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1. INTRODUCTION

This manual was written as aresource for school users—that is, Principal Designated School
Officials (PDSOs) and Designated School Officials (DSOs)—of the Student and Exchange
Visitor Information System (SEV1S). The manual is presented in two separate volumes to
delineate the Form I-17 and Form [-20 processes. This volume addresses the Form 1-20 process.
Attachment A, Sample Student Eligibility Application (Form [-20), provides a sample of the
Form. Thisuser manual reflects the changes to SEVIS effective with Release 6.0.

1.1 Resources
The following are additional resources to assist with your use of SEVIS:

e Department of Homeland Security (DHS) Help Desk—(888) 347-7762, 24 hours a
day, 7 days aweek. Contact the DHS Help Desk to report security concerns.

e School User Online Help isavailable by clicking the Help link in the navigation bar
when logged into the SEVIS application. This Online Help is updated every release.

e SEVISHelp Desk—(800) 892-4829, 8 a.m. to 8 p.m. Eastern Time, Monday through
Friday. The SEVIS Help Desk is available to address SEVIS technica concerns or
guestions and password issues.

e SEVISToolbox email address—Toolbox.SEVIS@dhs.gov. Thisaddressis availableto
receive emails regarding SEV IS technical issues.

e SEVIS Certification Branch email address—Schoolcert.SEVIS@dhs.gov. This
addressis available to receive emails regarding SEVIS certification questions.

e |-901 Fee Payment email address—fmjfee.SEVIS@dhs.gov. Thisaddressisavailable
to receive emailsregarding 1-901 fee questions and payment issues.

e Student and Exchange Visitor Program (SEVP) Office—The SEVP Office provides
user role clarification. Contact information can be found on the SEVP website (see
below).

e SEVP web site—http://www.ice.gov/sevig. It isrecommended that you visit this site
often to stay informed regarding events affecting SEVIS.

e SEVISPalicy email address—sevis.source@dhs.gov. Thisaddressisavailable to
receive emails concerning SEVIS policy and general SEV P questions.

e Web-Based Training Course—
http://www.ice.gov/sevis/schools/existing_schools/index.htm#. Click the DSO Training
Course link to access the web-based training course for school officials.

1.2 Purpose of SEVIS

SEVISisan Internet-based application that facilitates timely electronic reporting and monitoring
of international students and exchange visitors (EV's) and their dependents in the United States.

umsch2_6.0_update 022009.doc CSY00.60010-02.UPO-EDS
Update February 20, 2009


http://www.ice.gov/sevis/
http://www.ice.gov/sevis/schools/existing_schools/index.htm

User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volume Il Form1-20

SEVIS enables schools and program sponsors to transmit el ectronic information to DHS and the
Department of State throughout a student’s or EV'’ s program in the United States.

SEVIS allows schools to submit school certification applications, update certification
information, submit updates to the DHS that require adjudication, and create and update F-1
(academic) and M-1 (vocational) student and dependent records. DHS Managers and
Adjudicators have the capability to adjudicate updates made to school records using SEVIS, and
PDSOs are notified through SEVIS of the adjudication results.

This manual contains instructions for accessing SEVIS with a permanent user identification (1D)
and password enabling users to process Forms [-20 (Certificate of Eligibility for Nonimmigrant
Student Status), view alerts on students, and view and print a variety of reports.

All Forms1-20 issued by the school for initial attendance by a new student must be created in
and issued from SEVIS. Once astudent isregistered in SEVIS, the school must update the
student’ s record and report on the events required by SEVIS. DHS published afinal rulein the
Federal Register, 67 FR 76256 (December 11, 2002) to implement the new SEVIS requirements
and establish a process for electronic reporting by DSOs. This rule outlines the student events
reporting and information collection required by schools using SEVIS. Additionally, each
school official associated with a school enrolled in SEVISis sent information regarding the
specific reporting requirements with his/her permanent SEVIS user ID.

1.3 Privacy Act Considerations

SEVISisfor the use of authorized usersonly. Individuals using SEVIS without authority, or in
excess of their authority, are subject to having al of their activities on this system monitored and
recorded by system personnel. In the course of monitoring individuals improperly using this
system, or in the course of system maintenance, the activities of authorized users may also be
monitored. Anyone using SEVIS expressly consents to such monitoring and is advised that if
such monitoring reveals possible evidence of criminal activity, system personnel may provide
the evidence of such monitoring to law enforcement officials. DHS has designated SEVISto be
a Privacy Act system of records and SEVIS information will be used and disclosed in accordance
with 5 U.S.C. 8552a, Privacy Act of 1974, as amended.

1.4 Security Reminder

SEVIS was developed 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 take isto safeguard your user 1D 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.

If you suspect that your password has been compromised, you can reset it using the Change
Password link on the navigation bar or the Request Password Reset link on the SEVIS Login
screen located at https.//egov.ice.gov/sevis. Alternatively, you can contact the SEVIS Help Desk
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at (800) 892-4829 (8 am. to 8 p.m. Eastern Time, Monday through Friday) to have your
password reset.

If you believe that an unauthorized person has obtained access to international student or
exchange visitor datain one of your internal systems (for example, local batch system) or if you
believe an unauthorized person has gained access to SEVIS, please notify the DHS Help Desk
immediately at (888) 347-7762. The DHS Help Desk is staffed 24 hours aday and can assist
with security concerns only. All other SEVIS concerns or questions should still be directed to
the SEVIS Help Desk at (800) 892-4829 (8 a.m. to 8 p.m. Eastern Time, Monday through
Friday). 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 PDSO/DSO, Responsible Officer/Alternate
Responsible Officer (RO/ARO), and school or program technical and security contacts, as

appropriate.

The DHS Help Desk will contact SEVP immediately. SEVP will work with you to take
appropriate steps to protect and prevent loss of SEVIS information. Such actions to be taken
may include issuing new SEVIS user IDs and passwords as well as loading new security
certificates for the SEV1S 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 DHS Help Desk at (888) 347-7762.

1.5 Acronyms

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

1.6 Disclaimer

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

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 I-20 for students and dependents.

21 Overview of Screen Components

This section explains SEVIS screens and their components and how to navigate through the
application.
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Exhibit 1, Listing of Schools Screen, is an example of a screen that displays when users log into
SEVIS. Itincludes various options that are available on the navigation bar and links that are
available from within the listing of schools. The screen components are labeled with the terms
used in this manual.

Note: If you have accessto more than one school/campus, all schools will be listed on the
Listing of Schools screen.

Exhibit 1: Listing of Schools Screen
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Main | Help | Tutorial | Logout Br OWSGr
Message Board | Change Password T | r
Listing of Schools oolba

* Indicates an alert for that school

— - S
!'Search = 7 Favorites Q-‘,{
7 8

Get Plug-Ins

Name of School Name of Campus Role Commands

Annapolis College Mavy nn PDSO Search MNew Student * Alerts  Student Lists Reports
MNeorthwestern Sw Garmantown Campus o Dso Search Mew Student * Alarts  Student Lists Reports

211 SEVIS Screen Components
Thefollowing isalist of components that may be available on SEVIS screens.

e Browser Toolbar—Thisisthe toolbar displayed by the browser used to access SEVIS.
Note: Do not use the Back button on the browser toolbar to navigate through the system.

e Navigation Bar—The navigation bar lists the following functions;

Note: The navigation bar has been removed from many of the SEVIS screens depicted in
this manual.

— Main—Used to access the Listing of Schools screen or, if you perform as a school
user and a program sponsor user, the screen where you select either the Listing of
Schools or Listing of Programs

— Help—Used to access Online Help for SEVIS

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

— Logout—Used to exit the system

— Message Boar d—Used to access any message board postings applicable to your role

— Change Passwor d—Used to voluntarily change your SEVIS password. Note: Y our
password can only be changed once every 7 days.

— Get Plug-Ins—Used to access the plug-ins used by SEVIS.
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21.2

Additional SEVIS Screen Components

Additional screen components that display on some SEV IS screens include the following:

2.2

Scroll Bar—Thisisthe part of awindow that enables you 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 display.

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

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

— Command Buttons—Click to execute acommand. For example, clicking the
Print Draft 120 | 1y 1, enables you to print a copy of the draft Form 1-20.

— Radio ButtonsCIick to make aselection. Only one radio button may be
selected at atime.

Other Input methods

— Check Boxes ~ —Click to make one or more selections.

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

Online Help Functions

Online Help is always available by clicking the Help link on the navigation bar at the top of
SEVIS screens. This opens anew 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 Online Help topic selected. Exhibit 2, Help Screen, provides an example of
the first screen that displays after clicking the Help link.
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Exhibit 2: Help Screen

| @ Conterts m Index @ Search

Help on Help

5 General Information
D Help on Help
D SEVIS Overview, Background Infarmal

[] Riesources STUDENT & EXCHANGE VISITOR
D User ID Infarmation

i INFORMATION
Frequently dsked Huestions [FALD ]
Pazzwords ¥
Logging In/Logging Out __ ¥ T ] 97

Help and Tutorial Information
Meszage Board
Schoolz

Students
Reparts

EBatch Interface
D ata Definitions
Regulations

How to Use SEVIS Help

Online Help is always available in SEVIS. Click the Help link on the navigation bar at the top of
open Onling Help in a new browser window. Then:

. ® The table of contents displays; click a folder to display a list of topics. Click a topic name t \
| g ... Online Help text for that fanie= "--L-r\.r.i_r‘lht_p_a_nelj. Click the Contents b’

cennee the bableeest

To use the Online Help, perform the following steps:
1. Intheleft panel, click afolder to display alist of topics.

2. Click atopic nameto view the Online Help text for that topic in the right panel.

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

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

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

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

2.2.2 Search Online Help
To search on aword or phrase, perform the following steps:
1. Click the Search (@) button.

2. Type search criteriain the text box provided and press Enter. The results of the search
display as alist of topics containing the word or phrase entered, if any.

3. Click atopic name to view the Online Help text for that topic in the right panel.
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223 Hide/Show the Left Panel
To hide and show the left panel, perform the following steps:

1. ClicktheHide (@) button in the upper-right corner of the left panel to hide the left panel.

2. Click the Contents (@), Index (m), or Search (@) button to restore the left panel.

224 Jumps

Click an underlined word or phrase to jump to anew topic. To return from ajump, click the
Back button on the browser toolbar.

Note: Some underlined phrases are web links. They areidentified by the text that precedes
them. When finished viewing the page, click the Close () button in the upper-right corner of
the browser window.

225 Close Online Help
Close Online Help by clicking the Close () button in the upper-right corner of the Help screen.

2.2.6 Printing Online Help Topics
Printing the Online Help is different for Internet Explorer and Netscape browser users.

It isimportant to note that you cannot print the entire Online Help, no matter which browser you
areusing. You can only print the topic you are currently viewing (that is, one topic at atime).

2.2.6.1 Internet Explorer Users
To print an Online Help topic using the Internet Explorer browser, perform the following steps:
1. Click anywherein theright panel.

2. Click the Print ( i ) icon in the browser toolbar. The topic you are currently viewing prints
to the designated printer.

or
1. Click anywherein theright panel.
2. Select Print from the File menu. A Print window displays (the General tab is on top).

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

4. Click the Print button to print to the designated printer.

2.2.6.2 Netscape Users
To print an Online Help topic using the Netscape browser, perform the following steps:
1. Click anywherein theright panel.
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2. Click the Print ( i ) icon in the browser toolbar. The topic you are currently viewing prints
to the designated printer.

or
1. Click anywherein theright panel.
2. Select Print from the File menu. A Print window displays.

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

4. Click OK to print to the designated printer.

Note: Netscape has modified its printing procedures for Version 7.0. Appendix B, Printing
Instructions for Netscape Version 7.0, provides the updated instructions.

2.2.7 Tutorials

To view a SEVIS demonstration, click the Tutorial link on the navigation bar. Follow the
instructions on the demonstration screens. To close the demonstration at any time, click the
Close (X]) button in the upper-right corner of the screen. Y ou must have Adobe Flash Player
installed on your computer in order to view the tutorial.

Note: If you do not already have Adobe Flash Player installed on your computer, refer to the
instructionsin Appendix C, Download the Latest Version of Adobe Flash Player.

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

2.3 Accessing SEVIS

SEVIS requires the use of Internet Explorer Version 5.0 (or higher), or Netscape Version 4.7 (or
higher), Adobe Reader Version 5.0, and a Laser printer —a Laser Postscript printer with 32 MB
of random access memory (RAM) (96 MB is recommended) or a Laser printer with 32 MB of
RAM (64 MB is recommended).

Note: If you do not already have Adobe Reader Version 5.0 or higher installed on your
computer, refer to the instructions in Appendix D, Download the Latest Version of Adobe
Reader.

Y ou must have a user ID and password to access SEVIS. When approved to use SEVIS, you
receive two email messages, one containing your user ID and a second message containing a
secure link to SEVIS. That link is associated with your user ID. It can only be used to create a
password for your user ID.
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To use the link and create your password, perform the following steps:

1. Click thelink contained in the email message. The system displays the Set Password screen.
Exhibit 3, SEVIS—Set Password Screen, is an example of the screen.

Exhibit 3: SEVIS—Set Password Screen

™
-
q F-l Student & Exchange Visitor SEVIS
k| Information System

. Immigration’
and Customs
Enforcement

Confitm password: I
Set Password

Enter your user ID in the Username field.

. Enter your password in the Password field. Specific password guidelines are provided in the
email message you received from SEVIS. Section 2.3.1, Guidelines for Passwords, provides
general password guidelines.

Enter your password again in the Confirm Password field.

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

6. Click OK and the system displays the SEVIS Login 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.

2.31 Guidelines for Passwords

The email you receive from SEVIS when you are approved as a SEVIS user provides the
specific requirements for SEVIS passwords. General guidelines for SEVIS passwords are as
follows:

e Y Ou cannot reuse your previous Six passwords.
e SEVIS passwords have amaximum life span of 90 days. After thistime, you will be

required to change you password. See Section 2.3.1.1, Change Password Every 90 Days,
for instructions.

e You may voluntarily change your password. See Section 2.3.1.2, Change Password
Voluntarily, for instructions. Note: Y our password can only be changed once every 7

days.
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e |f at any time you suspect that your password has been compromised and you are unable
to change it using the Change Passwor d link on the navigation bar or the Request
Password Reset link on the SEVIS Login screen, contact the SEVIS Help Desk
(1-800-892-4829) (8 a.m. to 8 p.m. Eastern Time, Monday through Friday) to have your
password reset.

e |If your SEVISuser ID and password are suspended, use the Request Passwor d Reset
link on the SEVIS Login screen or contact the SEVIS Help Desk (1-800-892-4829)
(8 am. to 8 p.m. Eastern Time, Monday through Friday) to have your access reinstated.

e Do not share your user ID and password.

2.3.1.1 Change Password Every 90 Days

Y ou must change your password every 90 days. After 75 days, when you log into SEVIS, the
system will display a screen asking if you would like to change your password at that time. 1f
you click the Cancel button, you will be logged into the system. If you click OK, the Change
Password screen will display. After 90 days, when you log into SEVIS, the system
automatically displays the Change Password screen and you must create anew SEVIS
password. To change your password, follow the guidelinesin Section 2.3.1, Guidelines for
Passwords.

To change your password, perform the following steps:
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.
3. Reenter your new password in the Confirm New Password field.

4. Click the Change Password button. The system displays a message indicating that the
password has been successfully changed.

5. Click OK toreturnto SEVIS.

2.3.1.2 Change Password Voluntarily

Y ou may voluntarily change your password using the Change Password link on the navigation

bar. Note: Your password can only be changed once every 7 days. To change your password,

perform the following steps:

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

2. Enter your current password in the Old Password field.
3. Enter your new password in the New Password field.
Note: Y ou cannot reuse your previous Six passwords.
4. Reenter your new password in the Confirm New Password field.
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5. Click the Change Password button. A confirmation screen displays.
6. Click OK toreturnto SEVIS. Be sureto use your new password when logging into SEVIS.

Note: If at any time you suspect that your password has been compromised and you are
unable to change it using the Change Passwor d link on the navigation bar, use the Request
Passwor d Reset link on the SEVIS Login screen or contact the SEVIS Help Desk
(1-800-892-4829) (8 am. to 8 p.m. Eastern Time, Monday through Friday) to have your
password reset.

2.3.1.3 Request Password Reset
The Request Password Reset option is available for users to request anew SEVIS password.

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

Use this function for any of the following reasons:
¢ You have forgotten your SEVIS password.

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

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

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

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 Namefield.

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

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

2.3.2 Log Into SEVIS

When you access SEV IS viathe Internet (https.//egov.ice.gov/sevis), a Security Alert screen may
display. Click the Yesbutton to continue to the SEVIS Login screen. Exhibit 4, SEVIS Login
Screen, is an example of the screen.

Note: After creating your password, you will use the SEVIS web site to access SEVIS and
perform al of your SEVIS-related tasks.

Note: After 20 minutes of inactivity, your session will time out and you will haveto log in again
in order to use SEVIS.
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Exhibit 4: SEVIS Login Screen

dent & Exchange
Information System

To log into SEVIS, perform the following steps:
1. Accessthe SEVISLogin screen at https://egov.ice.gov/sevis.

N

Enter your user ID in the User Namefield.

w

Enter your password in the Password field.

Ea

Press Enter or click the Login button. Thefirst time that you access SEVIS, the compliance
agreement notice displays as shown in Exhibit 5, SEVIS Compliance Agreement Notice.
Read the notice and click the I Agree button to advance to the Main screen and begin
performing SEVIS tasks. Otherwise, the system displays the Listing of Schools screen or the
Message Board screen.

Note: The SEVISLogin screen has a Reset button that clears any data that you entered. The
screen also includes alink to create anew account. Thislink isused to create atemporary user
ID and password and complete the Form 1-17 (for school certification). The Register for New
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Account link is not used to obtain a permanent user 1D and password for school officials.
Section 2.3.1.2, Change Password Voluntarily, provides the instructions for using the Change
Password link. Section 2.3.1.3, Request Password Reset, provides the instructions for using the
Reguest Password Reset link.

Exhibit 5: SEVIS Compliance Agreement Notice

| Student & Exchange Visitor SEVIS
- Information System
L

School Official Compliance Agreement
I have read the DHS regulations relating to:
Nonimmigrant Students: 8 CFR 214.1, 8 CFR 214.2(f), 8 CFR 214.2{m)
Change of nonimmigrant classification for students: 8 CFR 248
School Approval: 8 CFR 214.3
Withdrawal of school approval: 8 CFR 214.4

LN

I will comply with these regulations at all times.

| Agree Logout

Exhibit 6, Main Screen for School and Program Sponsor User, is an example of the screen that
displaysif you perform as both a school official and a program sponsor official. Y ou must select
alink to view thelist of schools or the list of programs for which you have access. An example
of the Listing of Schools screen is depicted in Exhibit 8, Listing of Schools Screen.

Exhibit 6: Main Screen for School and Program Sponsor User

Iq F Student & Exchange Yisitor SEVIS
Information System

4 % US, Immigration ‘f
@ and Customs |
b s

Enforcement

Click one of the following:

Listing of Schools
Listing of Programs

To return to this screen at any time, click "Main™ on the navigation bar at the top of any screen.

233 Log Out of SEVIS

To exit SEVIS at any time, click the Logout link on the navigation bar as shown in Exhibit 7,
Navigation Bar—Logout Link. If you are entering data, click the Save, Save Draft, or Next
button to ensure that no data are lost before you click the L ogout link.
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Exhibit 7: Navigation Bar—Logout Link

Student & Exchange Visitor s EVI s
k| Information System

=] 4
(2
=

P2 y USS, Immigration S5
\% and Customs 3
Yine% Enforcement

Get Plug-Ins

L ogout 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 displays. “A user is already logged
on with this user name.”

24 Processing F/M Students and Dependents

PDSOs and DSOs are responsible for entering and updating information in SEVIS on their
school’s F-1 and M-1 students and their dependents in compliance with student reporting
requirements in the current regulations of 8 CFR 214.2(f), 214.2(m), and 214.3. A PDSO or
DSO may create, submit, and print new Forms [-20. Once a student record is created in SEVIS,
aPDSO or DSO must update the student’ s record with current information and must report on all
events required by the current and proposed SEV IS regulations.

