transfer screen. It contains the name of the program sponsor whose
program number you entered. If thisisthe programthe EV is
transferring to, click the Approve Transfer button to complete the
transfer process. The EV’s status will remain Active until the
effective date of transfer. His or her status will change to Transferred
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on the effective date of transfer listed in SEVIS.
If thisis not the correct program sponsor, click the Cancel button and

repeat Steps 3 through 5.
Reset Values Click this button to return al unsaved entries to the previous values.
Cancel Click this button to return to the Exchange Visitor Information screen.

Note: If your program is expecting to receive atransfer EV from another SEVIS program, that
EV’s name will appear on the Transferred Satus Exchange Visitors and Dependents list once
the effective date of transfer arrives. Search thelist for the transferred EV and proceed to update
the EV’s SEVIS record and validate his or her program participation.

2.7.3.2 Cancel Transfer Request (EV in Active Status)

Prior to an EV’ s effective date of transfer, an RO or ARO for the program that the EV is
transferring from may cancel the transfer request for either of the following reasons:

e Following the submission of atransfer request, the EV decides not to transfer

e Theeffective date of transfer that was entered on the transfer request in SEVIS must be
changed

To cancel an EV’ srequest to transfer, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose transfer request is being
canceled (perform a search for the record or usethe EV_Listslink).

WARNING: Besurethisisthe correct request to cancel. The transfer request will be
canceled immediately.

2. Click the Cancel Transfer link on the Transfer menu. A message displays stating that the
request has been canceled.

3. Click the Return to Exchange Visitor button to view the EV’ s record.

Note: The RO at the transferring-in program will receive email notification that the EV’s
transfer request has been canceled.

2.7.4 Employment Menu—College/University Students in Active Status
The optiong/links on the Employment menu provide access to the following processes:

e Add Student Employment
e Cancel Student Employment
e Update Student Employment

e Student Employment History
The following sections provide detailed instructions for using these options.
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2.74.1 Add Student Employment (EV in Active Status)

Employment information can be added to the SEVIS record of a college/university student
whose statusin SEVISisActive. The student EV must be participating in one of the following
types of programs:

e Associate Degree
e Bachelor's Degree
e Master’'s Degree

e Doctoral Degree

e Non-Degree

The student can have multiple employment segments on his or her SEVISrecord. The
employment segments can overlap, and the maximum length of a segment of student
employment is 12 months.

To enter employment data for a student, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_L ists link).

2. Click the Add Student Employment link on the Employment menu (left side of the
screen). A message screen displays.

3. Read theinformation about On Campus and Off Campus employment and click the
Continue button. The Add Student Employment screen displays, as shown in Exhibit 40,
Add Student Employment Screen.
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Exhibit 40: Add Student Employment Screen

USS. Immigration = -
and Customs = s, Student & Exchange Visitor

Enforcement : e 4 5 - \ Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Add Student Employment

Required fields are marked with an asterisk {*).

Exchange ¥Yisitor Information

Family Name: Fenstermacher

Suffix:

Date of Birth: 04,/19/1980

Country of Birth: GERMANY

Country of Legal Permanent Residence: GERMANY

Status: ACTIVE

Prograrn Murmber: P-1-01131

Fosition: 215 - UNI¥ERSITY UNDERGRADUATE STUDENTS

Cecupational Categary:

SubjectiField Remarks: None at this ime.

IAP-66 Murmber:

Program End Date: 12/31/2009

Frevious Program End Date:

Passpart Murnber:

Viza Issue Date;

Port of Entry:

I-24/Admission Mumber:

Date of Departure:

2. Employer Address:

* Address l:l

Address 2: I
* City:
* Gtate: ;I

* Zip Code:l— _ I—

| (MM D D)

“on Campus  ofF Campus

2. Off Campus Remarks:
[Required if Employrnent is Off
Campus)

Add Student Employment Cancel

03/07/2008 (Friday)
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4. Below isalist with explanations of the fields on this screen. An asterisk (*) precedes the
fields that must be completed. To complete this screen, enter the following data:

Field

Description/Explanation

1. * Employer Name

Enter the name of the EV’s employer.

2. * Employer Address

Enter the address for the place where the EV will be
employed.

3. * Number of Hours Per Week

Enter the number of hours per week that the EV will
work at thislocation.

4. * Employment Begin Date

Enter the date on which the EV will begin to work for
thisemployer. The date must be after the EV’s
program begin date.

5. * Employment End Date

Enter the date on which the EV will stop working for
this employer.

Note: The length of employment cannot exceed 12
months.

6. * Employment Type

Click either the On Campus or Off Campusradio
button to select the type of employment.

7. On Campus Employment
Type (Required if
Employment is On Campus)

Select an option from the drop-down list:
Assistantship, Fellowship, or Scholar ship.

Completion of thisfield isonly required if the EV will
be participating in On Campus employment.

8. Off Campus Remarks
(Required if Employment is
Off Campus)

Enter comments regarding the EV’ s employment,
which will take place off campus.

Completion of thisfield isonly required if the EV will
be participating in Off Campus employment.

9. Comments

Enter optional comments regarding the EV’s
employment.

5. Click the Add Student Employment button to save these datato SEVIS. Otherwise, click
the Cancel button to return to the Exchange Visitor Information screen without adding

employment information.

2.7.4.2 Cancel Student Employment (EV in Active Status)

A segment of student employment can be canceled at any time prior to the employment end date.
The information for the canceled segment will remain on the student’s SEV IS record and can be
viewed on the Student Employment History screen. See Section 2.7.4.4, Student Employment
History, for additional information about this screen.
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To cancel a segment of student employment, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink, which includes alink titled
Exchange Visitors With Student Employment).

2. Click the Student Employment History link on the Employment menu (left side of the
screen). The Student Employment History screen displays.

3. Click the Cancdl link for the appropriate segment of employment. The Cancel Sudent
Employment screen displays.

4. Enter adateinthe Cancelation Date field; thisisarequired field. Thisentry can betoday’s
date or adate in the past or in the future.

5. Enter an explanation in the Cancelation Comments text box; thisisarequired field.

6. Click the Cancel Student Employment button to compl ete the process.

Note: The segment of employment will be canceled on the date entered in the Cancelation
Datefield.

2.7.4.3 Update Student Employment (EV in Active Status)

A segment of student employment can be updated at any time prior to the employment end date
or cancelation date.

To update a segment of student employment, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink, which includes alink titled
Exchange Visitors With Student Employment).

2. Click the Student Employment History link on the Employment menu (left side of the
screen). The Student Employment History screen displays.

3. Click the Update link for the appropriate segment of employment. The Update Student
Employment screen displays.

4. Make the necessary changes to the data.
5. Enter an explanation in the Comments text box; completion of thisfield is optional.

6. Click the Update Student Employment button to compl ete the process.

27.4.4 Student Employment History

If a college/university student’s employment information has been entered into SEVIS, it can be
viewed in SEVIS. You can only view the EV’s data that are specific to your program. For
example, if the EV was employed before transferring to your program, you will not see that
information.
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To view the student employment data for a college/university student EV, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record you wish to view
(perform a search for the record or usethe EV_Listslink, which includes alink titled
Exchange Visitors With Student Employment).

2. Click the Student Employment History link on the Employment menu (left side of screen)
to display the Sudent Employment History screen.

3. Click one of the following:

e Add Student Employment—Click thislink to access the Add Student Employment
screen and add a segment of student employment.

e Update—If available, click thislink to access the Update Sudent Employment screen
and change the information for an existing segment of student employment.

e Cancel—If available, click thislink to access the Cancel Sudent Employment screen and
cancel an existing segment of student employment.

e Return—Click this button to return to the Exchange Visitor Information screen.

2.7.5 View Menu

The optiong/links on the View menu provide access to the following screens that contain read-
only data:

e Event History

e Out of Country History
The following sections provide detailed information about these options.

2.75.1 Event History

Event History isalist of the actions taken on an EV’s or dependent’s SEVIS record. When on
the Exchange Visitor Information screen or the Dependent I nformation screen, click the Event
History link on the View menu to view the person’s event history.

In addition to summary datafor an EV or dependent, the Event History screen includes:
e Event Name—A brief description of the action taken on the SEVIS record.

e Event Date—The date the action occurred.
e Resulting Status—The status of the record as a result of the action.
e Performed By—These data can be any of the following:

— Name of the RO or ARO who performed the action.

— “DoS Official” if someone from the Exchange Visitor Program Office of Exchange
Coordination and Designation performed the action.

— “DHSOfficia” if someone from the Department of Homeland Security performed the
action.
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— “System Interface” if the change occurred because of information received from an
application outside SEVIS.

— “SEVIS Maintenance” if the change occurred because of automated system
processing (for example, on the effective date of transfer listed on an EV’ srecord, the
EV’s status automatically changes to Transferred).

2.75.2 Out of Country History

If aprofessor or research scholar EV currently has an Out of Country record, or had one in the
past, the out of country data can be viewed in SEVIS. You can only view the EV’s datathat are
specific to your program. For example, if the EV participated in his or her program outside the
Untied States before transferring to your program, you will not see that information.

To view the out of country datafor an EV, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose record you wish to view
(perform a search for the record or usethe EV_Listslink, which includes alink titled Out of
Country Exchange Visitors).

2. Click the Qut of Country History link on the View menu (left side of screen) to display the
Out of Country History screen.

3. Click the Return button to return to the Exchange Visitor Information screen.

2.8 Exchange Visitor Information Screen—Inactive Status

The Actions menu may contain the following options when an EV’s SEVISrecord isin Inactive
status:

e Correct Minor or Technical Infraction
¢ Reinstatement Request

e G-7 Reinstatement

e Cancel Reinstatement Request

e Terminate EV
The following sections contain detailed instructions for each of these options.

2.8.1 Correct Minor or Technical Infraction (EV in Inactive Status)

The Correct Minor or Technical Infraction option provides the capability to correct aminor or
technical infraction of the regulations for a J-1 within the first 120 days of the infraction. When
the EV isin Inactive status, the only technical infraction option availableis, “Failure to extend a
Form DS-2019 in atimely manner.”

If the EV does not obtain a program extension within the maximum duration before his or her
status changes to Inactive, you have the authority to extend the EV’ s program within the
maximum duration of participation using the Correct Minor or Technical Infraction option. The
extension may occur if it islessthan 121 days after the EV’ s status changed to Inactive.
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However, when the current date is between 121 days and 270 days after the EV'’ s status changed
to Inactive, you may submit arequest for reinstatement to DoS for review and approval. See
Section 2.8.2, Reinstatement Request (EV in Inactive Status), for details.

Note: The Correct Minor or Technical Infraction option is not available for participantsin
professor and research scholar programs with a program serial of G-7 if the EV has already
reached the maximum duration of participation for his or her program.

To correct aminor or technical infraction, perform the following:
1. Accessthe Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or usethe EV_Listslink).

2. Click the Correct Minor or Technical Infraction link on the Actions menu. The Correct
Minor or Technical Infraction screen displays (see Exhibit 27).

3. Select the reason for the infraction from the drop-down list; thisis arequired field.

Enter the new program end date, which should be later than today’ s date and must follow the
DoS Maximum and Minimum Duration of Participation rule. Thisisarequired field.

Enter an explanation in the Remarks text box; thisisarequired field.

6. Click theCorrect Minor or Technical Infraction button. A message displays stating that
the EV’ srecord has been successfully updated.

Note: This process setsthe EV’s status back to Active.

7. On the message screen, click the Reprint DS-2019 link to reprint the Form. Sign the Form
in blueink, and provideit to the EV and dependents, if any. See Section 2.5.6, Print a Draft
or Final Form DS-2019, for printing instructions.

2.8.2 Reinstatement Request (EV in Inactive Status)

Use the Correct Minor or Technical Infraction processto change an EV’s SEVIS status from
Inactive to Active as long as regulatory requirements are met and the process is used prior to 121
days after the EV’ s status changed to Inactive.

When the current date is between 121 days and 270 days after the EV’s status changed to
Inactive, you may submit arequest for reinstatement to DoS for review and approval

(22 CFR 62.45, Reinstatement to Valid Program Status). Reinstatement cannot be requested
when the current date is greater than 270 days after the status changed to Inactive. In that case,
the EV isin Inactive status and the EV’ s information cannot be updated.

Note: A non-refundable fee is required when submitting a Reinstatement request for an EV
(22 CFR 62.17, Fees and Charges). DoS will not begin to process the request until the
supporting documentation and copy of the Pay.gov confirmation page showing payment of the
non-refundable fee have been received.
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To request reinstatement for an EV whose status has been Inactive for at least 121 days and not

more than 270 days, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose reinstatement request is
being submitted (perform a search for the record or use the EV_Lists link).

2. Click the Reinstatement Reguest link on the Actions menu. The Reinstatement Request
screen displays.

3. Enter the new program end date, which must follow the DoS Maximum and Minimum
Duration of Participation rules (see Attachment B, DoS Maximum and Minimum Duration of
Participation Rules).

Enter an explanation for the request in the Remar ks text box; thisisarequired field.

5. Click the Submit Reinstatement button. A message displays stating that the request is not
complete. Read the message carefully; it lists the materials that must be submitted to DoS
before the request will be processed. (In afuture release of SEVIS, the message screen will
be updated to include payment information.)

Note: DoSwill not begin to process this request until a copy of the Pay.gov confirmation
page showing payment of the non-refundable fee and the supporting documentation have
been received. The request must be submitted via SEVIS, and a copy of the Pay.gov
confirmation page and supporting documentation must be submitted to DoS. The supporting
documentation can include, but is not limited to, the following:

e Copiesof al of the EV’'s Forms DS-2019 issued to date
e Evidence that the SEVIS1-901 Fee has been paid (required by PL 104-208)

e A written statement, and documentary information supporting the statement,
declaring that the EV is pursuing or has at all times intended to pursue the original
Exchange Visitor Program activity for which he or she was admitted to the United
States

e A written statement declaring that the EV failed to maintain valid program status due
to circumstances beyond the control of the EV, or from administrative delay or
oversight, unintentional, or excusable neglect on your part or the EV’s part
or
A written statement declaring that it would be an unusual hardship to the EV if DoS
does not grant the reinstatement request and return the EV to valid program status

6. Accessthe Pay.gov web site (https.//www.pay.gov/) and submit your electronic payment
following the instructions provided by DoS. See Section 2.14, Electronic Submission of
Payment, for additional information regarding electronic payment of fees.