After logging into SEVIS, alist of schools and campuses for which you have been designated as
an official displays. Each campusis a separate entry in thelist. Clicking on any school namein
the school list displays all Form 1-17 data for the school and its campuses, along with access to
commands appropriate to your SEVISrole. Exhibit 8, Listing of Schools Screen, is an example
of the screen.

Note: If you have access to more than one school/campus, all schools will be listed on the
Listing of Schools screen. Also, if you are authorized as both a school official and a program
sponsor official, you will be directed to a screen (Exhibit 6) that hastwo links: Listing of
Schools and Listing of Programs. Y ou would then click on the Listing of Schoolslink to
access the Listing of Schools screen, which lists all schools and/or campuses to which you are
assigned.
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Exhibit 8: Listing of Schools Screen

Listing of Schools

* Indicates an alert for that school
@ Indicates that the PDSO of the main campus has to apply fpay fees for recertification

Name of School Name of Campus Location (City, State) Role Commands

Akridge University Akridge University ‘Washington, DG D50 Search Mew Student * plerks Student Lists Reports
Chatleston University Charleston University ‘Washington, DG 0S5O Search Mew Student Student Lists Reports
Chatleston University Charleston University Washington, DC DS Search Mew Student Student Lists Reports
Montgomery University Bowie Campus Bowie, DC PDSO  Search Mew Studen: Student Lists Reports
Montgomery University Montgomery University ‘Washington, DG (s3:1s] Search Hew Student Student Lists Beports

Woodward University Woodward Universi ity Washington, DC PDSO  Search Mew Student Aot Student Lists Reports

Link to createa SEVIS
Link to sdlect a record for a new student

school or campus

The subsequent sections provide step-by-step instructions for completing and/or updating the
Form 1-20.

241 Create a Student Record (Form 1-20)

Y ou have the option to create a“New Student” (create a SEVIS record for a student, and issue
that student a SEVIS-generated Form 1-20) for any of the schools for which you are assigned a
role.

Note: Creating new students includes creating records for the following:

e Initia status students
e |nitial status students requesting a change of visa status (classification)

Perform the steps in the following sections to create a student record in SEVIS and issue the
Form [-20 for anew (initial) student or a new student requesting a change in visa status.

24.1.1 Complete Page 1 of the Form I-20—Personal Information

Page 1 of the Form [-20 is used to collect personal information for the student. Exhibit 9,
Form 1-20 Page 1—Personal Information, is an example of Page 1.

Note: Records for students transferring to your school from another SEV1S school are created
using another process, defined in Section 2.4.5.2.9, Create Form [-20 (for Transfer).

1. Onthe Listing of Schools screen, click the New Student link to the right of the name of the
campus where the student is registering. The system displays a new student screen as shown
in Exhibit 9.
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Exhibit 9: Form I-20 Page 1—Personal Information

—
Ay US, Immigratiol yalk _
\g and Customs Student & Exchange Visitor
% Enforcement ’ - v, Information System
Main | Help | Tutorial | Logout
Message Board | Change Password Get Plug-Ins
Annapolis College
Required fields are marked with an asterisk (*).
*Wisa type: I hd I
1. *Family Name: |
2. First Name: I
3. Middle Name: I
4. Suffi [ =
5. *Date of Birth: I [MM/DD/YYYY)
6. “Gender: I ,I
7. "Country of Birth: I ;I
8. *Country of Citizenship: I =l
9. *Issue Reason:
" Initial Attendancs
" Initial Attendance - Change of Status Reguested
Save Draft | ResetValues | Next
Public Reporting Burden
Reporting burden for this collection of information is estimated to ge 30 mi If you have comments regarding the
accuracy of this estimate, or suggestions for simplifying this information collection selld them to: Department of Homeland Security, HQPDI, 425
I Street, N.W., Room 4307 DC 20536 ; OMBE No.: 1652-0038. DO NOT MAIL COMPLETED FORMS TO THIS ADDRESS.

2. Belowisalist of the sections/fields on this screen and a brief description or explanation for
each section/field. An* (asterisk) precedes the fields that must be completed. To complete
this screen, enter the following data:

Section/Field Description/Explanation

* VisaType Select either F-1 for academic students or M-1 for
vocational students. (Dependent spouses and children
of F-1 and M-1 students are F-2 and M-2 dependents
respectively, and are added to a student’ s record later in
the Form 1-20 creation process.)

Note: Thisfield isrestricted to the visatypes for which
your school has been certified.

* 1. Family Name Enter the surname or last name of the student. If the
student has only one name, enter it in thisfield.

Thisfield has a 40-character limit.

2. First Name Enter the first name of the student. Thisfield hasa
40-character limit.
3. Middle Name Enter the middle name of the student. Thisfield hasa
16
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Section/Field

Description/Explanation

40-character limit.

. Suffix

If applicable, select atitle from the drop-down list, such
as Junior, that may display at the end of aperson’s
name.

. Date of Birth

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

. Gender

Select the student’ s gender: Male or Female.

. Country of Birth

Select the name of the country in which the student was
born from the drop-down list.

. Country of Citizenship

Select the name of the country in which the student
maintains citizenship from the drop-down list.

I ssue Reason

The reason for issuing the Form 1-20 for the student.
The following options are available on Page 1 of the
electronic Form I-20 (see the next two rows of thistable
for detailed information):

e Initial Attendance
e I|nitial Attendance — Change of Status Requested

Once the Form 1-20 is created, SEVIS will automatically
change the issue reason in keeping with the student’s
status and with the updates that are being made by the
PDSO or DSO.

Below are additional types of issue reasons that may
print on students’ Forms I-20:

e Continued Attendance—Prints on the Forms
for all students whose statusis Active.

e Transfer Pending From: <Name of School>—
Prints on Forms for students who are transferring
in from another SEV1S school.

e Transfer From School: <Name of School>—
Prints on Forms for students who transferred
from anon-SEVIS school.

Note: Thisoption isno longer available;
however, this reason may still appear on older
Forms 1-20.

e Reinstatement Requested—Printsif the
student’ s status is Completed or Terminated and
he/she has requested reinstatement.

e Other—May print on some Forms.
Note: Thisoption isno longer available;
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Section/Field

Description/Explanation

however, this reason may still appear on older
Forms 1-20.

e Useby Dependentsfor Entering United
States—Prints on the Forms for dependents.

Initial Attendance

Select thisissue reason for any student who isinitially
applying for nonimmigrant status and would likely be
admitted to the United States asan M or F student.

e The student is not transferring from another
schooal, isnot currently a student at your school,
and is not, to your knowledge, applying for a
change of statusin the United States.

e The student generally has been accepted for, but
has not yet begun, a program.

e These students generally reside overseas and use
the Form I-20 for visaissuance and initial entry
though a DHS port of entry.

e |If you know that the student is already in the
United States under another immigrant status,
and is applying for a change of status with this
Form 1-20, choose the issue reason described
below in Initial Attendance - Change of Status
Requested.

A student that has “Initial Attendance” chosen as his/her
issuereasonisin Initial statusin the system. This
indicates that the student has been admitted to, but has
not yet begun, the program or course of study. Once the
student registers, his/her status will change and the
system will automatically display and print another
iSsuance reason as appropriate.

Note: Once “Initial Attendance” is selected asthe
issuance reason, the system will continue to indicate this
in Field 3 of the printed Form 1-20 and on the Student
Information screen in SEVIS until the student changes
status by having hisg/her record registered, canceled, or
terminated.

Initial Attendance —
Change of Status
Requested

Select thisissuance reason if the student is currently in
the United States and has a nonimmigrant visathat is
neither an F nor M visatype, or does not have the
student visa type that he/she needs for a new program.
The student is requesting a change to F or M status from
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Section/Field

Description/Explanation

the Service Center.

At thistime, SEVIS does not allow you to enter the
“change from” visa class directly when choosing this as
an issue reason. However, if you wish to add details
concerning the change of status, you may do so in the
Remarksfield. Note: Comments entered in any
Remarks field throughout the electronic Form [-20 will
overwrite existing remarks and will printin field 9 of
the printed Form [-20.

Indicating a change of status request is useful for
purposes of the student’ s change of status application
with the Service Center, but is not necessary if you do
not know that the student is changing status to attend
your school.

Choosing this issue reason will create a student record in
Initial status, in amanner identical to choosing “Initial
Attendance” as an issuance reason. It will not
automatically put the student on any of the “change of
status pending” related lists and aertsin the system.

The student’ s record will display on the Change of
Satus Pending lists and alerts only after SEVIS receives
notification from the Service Center that the change of
status application has been filed.

Aslong as the change of status application is pending
with the Service Center, the student’ s name will display
on the associated lists even if the student is registered
and thus changes from Initial to Active status.

Indicating this issue reason will not bar the student from
being “registered” in the system.

Nonimmigrants, other than those in a B-1 or B-2 status,
may register while their change of status application is
still pending. The pending change of status will remain
as anote on the student’ s record in the system, the
student’ s record will still display on the Change of
Satus Pending list, and you may add comments
pertaining to the pending change of statusif you wish.

For B students changing to an F or M status, the change
of status application must be approved prior to the
student starting the program (registering). The change
of statuswill be denied if the DHS officer isableto
determine that a B status applicant for F or M status has
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Section/Field Description/Explanation

registered and begun the academic or vocational
program.

Note: Anissue reason of “Initial Attendance — Change
of Status” will never be automatically filled in by the
system. If aschool officer chooses this as the issue
reason, it will continue to display on the Form [-20 and
the Student Information screen until the student changes
status to either Active (viaregistration), Terminated, or
Canceled.

3. Review the information on Page 1 and then click one of the following buttons:

Save Dr aft After completing the required fields on Page 1, you may click this button to
save the data that you have entered on this page.

Note: You do not need to click this button before advancing to the next
page of the Form 1-20. SEVIS automatically saves data when you click the
Next button. However, saving prior to moving on to the next page ensures
that all required fields have been completed because if thereisan invalid
entry, SEVIS will return avalidation message. It also allows you to review
the information before moving on.

Reset Values | Click this button to return al new entries on the page to their previous
values.

Next Click this button to automatically save the data that you have entered,
changed, or added, and advance to the next page of the Form I-20. If you
have entered an invalid value in afield, SEVIS will return avalidation

message.

24.1.2 Complete Page 2 of the Form [-20—Program Information

Page 2 of the Form 1-20 is used to collect program information for the student. Exhibit 10,
Form 1-20 Page 2—Program Information, is an example of Page 2.
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Exhibit 10: Form 1-20 Page 2—Program Information

USS, Immigratiol B T 7 .
and Customs I, - Vg Student & Exchange Visitor

Enforcement = o - Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Plug-Ins

Annapolis College
Smith , Joe

Required fields are marked with an asterisk (*).

11. Driver's License Number: I

13, Social Security Number: I

15. * Foreign Address:

Address 1: |

Adl‘lv_-asz:l

City: |
Province/Territory: |
Postal Code: |

Cnlnllry:l

If Other, entar hera:

i
:

19, * Secondary Major Code: |

21. * Normal Length of Study: [~ (Manths)

22, * Program End Date: | (MM/DD/YYYY)
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1. Below isalist of the sections/fields on this screen and a brief description or explanation for
each section/field. An* (asterisk) precedes the fields that must be completed. To complete
this screen, enter the following data:

Section/Field Description/Explanation

10. Admission Number Enter the DHS-assigned number given to the student
when he/she entered the United States and was admitted
upon review by a DHS inspections officer. The admission
number can be located on the student’s 1-94 entry
document. Thisfield has an 11-character limit.
Completion of thisfield is optional.

Note: Only students who have already been admitted to
the United States will have an admission number.

11. Driver’sLicense Number | For students already in the United States, enter the
student’ s driver’ s license number assigned by the state
that issued the license. Thisfield has a 30-character limit.
Completion of thisfield is optional.

12. Driver’sLicense I ssue Select from the drop-down list the state that issued the
State driver’slicense to the student, if applicable. Completion
of thisfield is optional.

13. Social Security Number Enter the student’s Social Security number. Thisfield has
anine-character [imit. Completion of thisfieldis

optional.
14. Individual Taxpayer 1D Enter the taxpayer 1D for students who are employed or
Number have such an ID. Thisfield has a nine-character limit.
Completion of thisfield is optional.
* 15, Foreign Address Enter the student’ s foreign address. All nonimmigrant

students must have aforeign address, even if they are
currently in the United States.

16. U.S. Address Enter the student’s U.S. address.

Note: If the student isa commuter student whose country
of citizenship is Mexico or Canada, click in the
Commuter Student check box. The U.S. addressis not
required for these students. However, if the student has a
U.S. address, it should be entered.

* 17. Education Level Select the level of education pursued by the student from
the drop-down list.

Note: Once the Form I-20 has been submitted, thisfield
may not be updated for M students.

* 18. Primary Major Code Enter the student’s Primary Major code or use the Search
function to select the code, as follows:
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Section/Field

Description/Explanation

1. Click the Select button. The Primary Major
Selection screen displays.

2. Enter the magjor/minor name or enter a
minimum of three letters of the major/minor
preceded and/or followed by the * (asterisk)
wildcard.

3. Click the Sear ch button to display alist of
majors and minors. Thefollowingisan
example of what displays:

MajorfMinor :
22,0201 Advanced Legal Research/Studies, Seneral (LL.M., M. C L, M
45,0201 Archeaology
15.1303  Architectural Drafting and Architectural CADJCADD
14.0401 Architectural Engineering
15.0101 Architectural Engineering Technology/ Technician
04.0801  Architectural History and Criticism, Senearal [MEW)
04.0901  Architectural Technology/Technician [MEW)
04.0201  Architecture [BArch, BASBS, March, MASMS, PhD)
04,9999  Architecture and Related Services, Other
20,2202  Classical, Ancient Mediterranean and Mear Eastern Studies:
13,0699 Educational Assessment, Evaluation, and Research, Other
13.0601 Educational Evaluation and Research
13.060% Educational Statistics and Research Methods
04.0401 Enwironrmental Design/Architecture
04.0501 Interior Architectura
04,0601 Landscape Architacture (BS, BSLA, BLA, MSLA, ML, PRD
22,0299 Legal Research and Advanced Professional Studies, Ot
52,1402 Marketing Research
03,0192 Matural Resources Conservation and Research, Other (o
LT Maval Architecture and fe mgering
Tegrations ResEj_p?l"

T [ Teemkinm

Appendix F, Lookup Tables for the Student and
Exchange Visitor Information System Batch
Interface, of the Application Program Interface
(API) document for the SEVIS Batch Interface
contains a complete listing of the categories and
major/minor codes and is located at
http://www.ice.gov/sevis/school s/batch.htm.

4. Click the code to the left of the major/minor.
The selected code displays on the Form [-20
Page 2—Program Information screen.

5. If necessary, click the Clear button to remove
the Primary Major code displayed.

*

19. Secondary Major Code

Some students have a secondary major, usually in a
related field. Usethisfield to select the student’ s second
major. To complete thisfield, follow the instructions
given for the Primary Major Codefield (18). If the
student has no secondary major, either enter 00.0000 in
thefield or click the No Secondary M ajor button.
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Section/Field

Description/Explanation

* 20. Minor Code

Thisfield is used to select the student’s minor field of
study, if applicable. To complete thisfield, follow the
instructions given for the Primary Major Code field
(18). If the student has no minor, either enter 00.0000 in
thefield or click the No Minor button.

*  21. Normal Length of Study

Enter the period of time, expressed in months, that a
person would normally take to complete the program in
which the student is enrolling.

* 22.Program Start Date

Enter the date on which the student is expected to begin
his/her program.

Note: Once the Form I-20 has been submitted to SEVIS,
thisfield cannot be updated at any time, unless aPDSO or
DSO defers the attendance of an Initial status student that
has not yet entered the United States.

*  23. Program End Date

Enter the expected date of completion of the academic or
vocational program. (SEVISwill calculate the
post-completion grace periods and any post-completion
Optional Practical Training [OPT] separately.)

Note: See Section 2.4.5.1, Student Information Screen
and Student Update Links, for instructions on updating
this field once the Form 1-20 has been submitted in
SEVIS.

* 24, English Proficiency

Select “yes’ or “no” to indicate whether your school
requires English proficiency.

e If"yes” you must select “yes’ or “no” to indicate
whether the student is or is not proficient in the
English language.

e If “no,” enter an explanation in the field provided
(1,000 character limit) as to why the school does
not require English proficiency.

2. Review theinformation on Page 2 and then click one of the following buttons:

Save Dr aft Click this button to save the data that you have entered on this page.

Note: You do not need to click this button before advancing to the next
page of the Form 1-20. SEVIS automatically saves data when you click
the Next button. However, saving prior to moving on to the next page
ensures that all required fields have been completed because if thereis
an invalid entry, SEVIS will return a validation message. It also allows
you to review the information before moving on.
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Prev (Previous) | Click thisbutton to return to Page 1 of the Form [-20.

WARNING: Be sureto save the data entered on this page before
clicking the Prev button. If you do not save first, the new data that you
entered on this page will be lost.

Reset Values Click this button to return al new entries on the page to their previous
values.
Next Click this button to automatically save the data that you have entered

and advance to Page 3 of the Form I-20. If you have entered an invalid
valuein afield, SEVIS will return avalidation message.

Print Draft 1-20 | Click this button to print adraft copy of the Form I-20. Printing a draft
enables you to review a paper copy of all of the data saved thus far.

24.1.3 Complete Page 3 of the Form I-20—Financial Information

Page 3 of the Form 1-20 is used to collect financial information for the student. Exhibit 11,
Form 1-20 Page 3—Financial Information, is an example of Page 3.

Exhibit 11: Form I-20 Page 3—Financial Information

Ay US, Immigra
\%. and Customs
W | el

reement

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

Message Board | Change Password Get Plug-Ins

Annapolis College
Smith , Joe

Required fields are marked with an asterisk (*).

25. + Number of Months in Academic Term: I x I
26. Expenses:

*Tujtion and Fees: $|

*Living Expenses: $|
Expenses for dependents: §[
Othercost=: ¢

Specify other costs: |

Total expenses: $0.00
27. Funding:

*Student's parsonal funds: §|
Funds from this school: § |

School fund type: |

Funds from other sources: § |

Other source type: I

On-Campus employment: § I

Total funding: $0.00

28. Remarks:

B
=
Save Draft Prev Reset Values Next Print Draft I-20
25
umsch2_6.0_update_022009.doc CSY00.60010-02.UPO-EDS

Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volume Il Form1-20

1. Below isalist of the sectionsg/fields on this screen and a brief description or explanation for
each section/field. An* (asterisk) precedes the fields that must be completed. To complete
this screen, enter the following data:

Section/Field Description/Explanation
*  25. Number of Monthsin Select the length of the student’ s academic term, up to
Academic Term 12 months, from the drop-down list. Thisinformationis

the basis for determining the student’ s expenses and
funds for aterm.

26. Expenses Enter the student’ s expenses for one academic term.

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.

*  Tuition and Fees Enter the estimated average cost for tuition for the
academic term. Thisfield has a 10-character limit.
*  Living Expenses Enter the student’ s estimated total living expenses for

one academic term. Thisfield has a 10-character limit.

Expensesfor Dependents | Enter the student’ s expenses for his/her dependents, if
any, during one academic term. Thisfield isrequired if
the student has any dependents. Thisfield hasa
10-character limit.

Note: Dependents for a student are added on Page 4 of
the Form I-20, as discussed in Section 2.4.1.4, Complete
Page 4 of the Form 1-20—Dependent Information.

Other Costs Enter an estimate of any other known student’s
expenses, if any, during one academic term. Thisfield
has a 10-character limit.

Specify Other Costs If afigureisgiven for Other Costs, an explanation must
be provided. Thisfield has a 1,000-character limit;
however, the printed Form 1-20 has limited space and all
comments may not appear on the printed Form.