7. Submit a copy of the Pay.gov confirmation page showing payment of the non-refundable fee,
EV’sfull name and SEVIS ID, and supporting documentation to DoS at the appropriate
address. This request will not be processed until a copy of the Pay.gov confirmation page
and supporting documentation have been received by DoS. (See Section 1.1, Resources, or
Attachment A, Resources, for the appropriate address.)
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Note: Sixty days after this request is submitted, the system will automatically cancel the
reinstatement request if DoS has not noted in SEVIS receipt of the fee and/or supporting
documentation. The submitter of the request will receive email notification of this
cancelation.

DoS must review this request; the following outcomes are possible:

e Request Approved—The submitter of the request will receive email notification of the
approval.

Note: Following approval of the reinstatement request, an RO or ARO must print the
Form DS-2019, signiit in blue ink, and provide it to the EV and dependents, if any.
Access the Exchange Visitor Information screen for the EV and click the

Reprint DS-2019 link. On the Reprint DS-2019 screen, select the reprint reason
“Reinstate an On-going program.” (See Section 2.5.8, Reprint a Form DS-2019, for
printing instructions.)

Note: If an error occurs when printing the Form DS-2019, the Reinstatement reprint
reason will be removed from the list of reprint reasons. Select the Other option and
enter the following text in the Remarksfield, “Reinstate an On-going Program.”

e Additional Information Required—The submitter of the request will receive email
notification of the request for information. A letter from the DoS Office of Exchange
Coordination and Designation identifying the areas that require additional information
and/or documentation will be sent to the submitter of the request (by fax or the U.S.
Postal Service) in order for the review to continue.

Note: The response must be submitted within 30 calendar days of the email notification.
If DOS has not noted in SEV IS the receipt of aresponse within 30 calendar days of the
notification, the reinstatement request will be automatically canceled in SEVIS. Submit
the supporting documentation (along with the EV's full name and SEVIS ID) to the
appropriate address. (See Section 1.1, Resources, or Attachment A, Resources, for the
appropriate address.)

e Request Denied—A letter from the DoS Office of Exchange Coordination and
Designation regarding the denial decision will be sent (by fax or the U.S. Postal Service)
to the program sponsor.

2.8.3 Reinstatement Request for G-7 Participants (EV in Inactive Status)

When the current date is less than 271 days after the EV’s SEVIS status changed to Inactive and
the professor or research scholar’ s program is greater than 5 years in length, a G-7 reinstatement
request can be submitted to DoS for review and approval (22 CFR 62.45, Reinstatement to Valid
Program Status). Reinstatement cannot be requested when the current date is greater than 270
days after the status changed to Inactive. When an EV isin Inactive status, his or her
information cannot be updated.

Note: A non-refundable feeis required when submitting a reinstatement request for an EV
(22 CFR 62.17, Fees and Charges). DoS will not begin to process the request until supporting

129
April 18, 2008



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVISVersion 5.8: Volume Il Form DS-2019

documentation and a copy of the Pay.gov confirmation page showing payment of the required
fee have been received.

To request reinstatement of an EV participating in a G-7 program, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose reinstatement request is
being submitted (perform a search for the record or use the EV_L ists link).

Click the G-7 Reinstatement link on the Actions menu to display the Visitor Eligibility
screen. This screen contains a reminder that the person must be eligible to participate in this
type of program.

Review the information on the Visitor Eligibility screen and click the Continue button to
display the Reinstatement Request screen.

4. Enter the program end date, which may be up to 5 years after the current program end date.

5. Enter an explanation for the request in the Remar ks text box; thisisarequired field.

6. Click the Submit Reinstatement button. A message displays stating that the request is not

7.

complete. Read the message carefully; it provides additional information about the
reinstatement request. (In afuturerelease of SEVIS, the message screen will be updated to
include payment information.)

Note: DoSwill not begin to process this request until supporting documentation and a copy
of the Pay.gov confirmation page showing payment of the non-refundable fee have been
received. The request must be submitted via SEVIS, and a copy of the Pay.gov confirmation
page and supporting documentation must be submitted to DoS. The supporting
documentation can include, but is not limited to, the following:

e Copiesof al of the EV’'s Forms DS-2019 issued to date
e Evidencethat the SEVIS1-901 Fee has been paid (required by PL 104-208)

e A written statement, and documentary information supporting the statement,
declaring that the EV is pursuing or has at all times intended to pursue the original
Exchange Visitor Program activity for which he or she was admitted to the United
States

e A written statement declaring that the EV failed to maintain valid program status due
to circumstances beyond the control of the EV, or from administrative delay or
oversight, unintentional, or excusable neglect on your part or the EV’s part
or
A written statement declaring that it would be an unusual hardship to the EV if DoS
does not grant the reinstatement request and return the EV to valid program status

Access the Pay.gov web site (https://www.pay.gov/) and submit your electronic payment
following the instructions provided by DoS. See Section 2.14, Electronic Submission of
Payment, for additional information regarding electronic payment of fees.

Submit a copy of the Pay.gov confirmation page showing payment of the non-refundable fee,
EV’sfull name and SEVISID, and supporting documentation have been received by DoS.
Thisrequest will not be processed until a copy of the Pay.gov confirmation page and
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supporting documentation have been received by DoS. (See Section 1.1, Resources, or
Attachment A, Resources, for the appropriate address.)

Note: Sixty days after this request is submitted, the system will automatically cancel the
reinstatement request if DoS has not noted in SEV IS the receipt of the fee and/or supporting
documentation. The submitter of the request will receive email notification of this cancelation.

Once DoS reviews the reinstatement request, the following outcomes are possible:

Request Approved—The submitter of the request will receive email notification of the
approval. An RO or ARO must print an updated copy of the Form DS-2019, signitin
blueink, and provideit to the EV and dependents, if any. (See Section 2.5.8, Reprint a
Form DS-2019, for printing instructions.)

Note: If an error occurs when printing the Form DS-2019, the Reinstatement reprint
reason will be removed from the list of reprint reasons. Select the Other option and
enter the following text in the Remarksfield, “Reinstate an On-going Program.”

Additional Information Required—The submitter of the request will receive email
notification of the request for additional information. A letter from the DoS Office of
Exchange Coordination and Designation identifying the areas that require additional
information and/or documentation will be sent to the submitter of the request (by fax or
the U.S. Postal Service) in order for the review to continue.

Note: The response must be submitted within 30 calendar days of the email notification.
If DOS has not noted in SEVIS the receipt of aresponse within 30 calendar days of the
notification, the reinstatement request will automatically be canceled in SEVIS. Include
the EV’sfull name and SEVIS ID when submitting the supporting documentation to
DoS.

Request Denied— A letter from the DoS Office of Exchange Coordination and
Designation regarding the denial decision will be sent (by fax or the U.S. Postal Service)
to the program sponsor.

2.8.4 Cancel Reinstatement Request (EV in Inactive Status)

After areinstatement request has been submitted to DoS for review, the request may be canceled
beforeit is processed by DoS. This option can be used for both regular reinstatement requests
and reinstatement requests for G-7 participants.

Note: Thisoption isonly available following the submission of areinstatement request to DoS.

To cancel areinstatement request, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose request is being canceled
(perform a search for the record or usethe EV_Listslink).
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2. Click the Cancel Reinstatement link on the Actions menu to display the Cancel
Reinstatement Request screen.

Enter optional comments in the Remarks text box.

Click the Cancel Reinstatement Request button. A message displays stating that the
request has been canceled; the EV’ s record will remain in Inactive status.

2.8.5 Terminate Exchange Visitor (EV in Inactive Status)

See Section 2.7.1.12, Terminate Exchange Visitor (EV in Active or Inactive Status), for
instructions on terminating an EV or Section 2.7.2.2.1, Terminate Dependent in Active, Inactive,
or Transferred Status, for instructions on terminating a dependent separately from an EV.
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2.9 Transfer Procedures for Receiving Program

When an EV transfers to another program, his or her record in SEVIS must be updated and
validated no later than 30 days after the effective date of transfer listed in SEVIS. Validation of
program participation requires the receiving sponsor to acknowledge that the EV has reported as
required and to collect the EV’ s current U.S. address (actual physical location where the EV will
reside while in the United States). Updating the EV’ s record and validation of program
participation can take place at any time after the effective date of transfer. Failure to validate the
transfer EV’ s program participation 30 days past the effective date of transfer will result in
SEVIS changing the EV’ s status to No Show.

Note: In accordance with 22 CFR 62.12(¢)(8), Issuance of Form DS-2019, the EV’ s site of
activity should also be reviewed and updated at the time of validation. In the event that more
than one site of activity has been listed for the EV in SEVIS, the primary site of activity must be
specified.

Note: When a program is expecting to receive atransfer EV from another SEV IS program, that
EV’s name will display on the All Exchange Visitors and Dependents list and the Transferred
Satus Exchange Visitors and Dependents list after the effective date of transfer identified in
SEVIS. ThisEV’sstatus will change to Transferred once the effective date of transfer arrives.

The following sections provide detailed instructions for the receiving sponsor on how to
complete the transfer process for an EV:

e 291 Transfe—Exchange Visitor Persona Information and U.S. Address
e 29.2 Transfer—Add Site of Activity

e 293 Transfer—Add Dependent/Edit Dependent Data

e 294 Transfer—Financia Information

e 295 Vadlidatethe EV’'sProgram Participation (EV in Transferred Status)

2.9.1 Transfer—Exchange Visitor Personal Information and U.S. Address

When an EV transfers, the receiving sponsor must update his or her Form DS-2019 in SEVIS
before validating the EV’ s program participation. To update the Form, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose personal information is
being updated (perform a search for the record or use the EV_L istslink).

2. Click the Edit DS-2019 link on the Actions menu to begin updating the EV’s Form.
Exhibit 41, New Exchange Visitor Screen for Transfer EV, is an example of the screen that

displays.
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Exhibit 41: New Exchange Visitor Screen for Transfer EV

USS. Immigratio} Z -
and Customs . h-Yog Student & Exchange Visitor

Enforcement : d 3 Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

New Exchange Visitor For Research Center
G-7-00932
Enter Initial Information about Exchange Yisitor
Required fields are marked with an asterisk{*).

Visa Type: 3-1

Sees

2. First Name: IFrannie

4. Suffix: ISeIect Cne ;I
02/12/1980
6. * Gender: Male © Famale

&. * Country of Birth: IFALKLAND ISLANDS (ISLAS MALVINAS) vl

If the United States or a U.5. territory is chosen, select one of the following:
I Select Cne - I
FALRLAD LA (SRS AL g

| FALKLAND ISLANDS (ISLAS MALVINAS) =1

#* Country of Legal Permanent

0 Residence:

12. Social Security Number:

Select One

18. * Dccupational Category:

20. Current U.5. Address:

# Address 1:]
Address 2|
* Citys
* State:| Selact One = |
* Zip Code: - I_

Select One

22. Creation Reason: TRANSFERRED

24, Program End Date: |12.l"31.l"2ElU‘3

02/26/2008 (Tuesday)
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3. Below isalist with explanations of the fields/sections on this screen. Some of this
information isfilled in by SEVIS and may be updated. An asterisk (*) precedes the fields
and sections that must be completed. To complete this screen, enter the following data:

Field/Section Description/Explanation

* 1. Family Name If necessary, change the surname or last name of the EV. If
the EV has only one name, enter it in thisfield.

Note: The DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they appear on
the passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National 1D
card.

2. First Name If necessary, change the first name of the EV. Leavethis
field blank if the person has only one name.

Note: Eventhough thisis not arequired field in SEVIS, the
DoS Bureau of Consular Affairs has advised that names
should be entered in SEVIS exactly as they appear on the
passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National 1D
card.

3. Middle Name If necessary, change the middle name of the EV. Leavethis
field blank if the person has no middle name, or the middle
name is unknown.

Note: Even though thisis not arequired field in SEVIS, the
DoS Bureau of Consular Affairs has advised that names
should be entered in SEVIS exactly as they appear on the
passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National 1D

card.
4, Suffix If necessary, change the title, such as Junior, that appears at

the end of a person’s name.

* 5, Dateof Birth If necessary, change the EV’ s date of birth.

* 6. Gender If necessary, select the EV’s gender, male or female.

* 7. City of Birth If necessary, change the unabbreviated name of the city
where the EV was born.

* 8. Country of Birth If necessary, change the country in which the EV was born.

Note: United States may be selected as the COB if the EV
was born to aforeign diplomat or is an expatriate. If the
person was born in the United States or a U.S. territory,
perform the following:

1. Complete the Country of Birth field.

2. Select an option from the If the United Statesor U.S.
Territory is chosen... drop-down list.

Note: Under Regulation 8 CFR 214.5, an EV from a country
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Field/Section Description/Explanation

on the restricted country list may not engage in or seek to
obtain training in aviation maintenance, flight operations, or
nuclear-related studies or training. Therefore, you may not
create or update an EV’ s personal or program information as
follows:

e |f an EV’'sCOB or COC is on the restricted country
list, you may not select or update his or her field of
study to training in aviation maintenance, flight
operations, or nuclear-related studies or training.

e |f an EV’'sfield of study isin aviation maintenance,
flight operations, or nuclear-related studies or
training, you may not select or update his or her COB
or COC to acountry that ison the restricted country

list.
* 9. Country of If necessary, change the country in which the EV maintains
Citizenship citizenship.

Note: Under Regulation 8 CFR 214.5, an EV from a country
on the restricted country list may not engage in or seek to
obtain training in aviation maintenance, flight operations, or
nuclear-related studies or training. Therefore, you may not
create or update an EV’ s personal or program information as
follows:

e [f an EV’'sCOB or COC ison the restricted country
list, you may not select or update his or her field of
study to training in aviation maintenance, flight
operations, or nuclear-related studies or training.

e |f an EV’'sfield of study isin aviation maintenance,
flight operations, or nuclear-related studies or
training, you may not select or update his or her COB
or COC to acountry that is on the restricted country

list.
* 10. Country of Legal If necessary, change the country in which the EV isan LPR.
Per manent For most EV's, the country of legal permanent residence will
Residence be the same asthe COC. Some EV's, however, will be

permanent residents of other countries. Note the difference
between permanent and temporary residence. For example,
a French citizen who isteaching in Italy on a 1-year contract,
and applying for aJvisafrom Italy, would not be considered
an LPR of Italy.

11. Email Address Enter an email address for the EV. Completion of thisfield
isoptional.
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Field/Section

Description/Explanation

12. Social Security Enter the EV’s Socia Security number. Completion of this
Number field is optional.
13. Driver’sLicense Enter the EV’sdriver’s license number assigned by the state

Number

that issued the license. Completion of thisfield is optional.

14. Driver’sLicense Select the state that issued the driver’slicense to the EV, if
I ssue State applicable. Completion of thisfield is optional.
15. Individual Taxpayer | Enter the taxpayer ID for an EV who is employed or has
ID Number such an ID. Completion of thisfield is optional.
16. Position Select an option from the list that most closely matches the
EV’s position in his or her home country.
17. Exchange Visitor Thisfield defaults to the category in which the EV has been

Category

approved to participate in while in the United States, and it
cannot be changed.

18.

Occupational

Select an occupational category for the EV. Thisfieldis

Category only available for EV's participating in Trainee and Intern
programs.
19. Subject/Field To change the current subject/field description, perform the
Description following:

1. Click the Select button to display the Select Subject Code
screen, and make a selection from the Categories
drop-down list.

2. Click the Sear ch button to view the list of subjects/fields
for the selected category. Find the subject that most
closely matches the EV’sfield of study and click its
code, at the left end of the row. The system will
automatically return to the New Exchange Visitor screen
and the final selection will be displayed.

3. If necessary, click the Clear button to remove this
Subject/Field code, and repeat Steps 1 and 2. Thisisa
required field.

Note: Under Regulation 8 CFR 214.5, an EV from a country

on the restricted country list may not engage in or seek to

obtain training in aviation maintenance, flight operations, or
nuclear-related studies or training. Therefore, you may not
create or update an EV’ s personal or program information as
follows:

e |f an EV’'sCOB or COC is on the restricted country
list, you may not select or update his or her field of
study to training in aviation maintenance, flight
operations, or nuclear-related studies or training.

e |f an EV’'sfield of study isin aviation maintenance,
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Field/Section

Description/Explanation

flight operations, or nuclear-related studies or
training, you may not select or update his or her COB
or COC to acountry that is on the restricted country
list.

* Subject/Field
Remarks

Enter additional comments regarding the EV’ s program
while in the United States or enter “None.” Do not use hard
returns (that is, do not press the Enter key) when entering
text; doing so may make the text wrap and print in Section 5
of the Form DS-2019. Exhibit 14 is an example of how the
text may print when hard returns are used.

Note: The text may be shortened on the printed

Form DS-2019 if it islonger than the available space.
However, the entire text can be viewed in SEVIS.

* 20. Current U.S.
Address

Enter the actual U.S. address where the EV will reside while
in the United States.

Note: When entering data for secondary students (high
school students), enter the name of the host family in the
Address 1 field and enter the street address for this residence
inthe Address 2 field. For an au pair, enter the host

family’ s name and address.

21. Foreign Address Enter the person’ s foreign address. Completion of these

fieldsis optional.

22. Creation Reason

The only valid creation reason for atransfer EV is
Transferred.

23. Program Begin Date | Thisfield defaults to the EV’ s original program begin date

and cannot be changed.

24. Program End Date | The date, determined by the program sponsor, on which an

EV’sprogram will end. The Program End Date cannot be
changed at thistime.

4. Click one of the following buttons:

Reset Values Click this button to return al unsaved entries to the previous values.
Save Dr aft Click this button to save the data that have been entered.
Next Click this button to automatically save the data entered and advance to

the next page of the EV’s Form DS-2019. If any fields and sections
have not been completed or contain incorrect information, the system
will display an error message indicating the error(s). Make the
necessary corrections and click the Next button again to display the
Ste of Activity Menu screen.

Note: When the EV isaprofessor or research scholar, the Visitor
Eligibility screen will display. This screen contains a reminder that
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the person must be eligible to participate in this type of program.
Click the Continue button to display the Ste of Activity Menu screen.
See Section 2.9.2, Transfer—Add Site of Activity, for further
instructions.

Print Draft DS-2019 | Click this button to print adraft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It isrecommended that you print a draft copy of the transfer
Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Formto SEVIS.

2.9.2 Transfer—Add Site of Activity

Page 2 of the electronic Form DS-2019, Ste of Activity Menu screen (Exhibit 15), isused to
collect program information for the EV. It provides a summary of the information entered for
the EV, and an option for adding sites of activity. All EVsmust have at |east one site of activity.

To enter information about the EV’s site of activity, perform the following:

1. Click the Add Site of Activity link in the lower-left part of the Site of Activity Menu screen.
The system displays the Exchange Visitor Information—Add Ste of Activity screen.

2. Inthe Site of Activity field, enter the name of the place where the EV will participate in his
or her program. For an au pair enter the host family’sname. For a secondary student (high
school student), enter the name of the high schooal.

3. Inthe Site of Activity Addressfields, enter the physical location of the site. For an au pair,
enter the host family’ s address. For secondary students (high school students), enter the
address of the high school.

Note: Do not enter post office box numbersin this address.

4. Enter optional comments in the Remarks text box.

Note: See Section 2.7.2.4.1, Edit Site of Activity (EV in Active or Transferred Status), for
detailed instructions on how to edit an EV’ s site of activity.

5. Click the Add Site of Activity button to save the data entered for thisEV. The system
displays the Site of Activity Menu screen. Summary information for the site that has been
added displays below the EV’ s personal information.

Note: Multiple sites of activity may be added for an EV; follow the procedures above to add
more sites of activity. If the EV has multiple sites of activity, the site selected as the primary
site of activity (the Primary Site of Activity radio button is selected) will be the one that
prints on the Form DS-2019.

6. |If multiple sites of activity have been added to the EV’ s record, perform the following to
change the primary site of activity:

a. Click theradio button to the |eft of the primary site of activity for the EV.
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b. Click the Change Site of Activity button, and a message will display stating that the
primary site of activity has been changed.

c. Click OK and the Ste of Activity Menu screen will display.
7. Click one of the following buttons:

Previous Click this button to return to the New Exchange Visitor screen.
Next Click this button to advance to the Exchange Visitor Dependents
Menu screen.

Print Draft DS-2019 | Click this button to print a draft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It isrecommended that you print a draft copy of the transfer
Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Formto SEVIS.

2.9.3 Transfer—Add Dependent/Edit Dependent Data

Page 3 of the electronic Form DS-2019, Exchange Visitor Dependents Menu screen, contains
summary information for the EV and dependents, if any. It also containsalink to add
dependents or edit the data for an existing dependent. Procedures for both options are described
in the next two sections.

Note: Only the datafor the spouse and children of an EV coming to the United States on J-2
visas are entered into SEVIS. If the spouse and child dependents plan to enter the United States
on other types of visas, do not enter their information in SEVIS.

2.9.3.1 Transfer—Add Dependent

Dependents can be added to the EV’s SEVISrecord. However, if both a husband and wife are
entering the United States on J-1 visas, add the dependent child’ sinformation to only one SEVIS
record (Form DS-2019). Do not add the dependent child’ s information to both parents
records/Forms. Doing so will give the dependent child two SEVIS records.

To add a dependent for an EV transferring into your program, perform the following:

1. Click the Add Dependent link on the Exchange Visitor Dependents Menu screen. The
Exchange Visitor Information—Add Dependent screen displays.

2. Below isalist with explanations of the fields and sections on the Exchange Visitor
Infor mation—Add Dependent screen (Exhibit 18). An asterisk (*) precedes the fields and
sections that must be completed. To complete this screen, enter the following data:

Field/Section Description/Explanation
* 1. Family Name Enter the surname or last name of the dependent. If the
dependent has only one name, enter it in thisfield.
Note: The DoS Bureau of Consular Affairs has advised that

140
April 18, 2008



User Manual for Exchange Visitor Program Sponsor Users
(RO/ARO) of SEVISVersion 5.8: Volume Il Form DS-2019

Field/Section

Description/Explanation

names should be entered in SEVIS exactly as they appear on
the passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National 1D
card.

2. First Name

Enter the first name of the dependent. Leave thisfield blank
if the dependent has only one name.

Note: Eventhough thisis not arequired field in SEVIS, the
DoS Bureau of Consular Affairs has advised that names
should be entered in SEVIS exactly as they appear on the
passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National 1D
card.

3. Middle Name

Enter the middle name of the dependent. Leavethisfield
blank if the dependent has no middle name, or the middie
name is unknown.

Note: Even though thisis not arequired field in SEVIS, the
DoS Bureau of Consular Affairs has advised that names
should be entered in SEVIS exactly as they appear on the
passport. In the event the nonimmigrant does not have a
passport, enter the name as it displays on the National 1D
card.

4. Suffix

Select atitle, such as Junior, that may appear at the end of a
person’s name.

5. Dateof Birth

Enter the dependent’ s date of birthin MM/DD/YYYY
format.

6. Gender

Select the dependent’ s gender, male or female.

7. Relationship

Select Spouse or Child. A dependent child must be younger
than 21 years of age.

8. City of Birth

Enter the unabbreviated name of the city where the
dependent was born.

9. Country of Birth

Select the country in which the dependent was born.

Note: United States may be selected as the COB if the EV
was born to aforeign diplomat or is an expatriate. If the
person was born in the United States or a U.S. territory,
perform the following:

1. Complete the Country of Birth field.

2. Select an option from the If the United Satesor U.S.
Territory is chosen... drop-down list.

10. Country of
Citizenship

Select the country in which the dependent maintains
citizenship.
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Field/Section Description/Explanation

* 11. Country of Legal Select the country in which the dependent isan LPR.
Per manent For most EV applicants, the country of legal permanent
Residence residence will be the same asthe COC. Some applicants,

however, will be permanent resident residents of other
countries. Note the difference between permanent and
temporary residence. For example, a French citizen who is
teaching in Italy on a 1-year contract, and applying for aJ
visafrom Italy, would not be considered an LPR of Italy.

12. Email Address Enter an email address for the dependent. Completion of this
field is optional.
13. Social Security Enter the dependent’s Social Security number. Completion
Number of thisfield is optional.
14. Driver’sLicense Enter the dependent’ s driver’s license number assigned by
Number the state that issued the license. Completion of thisfield is
optional.
15. Driver’sLicense Select the state that issued the driver’s license to the
I ssue State dependent, if applicable. Completion of thisfieldis
optional.
16. Individual Taxpayer | Enter the taxpayer ID for a dependent who is employed or
ID Number has such an ID. Completion of thisfield is optional.

3. Click the Add Dependent button to automatically save the data entered and return to the
Exchange Visitor Dependents Menu screen. To add another dependent, repeat the process
described above.

4. Click one of the following buttons:

Previous Click this button to return to the Ste of Activity Menu screen.

Next Click this button to advance to the Financial Information screen. See
Section 2.9.4, Transfer—Financia Information, for further
instructions.

Print Draft DS-2019 | Click this button to print a draft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It isrecommended that you print adraft copy of the transfer
Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Formto SEVIS.
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2.9.3.2 Transfer—Update Dependent Data
To update dependent data, perform the following:
1. Onthe Exchange Visitor Dependents Menu screen, click the Edit link to the right of the

name of the dependent whose data are being updated. The Exchange Visitor Information—
Edit Dependent screen displays.

2. Make the necessary updates to the dependent’ s data. See Section 2.9.3.1, Transfer—Add
Dependent, for detailed instructions for completing the fields.

3. Click the Submit Edit button. The Exchange Visitor Dependents Menu displays.
4. Click the Next button to advance to the Financial Information screen.

2.9.3.3 Transfer—Terminate Dependent

If a dependent must be terminated, complete this process before updating the EV’ s record and
prior to validating the EV’ s participation. The Terminate Dependent link will not be available
after the EV’ srecord is updated.

See Section 2.7.2.2.1, Terminate Dependent in Active, Inactive, or Transferred Status, for
instructions on how to terminate a dependent.

Note: In SEVIS, termination implies a change from Active or valid program status prior to the
EV’ s program completion. Termination has an adverse, or negative, affect on the dependent’s
record. A dependent can be terminated separately from an EV, which has no affect onthe EV’s
SEVIS record.

2.9.3.4 Transfer—End Status of Dependent

If adependent’ s status must be ended, complete this process before updating the EV’ s record and
prior to validating the EV’ s participation. The End Statuslink will not be available after the
EV’srecord is updated.

See Section 2.7.2.2.2, End Status of Dependent in Active or Transferred Status, for instructions
on how to end the status of a dependent.

2.9.4 Transfer—Financial Information

Page 4 of the electronic Form DS-2019, Financial Information screen, is used to collect financial
information for the EV. This screen represents the final step in creation of atransfer record for
anEV.

Note: Financial data should reflect the amount of financial support provided to the EV for the
duration of his or her program shown on all Forms DS-2019.
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To complete the Financial Information screen, perform the following:

1. Below isalist with explanations of the fields and sections on this screen. An asterisk (*)
precedes the fields and sections that must be completed. To complete this screen, enter the

following data:

Field/Section

Description/Explanation

25. During the period covered by
thisprogram, thetotal
estimated financial support
(in U.S. dollars) isto be
provided to the exchange
visitor by:

The EV must have at least one source of funding
listed in Section 25 and/or Section 26 of the
Financial Information screen.

Note: All dollar amounts must be entered in SEVIS
without commas and periods, and should be rounded
to the nearest whole dollar (for example, $15,459.87
should be entered as 15460).

Enter the following information as applicable.

Current Program Sponsor

If applicable, enter the amount, in U.S. dollars, that
the program sponsor will contribute to the EV.

26. This program sponsor has/has
not received funding for

inter national exchange from
oneor more U.S. Government
Agency(ies) to support this
exchangevisitor. If any U.S.
Government Agency(ies)
provided funding, indicate the

Agency(ies) by code below.