27. Funding Enter the student’ s funding for one academic term.

Note: The total amount in Section 27 must be equal to
or greater than the total amount in Section 26.

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.
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Section/Field

Description/Explanation

*  Student’s Personal Funds

Enter the personal funds available to the student in one
academic term to defray his/her educational expenses.
Thisfield has a 10-character limit.

Funds From This School

Enter the amount of funding, if any, that the school will
provide to the student in one academic term to help
defray educational expenses. Thisfield hasa
10-character limit.

School Fund Type

If anumber is entered in the Funds From This School
field, an explanation must be provided. Thisfield hasa
1,000-character limit; however, the printed Form 1-20
has limited space and all comments may not appear on
the printed Form.

Funds From Other
Sour ces

Enter the amount of funding, if any, that is availableto
the student during one academic term from sources not
otherwise specified. Thisfield has a 10-character limit.

Other Source Type

If afigureisentered in the Funds From Other Sources
field, an explanation must be provided. Thisfield hasa
1,000-character limit; however, the printed Form 1-20
has limited space and all comments may not appear on
the printed Form.

On-Campus Employment

Enter the amount of funding, if any, the F-1 student will
receive from on-campus employment. Thisfield hasa
10-character limit.

28. Remarks

Enter any applicable remarks regarding the student.
Thisfield has a 1,000-character limit.

Note: Comments entered in any Remarksfield
throughout the electronic Form 1-20 will overwrite
existing remarks and will print in field 9 of the printed
Form [-20.

2. Review theinformation on Page 3 and then click one of the following buttons:

Save Dr aft

Click this button to save the data that you have entered on this page.

Note: You do not need to click this button before advancing to the next
page of the Form 1-20. SEVIS automatically saves data when you click
the Next button. However, saving prior to moving on to the next page
ensures that al required fields have been completed because if thereis an
invalid entry, SEVIS will return a validation message. It also allowsyou
to review the information before moving on.
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Prev Click this button to return to Page 2 of the Form [-20.

(Previous) WARNING: Be sureto save the data entered on this page before
selecting the Prev button. If you do not save first, the new data that you
entered on this page will be lost.

Reset Values Click this button to return al new entries on the page to their previous
values.

Next Click this button to automatically save the data that you have entered and
advance to Page 4 of the Form 1-20. If you have entered an invalid value
inafield, SEVIS will return a validation message.

Print Draft Click this button to print a draft copy of the Form 1-20. Printing a draft

[-20 enables you to review a paper copy of al the data saved thus far.

2.4.1.4 Complete Page 4 of the Form I-20—Dependent Information

Page 4 of the Form 1-20 is used to add a dependent spouse or children to a student record.
(Financial information for the dependents is entered on Page 3 of the Form I-20, as discussed in
Section 2.4.1.3, Complete Page 3 of the Form [-20—Financial Information.)

This screen displays the data for any dependents already added to the student’ s record and
enables the PDSO or DSO to add dependents. By adding dependent information to the student’s
record, SEVIS creates a separate dependent Form [-20 (F-2 or M-2) and assigns a unique SEVIS
ID to each of these dependent records. This Form will serve as the dependent’ s eligibility
documentation for visaissuance and for entering the United States as a dependent of a student.

e |f there are no dependents associated with this student, print a draft of the Form [-20,
review it for accuracy, make any necessary changes, and click the Submit button to
submit the new Form I-20.

e |f you need to add dependents to the student’s Form 1-20, refer to Section 2.4.1.4.1, Add

Dependents.

Exhibit 12, Form 1-20 Page 4—Dependents, depicts Page 4 of the electronic Form [-20. (Note:
This exhibit provides an example of the screen where one dependent has already been added.)
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Exhibit 12: Form 1-20 Page 4—Dependents

T 2 -
Ay US, Immigratiol E ol '
\@T and Customs B, . F-i Student & Exchange Visitor S EVI S
WY En 2mel L. 4 , iy Information System

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

Get Plug-Ins

Annapolis College
Smith , Joe

Dependents

Add dependent

Prev | Submit Print Draft 1-20

1. After completing the dependent information, or if the student does not have any dependents,
select one of the following buttons on Page 4-

Prev (Previous) Click this button to return to Page 3 of the Form [-20. Note:
SEVIS automatically saves your data when you are on Page 4 and
select the Prev button or log off of the system.

Submit Click this button to submit the new Form [-20 to the SEVIS
database. A message displays indicating that the submission was
successful. This screen also showsthe SEVIS ID, family name,
and first name (if applicable) for the student and each dependent.
Click OK to return to the Student Information screen.

Print Draft 1-20 Click this button to print a draft copy of the Form 1-20. The word
“draft” displays on the top of the Form, and the bar code will not be

printed until the record is submitted. (See Section 2.4.2, Print a
Form 1-20.)

2.4.1.41 ApD DEPENDENTS

The Add Dependent screen, depicted in Exhibit 13, Add Dependent Screen, is used to collect
information regarding any dependent spouse or children of a student. This screen enablesthe
PDSO or DSO to add dependents. By adding dependent information to the student’ s record,
SEVIS creates a separate dependent Form 1-20 (F-2 or M-2), and assigns a unique SEVISID to
each of these dependent records. This Form will serve as the dependent’ s eligibility
documentation for visaissuance and for entering the United States as a dependent of a student.

Perform the following steps to add a dependent to a new student record:
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1. Click the Add Dependent link on Page 4 (Exhibit 12) of the electronic Form [-20 to display
the Add Dependent screen (Exhibit 13), which contains relevant data on the principal and
fields in which to enter data for a new dependent.

Exhibit 13: Add Dependent Screen

-
W al w '
B Student & Exchange Visitor S EVI s
B “ Information System
M | Help | Tutorial | Logout

Message Board | Change Password Get Plug-Ins
Smith, Joe

School:Annapeolis College

i
Ay US. Immigration 5
\g. and Customs

w2 Enforcement

Student Information

SEVIS ID:
Family Name: Smith
First Name: Joe
Date of Birth: 01/20/1971
Country of Birth: FRANCE
Country of Citizenship: FRANCE
Gender: MALE
School Name: Annapolis College - Navy
Program Start Date: 02/01/2009
Program End Date: 05/01/2012
Visa Type: F-1
Status: DRAFT

Required fields are marked with an asterisk (*).

1.% Family name:

|
2. First name: I
|

2. Middle name:

4. Suffix: Iﬁ
5.% Date of birth: [ (mm/oDivyyy)
6.% Country of birth: | =
7. Country of citizenship: I ;I
8.* Gender: Iﬁ
9.* Relationship: Iﬁ

- =
10. Remarks:

E
AddDependent | ResetvValues | Cancel |

2. Complete the Add Dependent screen. Below isalist of the sections/fields on this screen and
abrief description or explanation for each section/field. An* (asterisk) precedes the
sectiong/fields that must be completed. To complete this screen, enter the following data:

Section/Field Description/Explanation

* 1. Family Name Enter the surname or last name of the dependent. If the
student has only one name, enter it here. Thisfield hasa
40-character limit.

2. First Name Enter the first name of the dependent. Thisfield hasa
40-character limit.
3. MiddleName Enter the middle name of the dependent. Thisfield has

a40-character limit.
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Section/Field

Description/Explanation

4. Suffix If appropriate, select atitle from the drop-down list,
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. Country of Birth

Select the name of the country in which the dependent
was born from the drop-down list.

7. Country of Citizenship Select the name of the country in which the dependent

maintains citizenship from the drop-down list.

* 8 Gender

Select the dependent’ s gender from the drop-down list:
Male or Female.

* 9. Relationship

From the drop-down list, select the relationship of the
dependent nonimmigrant to the principal nonimmigrant.
The only two valid relationships are “ spouse” and
“child.” A dependent child must be younger than 21
years of age.

10. Remarks

If necessary, enter comments regarding the dependent.
Thisfield has a 1,000-character limit. Thisfieldis
optional.

Note: All other fields on the dependent Form 1-20 will reflect the student’ s information.

3. Click one of the following buttons:

Add Dependent

Click this button to add this dependent to the student’srecord. A
message displays indicating that the addition of the dependent was
successful.

Y ou may click the Print Draft |-20 button to obtain a draft copy of
the Form [-20.

Click the Return to Dependent Listing button and the system will
return to Page 4 (Exhibit 12) of the electronic Form 1-20. Note that
the dependent is now listed on the screen.

Reset Values

Click this button to clear all fields on the screen.

Cancel

Click this button to return to Page 4 without adding a dependent to
the student’ s record.
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2.4.1.4.1.1 Delete Dependent

This option isonly available prior to the submission of the student’s Form 1-20. If you are still
in the record where you just added a dependent, perform the following steps to delete a
dependent:

1. After adding a dependent, the Delete link displays in the Commands column on the
Dependents screen. Click the Delete link, and the Dependent Information screen displays.

2. Click the Delete Dependent button on the Dependent Infor mation screen to complete the
process. A message displays indicating that the update was successful.

3. Click the Return to Dependent Listing button to view the student’s SEVIS record.

If you are retrieving a saved record and you wish to del ete a dependent, perform the following

steps:

1. From the Listing of Schools screen, click the Student Listslink. The Sudent Lists screen for
your school displays.

2. Click the Saved Studentslink. The List of Saved Sudents screen displays.

3. Click the appropriate link in the Family Name column. The Student Information screen
displays.
4. Click the Edit Student link. Page 1 of the electronic Form [-20 displays.

5. Click the Next button until you advance to the Dependents screen.

6. Click the Delete link next to the dependent you wish to delete, and the Dependent
Information screen displays.

7. Click the Delete Dependent button on the Dependent Information screen to complete the
process. A message displaysindicating that the update was successful.

8. Click the Return to Dependent Listing button to return to Page 4 of the Form [-20.

24.2 Print a Form 1-20

Y ou can print adraft or final copy of the Form I-20 when the Print Draft 1-20 or Print 1-20
Form button isavailable. A draft copy of the SEVIS Form I-20 can be identified by the word
“draft” printed at the top of the Form. The SEVIS ID and bar code do not display on the draft
Form. The draft Form I-20 can be printed prior to submission of the Form. The final Form 1-20
will contain the SEVIS ID and bar code.

Note: Printing the Form I-20 requires that Adobe Reader Version 5.0 or higher be installed on
your computer. If you do not already have Adobe Reader Version 5.0 or higher installed on your
computer, refer to the instructions in Appendix D, Download the Latest Version of Adobe
Reader.
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To print the Form 1-20, perform the following steps:

1. Click the Print Draft I-20 or Print 1-20 Form button. Another browser window opens and
the Form 1-20 displays using Adobe Reader, from which the Form may be sent to a
designated printer.

Note: During the launch of Adobe Reader, aFile Download window may display. To
eliminate this window from displaying in the future, click the always ask befor e opening
thistype of file check box to remove the check mark. Select the Open button to view the
Form [-20.

2. When the Form [-20 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 ( S ) button on the Adobe Reader toolbar. The Print window displays.

4. Ensure that the name of the printer you wish to print fromislisted in the Namefield 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 I-20 prints to the designated printer.

6. Click the Close (Xl) button on the Adobe Reader window to close the window.

243 Reprint a Form 1-20

Y ou can reprint a copy of the student Form 1-20 for the following reasons: damaged, lost, stolen,
travel, or updated.

Note: If the student already has a Form 1-20 that can be signed for additional travel
authorization, the Form does NOT need to be reprinted for travel. This reprint reason should be
used when the student has a Form I-20 that no longer has current travel authorization, and no
additional travel authorization signature lines are available.

Note: Reprinting the Form [-20 requires that Adobe Reader Version 5.0 or higher be installed
on your computer. If you do not already have Adobe Reader Version 5.0 or higher installed on
your computer, refer to the instructions in Appendix D, Download the Latest Version of Adobe
Reader.

To reprint the Form I-20, perform the following steps:

1. From the Student Information screen (see Exhibit 15, Student Information Screen With
Dependent Link), click the Re-Print 1-20 button. The system displays the Reprint [-20
screen, on which you must select areason for reprinting the Form.

2. Select areprint reason (damaged, lost, stolen, travel, or updated).
If you wish, enter comments in the Remarksfield.

Note: Comments entered in any Remar ks field throughout the electronic Form 1-20 will
overwrite existing remarks and will print in field 9 of the printed Form [-20.
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4. Click the Next button. The system displays another screen indicating that the reprint reason
has been recorded or saved with the student’ s record.

5. Click the Reprint 1-20 button. Another browser window opens and the Form 1-20 is
displayed using the Adobe Reader, from which a copy of the Form 1-20 may be sent to a
designated printer.

Note: During the launch of Adobe Reader, a File Download window may display. To
eliminate this window from displaying in the future, click in the always ask before opening
thistype of file check box to remove the check mark. Select the Open button to view the
Form [-20.

6. When the Form I-20 displaysin the Adobe Reader window, use the scroll bar on the right
side of the window to view additional pages of the Form.

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

8. Ensure that the name of the printer you wish to print fromislisted in the Namefield 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.

9. Click OK and the Form I-20 prints to the designated printer.
10. Click the Close (XI) button on the Adobe Reader window to close the window.

Note: Netscape has modified its printing procedures for Version 7.0. Appendix B, Printing
Instructions for Netscape Version 7.0, provides the updated instructions.

244 How to Retrieve Student and Dependent Records
SEVIS has several methods for searching for and retrieving student and dependent records. The
following sections address the various methods:

e Section 2.4.4.1, Search for Student Records
e Section 2.4.4.2, Search for Student Dependent Records
e Section 2.4.4.3, Student Lists

2.4.4.1 Search for Student Records

After logging into SEVIS, the system displays alist of schools associated with your user ID.

Y ou can search for a student’ s record within any of the schools for which you are assigned a

role. (Section 2.4.4.2, Search for Student Dependent Records, provides instruction on searching

for F-2 and M-2 student dependents.) To search for a student record, perform the following

steps:

1. Onthe Listing of Schools screen, click the Sear ch link in the Commands menu to the right
of the name of the school/campus whose records you wish to search. The Student Search
screen displays. Exhibit 14, Student Search Screen, is an example of the screen.
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Exhibit 14: Student Search Screen

Sort Option
* Sort By:

* Sort Direction:

* Search For:

' SEVIS ID:

" Ppersonal Information

* Family Mame:
First Name:

Date of Birth:
Country of Litizenship:
= All Students or Dependents

" Search By Status

* Status:
(Press the Gt key and click to
highlight multiple selections.)

Student Program Start Date Range:

Country of Birth:
Country of Citizenship:
Student Major Code:

Student Search

Required fields are marked with an asterisk {*).

| Family Name = |

1ol Azcending el Descending

I Student -

* Search Type (Selectone radio button and complete the associated field(s).)

—

(The Search For field is disregarded when searching by SEVIS ID.)

[allows trailing wildcard * as input, e.g. joh*)

[allows trailing wildeard * as input, e.g. j*)
(MM{ DD/ )

I )

* Search Criteria (Select one radio button and complete the associated field(s).)

" None [¥alid only when the Search Type is SEVIS ID or Personal Information.)

ACTIVE
CAMCELED
COMPLETED
DEACTIVATED
IMITIAL
TERMIMATED

Frormn: I Ta: I (MM DD

* 1 T, ination R

# Dependent Termination Reason:

Termination Date Range:

" search By Req t (Selecta | R

Student Program End Date Range: Fram: I To: I (MM DD YY)
Select | Clear
C Search By Termination R (Select 1. or D dent Termination R J

I =l
Fram: I Ta: I MM DD

#* Student Request Type:
#* ghudent Request Status:
Adjudication Date Range:

q t Type and /or Student Request Status.)

I—_I =
Fram: Ta: (MMADD YY)

Search| Reset Values |

2. Enter the necessary search criteria. Required fields are marked with an * (asterisk). The

following isalist and explanation of the sections and fields on this screen.

Section/Field

Description/Explanation

Sort Option section

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

Description/Explanation

* Sort By

Select an option from the drop-down list.
e Family Name
e First Name
e Program End Date
e Program Start Date
e SEVISID
e Status Change Date
e Student Status
e VisaType

* Sort Direction

Select either Ascending or Descending.

Search For

Select Student. (Section 2.4.4.2, Search for Student
Dependent Records, to view instructions on searching for
F-2 or M-2 dependents.)

*  Search Type section

In the Sear ch Type section, one option must be selected.
To do so, click the radio button to the left of the type of
search you wish to perform. Some of these options may
require additional information.

SEVISID

If thisoption is selected, enter the student’s SEVISID in
‘N0123456789' formeat.

Note: When searching by SEVISID, it does not matter
whether you choose to search by student or dependent. If
the SEVIS ID matches, the results will display.
Therefore, if you enter the SEVIS ID of a dependent, but
choose to search by student, the dependent will show in
the results.

Per sonal Information

Click thisradio button and complete the appropriate
fields. If selected, completion of the Family Namefield
isrequired; the other fields in this section are optional.

*Family Name

Enter the family name of the student. Y ou may use the

* (asterisk) wildcard. Enter at least three characters of the
family name, followed by *; for example: “joh*” may
return alist containing family names such as Johnson,
Johanson, and Johannes.
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Section/Field

Description/Explanation

First Name

Enter the first name of the student. Y ou may use the

* (asterisk) wildcard. Enter at least one character of the
first name, followed by *; for example: “a*” may return a
list containing first names such as Amanda, Amed, and
Aria.

Date of Birth

Enter the date of birthin MM/DD/YYYY format.

Country of
Citizenship

Select a country from the drop-down list.

All Students or Dependents

Click thisradio button if you wish to perform a search of
all student and dependent records for this school/campus.

*

Sear ch Criteria section

In the Sear ch Criteria section, one option must be
selected. To do so, click the radio button to the left of the
search criterion. Some of these options may also require
additional information.

None

This option may only be selected when SEVISID or
Personal Information is selected in the Search Type
section of the screen.

Sear ch By Status

If thisoption is selected, atype of status must also be
selected. Completion of the other fieldsis optional.

e *Status—Select an option from thelist. Y ou may
also pressthe Ctrl key and click to highlight
multiple selections. Appendix E,
Student/Dependent Statuses, defines the available
options.

e Student Program Start Date Range—Enter the
dates for a specific period of time. For example,
09/01/2007 to 12/31/2007 would return alist of
the names of students whose programs started
between September 1, and December 31, 2007.

e Student Program End Date Range—Enter the
dates for a specific period of time. For example,
04/01/2008 to 07/31/2008 would return alist of
the names of students whose programs ended
between April 1, and July 31, 2008.

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

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

e Student Major Code—Enter the student’s Major
code or use the Search function to select the code,
asfollows:
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Section/Field

Description/Explanation

1. Click the Select button. The Primary Major
Selection screen displays.

2. Enter the major/minor name or enter a
minimum of three letters of the major/minor
preceded and/or followed by the * (asterisk)
wildcard.

3. Click the Sear ch button to display alist of
majors and minors. Thefollowingisan
example of what displays:

MajorfMinor :
22,0201 Advanced Legal Research/Studies, General [(LL.M., M, Z.L., M
45,0201 Archeaology
15,1203 Architectural Drafting and Architectural CADJSCADD
14,0401 Architectural Engineering
15.0101 Architectural Engineering Technologw/ Technician
04,0201  Architectural History and Criticizsm, Senearal [MEW)
04,0201  Architectural Technology/Technician (MEW)
04.0201  Architecture (BArch, BABS, March, MASMS, PhD)
04,9999  Architecture and Related Services, Other
20,2202 Classical, Ancient Mediterranean and Mear Eastern Studies
13,0599 Educational Assessment, Evaluation, and Research, Other
13.0601 Educational Evaluation and Research
13.0603 Educational Statistics and Research Methods
04.0401 Environrnental DesignfArchite cture
04,0501 Interior Architecture
04,0601 Landscape Architacture (BS, BSLA, BLA, MSLA, ML, PRD
22,0299 Legal Research and Advanced Professional Studies, Ot
52,1402 Marketing Ressarch
03,019 Matural Resources Conservation and Research, Other (i

" ""'--..__._Nal.lal Architecture and - """"E_glaring
“~grations Resea

“tennliad

eatinn

Appendix F, Lookup Tables for the Student and
Exchange Visitor Information System Batch
Interface, of the API document for the SEVIS
Batch Interface contains a complete listing of
the categories and major/minor codes and is
located at

http://www.ice.gov/sevis/school s/batch.htm.