Select has or has not to indicate whether the EV has
received direct or indirect funding from U.S.
Government agencies. Thisisarequired field.

e Direct Funding—Financed in wholeor in
part by the U.S. Government or the EV’s
government with funds contributed directly to
the EV in connection with hisor her
participation in an Exchange Visitor Program.

e Indirect Funding—Financed by one of the
following:

— Aninternational organization with funds
contributed by either the U.S. Government
or the EV’s government for use in
financing international educational and
cultural exchanges

— Anorganization or institution with funds
made available by either the U.S.
Government or the EV's government for
the purpose of furthering international
educational and cultural exchanges.

Note: If hasisselected in response to this statement,
complete the applicable fields in Section 26.

Financial Support from
organizations other than the
sponsor will be provided by one
of thefollowing:

The EV must have at least one source of funding
listed in Section 25 and/or Section 26 of the
Financial Information screen. If necessary, complete
one or more of the fieldsin this section.

Note: All dollar amounts must be entered in SEVIS
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Field/Section

Description/Explanation

without commas and periods, and should be rounded
to the nearest whole dollar (for example, $15,459.87
should be entered as 15460).

U.S. Government Agency(ies)
[maximum of 2]

Select the agency from which the EV has received
funding, and enter the amount in U.S. dollars.

Note: If Other isselected, enter the name of the
organization in the text box provided. The name and
amount of funding will print on the Form DS-2019.

I nternational Organization(s)
[maximum of 2]

Select the organization from which the EV has
received funding, and enter the amount in U.S.
dollars.

Note: If Other isselected, enter the name of the
organization in the text box provided. The name and
amount of funding will print on the Form DS-2019.

The Exchange Visitor’'s
Government

Enter the amount, in U.S. dollars, that the EV’s
government is contributing

The Binational Commission of
the Exchange Visitor’s Country

Enter the amount, in U.S. dollars, that the Binational
Commission is contributing.

All other organizations
providing support

Enter the total amount, in U.S. dollars, that all other
organizations are contributing.

Enter names of other
or ganizations below.

Enter each organization name and the amount of
money being given to the EV. For example, ABC
Agency (500), DEF Organization (2500), XY Z
(2000). (Only 80 characters can be entered into this
field.)

The names and amounts of funding will print on the
Form DS-2019.

Personal Funds

Enter the amount, in U.S. dollars, that the EV is
contributing.

2. When finished, click one of the following buttons:

Previous Click this button to return to the previous page of the Form DS-2019.
WARNING: Be sureto save the data entered on this page before
selecting the Previous button. The unsaved data that were entered on
this page will be lost if not saved first.

Reset Values Click this button to return al unsaved entries to the previous values.

Submit DS-2019

Note: It isrecommended that you print a draft copy of the EV’s

Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Formto SEVIS.

Click this button to save the EV’s Form to SEVIS. A message
displays stating that the EV has been successfully transferred into your
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program; the EV’s statusis Transferred. Click the Print Final
DS-2019 button to print the Form, sign it in blueink, and provideit to
the EV and dependents, if any. See Section 2.5.6, Print a Draft or
Final Form DS-2019, for printing instructions.

REMINDER: Besureto validate the EV’s participation. See
Section 2.9.5, Validate the EV’s Program Participation (EV in
Transferred Status), for instructions.

Save Dr aft Click this button to save the data entered.

Print Draft DS-2019 | Click this button to print adraft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It isrecommended that you print a draft copy of the EV’s
Form DS-2019 and review it for accuracy. Necessary corrections can
be made to the data before submitting the Formto SEVIS.

2.9.5 Validate the EV’'s Program Participation (EV in Transferred Status)

When an EV transfers to another program, his or her record in SEVIS must be validated.
Validation of program participation requires you to acknowledge that the EV has reported as
required, and collect the EV’s current U.S. address (actual physical location where the EV will
reside while in the United States) no later than 30 days after the effective date of transfer.

WARNING: PROGRAMSLESSTHAN 30 DAYSIN DURATION—If the EV’s program is
less than 30 days in length, failure to validate the EV’s SEVIS record to indicate his or her
participation before the program end date listed in SEVIS will result in cancelation of the EV’s
record in SEVIS. The SEVIS status of the EV and dependents, if any, will automatically change
to No Show.

WARNING: PROGRAMS GREATER THAN 30 DAYSIN DURATION—Failureto
validate the transfer EV’ s participation 30 days after the effective date of transfer listed in
SEVISwill result in SEVIS changing the status of the EV and dependents, if any, to No Show.
(See 22 CFR 62.76(b)(v), Transfer Procedures.)

Validation of program participation may take place at any time after the effective date of
transfer, but no later than 30 days after the effective date of transfer. However, if the EV’s
program participation has not been validated, areminder will display on the Alertslist 15 days
following the effective date of transfer. A final reminder will display 25 days following the
effective date of transfer if the EV’s participation has not been validated.

Note: When a sponsor is expecting to receive atransfer EV from another SEVIS program
sponsor, the EV’s name will display on the All Exchange Visitors and Dependents list with the
status of Transferred once the effective date of transfer arrives. The EV’s name will also display
on the Transferred Status Exchange Visitors and Dependents list.
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Validating atransfer EV’ s participation is atwo-step process. The EV’s SEVIS record must first
be updated, and then validated. To update the record and validate the participation of an EV
transferring into your program, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose program participation is
being validated (perform a search for the record or usethe EV_Lists link).

Click the Edit DS-2019 link on the Edits menu and update the EV’ s data (see Section 2.9.1
through Section 2.9.4 for detailed instructions).

Click the Submit DS-2019 button to submit the datato SEVIS. A message displays stating
that the data have been successfully submitted to SEVIS.

Note: The EV isnotin Active status. The EV’s program participation must be validated;
continue with the following stepsto validate the EV’ s participation.

On the message screen, click Print Final DS-2019 button to print afinal copy of the Form,
signitinblueink, and provide it to the EV and dependents, if any. (See Section 2.5.6, Print
aDraft or Final Form DS-2019, for printing instructions.)

Note: The current U.S. address (where the EV will reside) is collected in SEVIS but does
not print on the Form DS-2019. When the Form is printed, the address of the primary site of
activity for the EV will print in the U.S. Address section of the Form. If the EV has multiple
sites of activity, the selected site of activity (radio button is selected) will print on the Form.

After printing the Form, the EV’ s participation must be validated. Accessthe Exchange
Visitor Information screen for the EV whose program participation is being validated (if
necessary, perform a search for the record or use the EV_Lists link).

On the Exchange Visitor Information screen, click the Validate Program Participation link
to display the Validate Program screen.

Ensure the accuracy of the current U.S. address (residence) for this EV and make corrections
as necessary.

Note: When entering data for secondary students (high school students), enter the name of
the host family in the Address 1 field and enter the street address for this residence in the
Address 2 field. For an au pair, enter the host family’s name and address.

Note: Passport, visa, and POE information may be received from other systems. However,
if thefields are not filled in, the following data may be entered, if available:

e Passport Number

e Passport Issuing Country

e Passport Expiration Date

e VisaNumber

e Post/Country of Visalssuance
e VisaExpiration Date

e Visalssue Date

e Admission Number
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e Port of Entry
e Dateof Entry

8. Click the Validate Program button. The Listing of Programs screen displays, and the status
of the EV and dependents (if any) is Active.
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2.10 SEVIS Correction Procedures
Two different types of corrections may be requested for EV and dependent SEVIS records:

e 30-Day Correction—When this option is used, EV and/or dependent SEVIS records are
corrected immediately.

e Reinstatement —Update SEVIS Status—When this option is used, DoS must review
and process the request.

These options are discussed in detail in the following sections.

2.10.1 30-Day Correction Period for SEVIS Status

Note: DoS anticipates that this functionality will be used on rare occasions since sponsors are
required to validate an EV’ s program participation no later than 30 days after the program begin
date. For programs with durations less than 30 days, the EV’ s program participation must be
validated before the program end date. DoS reviews SEVIS reports that provide information
about programs that utilize this functionality.

If the EV’s SEVIS status has changed to Active, Invalid, or No Show within the past 30 days,
the Correct SEV IS Status option may be used to change the EV’ s status from:

e Activeto Initial
e Invalidto Initia
e |nvaidto Active

e No Show to Active

The EV’s SEVIS status will change immediately when using this function. Also, if the EV’sand
dependent’ s status changed to Active, Invalid, or No Show on the same date, when the EV’s
status is corrected using this option, the dependent’ s status will change to the same SEVIS status
asthe EV. For example, the SEVIS status of the EV and dependent changed to Invalid on the
same date. When the Correct SEV IS Status option is used to change the EV’ s status to Active,
the dependent’ s status will change to Active at the same time.

Note: If adependent’s status changed separately from the EV’s SEVIS status, and the Correct
SEVIS Status option is used, the EV’s status will not change. See Section 2.10.2, 30-Day
Correction Period for SEVIS Status for Dependent, for additional information.

Exhibit 42, Correct SEVIS Status Screen, is an example of the screen used to changean EV’s
status.
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Exhibit 42: Correct SEVIS Status Screen
o~ :—

4 Student & Exchange Visitor EVI
k| Information System
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

Reyr, US. Immigratio
@ and Customs
\"\-. v

S Enforcement

Correct SEVIS Status

Required fields are marked with an asterisk (*).

SEVIE ID: NODODD150602
Farnily Marme: Fenstermacher
First Narme: Warren
Suffix:
Gender: MALE
Crate of Birth: 04/19/1980
City of Birth: Bremen
Country of Birth: GERMANY
Country of Citizenship: GERMANY
Country of Legal Permanent Residence: GERMANY
Ernail Addrezs:
Status: ACTIVE
Active/Initizl Dependant Count: 0
Prograrn Murnber: P-1-01131
Program Sponsor: Hansel University
Poszition: 215 - UNIVERSITY UNDERGRADUATE STUDENTS
Category: STUDENT BACHELORS
Cceupational Category:
Subject/Field Description: Computer and Information Sciences, Dther (NEW)
Subjecty/Field Remarks: None at this time.
Initial Prograrn Begin Date:
IAP-66 Mumber:
Program Begin Date: 02/25/2008
Program End Date: 12/31/2009
Reinstaternent Program Begin Date:
Previous Program End Date:
Wisa Type: J-1
Passport Hurnber:
Visa Foil Mumber:
Visa Issue Date:
Visa Issue Post:
Port of Entry:
Date of Entry:
I-94/Adrnizzion Mumber:
Part of Departure:
Date of Departure:

1. * change Status To: I IMITIAL - I
2. * Program Begin Date | (MM DD YY)
3. Program End Date: | (MM/DDAYY YY)

4. Current U.5. Address:
* Address 1:/3765 Valley Drive

Address Z:I
* City:|Mottingham
* State:| VERMONT =1l
#* Zip Code:|z20001 - I_
5. * Remarks: ;I
[
Correct SEVIS Status Reset Values Cancel

02/26/2008 (Tuesday)

To change the EV’ s status, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose status is being updated
(perform a search for the record or usethe EV_Listslink).

Click the Correct SEVIS Status link on the Actionsmenu. A confirmation screen displays.

Read the message, and click the | Agree button to continue to the Correct SEVIS Satus
screen, or click the Cancel button to return to the Exchange Visitor Information screen
without changing the EV’s status.

Note: Asthe sponsor’s official, you have been granted permission to make this change of
SEVIS status without the direct involvement of the Department of State’ s Office of
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Exchange Coordination and Designation. However, you must maintain and provide the
supporting documentation for this change to DoS or DHS upon request.

4. Below isalist with explanations of the fields on this screen. An asterisk (*) precedes the
fields that must be completed. To complete this screen, enter the following data:

Field Description/Explanation
* 1. Change StatusTo Select an option from the drop-down list.
* 2. Program Begin Date Enter the datein MM/DD/YYYY format.

Note: When requesting to change the EV’ s status from:

e Activeto Initial—The begin date must be the
current date or a future date.

e Invalid to Initial—The begin date must be the
current date or a future date.

¢ Invalid to Active—The begin date must be the
current date or adate in the past; it cannot be a
future date.

¢ No Show to Active—The begin date must be the
current date or adate in the past; it cannot be a
future date.

* 3. Program End Date Enter the datein MM/DD/YYY'Y format.
The end date, in combination with the program begin
date must:
e Beequal to or greater than the minimum duration
of participation
and
e Cannot exceed the maximum duration of
participation for the EV’ s selected category, as
identified in the Exchange Visitor Program
regulations.

4. Current U.S. Address If necessary, update the address where the EV residesin
the United States (22 CFR 62.70(b), SEVIS Reporting
Requirements).

Note: When entering data for secondary students (high
school students), enter the host family name in the
Address 1 field and enter the street address for the
residencein the Address 2 field. For an au pair, enter
the host family’ s name and address.

* 5. Remarks Enter an explanation for this correction request; thisisa
required field. A maximum of 500 characters can be
entered into the Remarks text box.
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5. Select one of the following buttons:

Correct SEVIS Status | Click this button to save this information to SEVIS and update the
status of the EV and associated dependents, if any. On the Update
Successful screen, click the Print Final DS-2019 button to print a
new Form DS-2019, signiit in blueink and forward it to the EV and
dependents, if any. See Section 2.5.6, Print a Draft or Final

Form DS-2019, for instructions.

Note: When the SEVIS status of an EV changes from Invalid to
Initial or Invalid to Active, the allotment of Forms DS-2019 will be

decreased by one.
Reset Values Click this button to clear the data entered on this screen.
Cancel Click this button to return to the Exchange Visitor Information

screen without changing the SEV IS status of the EV and dependents.

2.10.2 30-Day Correction Period for SEVIS Status for Dependent

The Correct SEVIS Status option may be used to change the dependent’ s status to the same
status asthe EV if the dependent’ s status meets al of the following criteria:

1. Iscurrently Invalid, No Show, or Terminated
2. Changed to Invalid, No Show, or Terminated within the past 30 days

3. Does not match the status of the EV

For example, if the RO/ARO terminated the dependent by mistake, the dependent’ s status will be
Terminated and the EV’ s status will be Active. When the Correct SEVIS Status option is used,
the dependent’s SEV IS status will immediately change to match the status of the EV.

Note: If the status of both the EV and dependent changed to Invalid, No Show, or Terminated
on the same date, the Correct SEVIS Status option will not be available for the dependent.

To change the dependent’ s status, perform the following:

1. Access the Dependent Information screen for the dependent whose status is being updated
(perform a search for the record or usethe EV_L ists link).