4. Click the code to the left of the major/minor.
The selected mgjor code displays on the Sudent
Search screen.

5. If necessary, click the Clear button to remove
the major code displayed.

Sear ch By Termination
Reason

If this option is selected, atermination reason must also
be selected. Appendix F, Student/Dependent Termination
Reasons, defines the available options.
e *Student Termination Reason—Select an option
from the drop-down list.
e *Dependent Termination Reason—L eave this
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Section/Field

Description/Explanation

field blank. Section 2.4.4.2, Search for Student
Dependent Records, provides further instruction.
Termination Date Range—Enter the dates for a
specific period of time. For example, 09/01/2007
to 12/31/2007 would return alist of the names of
students who were terminated between
September 1, and December 31, 2007.

Sear ch By Request

Note:

If this option is selected, a Request Type and/or Request
Status must also be selected.

*Student Request Type—Select an option from
the drop-down list.

— Change of Status

— Extension

- OPT

—  Off-Campus Employment
— Reinstatement

— Transfer

*Student Request Status—Select an option from
the drop-down list.

— Approved
— Canceled
— Denied

— Pending

— Requested
—  Withdrawn

Adjudication Date Range—(Use this option for
students whose status is Approved or Denied.)
Enter the dates for a specific period of time. For
example, 09/01/2007 to 12/31/2007 would return a
list of the names of students whose requests were
adjudicated between September 1, and

December 31, 2007.

Do not enter dates if the Request Statusis

Requested or Pending.

3. Click the Search button. The search yields alist containing the students, if any, that meet
your search criteria. SEVIS displays the results on the Search Results screen. For each

umsch2_6.0_update_022009.doc

Update

39
CSY00.60010-02.UPO-EDS
February 20, 2009




User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volume Il Form1-20

student in the search result list, SEVISID, visatype, family name, first name, program start
date, program end date, status, and date of last status change are given.

Note: Click the New Sear ch link at the top of the Search Results screen to return to the
Sudent 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 Student Search screen and enter
additional search criteria, or change the existing search criteria, and perform another search.

4. Click the appropriate link in the Family Name column to view the Sudent Information
screen.

5. Click the Return to Search Results button to return to the Search Results screen.

6. You may view the data and select from the links on the Actions, Edits, Views, and
Employment/Training menus, if any are available, to perform other processes for the
student. The actions that may be available are described in Section 2.4.5, Updating
Forms 1-20.

2.4.4.2 Search for Student Dependent Records

After logging into SEVIS, the system displays alist of schools associated with your user ID.

Y ou can search for a student dependent’ s record within any of the schools for which you are

assigned arole. (Section 2.4.4.1, Search for Student Records, provides instruction on searching

for F-1 and M-1 students.) To search for a student dependent record, perform the following

steps:

1. Onthe Listing of Schools screen, click the Sear ch link in the Commands menu to the right
of the name of the school/campus whose records you wish to search. The Student Search
screen displays. Exhibit 14, Student Search Screen, is an example of the screen.

2. Enter the necessary search criteria. Required fields are marked with an * (asterisk). The
following isalist and explanation of the sections and fields on this screen.

Section/Field Description/Explanation
Sort Option section The sort options are required fields; both fields must be
completed.
* Sort By Select an option from the drop-down list.

e Family Name

e First Name

e Program End Date
e Program Start Date
e SEVISID

e Status Change Date
e Student Status
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Section/Field

Description/Explanation

e VisaType

* Sort Direction

Select either Ascending or Descending.

Search For

Select Dependent. (Section 2.4.4.1, Search for Student
Records, to view instructions on searching for F-2 or M-2
students.)

*

Sear ch Type section

In the Sear ch Type section, one option must be selected.
To do so, click the radio button to the left of the type of
search you wish to perform. Some of these options may
require additional information.

SEVISID

If this option is selected, enter the student dependent’s
SEVISID in‘N0123456789 format.

Note: When searching by SEVISID, it does not matter
whether you choose to search by student or dependent. |If
the SEVIS ID matches, the results will display.
Therefore, if you enter the SEVIS ID of a dependent, but
choose to search by student, the dependent will show in
the results.

Per sonal I nformation

Click thisradio button and complete the appropriate
fields. If selected, completion of the Family Namefield
is required; the other fields in this section are optional.

*Family Name

Enter the family name of the student dependent. Y ou may
usethe* (asterisk) wildcard. Enter at least three
characters of the family name, followed by *; for
example: “joh*” may return alist containing family
names such as Johnson, Johanson, and Johannes.

First Name

Enter the first name of the student dependent. Y ou may
usethe* (asterisk) wildcard. Enter at least one character
of the first name, followed by *; for example: “a*” may
return alist containing first names such as Amanda,
Amed, and Aria.

Date of Birth

Enter the date of birthin MM/DD/YYYY format.

Country of
Citizenship

Select a country from the drop-down list.

All Students or Dependents

Click thisradio button if you wish to perform a search of
all student and dependent records for this school/campus.

*

Sear ch Criteria section

In the Sear ch Criteria section, one option must be
selected. To do so, click the radio button to the left of the
search criterion. Some of these options may also require
additional information.
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Section/Field

Description/Explanation

None

This option may only be selected when SEVISID or
Personal Information is selected in the Search Type
section of the screen.

Sear ch By Status

If this option is selected, atype of status must also be
selected. Completion of the other fieldsis optional.

* Status—Select an option from the list. 'Y ou may
also pressthe Ctrl key and click to highlight
multiple selections. Appendix E,
Student/Dependent Statuses, defines the available
options.

Student Program Start Date Range—Enter the
dates for a specific period of time. For example,
09/01/2007 to 12/31/2007 would return alist of
the names of student dependents whose principals
programs started between September 1, and
December 31, 2007.

Student Program End Date Range—Enter the
dates for a specific period of time. For example,
04/01/2008 to 07/31/2008 would return a list of
the names of student dependents whose principals
programs ended between April 1, and July 31,
2008.

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

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

Student Major Code—(Thiswill search for
student dependents whose principals have the
selected mgjor.) Enter the student’s Major code or
use the Search function to select the code, as
follows:

1. Click the Select button. The Primary Major
Selection screen displays.

2. Enter the magjor/minor name or enter a
minimum of three letters of the major/minor
preceded and/or followed by the * (asterisk)
wildcard.

3. Click the Sear ch button to display alist of
majors and minors. Thefollowingisan
example of what displays:
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Section/Field

Description/Explanation

MajorfMinor :
22,0201 Advanced Legal Research/Studies, General (LL.M., M.C.L., M
45,0201 Archeology
15.1303 Architectural Drafting and Architectural CAD/CADD
14.0401 Architectural Engineearing
15.0101 Architectural Enginearing Technology/Technician
04,0801 Architectural History and Criticizm, Seneral [MEW)
04,0201  Architectural Technology/Technician (MEW)
04,0201  Architecture [BArch, BAMES, March, MA/MS, PhD)
04,2999  Architecture and Related Services, Other
20,2202  Classical, Ancient Mediterranean and Mear Eastern Studies
12,0699 Educational Assessment, Evaluation, and Research, Sther
12,0601 Educational Evaluation and Research
12,0602 Educational Statistics and Research Methads
04.0401 Environrnental DesignfArchite cture
04.05031 Interior Architecture
04.0601 Landscape Architecture (BS, BSLA, BLA, MSLA, MLA, PhD
22,0299 Legal Research and Advanced Professional Studies, Ot
52,1402 Marketing Research
03,0199 Matural Resources Conszervation and Research, Cther (i

_,_-"" . .. Maval Architecture and - Trmaaring
“mgrations Resea
Trennliad -

Appendix F, Lookup Tables for the Student and
Exchange Visitor Information System Batch
Interface, of the API document for the SEVIS
Batch Interface contains a complete listing of
the categories and major/minor codes and is
located at

http://www.ice.gov/sevis/school s/batch.htm.

eatinn

4. Click the code to the left of the major/minor.
The selected major code displays on the Student
Search screen.

5. If necessary, click the Clear button to remove
the major code displayed.

Sear ch By Termination
Reason

If this option is selected, atermination reason must also
be selected. Appendix F, Student/Dependent Termination
Reasons, defines the available options.

e *Student Termination Reason—L eave thisfield
blank. See Section 2.4.4.1, Search for Student
Records, to view instructions on searching for F-1
or M-1 students.

e *Dependent Termination Reason—Select an
option from the drop-down list.

e Termination Date Range—Enter the dates for a
specific period of time. For example, 09/01/2007
to 12/31/2007 would return alist of the names of
student dependents who were terminated between
September 1, and December 31, 2007.

Search By Request

If thisoption is selected, arequest type and/or request
status must also be selected. Thiswill search for student
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Section/Field

Description/Explanation

dependents whose principals have the selected request

type.

Note:

*Student Request Type—Select an option from
the drop-down list.

— Change of Status

— Extension

- OPT

— Off-Campus Employment
— Reinstatement

— Transfer

*Student Request Status—Select an option from
the drop-down list.

— Approved
— Canceled
— Denied

— Pending

— Requested
—  Withdrawn

Adjudication Date Range—(Use this option for
students whose status is Approved or Denied.)
Enter the dates for a specific period of time. For
example, 09/01/2007 to 12/31/2007 would return a
list of the names of student dependents whose
principals requests were adjudicated between
September 1, and December 31, 2007.

Do not enter dates if the Request Statusis

Requested or Pending.

3. Click the Search button. The Search Results screen displays with alisting of the student
dependents that meet your search criteria, if any.

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

4. Click the appropriate link in the Family Name column. The Student Information screen
displays, as depicted in Exhibit 15, Student Information Screen With Dependent Link.
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Exhibit 15: Student Information Screen With Dependent Link

Student Information

Actions:

Authorize To Drop
Below Full Course

el Personal Information Program Information

1 o Farnily Harme: Smitty Termination Reason:

e
Country of Birth: TIMOR-LESTE School Narne: Woodward University

satend Prsram © omectmmazesasse  GooolGodes waszuarstosieos
Feqistration Country of Citizenship: TIMOR-LESTE Campus Narne: Woodward University
Shorten Program Foreign Address: 578 Timor Street Education Level: BACHELOR'S

. Timor City [ Majori45.0301- Archeology |
Terrninate Student -

'I‘IDR LE . Secondary Major: 00.0000 - None

o o iy T eovesnnene
Edits: Program Start Date: 08/14,/2006
Dependents [ PogamendDate:09/12/2000

S5N: Hormal Length of Study: 48

Financial Information

Personal Information Driver's License Issuing State: Next Session Start Date: 01/01,/2009
View: Student Has English Proficiency: Yes
Remarks:
Details
Employment/Training: Financial Information Travel Information
ool et [ tumberofMonthsi®e [ passportMumber
—r
Tuition Fees: $5,000.00 Wisa Number:
Employment Dependent Expenses: $1,000.00 Viza Issue Post:
OPT Request P ethercestss [ poefEntys
Other Costs Comrnent: Date of Entry:
Corrections:

Total Expenses: $7,000.00

It
Program Dates

Port of Departure:
Funds From This School:

R han,
Student Status

Funds From Other Sources: 1-901 SEVIS Fee Payment Information
[ seweTwper | | thncadionType: Payment |
On-Campus Employment: Transaction Date: 12/02/2005
otal kg [£19;800°99 [ Transaction Amount: $130.00
Click here to access Fee Payrnent/ | Receipt
the D dent HornEarl 168468468418
Infornmationscreen.

deant:

hip Gender

\ Se _ amily Name Status
_uggngggzggg it ALE TERMINATED

Student Requests:

Request Type Request Status Receipt Number
Extension APPROVED
Extension APPROVED
OPT CANCELLED
Reinstatament APPROVED

5. Scroll to the bottom of the Student Information screen and click the appropriate link in the
SEVISID column for the dependent whose information you wish to view. The Dependent
Information screen displays, as depicted in Exhibit 16, Dependent Information Screen.
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Exhibit 16: Dependent Information Screen

Print Dependent 1-20

Dependent Information

Return to

Print Draft Dependent 1-20 ] View Dependent List

Actions:
Update

Terminate

View:
Event Histary

SEVIS ID: NOODODOD92070
Family Name: Smitty
First Name: Joanne
Middle Name:
Date of Birth: 06,/30/1981
Country of Birth: TIMOR-LESTE
Country of Citizenship: TIMOR-LESTE
Gender: FEMALE
Status: ACTIVE
Termination Reason:
Visa Type: F-2
Relationship: SPOUSE
Passport Number:
Viza Mumber:
Visa Issue Date:
Visa Issue Post:
Port of Entry:
Date of Entry:
I-24fAdmission Humber:
Port of Departure:
Date of Departure:
Rermarks:

Student Information

SEVIS ID: NODODDO2065
Family Name: Smitty
First Hame: Ronald
Date of Birth: 12/09/1980
Country of Birth: TIMOR-LESTE
Country of Citizenship: TIMOR-LESTE
Gender: MALE
School Narme: Woodward University - Woodward University
Prograrm Start Date: 08/14/20086
Prograrn End Date: 09,/12/2010
Wisa Type: F-1
Status: ACTIVE
Fareign Address: 578 Timor Street

Timor City
TIMOR-LESTE
U.5. Address: 957 Main Street
Washington
DISTRICT OF COLUMBIA 20001

6. Click one of the following links or buttons, if available. (These links and buttons are
presented in aphabetical order, not necessarily the order in which they display on the
screen.) Note: Depending on the status of the dependent, different buttons and links will be
available. For example, the Reactivate link will not display if the dependent isin Active

status.

Event History link

Displays the student dependent’ s Event History screen.
Section 2.4.5.4.1, Event History, provides further details.

Print Dependent 1-20

Prints a copy of the dependent’s Form 1-20. Section 2.4.2, Print

button a Form 1-20, provides further instruction.
Print Draft Dependent | Prints adraft copy of the dependent’s Form [-20 for review.
[-20 button Section 2.4.2, Print a Form |-20, provides further instruction.

Reactivate link

Proceeds to the Reactivate Dependent screen.
Section 2.4.5.3.1.3, Reactivate Dependent, provides further
instruction.

Return to Student

Returns to the Student Information screen. An exampleis
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button

depicted in Exhibit 15, Student Information Screen With
Dependent Link.

Terminate link

Proceeds to the Terminate Dependent screen.
Section 2.4.5.3.1.4, Terminate Dependent, provides further
instruction.

Update link

Proceeds to the Student Information—Update Dependent
screen. Section 2.4.5.3.1.5, Update Dependent, provides further
instruction.

View Dependent List
button

Proceeds to the Dependents screen, which lists all dependents
for the student. Exhibit 12, Form 1-20 Page 4—Dependents,
provides an example of this screen.

2.4.4.3 Student Lists

SEVIS allows you to quickly access lists of student records to view. (The student names on
these lists are specific to a school or campus.) These lists provide a quick method for school
officials to access and update student records.

On the Listing of Schools screen, click the Student Listslink for aschool and the system
displays a screen containing the following lists that can be generated:

List

Description/Explanation

School or Campus)

Student Listing (for the Selected A comprehensive list of all studentsfor the selected

school, regardless of their status.

Draft Students

A list of all student records that have been saved but not
submitted. A PDSO or DSO may review and submit the
recordsto SEVIS. Thislist asoincludestransfer-in

records that have not had an initial Form 1-20 submitted.

Initial Status Students

A list of al students whose statusin SEVISis Initial.
The student’ s record has been created, but the student
has not registered at this school.

Active Status Students

A list of al students whose statusin SEVISis Active.
The student has registered and enrolled in class. The
student is considered to be “in status.”
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List

Description/Explanation

Terminated Status Students (past 18
months)

A list of all students whose statusin SEVISis
Terminated. Note: Thislist only includes students
whose status has been changed to Terminated in the last
18 months.

The student’ s participation in SEVIS has been
terminated by DHS or aschool official. Terminationis
removal of a student or dependent from Active or Initial
status for a specified cause other than completion of
his’her academic program, for example, death or
expulsion from school.

Completed Status Students (past 18
months)

A list of al students whose statusin SEVISis
Completed. Note: Thislist only includes students
whose status has been changed to Completed in the last
18 months.

The student has completed his/her course of study and
all other program-related activities at the school.

Canceled Status Students (past 18
months)

A list of all students who were issued aForm [-20 for
initial attendance at the school, but did not register to
attend classes, and have no record that they have entered
the United States to attend thisinstitution. Generaly,
these are students who were issued a Form [-20, but they
chose not to attend this institution.

Note: Thislist only includes students whose status has
been changed to Canceled in the last 18 months.

Students With Requested, Pending,
or Approved Off-Campus
Employment

A list of students whose statusin SEVISisActive.
These students are a so approved for employment off
campus, or have an off-campus employment application
in Requested or Pending status. Students will remain on
thislist from the time that the off-campus employment is
requested until the end date of the employment, if
approved.

Students With Requested, Pending,
or Approved Optional Practical
Training (OPT)

A list of Active students who are currently participating
in OPT (or have an OPT extension), or that have an OPT
application in Requested or Pending status. Students
will remain on thislist from the time that the OPT is
requested until the end date of the employment, if
approved.
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List

Description/Explanation

Students With Curricular Practica
Training (CPT)

A list of Active students who are currently participating
in CPT. Studentswill remain on thislist from the time
that the CPT is requested until the end date of the
employment.

Students With a Pending Change of
Status Request

A list of students who are requesting a change of status
through the Service Center.

Students With a Requested or
Pending Extension Request

A list of Active M-1 students who have a Requested or
Pending extension request.

Students Authorized to Drop Below
Full Course

A list of Active students who are currently approved to
drop below afull course of study.

Students Transferring In

A list of students who are in the process of transferring
into your school.

Note: Fromthislist, you can retrieve partially
completed records for students transferring into your
school from another SEVIS school and then update and
submit the transfer Form 1-20 based on the student’s
new program information at your school.

Students Transferring Out

A list of students who are in the process of transferring
out of your school.

Students Requesting Reinstatement

A list of students who have requested reinstatement at
this school, and whose reinstatement requests are
pending. (The PDSO or DSO that submitted the
reinstatement request will receive email notification of
the reinstatement adjudication results.)

Students With a Pending Data
Correction Request

A list of students who have a data correction request that
has not yet been adjudicated by DHS.

Students With a Filed or Waitlisted
Cap-Gap Extension

A list of students who have afiled or waitlisted Cap-Gap
Extension.

When you click one of these links, the appropriate list of students displays. Click a student link
to view the student’s Form 1-20 information and edit the data, if necessary.

2.4.4.4 View Student Dependent Records
If a student has a dependent, the dependent’ s information is accessible from the Student

| nfor mation screen.

1. From the Student Information screen, scroll to the bottom and click the appropriate link in
the SEVISID column to view the dependent’ sinformation. The Dependent Information

screen displays.
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2. Click one of the following links or buttons if available. (These links and buttons are

presented in aphabetical order, not necessarily the order in which they display on the
screen.) Note: Depending on the status of the dependent, different buttons and links will be
available. For example, the Reactivate link will not display if the dependent isin Active

status.

Print Dependent [-20
button

Prints a copy of the dependent’s Form |-20. Section 2.4.2, Print
a Form 1-20, provides further instruction.

Print Draft Dependent
[-20 button

Prints a draft copy of the dependent’s Form 1-20 for review.
Section 2.4.2, Print a Form I-20, provides further instruction.

Reactivate link

Proceeds to the Reactivate Dependent screen.
Section 2.4.5.3.1.3, Reactivate Dependent, provides further
instruction.

Return to Student
button

Returns to the Student Information screen. An exampleis
depicted in Exhibit 15, Student Information Screen With
Dependent Link.

Terminate link

Proceeds to the Terminate Dependent screen.

Section 2.4.5.3.1.4, Terminate Dependent, provides further
instruction.