2. Click the Correct SEVIS Status link on the Actions menu. A confirmation screen displays.

Read the message, and click the | Agree button to continue, or click the Cancel button to
return to the Dependent Information screen without changing the dependent’ s status.

Note: Asthe sponsor’s official, you have been granted permission to make this change of
SEVIS status without the direct involvement of the Department of State’ s Office of
Exchange Coordination and Designation. However, you must maintain and provide the
supporting documentation for this change to DoS or DHS upon request.

4. Onthe Correct SEVIS Satus for Dependent screen, enter an explanation in the Remar ks text
box; thisisarequired field. A maximum of 500 characters can be entered into this text box.
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5. Select one of the following buttons:

Correct SEVIS Status | Click this button to update the dependent’ s status and save this
information to SEVIS. A message displays stating that the
dependent’ s status has been updated; the dependent’s SEV IS status
Isimmediately updated to match the EV'’ s status.

Reset Values Click this button to clear the data entered in the Remar ks text box.

Cancel Click this button to return to the Dependent Information screen
without changing the SEV IS status of the dependent.

2.10.3 Reinstatement — Update SEVIS Status Request
If it ismore than 30 days and less than 271 days since the SEVIS status of the EV changed to

Active, Invalid, or No Show, a Reinstatement — Update SEV IS Status request may be submitted
to DoS to change the status from:

e Activeto Initial
e Invalidto Initial
e |nvaidto Active

e No Show to Active

The Reinstatement — Update SEV IS Status option will also be available on the Exchange Visitor
Information screen to submit arequest to DoS to change an EV’s SEVIS status from Terminated
to Active. Thisoption will immediately become available when the EV's SEVIS statusis
changed to Terminated. The option will remain available for up to 270 days following the date
the EV’s status changed to Terminated. A change in the status of a SEVIS record from
Terminated to Active will always require the approval of DoS and therefore, must be processed
as a Reinstatement — Update SEV IS Status request.

Note: If an EV has dependents with the same status, and the status of the EV and dependents
changed at the same time, the Reinstatement — Update SEVIS Status link will be available on
the Exchange Visitor Information screen only.

If the dependent’ s status changed separately from the EV’ s status, approval of this request will
not affect the dependent’ s status. For example, if the dependent’ s status changed to No Show
and, the next day, the EV’ s status changed to No Show, approval of the Reinstatement — Update
SEVIS Status request will only affect the EV’s status. The dependent’s SEV IS status will
remain No Show.

Requests may be submitted to DoS to change the SEVIS status of a dependent whose status
changed to Invalid, No Show, or Terminated separately from the EV’ s status. See

Section 2.10.3.2, Reinstatement — Update SEV IS Status Request for Dependent, for instructions
on submitting a Reinstatement — Update SEV IS Status request for a dependent.
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Note: A non-refundable fee is required when submitting a Reinstatement — Update SEVIS
Status request for an EV. DoS will not begin to process the request until the supporting
documentation and a copy of the Pay.gov confirmation page showing payment of the required
fee have been received.

The following sections provide instructions for submitting a Reinstatement — Update SEVIS
Status request for an EV and a dependent.

2.10.3.1 Reinstatement — Update SEVIS Status Request for EV
To submit a Reinstatement — Update SEV IS Status request for an EV, perform the following:

1. Accessthe Exchange Visitor Information screen for the EV whose status will be changed
(perform a search for the record or usethe EV_Listslink).

2. Click the Reinstatement — Update SEVI1S Status link on the Actions menu to display the
Reinstatement — Update SEVIS Status for Exchange Visitor screen. Exhibit 43,
Reinstatement — Update SEV IS Status for Exchange Visitor Screen, is an example of the
screen.
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Exhibit 43: Reinstatement — Update SEVIS Status for Exchange Visitor Screen

U.S. Immigratiol
and Customs
Enforcement

| -
L, -

Main | Help | Tutorial | Logout
Message Board | Change Password

1.* Change Status To:
2. * Program Begin Date:
3. * Program End Date:

4. Current U.5. Address:

ﬂ—

| N

Reinstatement - Update SEVIS Status for Exchange Visitor

Required fields are marked with an asterisk (*).

Farnily Marme:

Date of Birth:

City of Birth:

Country of Birth:

Country of Citizenship:

Country of Legal Permanent Residence:
Ernail Addrezs:

Active/Initizl Dependant Count: 0
Prograrm Murnber:
Program Sponsor:

Cceupational Category:
Subject/Field Description:
Subject/Field Remarks:

Initial Prograr Begin Date:

IAP-66 Mumber:

Program Begin Date:

Program End Date:

Reinstaternent Program Begin Date:
Previous Program End Date:

Passport Hurnber:

Viza Foil Mumber:

Visa Issue Date:

Visa Issue Post:

Port of Entry:

Dste of Entry:
I-94/Adrnizzion Mumber:
Part of Departure:

Date of Departure:

I Select One vl
| (MM/DDA YY)
| (MM/D DAY YY)

Student & Exchange Visitor
Information System

SEVIS

Get Adobe Reader

SEVIS ID: NODODD146999
Babinchock
First Narme: Jeannie
Suffix:
Gender: FEMALE
01/03/1982
Smalltown
POLAND
POLAND
POLAND
Status: INVALID
P-1-01835
Teacher Program
214 - UNIVERSITY GRADUATE STUDENTS
TEACHER

Pasition:
Category:

Graphic Communications, General (NEW)
None.

00/27 /2007
12/31/2009

Wisa Type: J-1

* Address 1: [123 Main St

Address 2: I

* Gity: [Coolidge

* State: |[MICHIGAN

# Zip Code: |20001 - I

5. * Remarks:

submit_|

Reset Values cancel |

02/26/2008 (Tuesday)

3. Below isalist with explanations of the fields on this screen. An asterisk (*) precedes the
fields that must be completed. To complete this screen, enter the following data:

Field

Description/Explanation

*

1. Change StatusTo

Select an option from the drop-down list.

*

2. Program Begin Date
Note: Thisfield isnot
available when requesting to

Enter the datein MM/DD/YYYY format.
Note: When requesting to change the EV’ s status from:

, e Activeto Initia—The begin date must be the
change an EV’s SEVIS current date or a future date.
status from Terminated to _ - .
e |nvalid to Initial—The begin date must be the
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Field

Description/Explanation

Active.

current date or a future date.

e Invalid to Active—The begin date must be the
current date or adate in the past; it cannot be a
future date.

¢ No Show to Active—The begin date must be the
current date or adate in the past; it cannot be a
future date.

e Terminated to Active—The begin date must be
the current date or a date in the past; it cannot be
afuture date.

*

3. Program End Date

Enter the datein MM/DD/YY Y'Y format.
The end date, in combination with the program begin
date must:

e Beegual to or greater than the minimum
duration of participation
and

e Cannot exceed the maximum duration of
participation for the selected category, as

identified in the Exchange Visitor Program
regulations.

*

4. Current U.S. Address

If necessary, update the address where the EV residesin
the United States (22 CFR 62.70(b), SEVIS Reporting
Requirements). Address 1, City, State, and Zip Code
arerequired fields. Completion of the Address 2 field
isoptional

Note: When entering data for secondary students (high
school students), enter the host family name in the
Address 1 field and enter the street address for the
residence in the Address 2 field. For an au pair, enter
the host family’ s name and address.

*

5. Remarks

Enter an explanation for this correction request; thisisa
required field. A maximum of 500 characters can be
entered into the Remar ks text box.

Note: DoSwill not begin to process this request until
the fee and supporting documentation have been
received. If DoS has not noted in SEVIS receipt of the
fee and supporting documentation within 30 calendar
days of submission of the request, the Reinstatement —
Update SEV IS status request will automatically be
canceled in SEVIS.
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4. Select the Submit button. A message displays stating that the request is not complete. Read
the message carefully; it provides additional information about the Reinstatement — Update
SEVIS status request, including mailing instructions. (In afuture release of SEVIS, the
message screen will be updated to include payment information.)

Note: DoSwill not begin to process this request until the supporting documentation and a
copy of the Pay.gov confirmation page showing payment of the non-refundable fee have
been received. The request must be submitted via SEVIS, and the supporting documentation
and a copy of the Pay.gov confirmation page must be submitted to DoS. The supporting
documentation can include, but is not limited to, the following:

e Copiesof al of the EV’'s Forms DS-2019 issued to date
e Evidencethat the SEVIS1-901 Fee has been paid (required by PL 104-208)

e A written statement, and documentary information supporting the statement,
declaring that the EV is pursuing or has at all times intended to pursue the original
Exchange Visitor Program activity for which he or she was admitted to the United
States

e A written statement declaring that the EV failed to maintain valid program status due
to circumstances beyond the control of the EV, or from administrative delay or
oversight, unintentional, or excusable neglect on your part or the EV’s part

or

A written statement declaring that it would be an unusua hardship to the EV if DoS
does not grant the reinstatement request and return the EV to valid program status

Note: If requesting to change the EV’ s status from Active to Initial, the SEVIS record
will be locked while the request is being processed by DoS. Some of the options on the
Actions and Edits menus will not be available until the request has been processed by
DoS or canceled. Also, if DoS has not noted in SEVIS receipt of the supporting
documentation and a copy of the Pay.gov confirmation page showing payment of the
non-refundable fee within 30 calendar days of submission of the request, the status of the
EV and dependents, if any, will changeto Invalid.

Note: Click the Reset Values button to return the unsaved data to the previous values, or
click the Cancel button to return to the Exchange Visitor Information screen without
requesting a change to the EV’ s status.

5. Access the Pay.gov web site (https://www.pay.gov/) and submit your electronic payment
following the instructions provided by DoS. See Section 2.14, Electronic Submission of
Payment, for additional information regarding electronic payment of fees.

6. Submit acopy of the Pay.gov confirmation page showing payment of the non-refundable fee
to DoS. Include the EV's name and SEVIS ID, and supporting documentation for this
request to be processed. Mail the materialsto the appropriate address. (See Section 1.1,
Resources, or Attachment A, Resources, for the appropriate address.)

Note: DoSwill not begin to process this request until the supporting documentation and a
copy of the Pay.gov confirmation page showing payment of the non-refundable fee have
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been received. If DoS has not noted in SEV IS receipt of a copy of the Pay.gov confirmation
page and supporting documentation within 30 calendar days of submission of the request in
SEVIS, the Reinstatement - Update SEV IS status request will be automatically canceled in
SEVIS.

Once DoS reviews the Reinstatement — Update SEV IS Status request, the following outcomes
are possible:

Request Approved—The submitter of the request will receive email notification of the
approval, and must print an updated copy of the Form DS-2019, sign it in blueink, and
provideit to the EV and dependents, if any. Usethe Reprint DS-2019 link on the
Actions menu to print the Form. (See Section 2.5.8, Reprint a Form DS-2019, for
printing instructions.)

Note: This correction to the EV’s SEVIS status will automatically update the
dependent’ s SEVIS status when, at the time the request was submitted, the:

— EV and dependent had the same status

— Status of the EV and dependent changed to Active, Invalid, No Show, or Terminated
at the sametime

Note: When the SEVIS status of an EV changes from Invalid to Initial or Invalid to
Active, the allotment of Forms DS-2019 will be decreased by one.

Additional Information Required—The submitter of the request will receive email
notification of the request for additional information. The email will identify the areas
that require additional information and/or documentation in order for the review to
continue.

Note: The response must be submitted within 30 calendar days of the email notification.
If DOS has not noted receipt of the response in SEVIS within 30 calendar days of the
notification, the reinstatement request will be automatically canceled in SEVIS.

Note: When requesting to change the EV’ s status from Activeto Initial, if DoS has not
noted in SEVIS receipt of the additional information within 30 calendar days of the
request for information notification, the status of the EV and dependents, if any, will
changeto Invalid.

Submit the supporting documentation, including the EV’ s full name and SEVISID, to
DoS. See Section 1.1, Resources, or Attachment A, Resources, for the appropriate
address.

Request Denied—If denied, the submitter of the request will receive email notification
of the denial decision.

Note: If the request to change the EV’ s status from Active to Initial is denied by DoS,
the status of the EV and dependents, if any, will change to Invalid.
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2.10.3.2 Reinstatement — Update SEVIS Status Request for Dependent

A request may be submitted to DoS to change the SEV IS status of a dependent whose status
changed to Invalid, No Show, or Terminated separately from the EV’s status. For example, the
EV’'sSEVIS status is Active and the dependent’ s status is No Show.

The Reinstatement — Update SEV S Status option is only available on the Dependent
Information screen if it is more than 30 days and less than 271 days since the SEVIS status of the
dependent changed to Invalid, No Show, or Terminated.

Note: Thereisno fee required for processing a Reinstatement — Update SEV IS Status request
for a dependent. However, supporting documentation must be submitted to DoS.

To submit a Reinstatement — Update SEV IS Status request for a dependent, perform the
following:

1. Access the Dependent Information screen for the dependent whose status is being updated
(perform a search for the record or usethe EV_Listslink).

2. Click the Reinstatement — Update SEV1S Status link on the Actions menu to display the
Reinstatement — Update SEVIS Satus for Dependent screen.

3. Enter an explanation in the Remarks text box; thisisarequired field. A maximum of 500
characters can be entered into the Remar ks text box.

4. Click one of the following buttons:

Submit A message displays stating that the request is not complete. Read
the message carefully; it provides additional information about the
reinstatement request, including mailing instructions

Note: DoSwill not begin to process this request until the fee and
supporting documentation have been received. The request must be
submitted via SEVIS and then followed up with supporting
documentation that can include, but is not limited to, the following:

e A letter of explanation describing the need for the correction

e Copies of the EV’s and the dependent’ s Forms DS-2019
issued to date

e Copy of the dependent’s Form 1-94

Remit the supporting documentation, along with the dependent’ s full
name and SEVIS ID, for this request to be processed. Submit the
materialsto DoS. See Section 1.1, Resources, or Attachment A,
Resources, for the appropriate address.

Note: DoSwill not begin to process this request until the supporting
documentation, including the full name and SEVIS ID of the
dependent, has been received. |f DoS has not noted in SEVIS
receipt of the supporting documentation within 30 calendar days of
submission of this request, the request will automatically be
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canceled in SEVIS.

Reset Values Click this button to clear the data entered in the Remar ks text box.

Cancel Click this button to return to the Dependent Information screen

without requesting a change to the dependent’ s status.

5. Remit the supporting documentation, along with the dependent’ s full name and SEVISID,
for the request to be processed. Mail the materialsto the appropriate address (see
Section 1.1, Resources, or Attachment A, Resources, for the appropriate address.

Once DoS reviews the Reinstatement — Update SEV IS Status request, the following outcomes
are possible:

Request Approved—The submitter of the request will receive email notification of the
approval and the dependent’ s status will change to the same status asthe EV. Print an
updated copy of the Form DS-2019, sign it in blue ink and provide it to the dependent.
Use the Reprint DS-2019 link on the Exchange Visitor Information screen to reprint the
Form.

Additional Information Required—The submitter of the request will receive email
notification of the request for additional information. The email will identify the areas
that require additional information and/or documentation in order for the review to
continue.

Note: The response must be submitted within 30 calendar days of the email notification.
If DoS has not noted in SEVIS receipt of the response within 30 calendar days of the
notification, the Reinstatement — Update SEV IS Status request will automatically be
canceled in SEVIS.

Submit the supporting documentation, including the dependent’ s full name and SEVIS
ID, to DoS. See Section 1.1, Resources, or Attachment A, Resources, for the appropriate
address.

Request Denied—The submitter of the request will receive email notification of the
denial decision.

2.10.4 Cancel Reinstatement — Update SEVIS Status Request

The option for canceling a Reinstatement — Update SEV IS Status request is only available when
a Reinstatement — Update SEVS Status request has been submitted to DoS for approval.

To cancel aReinstatement — Update SEV S Status request, perform the following:

1. Accessthe Exchange Visitor Information or Dependent Information screen for the EV or
dependent whose request is being canceled (perform a search for the record or use the EV
Listslink).

Click the Cancel Reinstatement — Update SEV IS Status link on the Actions menu. Either

the Cancel Reinstatement — Update SEVIS Satus Request or the Cancel Reinstatement —
Update SEVIS Satus Request for Dependent screen displays.
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3. Enter an explanation in the Remarks text box; thisisarequired field.

4. Click one of the following buttons:

Cancel Request

Click this button to cancel the Reinstatement — Update SEVIS Status
request. The EV and/or dependent’s status will not change.

Reset Values

Click this button to clear the data entered in the Remar ks text box.

Note: Thisbutton is only available on the Cancel Reinstatement —
Update SEVIS Satus Request screen. It isnot available on the
Reinstatement — Update SEVIS Satus Request for Dependent screen.

Cance

Click this button to return to the Exchange Visitor Information or
Dependent Information screen without canceling the request.
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2.11 Alerts

Alerts are notices to users identifying tasks that need to be completed in SEVIS. In most cases,
these alerts are indicators that, according to the information currently in the system, adeadline is
approaching for some type of process. For example, the EV’ s status will change (in many cases,
from Active to Terminated or Completed) if some type of action or update is not taken by the
RO or an ARO within a certain number of days. If no action istaken by the RO or ARO, the
system will automatically take action.

Note: When an alert exists, the * Alertslink will display on the Listing of Programs screen.
SEVIS does not send email notification for alerts. Y ou must access SEVISto view and process
aerts.

Exhibit 44, Listing of Programs Screen—Alerts Link, shows the location of the * Alertslink on
the screen. If there are no alertsfor a program, the * Alertslink will not display on the Listing of
Programs screen.

Exhibit 44: Listing of Programs Screen—Alerts Link

Student & Exchanoe Visitor EVI
Information System
| Help | Tutorial | Logout
Message Board | Change Password
Listing of Programs

* Indicates an alert for that program
Name of Program Location {City fState) Status Role Commands

Arnetican Au Pair Agency, Inc, Anytown, WA PROGRAM ACTIVE RO Search Mew Exchange Wisitor
Whispering Pines Institute FAIRFAR, WA PROGRAM ACTIVE ARO  Search Mew Exchange Misitor

- -

_»—'-"'_HJ—F'_

Exhibit 45, Alertsfor American Au Pair Agency, Inc. Screen, is an example of an alerts screen.
In Exhibit 45, the first alert is areminder that the program has 6 months before its designation
expires. Theremaining alertsarefor EVs. Toview the EVson theligt, click the* Alertslink.
See Section 2.11.1, Viewing Alerts, for further details.
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Exhibit 45: Alerts for American Au Pair Agency, Inc. Screen

—— S~ :—
nd Customs . F-i Student & Exchange Visitor EVI
reement " s - - = Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

American Au Pair Agency, Inc.
Program Number: P-4-00447

Alerts for American Au Pair Agency, Inc.

The following alerts deserve your attention:

‘ 6 months before end of program’s designation length ,

__
You have 4 Exchange Yisitor{s)} Nearing the Program End Date in 60 Days or Less

2.11.1 Viewing Alerts
To view alerts available for a specific program, perform the following:

1. Onthe Listing of Programs screen, click the * Alertslink for a specific program. Thelist of
alertsfor that program displays. Each row in the list represents a SEV IS situation that
requires the attention of the RO or ARO. For example, 25 Days Beyond Effective Date of
Transfer indicates that there are EV recordsin Transfer status and the current date is 25 days
or more past the their effective date of transfer. These records must be validated if the EV
has arrived and is participating in his or her program. Otherwise, the system will
automatically set the status of the EV and dependents, if any, to No Show 30 days after the
effective date of transfer listed in SEVIS.

Click an alert to see the specific list of records that require processing.
Click the EV’s or dependent’s SEVIS ID or name link to access his or her record.

Process therecord. For example, for the 25 Days Beyond Effective Date of Transfer alert,
click the EV’s name and select the Edit DS-2019 link on the Exchange Visitor Information
screen. Review and complete the Exchange Visitor Information screens, and then validate
the EV’ s participation in your program.
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2.11.2 List of Alerts

Below isan alphabetical listing of the Exchange Visitor Alerts, including the alert title,
description, and an explanation of the action required.

Alert

Description

Action Required

3 Months Before End
of Program’s

Thisreminder displays 3
months before the end of

Compl ete the redesignation process in
SEVIS, and submit a signed and

Designation Length aprogram’s designation. | notarized copy of the request

(See Volumel for (Form DS-3036) to DoS.

details on the

redesignation process.)

6 MonthsBeforeEnd | Thisreminder displays6 | Complete the redesignation processin

of Program’s
Designation Length
(SeeVolumel for
details on the
redesignation process.)

months before the end of
aprogram’ s designation.

SEVIS, and submit asigned and
notarized copy of the request
(Form DS-3036) to DoS.

80% of Program’s
Allotment for
DS-2019s Used

Thisreminder displays
when a program has used
80% or more of its total

Complete the allotment request in
SEVIS.

(See Volumel for allotment of
detailsonrequestingan | Forms DS-2019. The
allotment of Forms.) alert shows the number
of Forms remaining.
Annual Report Thisreminder displays Generate and print the report using
Reminder (30 days 30 days prior to the SEVIS. Submit the report to DoS each

prior to due date)
(SeeVolume| for
instructions on

annual report due date. It
will display for 30 days
beginning on the second

year by the date stipulated on the
program’ s designation or redesignation
letter.

submitting the Annual day of the month that the

Report.) report is due to DoS.

Child Dependent(s) Thisreminder displays An RO or ARO may notify the EV to
Nearing Their 21st 90 days prior to a take appropriate action, such as request

Birthday in 90 Days

dependent child’s 21st
birthday.

change of status for the dependent, or
have the dependent prepare to leave the
United States.

Exchange Visitor (s) 15
Days Beyond Effective
Date of Transfer

This reminder displays
for the receiving sponsor
when the EV’s statusis
Transferred and the
current date is greater
than or equal to 15 days
after the effective date of

Validate the transfer EV’s program
participation; otherwise, the system
will automatically set the status of the
EV and dependents, if any, to No Show
30 days after the effective date of
transfer identified in SEVIS.

See the Transferred Status Exchange
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Alert

Description

Action Required

transfer identified in
SEVIS.

Visitors and Dependents list or the
Exchange Visitor Information screen to
view the effective date of transfer.

Exchange Visitor (s) 15
Days Beyond Program
Start Date

Thisreminder displays
only when an EV record
has a status of Initial, and
itis 15 days or more after
the EV’ s program begin
date identified in SEVIS.

An RO or ARO may set the EV’ s status
to Active (if the EV reports, validate
his or her program participation), No
Show, or Invalid. In addition, the RO
or ARO may amend the program start
date and/or end date if it is known that
the EV will be arriving at alater date.

Exchange Visitor (s) 15
Days Beyond Program
Start Date With
Approved Change of
Status

Thisreminder displays
only when an EV record
has a status of Initial, and
itis 15 days after the
change of status request

An RO or ARO may set the EV’s status
to Active (if the EV reports, validate
his or her program participation), No
Show, or Invalid. In addition, the RO
or ARO may amend the program start

was approved. date and/or end date if it is known that
the EV will be arriving at alater date.
Exchange Visitor(s) 25 | Thisreminder displays Validate the transfer EV’s program

Days Beyond Effective
Date of Transfer

for the receiving sponsor
when the EV’s statusis
Transferred and the
current date is 25 days or
more after the effective
date of transfer identified
in SEVIS.

participation; otherwise, the system
will automatically set the status of the
EV and dependents, if any, to No Show
30 days after the effective date of
transfer identified in SEVIS. Seethe
Transferred Satus Exchange Visitors
and Dependents list or the Exchange
Visitor Information screen to view the
effective date of transfer.

Exchange Visitor(s)
Nearing the Program
End Datein 60 Days

Thisreminder displays
60 days prior to the
program end date listed
in SEVIS.

An RO or ARO may complete an
extension within the maximum duration
of participation or submit arequest to
DoS for an extension beyond the
maximum duration of participation. |If
no action istaken by an RO or ARO,
the EV’ s status will change from
Activeto Inactive the day after the
program end date identified in SEVIS.

Out of Country
Exchange Visitors

This reminder displays
30 days prior to the out
of country end date for
professor and research
scholar EVswho are
currently actively
participating in their

An RO or ARO may update the out of
country end date. If no action istaken
by an RO or ARO, the out of country
reason will be removed from the EV's
SEVIS record on the out of country end
date. The EV's SEVIS status will
remain Activeif the EV's program end
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Alert Description Action Required
programs outside the date islater than the out of country end
United States. date.
Professor (s)/Research | Thisreminder displays An RO or ARO may submit arequest

Scholar(s) inaG-7
Program Within 90
Days of Program End
Date

(See 22 CFR 62.20 for
additional information.)

for professor and
research scholar EVsin
programs with a program
seria of G-7. Their
statusin SEVISis
Active, their programis5
years or more in length,
and it will end in 90 days
or less.

to DoS for an extension beyond the
maximum duration of participation. If
no action istaken by an RO or ARO,
the EV’s status will change from
Active to Inactive the day after the
program end date identified in SEVIS.

Pr of essor (s)/Resear ch
Scholar(s) inaG-7
Program Within 180
Days of Program End
Date

(See 22 CFR 62.20 for
additional information.)

This reminder displays
for professor and
research scholar EVsin
programs with a program
seria of G-7. Their
statusin SEVISis
Active, their programis5
years or more in length,
and it will endin 180

An RO or ARO may submit arequest
to DoS for an extension beyond the
maximum duration of participation. If
no action istaken by an RO or ARO,
the EV’s status will change from
Active to Inactive the day after the
program end date identified in SEVIS.

daysor less.
Saved Recor d(s) not Thisreminder displays Complete and submit the recordsin
Submitted for 15 Days | when EV recordsarein | SEVIS. Otherwise, the system will
Draft status and the automatically delete any records in
current dateis 15 daysor | Draft statusif no action has been taken
more past the date of the | on the records within 45 days.

last updatein SEVIS.
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2.12 Reports

SEV IS provides the capability to generate and print a variety of reports that reflect current
SEVISinformation for the data elements that are included in the report. See Volume | of this
manual for detailed instructions on generating and printing reports.
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2.13 Message Board

The message board allows you to view system-wide postings. The Message Board screen
automatically displays when you log into SEVIS if there are any current message postings from
DHS and/or DoS. The Message Board screen can be accessed at any time by clicking the

M essage Board link on the navigation bar. Exhibit 46, Message Board Screen, is an example of
the screen.

Exhibit 46: Message Board Screen

T
,,_
]-q F‘l Student & Exchange Yisitor
- iy Information System
L -

Get Adobe Reader

Ay US. Immigration 8
and Customs
Enforcement

Main | Listing of Schools | Listing of Programs | Logout
Message Board | Change Password

Message Board

Posting Begin Date Posting End Date Subject Commands
03/ 242008 04730/ 2008 Sample Message Board Posting Wiew
Misw Print All

2.13.1  View Message Board Postings

Perform the following steps to view the details of a message board posting:

1. Click either the View link to the far right of a specific message or the View/Print All link at
the bottom of the Commands menu on the Message Board screen. The System Message
screen displays. Exhibit 47, System Message Screen, is an example of the screen.
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Sy, US. Immigratiol
s\ and Customs
S Enforcement

Exhibit 47: System Message Screen

:—
Student & Exchange Visitor S EVI s

Information System

s

Main | Listing of Schools | Listing of Programs | Logout

Message Board | Change Password Get Adobe Reader

System Message

Posting Begin Date: 03/24/2008

Posting End Date:
Subject:

04/30/2008

Sample Message Board Posting

Roles: Program Users

Message: Sample Message Board message.

Messages may have a direct hyper link, e.g., http i/ wuw. ice

.qoufsevisfindex.htm, which will open in a new

Messages may also have hyperlinked text,

browser window,

Attachment:

2. View the details of the listed message board postings. Below is a brief
description/explanation of the fields on the screen.

Field

Description/Explanation

Posting Begin Date

The date that the message board posting begins displaying on the
message board

Posting End Date

The date that the message board posting will be removed from the
message board

Subj ect A brief summary of the message board posting

Roles The users to whom the message board posting applies

M essage The detailed message to the users

Attachment Additional supporting documentation for the message board

posting

Click the link to view the attachment. The attachment will openin
anew browser window.

To print the attachment, click File on the browser toolbar, then
click Print. The Print window displays. Ensure that the proper
printer is highlighted, and click the Print button.