Proceeds to the Sudent Information—Update Dependent
screen. Section 2.4.5.3.1.5, Update Dependent, provides further
instruction.

Update link

View Dependent List Proceeds to the Dependents screen, which lists all dependents

button for the student. Exhibit 12, Form 1-20 Page 4—Dependents,
provides an example of this screen.
245 Updating Forms 1-20

Once a student record is created in SEVIS, a PDSO or DSO must update the student’ s record
with current information and must report all events as required by the current proposed SEVIS
regulations. The subsequent sections address how to update student recordsin SEVIS.

2.4.5.1 Student Information Screen and Student Update Links

The school is responsible for maintaining each active student’ s record in the system and adding
information related to changes in the student’ s benefits, such as employment; this ensures that all
the information that displaysis current and accurate. The Sudent Information screen provides
you with links to many processes specifically related to the student. Exhibit 17, Student
Information Screen, is an example of the Sudent Information screen for a student who isin
Active status. Not all links are available on every Student Information screen because some
actions are applicable only to certain student statuses. For example, you may only cancel a
student whose record isin Initial status; therefore, you would not see the Cancel Student link on
an Active student’ s Sudent Information screen.
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Thelinks on the left side of the screen provide access to the screens that are used to update the
student’s record. Y ou can update the student’ s personal data, extend the student’s program,
transfer the student’s SEV IS record, and perform many other procedures. The subsequent
sections detail the links' processes.

Note: Under Regulation 8 CFR 214.5, a student 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 a student’ s personal
or program information as follows:

e |f astudent’s country of birth (COB) or country of citizenship (COC) is on the restricted
country list, you may not select or update his’her Primary Mgjor code, Secondary Major
code, or Minor code to training in aviation maintenance, flight operations, or nuclear-
related studies or training.

e If astudent’s Primary Major code, Secondary Major code, or Minor codeisin aviation
maintenance, flight operations, or nuclear-related studies or training, you may not select
or update his’lher COB or COC to a country that is on the restricted country list.

Note: If an F-1 student receives a Pending or Approved Change of Status (COS) request from
an F-1to an H1-B visathrough CLAIMS, acomment will display at the bottom of the Student
Information screen. This comment addresses changes to the student’ s authorized length of stay
in the United States and employment authorization (if applicable) pursuant to 8 CFR
214.2(f)(5)(iv) and 8 CFR 274a.12(b)(6)(iv). The comment will only display aslong as the
student isin Active status.

Note: If an F-1 student has a Filed or Waitlisted Cap-Gap Extension, a comment will display at
the bottom of the Student Information screen. This comment addresses changes to the student’s
authorized length of stay in the United States and employment authorization (if applicable)
pursuant to 8 CFR 214.2(f)(5)(iv) and 8 CFR 274a.12(b)(6)(iv).
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Exhibit 17: Student Information Screen

Student Information

Actions:
Authorize To Droe Rotmn | Reprintt20 | _ PrintOrafti20 |

Below Full Course

Cap-Gap Extension Personal Information Program Information
Changs sducation [ Sevis 15 Weboosaos I [ sk Aerve

Level Family Name: AExt Termination Reason:

Complete Brogram
Country of Birth: BELARUS School Name: Northwestern School Program
Disciplinary Action

Registration Country of Citizenship: BELARUS Campus Name: Germantown Campus

Sherten Program Foreign Address: 1000 Circle Street Education Level: BACHELOR'S
) Ronald Regan Courtyard
Terminsts Student Springfield
BO
Transfer Out e Secondary Major: 13.9999 - Education, Other

BELARUS
Edits:
Dependents

Program Start Date: 03/27/2007

Financial Information

) Normal Length of Study: 18
Barsonal Informaticn

|§I

Erogram Informaticn MNext Session Start Date: 02/26/2008

View: Driver's License Issuing State:

Event History

Has English Pr i Yes

Reguest/Authorization Remarks: Scenario 1- Ext OPT Employment
Detsils for 17 months.

Employment/Training:
CPT Employment
Authorization Financial Information Travel Information

Off-Campus
Employment Tuition Fees: Visa Number:

OPT Requast i
OPT Request Dependent Expenses: $10,000.00 Visa Issue Post:

Corrections:
Reguest Change to Other Costs Comment: Date of Entry:
Brogram Dstes

Brogram Dates Total Expenses: $10,000.00

Request Change to Port of Departure:

Student Reguest Funds From This Schoal:

Reguest Change to
Student Status Funds From Other Sources: 1-901 SEVIS Fee Payment Information

‘On-Campus Employment: Trznsaction Data:
Total Funding: $0.00

Fae Payment/Cancalation Recsipt
Number:

Family Name First Name Relationshi Gender Status

I

DepTwo CHILD FEMALE ACTIVE

=
=
=l
=
=
=
tn
(=
(=
-
("
E

MOD00151113 AExtDEPfour CHILD UNKNOWN ACTIVE

Student Requests:

Request Type Request Status Receipt Number
Gap Extension FILED

OPFT Extension APPROVED VPO1151090002

Comment:

2.45.2 Actions Menu

2.4.5.2.1 AUTHORIZE TO DROP BELOW FULL COURSE

When authorizing the (Active) student to drop below afull course of study, SEVIS requires you
to choose the reason for this authorization from adrop-down list. SEVIS aso monitors the time

52
umsch2_6.0_update _022009.doc CSY00.60010-02.UPO-EDS
Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor

Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volume Il Form1-20

limitations for such authorization and requires the PDSO or DSO to update the authorization
periodically. The circumstances under which a student may be authorized to drop below afull
course of study are defined in the current regulations as amended by the final SEVIS regulation.

Perform the following steps to authorize a student to drop below a full course load:

1. From the Sudent Information screen, click the Authorizeto Drop Below Full Course link.
The first Authorize to Drop Below Full Course screen displays with the student’ s basic
persona and program information. Exhibit 18, Authorize to Drop Below Full Course
Screen—1, provides an example of this screen.

Exhibit 18: Authorize to Drop Below Full Course Screen—1
Woodward University
Authorize To Drop Below Full Course
SEVIS ID: NO0OODO146006
Farnily Marne: Kahikina
First Marme: Makana
Date of Birth: 12/08/1972
Country of Birth: FALKLAND ISLANDS (ISLAS MALYINAS)
Country of Citizenship: FALKLAND ISLANDS (ISLAS MALWINAS)
Gender: FEMALE
Schoal Mare: Woodward University - Woodward University
Prograrm Start Date: 05/08/2007
Prograrn End Cate: 0570772011
Visa Typa: F-1
Status: ACTIVE
Mo data found
You have accessed the page in SEVIS firom which you may authorize an F or M student to take less than a full course of study for a specified
period of time. The requirements for F-1 and M- 1 students to drop below the mandatory full-course load involve a detailed set of
regulations. If you have any questions concerning this student's eligibility to be authorized, and the requi ts for the student to
maintain status during this period of reduced course load, please refer to:
@ The SE¥IS On-line Help, which provides regulatory and procedural details on the update you are making; or
® 8 CFR 214.2(F)(6)Gii) and 214.2 (m)(9)(vi).
New Authorize to Drop Below Full Course
Return Print I-20

2. Click the New Authorizeto Drop Below Full Courselink. The second Authorize to Drop
Below Full Course screen displays, as depicted in Exhibit 19, Authorize to Drop Below Full
Course Screen—2.
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Exhibit 19: Authorize to Drop Below Full Course Screen—2

Woodward University

Authorize to Drop Below Full Course

Required fields are marked with an asterisk (*).

Country of Citizenzhip: FALKLAND ISLANDS (ISLAS MALVINAS)

SEVIS ID: NODOD146006
Farnily Marne: Kahikina
Firzt Mame: Makana
Date of Birth: 12/08 /1972
Country of Birth: FALKLAND ISLANDS (ISLAS MALVINAS)

Gender: FEMALE
School Mame: Woodward University - Woodward University
Prograrn Start Date: 05/08 /2007
Program End Date: 05/07 /2011
Wisa Type: F-1
Status: ACTIVE

1. * Authorization Reason: | = |
2. * Authorization Start Date: I— (MM DDA
3. * Authorization End Date: I— (MM/DDAYYYY)
4. Remarks: ;I
[
Authorize Reset Values | Cancel

3. Complete the Authorize to Drop Below Full Course screen. Below isalist of the
sectiong/fields on this screen and a brief description or explanation for each section/field. An
* (asterisk) precedes the fields that must be completed. To complete this screen, enter the

following data:

Section/Field

Description/Explanation

* 1. Authorization Reason

Select one of the following reasons from the drop-down
list:
e F-1reasons
— Illness or Medical Condition
— Improper Course Level Placement
— Initial Difficulty with Reading Requirements
— Initia Difficulty with English Language
— To Complete Course of Study in Current
Term
— Unfamiliarity with American Teaching
Methods
e M-1reasons
— Illnessor Medical Condition
— Part-Time Commuter Student

* 2. Authorization Start Date

Enter the date on which you authorize the student to
begin taking less than afull course load in
MM/DD/YYYY format.
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Section/Field

Description/Explanation

Note: Thisdate may not be prior to the student’s
program start date.

* 3. Authorization End Date

Enter the date on which the authorization for the student
to take less than afull courseload endsin
MM/DD/YYYY format.

Note: Thisdate may not be prior to the current date and
may not be after the student’ s program end date.

4. Remarks

Enter any optional remarks about the student. Thisfield
has a 1,000-character limit.

Note: Comments entered in any Remarksfield
throughout the electronic Form [-20 will overwrite
existing remarks and will print in field 9 of the printed
Form I-20.

4. After you have completed the screen, click one of the following buttons:

Authorize Click this button to complete the process. A message displays indicating
that the update was successful.

Resat Values Click this button to clear al fields on the screen.

Cancd Click this button to cancel the action and return to the first Authorize to

Drop Below Full Course screen without authorizing the student to drop
below afull course load.

5. Click the Print 1-20 button to print an updated copy of the Form 1-20. Then give the printed
copy to the student for his’/her records.

6. Click the Return to View Record button to view the student’s SEV 1S record.

2.4.5.2.1.1 Cancel Authorize to Drop Below Full Course
Prior to the authorization start date, you may cancel a student’ s authorization to drop below full
course. Perform the following steps to cancel the authorization:

1. From the Student Information screen, click the Authorize to Drop Below Full Courselink.
The first Authorize to Drop Below Full Course screen (depicted in Exhibit 18) displays with
the student’ s basic personal and program information.

2. Click the Cancdl link to the far right of the segment you wish to cancel. A message displays
indicating that the cancelation was successful.

3. Click the Print 1-20 button to print a copy of the Form [-20 and provide it to the student for

hig'her records.

4. Click the Return to View Record button to view the student’s SEVIS record.
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2.4.5.2.1.2 Update Authorize to Drop Below Full Course

Prior to the authorization end date, you may update a student’ s authorization to drop below full
course. Perform the following steps to update the authorization:

1. From the Student Information screen, click the Authorizeto Drop Below Full Courselink.

The first Authorize to Drop Below Full Course screen (depicted in Exhibit 18) displays with
the student’ s basic personal and program information.

2. Click the Update link to the far right of the segment you wish to update. A second Authorize
to Drop Below Full Course screen displays. Thisisthe same screen depicted in Exhibit 19,
except that the fields are populated with the current authorization information.

3. Make any necessary changes and click one of the following buttons:

Update Click this button to complete the process and update the student’s
authorize to drop below full course request. A message displays
indicating that the update was successful.

Reset Values Click this button to return all fields on the screen to their origina
values.

Cancd Click this button to cancel the action and return to the first Authorize to
Drop Below Full Course screen.

4. Click the Print 1-20 button to print a copy of the Form I-20 and provide it to the student for
his/her records.

5. Click the Return to View Record button to view the student’s SEV 1S record.

2.4.5.2.2 CANCEL EXTEND PROGRAM REQUEST FOR AN M-1 STUDENT

SEVIS allows you to view or request a change to the status of arequest for M-1 extension that
has not been adjudicated (that is, it isin Requested or Pending status). Additionally, a PDSO or
DSO may cancel arequest in Requested status. If arequest for an M-1 extension has been
canceled and SEV IS receives the adjudication result from the Service Center, SEVIS updates the
student's record to indicate the adjudication result. Therefore, when canceling arequest for an
M-1 extension, the request should not be canceled if supporting documentation has already been
sent to the Service Center.

Perform the following steps to cancel a program extension request for an M-1 student:

1. From the Sudent Information screen, click the Cancel Extend Program link. The Cancel
Extend Program Request screen displays.

2. Click the Cancel Request button. A confirmation screen displays.
3. Click the Yesor No button.

e Click the Yesbutton if you wish to cancel the program extension request. A message
displays that the update was successful. Click the Return to View Record button to
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return to the Sudent Information screen. Note that the student’ s Extension statusin the
Student Requests section is now Canceled.

e Click the No button to return to the Sudent Information screen without canceling the
program extension request.

2.4.5.2.3 CANCEL REINSTATEMENT REQUEST

A PDSO or DSO can cancel a (pending) reinstatement request. Y ou should only cancel a
reinstatement request if you have not yet submitted the supporting documentation to the Service
Center. If you have aready sent supporting documentation to the Service Center and the student
does not want to be reinstated, you must withdraw the request. (Section 2.4.5.2.18, Withdraw
Reinstatement Request, provides further instruction.) A reinstatement request can be canceled
for a student who decides to leave the United States rather than reinstating, wants to transfer to
another school where he/she will then apply for reinstatement, or |eaves the United States and
then applies for reentry with anew Form [-20.

Perform the following steps to cancel a pending reinstatement request:

1. From the Sudent Information screen, click the Cancel Pending Reinstatement link. The
Cancel Pending Reinstatement screen displays with the student’ s basic personal and program
information.

2. Enter any commentsin the Remarksfield regarding why you are canceling the student’s
pending reinstatement request. Thisfield isoptional and has a 1,000-character limit.

Note: Comments entered in any Remar ks field throughout the electronic Form 1-20 will
overwrite existing remarks and will print in field 9 of the printed Form [-20.

3. After reviewing the information and entering any optional comments, click one of the
following buttons:

Cancd Click this button to complete the process and cancel the student’s

Reinstatement | pending reinstatement request. A message displays indicating that the
update was successful.

Reset Values Click this button to clear al fields on the screen.

Cancd Click this button to cancel the action and return to the Student
Information screen.

4. Click the Return to View Record button to view the student’s SEVIS record.

2.4.5.2.4 CANCEL STUDENT

When a school isinformed that a student who was issued a Form 1-20 for initial attendance will
not be registering to attend that institution, aPDSO or DSO can cancel the student’s record. The
cancel function can also be used when arecord is created in error (for example, aduplicate).
Thisaction isonly available for students who arein Initial status. This option should be used
only when, to the school’ s knowledge, the student is not planning to attend the school. If the
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school knows that the student entered the United States to attend the school, and the student fails
to arrive, aPDSO or DSO should terminate the record, rather than canceling it.
(Section 2.4.5.2.16, Terminate Student, provides instructions on terminating a record.)

Note: SEVISwill automatically cancel the student’ s record if a PDSO or DSO does not register
a student who has been issued a Form 1-20 for initial attendance within the required timeframe,
and there is no record in the system of the student having entered to attend that institution.

Perform the following stepsto cancel an Initial status student:

1. From the Student Information screen, click the Cancel Student link (available for studentsin
Initial statusonly). The Cancel Student screen displays with the student’ s basic personal and
program information.

2. Select one of the following reasons from the Cancelation Reason drop-down list. (This
reason displays on the Student Information screen.)

e Offer Withdrawn
e Record Created in Error
e Student Arrived Under Different SEVISID
e Student Not Attending
e Student Registered Under Different SEVISID
e Visalssued for Different SEVISID
3. Enter any applicable commentsin the Remarksfield.

4. After reviewing the information, click one of the following buttons:

Cancd Student | Click this button to complete the process and cancel the student’s
record. A message displaysindicating that the update was successful.
Click the Return to View Record button to view the student’s SEVIS

record.
Reset Values Click this button to clear all fields on the screen.
Cancd Click this button to cancel the action and return to the Sudent

I nformation screen.

2.4.5.2.5 CANCEL TRANSFER

The PDSO and DSO at the transfer-out school can cancel atransfer prior to the release date
entered on the Transfer Out screen. (For M-1 students, the transfer request may be canceled
only if it isin Requested status.) If the student decides not to transfer or wishesto transfer to a
different school, and the release date has aready passed, the PDSO at the transfer-in school may
perform a corrective transfer for the student’ srecord. Thistransfer may only be performed if the
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student is still in Initial status at the transfer-in school. Section 2.4.5.6.4, Transfer Out, provides
further instruction.

Perform the following steps to cancel a student’ s transfer:

1. From the Student Information screen, click the Cancel Transfer link. The Cancel Transfer
Event screen displays with the student’ s basic personal and program information.

2. Enter any commentsin the Remarksfield regarding why you are canceling the student’s
pending transfer. Thisfield is optional and has a 1,000-character limit.

Note: Comments entered in any Remar ks field throughout the electronic Form 1-20 will
overwrite existing remarks and will print in field 9 of the printed Form [-20.

3. After reviewing the information and entering any optional comments, click one of the
following buttons:

Cancd Transfer | Click this button to complete the process and cancel the student’s
pending transfer request. A message displays indicating that the update
was successful. Click the Print 1-20 button to print a current copy of
the Form 1-20 for the student for his’her records. Click the Return to
View Record button to view the student’s SEVIS record.

Reset Values Click this button to clear the field on the screen.

Cancel Click this button to cancel the action and return to the Student
I nformation screen.

2.45.2.6 CAP-GAP EXTENSION

The Cap-Gap Extension link allows you to indicate that an F-1 student's employer hasfiled a

COS petition from F-1 to H1-B on hig/her behalf, or has received confirmation that the petition
has been waitlisted. In order for the link to display, the student’ s program end date must be the
current date or in the past.

When the Cap-Gap Extension petition is set to Filed or Waitlisted, if the student has a current,
approved, post-completion OPT, the OPT end date will be updated to a new date (to be provided
by DHS each year). In addition, acomment will display in the following places:

e At the bottom of the Student Information screen
e Inthe Cap-Gap Extension section of the Request/Authorization Details screen
e On Page 3 of the Form 1-20

This comment addresses changes to the student’ s authorized length of stay in the United States
and employment authorization (if applicable) pursuant to 8 CFR 214.2(f)(5)(iv) and 8 CFR
274a.12(b)(6)(iv).
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If the student already has afiled or waitlisted Cap-Gap Extension, the PDSO/DSO may cancel
the petition. When the status of the petition is changed to Cancelled, the OPT end date (if
previously updated) will revert back to its original date, and the comments will no longer display
in any location.

Perform the following steps to indicate a student has a Cap-Gap Extension:

1. From the Student Information screen, click the Cap-Gap Extension link. The Cap-Gap
Extension screen displays with the student’ s basic personal and program information.
Exhibit 20, Cap-Gap Extension Screen, provides an example of this screen.

Exhibit 20: Cap-Gap Extension Screen

Northwestern School Program
Cap-Gap Extension

Required fields are marked with an asterisk (*).

SEVIS ID: NODD0151109
Family Mame: AExt
First Name: Jerome
Date of Birth: 05/15/1970
‘Country of Birth: BELARUS
Country of Citizenship: BELARUS
Gender: MALE
Schoal Name: North School Prog -G Campus
Program Start Date: 02/27/2007
Program End Date: 02/27/2008
Visa Type: F-1
Status: ACTIVE

1. * Status of H1-B Petition: I vl

Extend Status | Reset Values | Cancel

2. Select the status of the H1-B petition from the drop-down list. If the student already has a
Cap-Gap Extension that is filed or waitlisted, a canceled selection will also be available.

Note: The student must be able to provide proof that the petition has been filed or waitlisted.

3. Click one of the following buttons:

Extend Status | Click this button to complete the process and extend the student’ s status.
A message displays requesting that you confirm the action. Click Yesto
extend the student’ s status. Click No to cancel the action and return to
the Student Information screen. If you click Yes, a message displays
indicating that the update was successful.

Reset Values Click this button to return all fields on the screen to their origina
values.

Cancd Click this button to cancel the action and return to the Sudent
I nformation screen.
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4. Click the Print 1-20 button to print an updated copy of the Form [-20. Then give the printed
copy to the student for his/her records.

5. Click the Return to View Record button to view the student’s SEV IS record.

2.4.5.2.7 CHANGE EDUCATION LEVEL

The Change Education L evel link allows you to create a new Form 1-20 for a student who is
changing education level at the same school/campus, for example, from Bachelor’ sto Master’s.
Thislink isfor a student advancing from one level of education to another. If you only need to
correct the student’ s education level because of an error, see Section 2.4.5.3.4, Program
Information.

Note: Changing a student’s education level creates a new Initial record (thisisin addition to the
student’ s current Active record). Y ou should continue to update the Active record, as necessary,
until the student has completed his/her current education level. When the student has enrolled at
the new education level, you must register the student using the Initial record. Once the student
isregistered for the new education level, you will no longer be able to update the record for the
previous education level.

Note: You cannot cancel the Initial record of a student who is requesting a change of education
level. You must cancel the change of education level request through the Active record
(Section 2.4.5.2.7.1, Cancel Change of Education Level).

Perform the following steps to change a student’ s education level:

1. From the Sudent Information screen, click the Change Education L evel link. The Create
[-20 for Change Education Level screen displays summary data for the student.

2. Belowisalist of the fields/sections and a brief description of, or explanation for, each
field/section. An* (asterisk) precedes the fields/sections that must be compl eted.

Field/Section Description/Explanation
1. * Education Level Select the new level of education pursued by the student
from the drop-down list.
2. * Primary Major Enter the student’s Primary Major code or use the Search
Code function to select the code, as follows:
1. Click the Select button. The Primary Major Selection
screen displays.

2. Enter the magjor/minor name or enter a minimum of three
letters of the major/minor preceded and/or followed by
the* (asterisk) wildcard.

3. Click the Search button to display alist of magjors and
minors. The following is an example of what displays:
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Field/Section

Description/Explanation

MajorfMinor :
22,0201 Advanced Legal Researchf/Studies, General [(LL.M., M.C.L., M
45.0301 Archealogy
15.1303  Architectural Drafting and Architectural CADJCADD
14,0401  Architectural Enginesring
15.0101  Architectural Engineering Technology/Technician
04,0801  Architectural History and Criticizm, SGeneral [MEW )
04.0901  Architectural Technology/Tachnician [MEW)
04,0201  Architecture (BArch, BA/BS, MArch, MA/MS, PhD)
04,9999  Architecture and Related Services, Other
20,2202 Classical, Ancient Mediterranean and Mear Eastern Studies
12,0699 Educational Asseszrment, Evaluation, and Research, Other
12,0601 Educational Evaluation and Research
12,0602 Educational Statistics and Research Methods
04,0401  Environrnental DesigndArchitecture
04,0501  Imterior Architecture
04,0601 Landscape Architecture (BS, BSLA, BLA, MSLA, MLA, PhD
22,0293 Legal Research and Advanced Professional Studies, Ot
52,1402 Marketing Research

03,019 Matural Resources Conservation and Research, Sther ()
e Mawal Architecture and - Cmgaring
" mgrations F{ESW"‘W
Teembian

Trnmlie

Appendix F, Lookup Tables for the Student and
Exchange Visitor Information System Batch Interface, of
the APl document for the SEVIS Batch Interface contains
acomplete listing of the categories and major/minor
codes and islocated at

http://www.ice.gov/sevis/school s/batch.htm.

4. Click the code to the left of the mgjor/minor. The
selected major code displays on the Create |-20 for
Change Education Level screen.

3. * Secondary Major
Code

Some students have a secondary major, usually in arelated
field. Usethisfield to select the student’s second major. To
complete thisfield, follow the instructions given for the
Primary Major Codefield (2). If the student has no
secondary major, either enter 00.0000 in the field or click the
No Secondary Major button.

4. * Minor Code

Thisfield is used to select the student’s minor field of study,
if applicable. To complete thisfield, follow the instructions
given for the Primary Major Codefield (2). If the student
has no minor, either enter 00.0000 in the field or click the No
Minor button.

5. * Normal Length of
Study

Enter the period of time, expressed in months, that a person
would normally take to complete the program in which the
student is enrolling.

6. * New Program Start

Enter the date on which the student is expected to begin

Date his/her new education level.
7. * New Program End Enter the expected date of completion of the actual academic
Date program. (SEVISwill calculate the post-completion grace

periods and any post-completion OPT separately.)
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Field/Section

Description/Explanation

8.

* English Proficiency

Select “yes’ or “no” to indicate whether your school requires
English proficiency.

e |If “yes,” you must select “yes’ or “no” to indicate
whether the student is or is not proficient in the
English language.

e |f “no,” enter an explanation in the field provided
(1,000 character limit) as to why the school does not
require English proficiency.

0.

* Number of Months
in Academic Term

Select the length of the student’ s academic term, up to 12
months, from the drop-down list. Thisinformationisthe
basis for determining the student’ s expenses and funds for a
term.

10.

Expenses

Enter the student’ s expenses for one academic term.

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.

* Tuition and Fees

Enter the estimated average cost for tuition for the academic
term. Thisfield has a 10-character limit.

* Living Expenses

Enter the student’ s estimated total living expenses for one
academic term. Thisfield has a 10-character limit.

Expensesfor
Dependents

Enter the student’ s expenses for his’her dependents, if any,
during one academic term. Thisfield has a 10-character
limit.

Other Costs

Enter an estimate of the student’s miscellaneous expenses, if
any, during one academic term. Thisfield has a 10-character
limit.

Specify Other Costs

If afigureisgiven for Other Costs, an explanation must be
provided. Thisfield has a 1,000-character limit.

11.

Funding

Enter the student’ s funding for one academic term. Note:
The total amount in Section 11 must be equal to or greater
than the total amount in Section 10.

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.

* Student’s Personal
Funds

Enter the personal funds available to the student in one
academic term to defray hig/her educational expenses. This
field has a 10-character limit.
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Field/Section

Description/Explanation

Funds From This
School

Enter the amount of funding, if any, that the school will
provide to the student in one academic term to help defray
educational expenses. Thisfield has a 10-character limit.

School Fund Type

If anumber is entered in the Funds From This School field,
an explanation must be provided. Thisfield has a 1,000-
character limit.

Funds From Other
Sour ces

Enter the amount of funding, if any, that is available to the
student during one academic term from sources not
otherwise specified. Thisfield has a 10-character limit.

Other Source Type

If afigureisentered in the Funds From Other Sources
field, an explanation must be provided. Thisfield hasa
1,000-character limit.

On-Campus Enter the amount of funding, if any, the F-1 student will
Employment receive from on-campus employment. Thisfield has a 10-
character limit.
12. Remarks Enter any applicable remarks regarding the student. This

field has a 1,000-character limit.

Note: Comments entered in any Remar ks field throughout
the Form 1-20 will replace existing remarks and print in
field 9 of the Form I-20.

After completing the fields, click one of the following buttons:

Reset Values Click this button to clear all fields on the screen.

Submit Click this button to create a Form I1-20 for the new education level. The
student will now have two records: one Initial and one Active.

Cance Click this button to cancel the action and return to the Sudent
Infor mation screen.

2.4.5.2.7.1 Cancel Change of Education Level

Y ou cannot cancel the Initial record of a student who is requesting a change of education level.
Y ou must cancel the change of education level request through the Active record. Perform the
following steps to cancel a student’ s change of education level request:

1.

Perform a search to locate the appropriate student’ s record (Section 2.4.4.1, Search for
Student Records). On the Search Results screen, you will notice that there are two records
for this student: one Active and one Initial.

Click the appropriate link in the Family Name column to access the student’ s Active record.
The Sudent Information screen displays.
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3. Click the Cancel Change Education L evel link in the Actions menu. The Cancel Change
Education Level screen displays.

Enter any applicable commentsin the Remarksfield.
5. Click one of the following buttons:

Cancel Change Click this button to cancel the student’s change of education level
Education Level | request. A success screen displays. Click the Return to View
Recor d button to return to the Sudent Information screen. The
student’ s Initial record (for the new education level) is now

deactivated.
Reset Values Click this button to clear any entries made in the Remarksfield.
Cancdl Click this button to return to the Sudent I nfor mation screen without

taking any action on the student’ s record.

2.4.5.2.8 COMPLETE PROGRAM

The Complete Program process is used to indicate that a student has graduated or completed
his/her course of study. Thiswill change the student’ s status to Completed. A PDSO or DSO
should only perform this update in cases where a student has completed his/her stay in the
United States and has departed or will depart in the immediate future. No further action can be
taken once this update is made, aside from applying for reinstatement. If a student plansto
graduate earlier than expected, the PDSO or DSO should update the program end date (select the
Shorten Program link on the Student Information screen) rather than changing the student’s
status to Completed. Section 2.4.5.2.15, Shorten Program, provides instructions on shortening a
student’ s program.

Note: If aschool official does not actively change the student’ s status to Completed, SEVIS will
automatically change the record of an active student to Completed based on the program end
date identified on the student’s Form 1-20. For F students, status will change to Completed 60
days past the Form |-20 program end date or 60 days past the completion of OPT, whichever is
later. For M students, status will change to Completed 30 days past the program end date or 30
days past OPT, whichever is later.

Perform the following steps to compl ete a student’ s program:

1. From the Student Information screen, click the Complete Program link. The Complete
Program screen displays with the student’ s basic persona and program information.

2. Enter any commentsin the Remarksfield regarding why you are completing the student’s
program. Thisfield isoptional and has a 1,000-character limit.

Note: Comments entered in any Remar ks field throughout the electronic Form 1-20 will
overwrite existing remarks and will print in field 9 of the printed Form [-20.

65
umsch2_6.0_update 022009.doc CSY00.60010-02.UPO-EDS
Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor

Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volume Il Form1-20

3. After reviewing the information and entering any optional comments, click one of the

following buttons:

Complete
Program

Click this button to complete the process and compl ete the student’s
program. A message displays requesting that you confirm the action.
Click Yesto complete the student’s program. Click No to cancel the
action and return to the Sudent Information screen. If you click Yes, a
message displays indicating that the update was successful.

Click the Return to View Record button to view the student’s SEVIS
record.

Resat Values

Click this button to clear any entriesin the Remarksfield.

Cance

Click this button to cancel the action and return to the Sudent
Infor mation screen.

2.4.5.2.9 CREATE FORM I-20 (FOR TRANSFER)

This option isavailable for Transfer In studentsonly. (Section 2.4.5.2.9.1, Additional Transfer
In Information, provides additional information regarding the transfer in process.) A PDSO or
DSO may usethislink to create the Form 1-20 for F students transferring in froma SEVIS
school once the transfer release date isreached. It isalso used to create the Form 1-20 for M
students as soon as the transfer-out school makes the Transfer Out update.

Perform the following steps to create a Form [-20 for a transfer-in student:

1. From the Sudent Information screen, click the Create |-20 link. The Create 1-20 for
Transfer (Page 1) screen displays with some of the student’ s basic information already filled
in. Exhibit 21, Create 1-20 for Transfer (Page 1) Screen, depicts a sample of this screen.
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Exhibit 21: Create 1-20 for Transfer (Page 1) Screen

Create I-20 for Transfer

School: Woodward University
SEVIS ID: NOODO145503
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2. Complete Page 1 of the Create 1-20 for Transfer screen. Below isalist of the sectiong/fields
on this screen and a brief description or explanation for each section/field. An* (asterisk)
precedes the fields that must be completed. To complete this screen, enter the following

data:

Section/Field

Description/Explanation

*  VisaType

Theonly valid visatypes for SEVIS students are F-1 for
academic students and M-1 for vocational. (Dependent
spouses and children of F-1 and M-1 students are F-2 and
M-2 dependents respectively, and are added to a student’s
record later in the Form [-20 creation process.)

Note: Thisfield is pre-populated by SEVIS and cannot
be updated.

* 1. Family Name

Enter the surname or last name of the student. Thisfield
has a 40-character limit.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

2. First Name

Enter the first name of the student. Thisfield hasa
40-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

3. Middle Name

Enter the middle name of the student. Thisfield hasa
40-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

4. Suffix

If applicable, select atitle from the drop-down list, such
as Junior, that may display at the end of a person’s name.
Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

* 5.  Dateof Birth

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

Note: Thisfieldispre-populated by SEVIS. Thisfield
can be edited if necessary.

* 6. Gender

Select the student’ s gender from the drop-down list.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

* 7. Country of Birth

Select the name of the country in which the student was
born from the drop-down list.
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Section/Field

Description/Explanation

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

* 8. Country of Citizenship

Select the name of the country in which the student
maintai ns citizenship from the drop-down list.

Note: Thisfield ispre-populated by SEVIS. Thisfield
can be edited if necessary.

9. Driver'sLicense
Number

For students already in the United States, enter the
student’ s driver’ s license number assigned by the state
that issued the license. Thisfield has a 30-character limit.
Completion of thisfield is optional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

10. Driver’'sLicense | ssue
State

Select from the drop-down list the state that issued the
driver’slicense to the student, if applicable. Completion
of thisfield is optional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

11. Social Security
Number

Enter the student’s Socia Security number. Thisfield has
anine-character [imit. Completion of thisfieldis
optional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

12. Individual Taxpayer
ID Number

Enter the taxpayer 1D for students who are employed or
have such an ID. Thisfield has a nine-character limit.
Completion of thisfield is optional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.
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Section/Field

Description/Explanation

*  13. Foreign Address

Note: If the student isa commuter student whose country
of citizenship is Mexico or Canada, click the Commuter
Student check box. The U.S. addressis not required for
these students. However, if the student hasa U.S.
address, it should be entered below in section 14, U.S.
Address.

Enter the student’ s foreign address. All nonimmigrant
students must have aforeign address, even if they are
currently in the United States.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

14. U.S. Address

Enter the student’s U.S. address.

* 15, Education Leve

Select the level of education pursued by the student from
the drop-down list.

Note: Once the Form I-20 has been submitted, this field
may not be updated for M-1 students.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited for F-1 students, if necessary.

* 16. Primary Major Code

Enter the student’ s Primary Major code or use the Search
function to select the code, as follows:

1. Click the Select button. The Primary Major Selection
screen displays.

2. Enter the magjor/minor name or enter a minimum of
three letters of the major/minor preceded and/or
followed by the * (asterisk) wildcard.

3. Click the Sear ch button to display alist of magjors and
minors. The following is an example of what

displays:
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Section/Field

Description/Explanation

MajorfMinor :
22,0201 Advanced Legal Research/Studies, General (LL.M., M.C.L., M
45,0201 Archeology
15.1303 Architectural Drafting and Architectural CAD/CADD
14.0401 Architectural Engineearing
15.0101 Architectural Enginearing Technology/Technician
04,0801 Architectural History and Criticizm, Seneral [MEW)
04,0201  Architectural Technology/Technician (MEW)
04,0201  Architecture [BArch, BAMES, March, MA/MS, PhD)
04,2999  Architecture and Related Services, Other
20,2202  Classical, Ancient Mediterranean and Mear Eastern Studies
12,0699 Educational Assessment, Evaluation, and Research, Sther
12,0601 Educational Evaluation and Research
12,0602 Educational Statistics and Research Methads
04.0401 Environrnental DesignfArchite cture
04.05031 Interior Architecture
04.0601 Landscape Architecture (BS, BSLA, BLA, MSLA, MLA, PhD
22,0299 Legal Research and Advanced Professional Studies, Ot
52,1402 Marketing Research

03.019 Matural Resources Conservation and Research, Cther [
- T Maval Architecture and - Cimgeting
" mgrations Resiiwp_,—m';

“rannliadt Treakinm

Appendix F, Lookup Tables for the Student and
Exchange Visitor Information System Batch Interface,
of the API document for the SEVIS Batch Interface
contains a complete listing of the categories and
major/minor codes and is located at
http://www.ice.gov/sevis/school s/batch.htm.

4. Click the code to the left of the major/minor. The
selected major code displays on the Create 1-20 for
Transfer (Page 1) screen.

* 17. Secondary Major Code

Some F-1 students have a secondary major, usually in a
related field. Usethisfield to select the student’ s second
major. To complete thisfield, follow the instructions
given for the Primary Major Codefield (16). If the
student has no secondary major, either enter 00.0000 in
the field or click the No Secondary M ajor button.

* 18. Minor Code

Thisfield is used to select the F-1 student’ s minor field of
study, if applicable. To complete thisfield, follow the
instructions given for the Primary Major Codefield
(16). If the student has no minor, either enter 00.0000 in
thefield or click the No Minor button.

* 19. Normal Length of
Study

Enter the period of time, expressed in months, that a
person would normally take to complete the program in
which the student is enrolling.

*  20. Program Start Date

Enter the date on which the student is expected to begin
his/her program.

Note: Once the Form I-20 has been submitted to SEVIS,
this field cannot be updated.
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Section/Field

Description/Explanation

*  21. Program End Date

Enter the expected date of completion of the actual
academic or vocational program. (SEVISwill calculate
the post-compl etion grace periods and any post-
completion OPT separately.)

*  22. English Proficiency

Select “yes’ or “no” to indicate whether your school
requires English proficiency.

e |If “yes,” you must select “yes’ or “no” to indicate
whether the student is or is not proficient in the
English language.

e |f “no,” enter an explanation in the field provided
(1,000 character limit) as to why the school does
not require English proficiency.

3. After you have completed the screen, click one of the following buttons:

Reset Values Click this button to return all new entries on the page to their
previous values.

Next Click this button to advance to the next screen in order to complete
the transfer in process.

Cancel Click this button to cancel the action and return to the Student
Information screen.

4. Complete Page 2 of the Create |-20 for Transfer screen. Exhibit 22, Create |-20 for Transfer
(Page 2) Screen, depicts a sample of this screen.
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Exhibit 22: Create 1-20 for Transfer (Page 2) Screen

Lopez, Rene
School: Woodward University
SEVYIS ID: NOOOD145503

Required fields are marked with an asterisk {*}.
23.4 Number of months in academic term: | -]

24.Expenses:
*Tuition and Fees: $|

*Living Expenses: $|
Expenses for dependents: $|
Cther costs: $|
Spedfy other costs: |
Total expenses: % 0.00
25.Funding:
*Student's personal funds: $|
Funds from this school: $|
Schoaol fund type: I
Funds from other sources: § |
Other source type: I
Total funding: $ 0.00
26.Remarks: ;I
E
Prev Reset Values Submit Cancel | Save Draft Print Draft I-20

5. Below isalist of the sections/fields on this screen and a brief description or explanation for
each section/field. An* (asterisk) precedes the fields that must be completed. To complete
this screen, enter the following data:

Section/Field

Description/Explanation

Academic Term

*  23. Number of Monthsin

Select the length of the student’ s academic term, up to 12
months, from the drop-down list. Thisinformation isthe
basis for determining the student’ s expenses and funds
for aterm.

24. Expenses

Enter the student’ s expenses for one academic term.

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.

* Tuition and Fees

Enter the estimated average cost for tuition for the
academic term. Thisfield has a 10-character limit.

* Living Expenses

Enter the student’ s estimated total living expenses for
one academic term. Thisfield has a 10-character limit.

Expensesfor Dependents

Enter the student’ s expenses for hissher dependents, if
any, during one academic term. Thisfield hasa
10-character limit.

Other Costs

Enter an estimate of the student’ s miscellaneous
expenses, if any, during one academic term. Thisfield
has a 10-character limit.
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Section/Field

Description/Explanation

Specify Other Costs

If afigureisgiven for Other Costs, an explanation must
be provided. Thisfield has a 1,000-character limit;
however, the printed Form 1-20 has limited space and all
comments may not appear on the printed Form.

25. Funding

Enter the student’ s funding for one academic term.

Note: The total amount in Section 25 must be equal to
or greater than the total amount in Section 24.

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.

* Student’s Per sonal
Funds

Enter the personal funds available to the student in one
academic term to defray his/her educational expenses.
Thisfield has a 10-character limit.