When finished viewing and/or printing the attachment, click the
Close (X) button in the upper-right corner of the screen to close
the window.

3. Click the Return button to return to the Message Board screen.
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2.13.2 Print Message Board Postings
Perform the following steps to print a message board posting:

1. Choose whether just one message board posting or all current message board postings will be
printed.

e To print only one message board posting, click the View link to the far right of the
applicable posting. The System Message screen displays.

e Toprint all message board postings, click the View/Print All link at the bottom of the
Commands menu. The System Message screen displays.

2. Click File on the browser toolbar, then click Print. The Print window displays.
3. Ensurethat the proper printer is highlighted.
4. Click the Print button.
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2.14 Electronic Submission of Payment

The U.S. Department of State has entered into an agreement with the U.S. Department of
Treasury’s Financial Management Service (FMS) to participate in an electronic payment system
known as “Pay.gov.” All Exchange Visitor Program fee payments must be submitted viathe
Pay.gov web site. Currently, the following requests require payment of a non-refundable fee:

e Change of Category

e Extension Beyond the Maximum Duration of Participation
e Reinstatement

¢ Reinstatement — Update SEVIS Status

e Redesignation
Pay.gov is a secure, Government-wide financial management transaction portal managed by
FMS, and developed in cooperation with Cleveland Federal Reserve Bank and Bank of America.
The Department accepts payments from checking and savings accounts via Automated Clearing
House (ACH) at Cleveland Federa Reserve Bank and credit card collections with settlement
provided by Bank of America. The ACH isafunds transfer network that provides for interbank
clearing of electronic entries by participating financial institutions.

Y our organization must identify at least two Pay.gov usersto DoS to register to use the
“Exchange Visitor Program (EV P) Fee Payment” form viaPay.gov. Thisformis private and
exclusively for the use of J-1 designated sponsors to submit requests for services (i.e.,
redesignation, extensions, reinstatements, reinstatement — update SEV IS status, and change of
category). Please contact DoS at 202-203-5096 to obtain registration information and
instructions for submitting payments electronically via Pay.gov.

Note: “ECFMG Sponsorship” and “Permission to Issue’ requests are not CURRENTLY
processed using SEVIS. However, fee payments for “ECFMG Sponsorship” and “Permission to
Issue” must also be made viathe Pay.gov web site.
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3. OPERATING INSTRUCTIONS

3.1 Initiate Operation

Access SEVIS viathe Internet using Internet Explorer Version 5.0 or higher or Netscape Version
4.7 or higher. A SEVIS user ID and password are required to access the system.

To log into SEVIS, perform the following:
1. Accessthe Internet and go to the SEVIS Login screen at https://egov.ice.gov/sevig/.

2. Enter your user ID in the User Namefield.
3. Enter your password in the Password field.
4. PressEnter or click the Login button.

Note: SEVIS may respond faster or slower depending on the number of users accessing SEVIS.

3.2 Maintain Operation
After 20 minutes of inactivity, the session will time out and you must log in again to use SEVIS.

3.3 Terminate and Restart Operations

The Logout link on the navigation bar is used to log off SEVIS at any time. To close the
browser window, click the Close (Xl) button in the upper-right corner of the browser window.

Note: If SEVISIocksup, click the Close () button in the upper-right corner of the browser
window and initiate operation again. You must wait 20 minutes before accessing SEVIS again.

Should there be an unscheduled termination of your SEVIS session due to external causes such
as atimeout, power failure, or acomputer malfunction, repeat the login procedures described in
Section 3.1, Initiate Operation.

SEVIS user IDs and passwords are suspended after three unsuccessful login attempts. Call the
SEVIS Help Desk at 800-892-4829 to have access to SEVIS reinstated.

4. ERROR HANDLING

SEVISincludes automatic validation of the data entered into many fields. For example, if the
dateis entered in an incorrect format, the system will prompt you to correct the error by
providing the proper format. These messages are self-explanatory and are not addressed in this
manual.
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The system also includes a SEVIS Connection Error. The message reads, “Y our connection to
SEVIS was unsuccessful. Pleasetry your request again. If the error persists and you need
assistance, please contact the SEVIS Help Desk at 800-892-4829.”

Y ou will be redirected to the SEVIS Login screen. When returned to the SEVIS Login screen, log
into the system and continue working. If the message displays again, contact the SEVIS Help
Desk.

5. HELP FACILITIES

To report SEVIS-related issues or problems, contact the SEVIS Help Desk at 800-892-4829
during the hours of 8 am. to 8 p.m. Eastern Time, Monday through Friday. Callsreceived
outside these hours will be recorded for response on the next business day.
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ACH
AG
ARO
CFR
CIP
COB
COC
DHS
DoS
DSO
ECFMG
EV
EVP
FMS
ICE
ID
LPR
MB
NCES
PDSO
PL
POE
PS
RAM
RO
SEVIS
SEVP
U.S.

Automated Clearing House

Academic and Government Programs Division
Alternate Responsible Officer

Code of Federal Regulations

Classification of Instructional Programs

Country of Birth

Country of Citizenship

U.S. Department of Homeland Security

U.S. Department of State

Designated School Official

Educational Commission for Foreign Medical Graduates
Exchange Visitor

Exchange Visitor Program

U.S. Department of Treasury’s Financial Management Service
U.S. Immigration and Customs Enforcement
Identification

Lega Permanent Resident

megabyte

Nationa Center for Educational Statistics
Principal Designated School Official

Public Law

Port of Entry

Private Sector Programs Division

random access memory

Responsible Officer

Student and Exchange Visitor Information System
Student and Exchange Visitor Program

United States
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SEVIS enables you to print Forms, such as the Form DS-2019, to a designated printer through
Adobe Reader. Perform the following steps to download the latest version of Adobe Reader:

1. Click the Get Adobe Reader link on the SEVIS navigation bar. Adobe’s home page will
display in a separate browser window.

et Adobe
2. Clickthe Get Adobe Readler hmr\? ) button on the Adobe home page.

download

3. On the Adobe Reader screen, click the Download (-) button. The Adobe
Reader software download will start automatically. However, if adialog box displays with
the option to run or save, click the Run button.

Note: Depending on the security settings on your computer, you may see a Security Warning
dialog box. Click Yesto accept the ActiveX Control.
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In order to view the tutorial, Adobe Flash Player must be installed on the computer being used.
Perform the following steps to download the latest version of Adobe Flash Player:

1. Accessthe Adobe home page (www.adobe.com).

Get Adobe

2. Click the Get Adobe Flash Player (12 P@er =7 ) hytron.

3. On the Adobe Flash Player Download Center screen, click the Yahoo! Toolbar check box to
remove the check mark.

4. Click the Install Now ([ i ]) button. The Adobe Flash Player software

download will start automatically. However, if adiaog box displays with the option to
install or not install, click the Install button.

Note: Depending on the security settings on your computer, you may see a Security Warning
dialog box. Click Yesto accept the ActiveX Control.
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Status Values for Exchange Visitors and Dependents

Exhibit D-1, Status Values for Exchange Visitors and Dependents, explains each status that EV's
and their dependents may havein SEVIS.

Exhibit D-1: Status Values for Exchange Visitors and Dependents

SEVIS Status

Description/Explanation

Saved/Draft

EV and/or dependent records that have been saved, but not submitted
to the SEVIS database. These records are considered Draft records.
An RO or ARO may review, edit, and submit a saved/draft record to
SEVIS.

Initial

EV and/or dependent records that have been created and submitted to
SEVIS (saved to the SEVIS database), but the EV’ s program has not
been validated by the program sponsor.

Validation is the process of updating the record of an EV whoisin
Initial statusin SEVIS to show that the EV:

e Hasactually arrived at the site of activity in the United States

identified by the program sponsor

e |sparticipating in his or her exchange program
Note: Failureto validate an EV’s participation within 30 days of the
program start date listed in SEVIS will result in cancelation of the
EV’srecord in SEVIS, as stipulated in the Exchange Visitor Program
regulations (22 CFR 62).

Active

The sponsor has validated an EV'’ s participation in his or her program
(by entering the current U.S. address for the EV). The current U.S.
address is the location where the EV will live while participating in
his or her program. The current U.S. addressis collected in SEVIS
but does not print on the Form DS-2019. When the Form DS-2019 is
printed from SEVIS, the address of the primary site of activity entered
in SEVISfor the EV will print in the U.S. Address section of the
Form.

Following the validation of the EV in SEVIS, the EV is considered to
bein Active or valid program status.

Note: An RO or ARO may use the Correct Minor or Technical
Infraction process to change an EV from Inactive status to Active
status if today’ s date is not greater than 120 days since the EV’ s status
changed to Inactive. When today’s date is greater than 120 days and
less than 270 days after the EV’ s status changed to Inactive, the RO or
ARO must submit a reinstatement request to DoS for review and
approval (22 CFR 62.45). Reinstatement to Valid Program Status
cannot occur when the current date is greater than 270 days after the
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SEVIS Status

Description/Explanation

EV'’s status changed to Inactive.

Terminated

In SEVIS, the program sponsor has terminated the EV’ s participation;
termination implies a change from Active or valid program status
prior to program completion. Termination has an adverse, or
negative, affect on the EV’srecord and on the record of each
dependent of the EV. Terminated EV's have no benefits and cannot
apply for an extension, reinstatement, or change of category.

Note: Dependent records are automatically terminated when the EV’s
participation isterminated. Also, an RO or ARO may terminate the
status of a dependent prior to the end of the EV’ s program for reasons
such as the conviction of acrime or violation of the Exchange Visitor
Program regulations.

Transferred (SEVISto
SEVIS)

The EV has transferred between two program sponsors authorized
accessto SEVIS.

Note: If aprogram is expecting to receive atransfer EV from another
SEVIS program, thisEV’s name will display on the All Exchange
Visitors and Dependents list with the status of Transferred once the
effective date of the transfer isreached. The EV’sname will also
display on the Transferred Status Exchange Visitors and Dependents
list. Toview thislist, click the EV_Listslink to theright of the
appropriate program on the Listing of Programs screen, the first screen
that displays when logged into SEVIS. Then select the appropriate link
on the Exchange Visitors and Dependents Menu screen.

Transferred to a
Non-SEV IS Sponsor

The ability to transfer EVsto anon-SEVIS program is no longer
available. However, there may be EVswho will always have this
status; they transferred prior to the date mandated for enrollment of all
Exchange Visitor Programsin SEVIS.

Inactive

An EV and/or dependent can become Inactive (out of valid program
status) for the following reasons:

e TheEV completes hisor her program as scheduled—

Form DS-2019 expires. (The EV’sname will display on the
Inactive Satus Exchange Visitors and Dependents list the day
after the program end date.)

e The RO or ARO ends the program of an EV (for example, the
EV completes his or her program early, or withdraws from the
program). The status of the EV’ s dependents will also be set
to Inactive on the effective date of completion entered by the
RO or ARO.

e TheRO or ARO ends the status of the spouse or dependent
because the accompanying spouse got divorced from the EV,
or the spouse and/or dependent died.

e The dependent’s status is automatically ended in SEVIS on the

D-2
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SEVIS Status Description/Explanation

day the dependent turns 21 years of age.
Note: When dependents have the same SEV IS status as the EV, their
status will automatically be set to Inactive when the EV’'s SEVIS
status is set to Inactive.

Invalid An EV’'sstatusis Invalid when:

e Heor she does not enter the United States through a port of
entry within 30 days of the program start date identified in
SEVIS.

e AnRO or ARO setsthe EV’srecord to Invalid status.

Note: Dependent records are automatically set to Invalid when the
EV’'sSEVIS statusis set to Invalid.

No Show The EV’s program participation has not been validated in SEVIS.
e |tis 30 days after the program start date listed on the
Form DS-2019 that was issued to an EV to begin a new
program and the EV has entered the United States through a
port of entry but has not been validated in SEVIS.
e Inatransfer situation, the EV has not been validated in SEVIS
30 days after the effective date of transfer identified in SEVIS.
e TheRO or ARO changed the EV’ s status from Initial to No
Show.
e When adependent isin Initial status, an RO or ARO may set
the dependent’ s status to No Show.
Note: Dependent records are automatically set to No Show when the
EV’srecord is set to No Show.
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Category

Description/Explanation

Alien Physician

The Educational Commission for Foreign Medical Graduates
(ECFMG) isthe only sponsor authorized to use this category.

This category (22 CFR 62.27) isfor foreign physicians
pursuing American medical board certification through
graduate education or training at accredited U.S. schools of
medicine, or other U.S. institutions, through a Clinical
Exchange Program.

All foreign physicians in this category must successfully
complete ECFM G-administered examinations that measure
their command of the medical sciences. All foreign
physicians are subject to the Two-Y ear Home Country
Physical Presence Requirement as stipulated in Section 212(e)
of the Immigration and Nationality Act and Public

Law 94-484.

Note: The Jvisadoes not provide for programs with
hands-on or direct-patient contact, such as veterinarian,
dental, or nursing training.

The maximum duration of participation for the Alien
Physician category shall not exceed 7 years.

Au Pair

The Au Pair Program (22 CFR 62.31) is designed to give
foreign nationals the opportunity to live with an American
host family and participate directly in the home life of that
family while providing limited child-care services. The au
pair participant is also required to enroll in an accredited U.S.
post-secondary educational institution for not less than 6
hours of academic credit or its equivalent.

The EduCare Program component of this category limits work
hours to 30 hours per week, and requires 12 hours of
academic credit or its equivalent.

The maximum duration of participation for this program shall
not exceed 1 year.

Camp Counsglor

The Camp Counselor Program (22 CFR 62.30) facilitates the
entry of foreign nationals to serve as counselorsin U.S.
summer camps.

Under no circumstances shall program sponsors facilitate the
entry into the United States of a participant for whom a camp
placement has not been pre-arranged.
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Category

Description/Explanation

The maximum duration of participation for this program shall
not exceed 4 months. No extensions will be permitted.

Government Visitor

This category (22 CFR 62.29) isreserved for use by Federal,
State, or local Government agencies.

Participation in this category is for participants who are
recognized as influential or distinguished persons, and who
are selected by a Federal, State, or local Government agency
to participate in observation tours, discussions, consultations,
professional meetings, conferences, workshops, and travel.

The maximum duration of participation for this category shall
not exceed 18 months.