Funds From This School

Enter the amount of funding, if any, that the school will
provide to the student in one academic term to help
defray educational expenses. Thisfield hasa
10-character limit.

School Fund Type

If anumber is entered in the Funds From This School
field, an explanation must be provided. Thisfield hasa
1,000-character limit; however, the printed Form 1-20
has limited space and all comments may not appear on
the printed Form.

Funds From Other
Sour ces

Enter the amount of funding, if any, that is availableto
the student during one academic term from sources not
otherwise specified. Thisfield has a 10-character limit.

Other Source Type

If afigureisentered in the Funds From Other Sources
field, an explanation must be provided. Thisfield hasa
1,000-character limit.

On-Campus Enter the amount of funding, if any, the F-1 student will
Employment receive from on-campus employment. Thisfield hasa
10-character limit.
26. Remarks Enter any applicable remarks regarding the student. This

field has a 1,000-character limit.

Note: Comments entered in any Remarksfield
throughout the electronic Form [-20 will overwrite
existing remarks and will print in field 9 of the printed
Form I-20.
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6. After reviewing the information, click one of the following buttons:

Prev (Previous) Click this button to return to the previous page of the Form 1-20.

WARNING: Be sureto save the data entered on this page before
selecting the Prev button. If you do not save first, the new data that
you entered on this page will be lost.

Reset Values Click this button to clear al fields on the screen.

Submit Click this button to submit the updated Form I-20 for the transfer-in
student. A message displays indicating that the submission was
successful.

Click the Print 1-20 button to print a copy of the Form 1-20. Then
give the printed copy to the student for his/her records.

Click OK to view the student’s SEV IS record.

Cancel Click this button to cancel the action and return to the Student
Information screen.

Save Dr aft Click this button to save the data that you have entered on this
page.

Print Draft 1-20 Click this button to print a draft copy of the Form 1-20. Printing a
draft enables you to review a paper copy of all of the data saved
thusfar.

2.4.5.2.9.1 Additional Transfer In Information

The transfer release date, entered by the “transfer-out” schooal, is the date on which a student’s
SEVIS record transfer takes effect.

For F-1 students, once the transfer release date entered by the transfer-out school has been
reached, the transfer-in school can complete the transfer Form 1-20 and then register and enrall
the student. A PDSO or DSO at the transferring-in school sees the student’s name on the
Sudentsin Transfer Satus list as soon as the transfer-out school makes the transfer update. The
record is not available for update by the transfer-in school until the release date. From thislist,
the PDSO or DSO can select that student and create the initial Form 1-20 for the student to attend
the new school.

The system automatically fills in the Transfer-in Form 1-20 with the following information from
the prior school:

Family Name

First Name

Date of Birth

Gender

Country of Birth
Country of Citizenship
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Education Level (M-1 students only)
Driver's License Number and Issue State
Social Security number

Individual Taxpayer ID

Foreign Address

Visa Number and Visa I ssuance Post Code
Passport Number

The remaining fields on the Transfer-in Form 1-20 must be completed by the transfer-in school to
reflect the financial and program information relevant to the student’ s new program. When
printed, this Form I-20 indicates that the student isin Initial status and is transferring to your
school. The transfer is completed, and “ Transfer” no longer displays on the F-1 student’s

Form 1-20, once you register the student at your school.

For M-1 students, once the transfer-out school updates the student’ s record to indicate that a
transfer out will occur and has identified the transfer-in school, a PDSO or DSO at the
transferring-in school sees the student’ s name on the Students in Transfer Satuslist. From this
list, the PDSO or DSO can select that student and create the initial Form I-20 for the student to
attend the new school. Because M-1 transfers require adjudication, the transfer Form 1-20
created by the transferring-in school must be printed, signed, and sent to the Service Center with
other supporting documentation.

In SEVIS, the transfer-in request for an M-1 student displays as Pending on the Student
Information screen and on the Sudents in Transfer Satus list. Once the adjudication result is
received from the Service Center, the result displays on the Student Information screen and the
Service Center Adjudication alert list. The result displays on the Service Center Adjudication
aert list for 30 days after the Service Center decision date. Note: An M-1 student can be
registered at the Transfer-in school prior to the Service Center’ s adjudication of the transfer
request. If thetransfer is denied, the student will be terminated at the transfer-in school.

2.4.5.2.10 DEFER ATTENDANCE

A PDSO or DSO can defer attendance for a student prior to a student’ sinitial registration aslong
as the student has not entered the United States. The DHS regulations do not allow for deferred
attendance in cases where the student has aready entered through the port of entry. To defer
attendance, you must update the student’ s program start date and, if appropriate, the program end
date.

Perform the following steps to defer attendance for a student:

1. From the Student Information screen, click the Defer Attendance link. The Defer
Attendance screen displays with the student’ s basic personal and program information.
Exhibit 23, Defer Attendance Screen, provides a sample of this screen.
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Exhibit 23: Defer Attendance Screen

Woodward University

Defer Attendance
Required fields are marked with an asterisk {*).

SEVIS ID: NODOD146002
Farnily Marne: Makaiwi
First Marme: Mark
Date of Birth: 12/08/1965
Country of Birth: MACAU
Country of Citizenship: MACAU
dender: MALE
School Mame: Woodward University - Woodward University
Prograrn Start Date: 05/08 /2007
Prograrm End Date: 05707 /2011
Viza Type: F-1
Status: INITIAL

1. *New Program Start Date: I— (MM/DD/YYYY)

2. * Mew Program End Date: I— (MM/DD/YYYY)

3. Remarks: ;I
E

Defer Attendance Reset Values | Cancel

2. Complete the Defer Attendance screen. Below isalist of the sections/fields on this screen
and a brief description or explanation for each section/field. An* (asterisk) precedes the
fields that must be completed. To complete this screen, enter the following data:

Section/Field Description/Explanation
* 1. New Program Start Enter the student’ s new program start date in
Date MM/DD/YYYY format.

* 2. New Program End Date | Enter the student’ s new program end date in
MM/DD/YYYY format.

3. Remarks Enter any optional remarks about the student. Thisfield
has a 1,000-character limit.

Note: Comments entered in any Remarksfield
throughout the electronic Form 1-20 will overwrite
existing remarks and will print in field 9 of the printed
Form [-20.

3. After you have completed the screen, click one of the following buttons:

Defer Attendance | Click this button to complete the process. A message displays
indicating that the update was successful.

Click the Print 1-20 button to print an updated copy of the Form I-20.
Then give the printed copy to the student for his/her records.

Click the Return to View Record button to view the student’s
SEVIS record.
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Reset Values Click this button to clear al fields on the screen.

Cancel Click this button to cancel the action and return to the Sudent
I nformation screen.

2.4.5.2.11 DISCIPLINARY ACTION

The Disciplinary Action option isavailable for students in an Active status and is used to
indicate that disciplinary action was taken against the student due to the student being convicted
of acrime. Thisupdate will not affect the student’s status.

To record adisciplinary action against a student, perform the following steps:

1. From the Student Information screen, click the Disciplinary Action link. The Disciplinary
Action screen displays with the student’ s basic personal and program information.

2. Onthe Disciplinary Action screen, you must click to place acheck mark in The Student has
had Disciplinary Action taken asa result of being Convicted of a Crime check box and
enter remarks in the Explanation text box. This update will not affect the student’ s status.

3. After reviewing the information, click one of the following buttons:

Submit Action Click this button to complete the process and submit the disciplinary
action against the student’ srecord. A message displays indicating that
the update was successful. Click the Return to View Record button to
view the student’s SEVIS record.

Reset Values Click this button to clear all fields on the screen.

Cancd Click this button to cancel the action and return to the Student
| nfor mation screen.

2.4.5.2.12 EXTEND PROGRAM

The Extend Program screen allows you to change a student’ s program end date to reflect that
additional time is needed to complete the course due to medical or academic circumstances.

Note: PDSOs and DSOs must request a program extension for an F-1 student prior to the
student’ s current program end date. Program extensions for M-1 students must be requested no
sooner than 60 days and no later than 15 days before his/her program end date.

For F-1 students, this update does not require DHS adjudication. However, for M-1 students, the
Service Center must adjudicate an extension request. Once the M-1 extension request ismadein
SEVIS, the Form 1-20 indicating this request should be printed and sent to the Service Center
along with the other necessary documentation and forms.

For an M-1 extension request, once the update is made, the extension displays as a pending
request on both the student list and the individual Student Information screen. Once the
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adjudication result is received from the Service Center, the result also displays on the Student
Information screen and the Service Center Adjudication alert list. The result displays on the
Service Center Adjudication aert list until 30 days after the Service Center decision date.

Perform the following steps to extend a student’ s program:

1. From the Student Information screen, click the Extend Program link. The Extend Program
screen displays with the student’ s basic personal and program information.

2. On the Extend Program screen, enter the new program end datein MM/DD/YYY'Y format.
(For M-1 students, this date may not be more than 3 years from the original program start
date or 1 year from the current program end date.)

3. Enter an explanation for the medical or academic circumstances that necessitate an extension
in the available text box.

4. After reviewing the information, click one of the following buttons:

Extend Program | Click this button to complete the process and extend the student’s
program. A message displays indicating that the update was
successful.

For M-1 students, click the Print 1-20 button and send a copy of the
Form 1-20 to the Service Center along with the other necessary
documentation and forms.

Click the Return to View Record button to view the student’s SEVIS
record.

The Additional Information for M-1 Extension Requests section below
provides further details for M-1 students.

Reset Values Click this button to clear all fields on the screen.

Cancd Click this button to cancel the action and return to the Student
| nfor mation screen.

Additional Information for M-1 Extension Requests

When printing a Form [-20 for an M-1 with a Requested or Pending status extension request, the
system prints the requested extended program end date in Field 5 and “ Program Extension
Requested” or “Program Extension Pending” in Field 3 (along with “ Continued Attendance at
This School”) depending on the request status. When printing a Form [-20 for an M-2 whose
associated student has a Requested or Pending status extension request, the system prints the
requested extended program end date in Field 5 and “ Program Extension Requested” or
“Program Extension Pending” in Field 3 (along with “Use by Dependents for Entering United
States’), depending on the request status.

SEVIS allows you to view or request a change to the status of arequest for M-1 extension that
has not been adjudicated (that is, it isin Requested or Pending status). Additionally, a PDSO or
DSO may cancel arequest in Requested status. Section 2.4.5.2.2, Cancel Extend Program for an
M-1 Student, provides direction for canceling a program extension request for an M-1 student.
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2.4.5.2.13 REGISTRATION

Registration is the process of entering the required data when a student who has been issued a
Form [-20 for attendance appears at the school and enrollsin classes. This SEVIS registration
activates an initial student’s record in the system, which means that the student record changes
from Initial to Active status. Each student who isissued aForm [-20 for initial attendance must
be registered in SEVIS once he/she arrives and is enrolled in the program. SEVIS registration
should not be performed prior to the student’ s arrival and program registration at the institution.

Note: In addition to the initial registration action, a PDSO or DSO must update a student’s
record each term or session to indicate that the student is enrolled for that semester, and to
indicate the next term or session start date. This update can be completed each term or session
by opening the active student’ s record and following the update procedures defined below.

Note: Y ou should encourage students to keep you updated as to their whereabouts (vacation,
etc.) to ensure that their SEVIS records are kept current. If the student records are not properly
maintained, adverse actions may occur to the records, see Section 2.5, Alerts.

The following guidelines apply to student registration:

e Oncethe student isinitially registered at the school, and isin Active status, aPDSO or
DSO must update the student’ s record each term or session to indicate that the active
student is still enrolled at the school. The session dates are entered in the student’s
record for each term or session at the time of this update. A student whose record has not
been updated to reflect this per term registration will display on an alert list.

e If the student being registered is an F-1 student currently transferring into the school, the
transfer is marked Complete.

e If the student being registered is an M-1 student transferring into the school, you may
register the student. However, the transfer will not be marked as Complete until the
adjudication result from the Service Center isreceived. If the student registers prior to
receipt of the adjudication result, and the final result is “denied,” the student’srecord is
terminated. |If the adjudication result is approved, the student’ s transfer is marked
Complete.

Note: Each student must be registered in SEVISin order to be changed from Initial to Active
status. SEVISwill cancel (if the student has not entered the United States) or terminate (if the
student has entered the United States) the record if no registration event occurs once the program
start date has passed. For studentsin Active status, if no registration update is made within the
required time frame each semester, the student’ srecord is terminated. Active students whose
session dates need to be updated will display in the Active Sudents Requiring Registration
Update alert list.
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To complete the initial registration or update a student’ s record, perform the following steps:

1. Onthe Listing of Schools screen, click the Student Listslink to the right of the name of the
campus where the student has enrolled. The system displays the Student Lists screen for this
campus, as shown in Exhibit 24, Student Lists Screen.

Exhibit 24: Student Lists Screen

Southeast University - Northwest Campus
Student Lists

Student Listing

Draft Students

Initial Status Students

Active Status Students

Terminated Status Students (past 18 months])
Completed Status Students (past 18 months])

Canceled Status Students (past 18 months]
Students With Requested, Pending, or Approved Off-Campus Employment

Students With Requasted. Pending. or Approved Optional Practical Training (OPT]
ing (CPT])

Students With Curricular Practical Train

Students With a Pending Change of Status Request

Students With a Requested or Pending Extension Reguest
Students Authorized to Drop Below Full Course

Students Transferring In

Students With a Filed or Waitlisted Cap-Gap Extension

2. Click thelnitial Status Studentslink to view thelist of all students whose Form |-20 status
iscurrently Initial. Alternately, click the Alertslink to the right of your school and then
click the Active Students Requiring Reqgistration link to view thelist of al Active students
requiring registration.

3. Click the name of the student whose record you wish to update. The Student Information
screen for the selected student displays.

4. Click the Registration link on the Actions menu. Exhibit 25, Registration Screen, isan
example of the screen that displays.

81
umsch2_6.0_update 022009.doc CSY00.60010-02.UPO-EDS
Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volume Il Form1-20

Exhibit 25: Registration Screen

Woodward University

Registration

Required fields are marked with an asterisk {*).

Farmily Marne: Makaiwi

Date of Birth: 12/08/1965

Country of Citizenship: MACAU

Schoal Marme: Wood: d Uni: ity - Wood d =

Pragram End Date: 05/07 /2011

Status: INITIAL

2. * Next Session Start Date: I (MM DD YY)

[~ The studentis in the last session of his fher program. If checked, do not enter Next Session Start Date.

424 Main Drive

Waszhington

DISTRICT OF COLUMBIA

4. Foreign Address:

* Address l:|1578 Kauai Drive

Address 2:|

l:ity:ILahaina

Province /Territory:|
* Country: MACAU =1
Postal Code:

"|

Passport Issuing I
° Country:

8. Visa Number: I

10. Wisa Expiration Date: I [MMF DD )

|| I_|

12. Port of Entry: | =1

14. Remarks: |
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5. Complete the Registration screen. Below isalist of the sections/fields on this screen and a
brief description or explanation for each section/field. An* (asterisk) precedes the
sectiong/fields that must be completed. To complete this screen, enter the following data:

Note: Fieldsfor which data have already been received via other Government agencies are

read-only and may not be edited.

Section/Field

Description/Explanation

* 1. Current Session End
Date

Enter the date on which the student’ s current academic
session endsin MM/DD/YYY'Y format. The current
session end date must be within the program start/end
dates and less than or equal to the next session start
date.

* 2. Next Session Start Date

Enter the date on which the student’ s next academic
session beginsin MM/DD/YYYY format. The next
session start date must be on or after today’ s date.

Note: If thisisthe student’s last session, click The
Student Isin the Last Session of His'Her Program
check box and leave the Next Session Start Datefield
blank.

* 3. U.S. Address

Enter the student’s U.S. address.

Note: If the student is a commuter student whose
country of citizenship is Mexico or Canada, click in the
Commuter Student check box. The U.S. addressis
not required for these students. However, if the student
hasaU.S. address, it should be entered.

* 4. Foreign Address

Enter the student’ s foreign address. All nonimmigrant
students must have aforeign address, even if they are
currently in the United States.

5. Passport Number

Enter the student’ s passport number.

6. Passport Issuing

From the drop-down list, select the name of the country

Country that issued the student the passport.
7. Passport Expiration Enter the expiration date for the student’ s passport in
Date MM/DD/YYYY format.

8. Visa Number

Enter the student’ s visa number.

9. Post/Country of Visa
I ssuance

From the drop-down list, select the name of the city
and country in which a Department of State office
issued the student’ s visa.

10. Visa Expiration Date

Enter the expiration date of the student’svisain
MM/DD/YYYY format.
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Section/Field Description/Explanation

11. Admission Number Enter the DHS-assigned number given to the student
when he/she entered the United States and was
admitted upon review by a DHS inspections officer.
The admission number can be located on the student’s
[-94 entry document. Thisfield has an 11-character
l[imit. Completion of thisfield isoptional.

Note: Only students who have already been admitted
to the United States will have an admission number.

12. Port of Entry From the drop-down list, select the name of the town or
city through which a nonimmigrant entered the United
States.

13. Date of Entry Enter the date on which a nonimmigrant student or
dependent entered the United Statesin MM/DD/YYY'Y
format.

14. Remarks Enter any applicable remarks regarding the student.
Thisfield has a 1,000-character limit.

Note: Comments entered in any Remarksfield
throughout the electronic Form 1-20 will overwrite
existing remarks and will print in field 9 of the printed
Form [-20.

6. Review the information and click one of the following buttons:

Update Information | Click this button to confirm the student’ s registration. A message
displays indicating that the update was successful.

Click the Print 1-20 button to print an updated copy of the Form
[-20. Then give the printed copy to the student for his/her records.

Click the Return to View Record button to view the student’s

SEVIS record.

Reset Values Click this button to return all new entries on the page to their
previous values.

Cancd Click this button to cancel the registration process and return to the

Sudent Information screen.

2.4.5.2.14 REQUEST REINSTATEMENT

The PDSO or DSO can request reinstatement for a student whose current status is Completed or
Terminated and who is not in Transferred status. After completing the reinstatement screens and
printing the updated Form 1-20, send it and other appropriate Formsto DHS. The Confirmation
screen provides alink to the DHS web page to assist you in determining where to send the
documentation. DHS adjudicates the reinstatement request through SEVIS. The PDSO and the
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DSO who submitted the reinstatement request are notified of DHS' decision viaemail. The
student is notified by mail.

Note: If the student has been out of status for more than 5 months, you must provide a
substantial reason for the delay in requesting reinstatement.

Note: If the student is being reinstated into a program that has a future start date, the student
record is placed in Initial status upon DHS approval of the reinstatement, and a PDSO or DSO
must register the student at alater date. If the student is being reinstated into a program as a
continuing student (meaning that the student’ s program start date is in the past), the student
record is placed into Active status upon DHS approval of the reinstatement. Y ou must then
update the student’ s session registration dates within 30 days.

Perform the following steps to request reinstatement for a student:

1. On the Sudent Information screen, click the Reinstate Student link. The Student
Reinstatement (Page 1) screen displays with the student’ s current information already filled
in. Exhibit 26, Student Reinstatement (Page 1) Screen, depicts a sample of this screen.
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Exhibit 26: Student Reinstatement (Page 1) Screen

Student Reinstatement

School: Akridge University
SEVYIS ID: NODDD104875

Required fields are marked with an asterisk {*}.

1. * Family Mame: ISmlth

Harry

3. Middle Name:

5. * Date of Birth: IUl.l’Dl.l"lQSU (MM DD Y]

7. * Country of Birth: IDEMOCRATIC REPUBLIC OF WIET-MAM vl

CEMMARE

9. Driver's License Number: I

]
‘ ‘

11. Social Security Number: I

12. * Foreign Address:

Commuter Student [ 1f checked, U.5. address is not required.