Intern

A separate application (Form DS-3036) must be completed
for this category.
Anintern (22 CFR 62.22) is aforeign national who either:

e |Iscurrently enrolled in and pursuing studies at a
degree- or certificate-granting post-secondary
academic ingtitution outside the United States
or

e Graduated from such an institution no more than 12
months prior to his or her exchange visitor program
begin date

and who enters the United States to participate in a structured
and guided work-based internship program in his or her
specific academic field.

The maximum duration of participation for this category shall
not exceed 12 months.

Note: For program exclusions, see 22 CFR 62.22(j).

I nternational Visitor

This category (22 CFR 62.28) is reserved for use by the U.S.
Department of State. International visitors are potential or
recognized leadersin their own countries.

The maximum duration of participation for this category shall
not exceed 1 year.

Pr of essor

This category (22 CFR 62.20) isfor individuals who are
involved primarily in teaching, lecturing, observing, or
consulting at accredited post-secondary educational
institutions, museums, libraries, or similar institutions. A
professor may also conduct research, unless disallowed by the
program sponsor.
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Category

Description/Explanation

The maximum duration of participation for this category shall
not exceed 60 months.

Resear ch Scholar

Research scholars (22 CFR 62.20) primarily conduct research,
observe, or consult in connection with aresearch project at
research ingtitutions, corporate research facilities, museums,
libraries, accredited post-secondary educational institutions,
or similar types of institutions. The research scholar may also
teach and lecture (unless disallowed by the program sponsor)
provided that these activities are incidental and do not extend
the period of participation beyond the maximum duration.

The maximum duration of participation for this category shall
not exceed 60 months.

Short-Term Scholar

A short-term scholar (22 CFR 62.21) is a professor, research
scholar, or person with similar education or accomplishments
coming to the United States on a short-term visit to lecture,
observe, consult, train, or demonstrate special skills at
research institutions, museums, libraries, accredited
post-secondary educational institutions, or similar
organizations.

The maximum duration of participation for this category shall
not exceed 6 months. No extensions will be permitted.

Specialist

This category (22 CFR 62.26) is for experts who will exhibit
specialized knowledge or skills while in the United States.
Such exchanges are primarily non-academic and provide
opportunities to increase the exchange of knowledge and
ideas between American and foreign specialists.

The maximum duration of participation for this program shall
not exceed 1 year.

Student, College/University

Participants in this category must be pursuing afull course of
study at accredited post-secondary educational institutions in
the United States (22 CFR 62.23). Academic trainingis
permitted, if approved by the program sponsor, but study must
be the primary purpose of the EV’s program in the United
States. Students are eligible for participation when they are
not substantially supported by personal funds and when they
meet the funding requirements outlined in

22 CFR 62.23(c)(4).

The duration of participation for college and university
studentsis unlimited, aslong as they are enrolled full timein
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Category

Description/Explanation

programs that lead to adegree. If enrolled in anon-degree
program, the duration of participation shall not exceed 24
months, including academic training.

Student, Secondary (High
School)

This subcategory affords students an opportunity to study in
an accredited U.S. secondary school while living with an
American host family (22 CFR 62.25). Participantsin this
category must meet the following three requirements:

1. Secondary students who have not completed more than 11
years of primary and secondary schooling, excluding
kindergarten, in their home country

2. Atleast 15 but not more than 18 1/2 years of age on the
date the student will begin his or her program

3. Without previous participation as an EV for high school
studiesin the United States

Factors such as English language proficiency, maturity,

character, and scholastic aptitude are critical.

The maximum duration of participation for secondary school
students (high school students) isaminimum of 1 academic
semester and a maximum of 1 academic year.

Summer Work/Travel

This program (22 CFR 62.32) is designed to provide foreign
post-secondary students the opportunity to work and travel in
the United States for a 4-month period during summer
vacations.

The maximum duration of participation for this program shall
not exceed 4 months. No extensions will be permitted.

Teacher

This category (22 CFR 62.24) is for individual s teaching

full-time in an accredited primary or secondary educational

institution. A participant in this category must satisfy all of

the following:

1. Meet the quaifications for teaching in primary or
secondary schoolsin his or her home country

2. Satisfy the standards of the U.S. state in which he or she
will teach

3. Have aminimum of 3 years of teaching or related
professional experience

Copies of the approval letters obtained from the State
Department of Education for each state in which foreign
teachers will be placed must be submitted to DoS with this
application.

The maximum duration of participation for this category shall
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Category

Description/Explanation

not exceed 3 years.

Trainee

A trainee (22 CFR 62.22) is aforeign national who has either:

e A degreeor professional certificate from a post-
secondary academic institution outside the United
States and at least 1 year of prior related work
experience in hisor her occupational field in his or her
home country
or

e Fiveyearsof work experiencein hisor her
occupational field

and who enters the United States to participate in a structured
and guided work-based training program in his or her specific
occupational field.

Although training often occursin aworkplace setting, the
training must be bona fide, and not merely employment. A
generic training plan for each requested training occupational
category and duration of training being offered must be
submitted with the application for designation. Designated
program sponsors are required to ensure that individualized
Traineg/Internship Placement Plans (Form DS-7002) are
prepared for selected trainees and forwarded to them prior to
entry into the United States.

Sponsors must aso ensure continuous supervision and
periodic evaluations are compl eted.

Program Exclusions. Refer to 22 CFR 62.22(j) for program
exclusions.

Maximum Duration of Participation: Refer to 22 CFR
62.22(k) for the maximum duration or participation permitted
for the Trainee category.
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Netscape has modified its printing procedures for Version 7.0. For best results when printing,
make the following changes to the Netscape browser print settings:

1.
2.

o 0~ w

Click File on the Netscape menu bar.

Select Page Setup. The Page Setup window displays, as shown in Exhibit F—1, Netscape
Page Setup Window—Format & Options Tab.

Exhibit F-1: Netscape Page Setup Window—Format & Options Tab

Page Setup il

Formak & Options T Marqgins & Header/Fooker ]

— Format

N )
Orientation: () Porkrait @ Landscape

Scale: [0 | % | [ Shrink To Fit Page Width

— Options

[ Print Background {calars & images)

[ (04 ] [ Cancel ]

On the Format & Optionstab, click the Landscape radio button.
Ensure there is a check mark in the Shrink To Fit Page Width check box.
Ensure there is not a check mark in the Print Background (color & images) check box.

Click the Margins & Header/Footer tab. The Margins & Header/Footer tab comesinto
focus, as depicted in Exhibit F—2, Netscape Page Setup Window—Margins & Header/Footer
Tab.
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Exhibit F-2: Netscape Page Setup Window—Margins & Header/Footer Tab

Page Setup il

Format 2 Options T Margins & Header/Footer ]

— Margins (inches)

Top:
Left: . Right
'

Battam!

— Headers & Footers

[ blark-  w| | -blank-  [*]| [ blank-  |+]
Left: Center: Right:
| -blank~  |w| | -blank~  |w| | -blank- ]

[ Ok ] [ Cancel ]

7. Set theleft and right marginsto “0.5” and the top and bottom marginsto “0.25.”

8. Within the Headers & Footer s section, ensure that al drop-down lists are “--blank--." If the
drop-down lists are not set to “--blank--,” click on the down arrow and select “--blank--.”

9. Click OK.

10. Click either the Print () button on the browser toolbar or select Print from the File menu.
The Print window displays, as depicted in Exhibit F-3, Print Window.
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Exhibit F-3: Print Window

W12th floor lazer_90.appss.

Tk ErEmes:
A = U e e =t =i

e seleCted ITafie:

(0 Bachframe sepanatel

11. Ensure that the appropriate printer is selected in the Name list. If not, select the correct
printer from the list.

12. Click OK on the Print window, and the report prints to the designated printer.
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Resources

The following are additional resources to assist with the administration of your U.S. Department
of State designated-exchange visitor program.

EXCHANGE VISITOR PROGRAM (J-VISA)
Visit the U.S. Department of State’s website: http://exchanges.state.gov/education/jexchanges/

To obtain administrative guidance on the Exchange Visitor Program, the Exchange Visitor
Program regulations (22 CFR Part 62), or program or exchange visitor iSsues or concerns,
contact the Office of Exchange Coordination and Designation, Bureau of Educational and
Cultural Affairs, Department of State:

Academic and Government Programs Division (AG)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/AG - SA-44, Room 820

301 4th Street, SW

Washington, DC 20547

Telephone: 202-203-5029

Fax: 202-453-8640

Responsible for the administration and oversight of the following categories:
e Government Visitor

e International Visitor

e Professor

e Research Scholar

e Short-Term Scholar

e Specialist

e Student (College/University)

Private Sector Programs Division (PS)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/PS - SA-44, Room 734

301 4th Street, SW

Washington, DC 20547

Telephone: 202-203-5096

Fax: 202-203-5087

Responsible for the administration and oversight of the following categories:
e AlienPhysician

e AuPar

e Camp Counselor
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Resources

e Intern

e Student (Secondary/High School)
e Summer Work/Travel

e Teacher

e Tranee

Contact information is available on the Internet at:
http://exchanges.state.gov/educati on/j exchanges/contact. htm#contact.

STUDENT AND EXCHANGE VISITOR INFORMATION SYSTEM (SEVIS)

e SEVIS Security Concerns. For system security and data integrity issues, contact the
DHS Help Desk at 888-347-7762, 24 hours aday, 7 days a week.

e SEVISTechnical Issues: For system functionality issues, contact the SEVIS Help Desk
at 800-892-4829, 8 am. to 8 p.m. Eastern Time, Monday through Friday. The SEVIS
Help Desk is available to address SEV IS concerns or questions other than security.

e SEVP Web Site: http://www.ice.gov/sevis/index.htm/. It isrecommended that you visit
this site often to stay informed regarding events affecting SEVIS.

e SEVISI-901 Fee Web Site: http://www.ice.gov/sevis/i901/index.htm

e OnlineHelp isavailable by clicking the Help link on the navigation bar when logged
into the SEVIS application. The Online Help is updated every release.

e User Manuals are available on the Internet at:
http://exchanges.state.gov/educati on/jexchanges/about/sevis.htm

SOCIAL SECURITY ADMINISTRATION
e Main page: Socia Security OnLine: http://www.ssa.gov/

e Employer Reporting & Instruction Information: Telephone Numbers for Wage
Reporting Assistance: http://www.ssa.gov/employer/wage_reporting_specialists.htm

e Employer Responsibilities When Hiring Foreign Workers:
http://www.social security.gov/employer/hiring.htm

U.S. DEPARTMENT OF STATE
e Main page: http://www.state.gov/

e Bureau of Educational and Cultural Affairs: http://exchanges.state.gov/education/

e Bureau of Consular Affairs; http://www.travel.state.gov/

e Visa Services, Public Inquiries Division:

Telephone: 202-663-1225
Fax: 202-663-3899
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Resources

Internet Visa Information Sour ces:
— Bureau of Consular Affairs (Visas): http://www.travel.state.gov/visa/visa 1750.html

— VisaServices (Destination USA Overview): http://www.unitedstatesvisas.gov
— VisaWaiver information: http://travel.state.gov/visa/temp/info/info 1296.html

— Nationa VisaCenter (NVC) public: Provides general information on immigrant visa
processing and case-specific information based on the U.S. Citizenship and
Immigration Services (formerly INS) receipt number or NV C case number:

Telephone: 603-334-0700
Email: NVCINQUIRY @state.gov

U.S. DEPARTMENT OF HOMELAND SECURITY
Main page: http://www.dhs.gov

U.S. Immigration and Customs Enforcement: http://www.ice.gov/index.htm

U.S. Citizenship and Immigration Services. http://www.uscis.gov/portal/site/uscis

U.S. Customs and Border Protection: http://www.cbp.gov

USVISIT (U.S. Visitor and Immigrant Status Indicator Technology Program):
http://www.dhs.gov/xtrvlsec/programs/content_multi_image 0006.shtm
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Department of State Maximum and Minimum Duration of Participation Rules

Category Minimum Duration Minimum Duration of Maximum Extension Beyond
of Participation ! Participation for Duration of Maximum Duration of
Sponsors with Program | Participation | Participation is Permitted
Serial G-1, G-2, or G-3 (requires DOS approval)

Alien Physician 3 weeks N/A 7 years Yes
Au Pair 1 year N/A 1 year Yes
Camp Counselor 3 weeks N/A 4 months No
Government Visitor 3 weeks N/A 18 months Yes
Intern 3 weeks N/A 1 year Yes
Internationa Visitor N/A N/A 1year Yes
Professor 3 weeks N/A 5 years No
Research Scholar 2 3 weeks N/A 5 years No
Short-Term Scholar N/A N/A 6 months No
Specialist 3 weeks N/A 1 year No
Student:

Associate Degree Student 3 weeks N/A N/A N/A

Bachelors Degree Student 3 weeks N/A N/A N/A

Doctorate Degree Student 3 weeks N/A N/A N/A

Masters Degree Student 3 weeks N/A N/A N/A

Non-Degree Student 3 weeks N/A 2years No

Secondary Student One academic semester One academic semester 1year No

(5 months) (5 months)

Summer Work Travel 3 weeks N/A 4 months No
Teacher 3 weeks N/A 3years Yes
Trainee: °

Flight Trainee 3 weeks N/A 24 months Yes

All Other Trainees? 3 weeks N/A 18 months Yes

! Section 62.8 General program requirements.

(b) Minimum duration of program. Sponsors, other than the Federal Government agencies (identified by the program serial, G-1, G-2 and G-3), shall
provide each exchange visitor, except short-term scholars, with aminimum period of participation in the United States of 3 weeks.
2 Extension beyond maximum duration of participation for professorsand research scholarsisonly alowed if the sponsor’s program serial is G-7.
3 The maximum duration of participation for atraineeis 18 monthsfor all occupational categories except in the occupational fields of “ Agriculture,
Forestry, and Fishing” and “Hospitality and Tourism.” Training in the fields of Hospitality and Tourism are limited to a maximum of 12 months. Training in
the fields of Agriculture, Forestry, and Fishing is limited to 12 months, unless 6 months contain an academic classroom component, which allows a maximum of

18 months. The Department may limit the designation to alesser amount of time, for example, a 6- or 12-month training program. An extension of a program
beyond the 18 months would be considered an extension beyond the maximum duration of participation and require DoS approval.
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