Address 1: |168410 Cenmark Drive

Address 2: I

Citys [Denmark City

Province /Territory: I

Postal Code: I

Country: | DENMARK =1

634 Main Street

DISTRICT OF COLUMBIA -
15. * Education Level: IBACHELOR'S - I

If Other, enter here:

09,0905
17, * Secondary Major Codes | Ho Secondary Major]

19, * Mormal Length of Study: |12 [Months)

09/01/2006

21. * Program End Date: |12,|‘31,|"2009 (MM DD )

2. Complete Page 1 of the Sudent Reinstatement request. Below isalist of the sections/fields
on this screen and a brief description or explanation for each section/field. An* (asterisk)
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precedes the fields that must be completed. To complete this screen, enter the following

data:

Section/Field

Description/Explanation

* VisaType

The only valid visatypes for SEVIS students are F-1 for
academic students and M-1 for vocational. (Dependent
spouses and children of F-1 and M-1 students are F-2 and
M-2 dependents respectively, and are added to a student’s
record later in the Form [-20 creation process.)

Note: Thisfield is pre-populated by SEVIS.

* 1. Family Name

Enter the surname or last name of the student. Thisfield
has a 40-character limit.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

2. First Name

Enter the first name of the student. Thisfield hasa
40-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

3. Middle Name

Enter the middle name of the student. Thisfield hasa
40-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

4. Suffix

If applicable, select atitle from the drop-down list, such
as Junior, that may display at the end of a person’s name.
Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

* 5  Dateof Birth

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

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

* 6. Gender

Select the student’ s gender from the drop-down list.

Note: Thisfieldis pre-populated by SEVIS. Thisfield
can be edited if necessary.

* 7. Country of Birth

Select the name of the country in which the student was
born from the drop-down list.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

* 8. Country of Citizenship

Select the name of the country in which the student
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Section/Field

Description/Explanation

maintai ns citizenship from the drop-down list.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

9. Driver'sLicense
Number

For students already in the United States, enter the
student’ s driver’ s license number assigned by the state
that issued the license. Thisfield has a 30-character limit.
Completion of thisfield is optional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

10. Driver’sLicense | ssue
state

Select from the drop-down list the state that issued the
driver’ s license to the student, if applicable. Completion
of thisfield is optional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

11. Social Security Number

Enter the student’s Social Security number. Thisfield has
anine-character [imit. Completion of thisfieldis
optional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

12. Individual Taxpayer 1D
Number

Enter the taxpayer ID for students who are employed or
have such an ID. Thisfield has a nine-character limit.
Completion of thisfield is optional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

* 13. Foreign Address

Note: If the student isa commuter student whose country
of citizenship is Mexico or Canada, click in the
Commuter Student check box. The U.S. addressis not
required for these students. However, if the student has a
U.S. address, it should be entered below, in section 14,
U.S. Address.

Enter the student’ sforeign address. All nonimmigrant
students should have aforeign address, even if they are
currently in the United States.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.
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Section/Field

Description/Explanation

14. U.S. Address

Enter the student’ s U.S. address.

Note: Thisfield ispre-populated by SEVIS. Thisfield
can be edited if necessary.

*

15. Education Level

Select the level of education pursued by the student from
the drop-down list.

Note: Once the Form I-20 has been submitted, thisfield
may not be updated for M students.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited for F-1 students if necessary.

*

16. Primary Major Code

Enter the student’ s Primary Major code or use the Search
function to select the code, as follows:

1. Click the Select button. The Primary Major Selection
screen displays.

2. Enter the major/minor name or enter a minimum of
three letters of the major/minor preceded and/or
followed by the * (asterisk) wildcard.

3. Click the Search button to display alist of magjors and
minors. The following is an example of what

displays:

MajorfMinor :
22,0201 Advanced Legal Research/Studies, Seneral (LL.M., M. C L, M
45,0201 Archeaology
15.1303  Architectural Drafting and Architectural CADJCADD
14.0401 Architectural Engineering
15.0101 Architectural Engineering Technology/ Technician
04.0801  Architectural History and Criticism, Senearal [MEW)
04.0901  Architectural Technology/Technician [MEW)
04.0201  Architecture [BArch, BASBS, March, MASMS, PhD)
04,9999  Architecture and Related Services, Other
20,2202  Classical, Ancient Mediterranean and Mear Eastern Studies:
13,0699 Educational Assessment, Evaluation, and Research, Other
13.0601 Educational Evaluation and Research
13.060% Educational Statistics and Research Methods
04.0401 Enwironrmental Design/Architecture
04.0501 Interior Architectura
04,0601 Landscape Architacture (BS, BSLA, BLA, MSLA, ML, PRD
22,0299 Legal Research and Advanced Professional Studies, Ot
52,1402 Marketing Research

03,019 Matural Resources Conservation and Research, Other (i
L Maval Architecture and - Cmaering ’
T mgrations Resf}w}’

hnnlied Teemkinm

Appendix F, Lookup Tables for the Student and
Exchange Visitor Information System Batch Interface,
of the API document for the SEVIS Batch Interface
contains a complete listing of the categories and
major/minor codes and is located at
http://www.ice.gov/sevis/school s/batch.htm.

4. Click the code to the left of the major/minor. The
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Section/Field

Description/Explanation

selected major code displays on the Student
Reinstatement (Page 1) screen.

* 17. Secondary Major Code

Some students have a secondary major, usually in a
related field. Usethisfield to select the student’ s second
major. To complete thisfield, follow the instructions
given for the Primary Major Codefield (16). If the
student has no secondary major, either enter 00.0000 in
thefield or click the No Secondary M ajor button. Note:
Thisfield is pre-populated by SEVISif the information
was completed on the original Form 1-20. Thisfield can
be edited if necessary.

* 18. Minor Code

Thisfield is used to select the student’s minor field of
study, if applicable. To complete thisfield, follow the
instructions given for the Primary Major Code field
(16). If the student has no minor, either enter 00.0000 in
thefield or click the No Minor button.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

* 19. Normal Length of
Study

Enter the period of time, expressed in months, that a
person would normally take to complete the program in
which the student is enrolling.

Note: Thisfield ispre-populated by SEVIS. Thisfield
can be edited if necessary.

* 20. Program Start Date

Enter the date on which the student is expected to begin
his/her program.

Note: Once the Form I-20 has been submitted to SEVIS,
this field cannot be updated at any time, unless a PDSO or
DSO defers the attendance of an Initial status student that
has not yet entered the United States.

Note: Thisfield ispre-populated by SEVIS. Thisfield
can be edited if necessary.

* 21. Program End Date

Enter the date of completion of the actual academic or
vocational program. (SEVISwill calculate the
post-completion grace periods and any post-completion
OPT separately.)

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.
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Section/Field Description/Explanation

* 22. English Proficiency Select “yes’ or “no” to indicate whether your school
requires English proficiency.
e If “yes,” you must select “yes’ or “no” to indicate

whether the student is or is not proficient in the
English language.

e If “no,” enter an explanation in the field provided
(1,000 character limit) as to why the school does
not require English proficiency.

Note: Thisfield ispre-populated by SEVIS. Thisfield
can be edited if necessary.

3. After you have completed the screen, click one of the following buttons:

Reset Values Click this button to return all new entries on the page to their previous
values.

Next Click this button to advance to the next screen in order to continue in the
process of completing the reinstatement request.

Cance Click this button to cancel the action and return to the Sudent
Infor mation screen.

4. Complete Page 2 of the Student Reinstatement screen. Exhibit 27, Student Reinstatement
(Page 2) Screen, depicts a sample of this screen.
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Exhibit 27: Student Reinstatement (Page 2) Screen

Smith, Harry
School: Akridge University
SEYIS ID: NODDOD104875

Required fields are marked with an asterisk (*).

* Number of Months in Academic
23..'-".“ ID6 vI

24. Expenses:
* Tuition and Fees: § W
*Living Expenses: $[W
Expenszes for dependents: § [W
Other costs: § [—

Specify other costs: I
Total expenses: $ 7000.00

25. Funding:

* Student's personal funds:  [S00000
Funds from thiz school: §

School fund type: I

Funds from other sources: §

Other source type: I

On-Campus employrnent: §
Total funding: $ 500000.00

26. Remarks:

Prev

Reset Values I

B
/|

Request Reinstatement Cancel

5. Below isalist of the sections/fields on this screen and a brief description or explanation for
each section/field. An* (asterisk) precedes the fields that must be completed. To complete

this screen, enter the following data:

Section/Field

Description/Explanation

*

23. Number of Monthsin
Academic Term

Select the length of the student’ s academic term, up to
12 months, from the drop-down list. Thisinformationis
the basis for determining the student’ s expenses and
fundsfor aterm.

Note: Thisfield ispre-populated by SEVIS. Thisfield
can be edited if necessary.

24. Expenses

Enter the student’ s expenses for one academic term.

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.

*

Tuition and Fees

Enter the estimated average cost for tuition for the
academic term. Thisfield has a 10-character limit.

Note: Thisfieldis pre-populated by SEVIS. Thisfield
can be edited if necessary.

umsch2_6.0_update_022009.doc
Update

92
CSY00.60010-02.UPO-EDS
February 20, 2009




User Manual for School Users of the Student and Exchange Visitor

Task Order No. HSCETC-08-J-00011

Information System Version 6.0: Volume Il Form1-20

Section/Field

Description/Explanation

*  Living Expenses

Enter the student’ s estimated total living expenses for
one academic term. Thisfield has a 10-character limit.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

Expensesfor
Dependents

Enter the student’ s expenses for his’her dependents, if
any, during one academic term. Thisfield hasa
10-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

Other Costs

Enter an estimate of the student’ s miscellaneous
expenses, if any, during one academic term. Thisfield
has a 10-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

Specify Other Costs

If afigureisgiven for Other Costs, an explanation must
be provided. Thisfield has a 1,000-character limit;
however, the printed Form 1-20 has limited space and all
comments may not appear on the printed Form.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

25. Funding

Enter the student’ s funding for one academic term.
Note: The total amount in Section 25 must be equal to
or greater than the total amount in Section 24.

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.

* Student’s Personal
Funds

Enter the personal funds available to the student in one
academic term to defray hig/her educational expenses.
Thisfield has a 10-character limit.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.
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Section/Field

Description/Explanation

Funds From This
School

Enter the amount of funding, if any, that the school will
provide to the student in one academic term to help
defray educational expenses. Thisfield hasa
10-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

School Fund Type

If anumber is entered in the Funds From This School
field, an explanation must be provided. Thisfield hasa
1,000-character limit; however, the printed Form 1-20
has limited space and all comments may not appear on
the printed Form.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

Funds From Other
Sour ces

Enter the amount of funding, if any, that is availableto
the student during one academic term from sources not
otherwise specified. Thisfield has a 10-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

Other Source Type

If afigureisentered in the Funds From Other Sources
field, an explanation must be provided. Thisfield hasa
1,000-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

On-Campus
Employment

Enter the amount of funding, if any, the F-1 student will
receive from on-campus employment. Thisfield hasa
10-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.
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Section/Field Description/Explanation

26. Remarks

Enter any applicable remarks regarding the student.
Thisfield has a 1,000-character limit.

Note: Comments entered in any Remarksfield
throughout the electronic Form [-20 will overwrite
existing remarks and will print in field 9 of the printed
Form [-20.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

6. After reviewing the information, click one of the following buttons:

Prev (Previous)

Click this button to return to the previous page of the Form I-20.

WARNING: Be sureto save the data entered on this page before
selecting the Prev button. If you do not save first, the new data that you
entered on this page will be lost.

Reset Values

Click this button to return al new entries on the page to their previous
values.

Request
Reinstatement

Click this button to complete the process and request reinstatement for
the student. A message displays indicating that the update was
successful. Thereisalink on this page to a DHS web page to assist you
in determining the appropriate location to send the supporting
documentation.

Click the Print 1-20 button to print an updated copy of the Form I-20.
Then give the printed copy to the student for his/her records.

Click the Return to View Record button to view the student’s SEVIS
record.

Cancd

Click this button to cancel the action and return to the Sudent
I nformation screen.

2.4.5.2.15 SHORTEN PROGRAM

The Shorten Program option is avail able when students are currently in Active status. The
PDSO or DSO can update a student’ s program end date to reflect an early program end date.
Note: For M-1 students, if you shorten the student’s program by mistake, you are required to
request an extension to correct the error. The extension request requires adjudication by DHS.

To shorten a student’ s program, perform the following steps:

1. From the Sudent | nformation screen, click the Shorten Program link. The Shorten
Program screen displays with the student’ s basic persona and program information.
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Enter the new program end datein MM/DD/YYY'Y format.
Enter any optional commentsin the Remarksfield. Thisfield hasa 1,000 character limit.

Note: Comments entered in any Remar ks field throughout the electronic Form 1-20 will
overwrite existing remarks and will print in Field 9 of the printed Form [-20.

4. After reviewing the information, click one of the following buttons:

Shorten Click this button to complete the process and shorten the student’s
Program program. A message displays indicating that the update was successful.
Click the Print 1-20 button to print an updated copy of the Form I-20.
Then give the printed copy to the student for his/her records.

Click the Return to View Record button to view the student’s SEVIS

record.
Reset Values Click this button to clear all fields on the screen.
Cance Click this button to cancel the action and return to the Sudent

Infor mation screen.

2.4.5.2.16 TERMINATE STUDENT

The Terminate Student option is available when students are currently in Active or Initial status.
For Active status students, the PDSO or DSO must terminate the student when the school official
knows that the student has violated the terms of his/her status, or when the student terminates
his/her program prior to completion under some other authorized circumstances.

For Initial status students, a school official isrequired to terminate the student if the official
knows that the student has entered the United States to attend this school and the student failed
to register within 30 days of the school’ s registration deadline. Thisis done by terminating the
Initial status record for areason of “No Show.”

The system will automatically terminate an Initia status student with atermination reason of
“No Show” under the following conditions:

e |f the student’s change of visa statusis either pending or approved. For example, if the
student is requesting to change from a B-1 visa status (worker) to an F-1 visa status
(student) and it is 60 days past the student’ s program start date.

e The student has entered the country and has not registered at a school 60 days past the
program start date.
e M-1transfer is denied by the Service Center.

Note: Y ou cannot terminate the Initial record of a student who is requesting a change of
education level if the previous record is still Active. You must first terminate the Active record.
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Perform the following steps to terminate a student:

1. From the Student Information screen, click the Ter minate Student link. The Terminate
Student screen displays with the student’ s basic personal and program information.

2. Select atermination reason from the drop-down list. Appendix F, Student/Dependent
Termination Reasons, defines the available options.

3. If you selected Otherwise Failing to Maintain Status, enter an explanation in the text box
provided.

4. Enter any optional commentsin the Remarksfield. Thisfield has a 1,000-character limit.

Note: Comments entered in any Remar ks field throughout the electronic Form 1-20 will
overwrite existing remarks and will print in field 9 of the printed Form [-20.

5. Click one of the following buttons:

Terminate Click this button to complete the process and terminate the student. A
Student message displays requesting that you confirm the termination. Click

Y esto proceed with the student’ s termination. Click No to cancel the
action and return to the Sudent Information screen. If you click Yes, a
message displays indicating that the update was successful.

Click the Return to View Record button to view the student’s SEVIS

record.
Reset Values Click this button to clear all fields on the screen.
Cancel Click this button to cancel the action and return to the Student

| nfor mation screen.

2.4.5.2.17 TRANSFER OUT

The Transfer Out option is available to the PDSO and DSO while the student isin Active status
and does not currently have atransfer pending. A student with a Requested or Pending
Reinstatement status cannot be transferred. However, a student that isin Terminated or

Compl eted status and wishes to apply for reinstatement to attend another school may be
transferred out.

Y ou must identify a date (release date) on which the student record will transfer to the other
school, and the name of the school. In the case of an F-1 student, the transfer-in school cannot
complete the Form 1-20 until after the student’ srelease date. Therefore, it isimportant that the
release date accurately reflect the date that the student completes work at the transfer-out school,
giving the transfer-in school sufficient time to create the new Form 1-20 and transfer the student
in for the start of the new program.

The following guidelines also apply to the Transfer Out process:
e The name of the transfer-to school must be selected. Thisis detailed in the steps below.
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Note:

The transfer Form 1-20 for an F-1 student cannot be created at the transfer-in school until
the Transfer Release Date entered on the Transfer Out screen has been reached.

All Requested and Pending status employment requests are canceled. All Approved
status employment requests are ended when a student registers after atransfer.

For M-1 transfers, once the school officia at the transfer-out school updates the student’s
record to indicate that atransfer will take place, aPDSO or DSO at the transfer-to school
will see the student’ s name on the Sudents in Transfer Satuslist. From thislist, the
PDSO or DSO can select the student and create the initial Form 1-20 for the M-1 student
to attend the new school.

The M-1 transfer Form 1-20 can be created and printed before the Transfer Release Date
to allow the M-1 to file an application for transfer with the Service Center.

When canceling arequest for an M-1 transfer, the request should not be canceled if
supporting documentation has already been sent to the Service Center.

Note: If supporting documentation has aready been sent, do not complete the cancel
function. You must contact the Service Center directly to have the application
withdrawn.

If arequest for an M-1 transfer has been canceled and SEV IS subsequently receives the
adjudication result from the Service Center, SEVIS will update the student’ s record to
indicate the adjudication result.

If you have questions about when to set the student’ s release date, or concerns about

when you can access a record from another school (either transfer in or transfer out), contact the
PDSO at the other school. You may discuss the timing of the student’s transfer to ensure that the
rel ease date accommodates the transfer out program end date and the transfer in program start

date.

Perform the following stepsto transfer a student out of your school:

1. From the Student Information screen, click the Transfer Out link. The Transfer Out screen
displays with the student’ s basic personal and program information. Exhibit 28, Initial
Transfer Out Screen, depicts a sample of this screen.
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Exhibit 28: Initial Transfer Out Screen

Woodward University

Transfer Out
Required fields are marked with an asterisk (*).

SEVIS ID: NODOD146006
Family Name: Kahikina
First Nama: Makana
Date of Birth: 12/08/1972
Country of Birth: FALKLAND ISLANDS (ISLAS MALVINAS)
Country of Citizenship: FALKLAND ISLANDS (ISLAS MALVINAS)
Gender: FEMALE
School Hame: Wood: d Uni: ity - Woodward Uni ity
Program Start Date: 05,/08/2007
Prograrm End Date: 05/07/2011
Visa Type: F-1
Status: ACTIVE

1. * Transfer Release Date: ,_ (MM/DDAYY)
2. * Transfer To School: Select
School /Campus name:
School code:
3. Remarks: _I
Transfer Student Reset Values Cancel

2. To complete the Transfer Out screen, begin by entering the date on which the student’s
transfer will take effect in the Transfer Release Date field.

3. Tochoose the Transfer To School, click the Select button. The School/Campus Search
screen displays, as depicted in Exhibit 29, School/Campus Search Screen.

Exhibit 29: School/Campus Search Screen

School/Campus Search

School Name: | Search | Cancel
allows wildeard *

4. Enter the name of the transfer-to school in the School Name field and click the Sear ch
button. Thiswill return alisting of all schools that match your search criteria, as depicted in
Exhibit 30, School/Campus Search Results Screen.

Note: If you are not sure of the exact name of the school, you may perform a preceding or

trailing wildcard search in the School Namefield. Type at least three |etters of the school
name, preceded or followed by the * (asterisk) wildcard. For example, “*mai*” might return
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results that include “Maine University,” “Portland Maine School of Technology,” “ State of
Maine College,” etc.

Exhibit 30: School/Campus Search Results Screen

School/Campus Search

School Name: I*uniu*

{allows wildcard * a5 input, e.g. *Was*)

10 Recs

Search | Cancel

School Code School Name Campus Name
WASZI4FER419000 Akridge University Akridge University
BALZI4FOO0Z2000 Al Lewiz University Al Lewis University
WASZ14FS2E49000 Chates University Charleston University
WASZ214F24713000 Chareston University Charleston University
EAMZ14FO00FE000 Griggs University Griggs University
WASZ14F68541001 Montery University Bowie Campus
WASEI4FER4E68001 Montgornery University Gaithersburg University
WASEI4FZ2447000 Training University Main Carmpus
WASEI4FSEE0000 The University Campus
WASZI4F31654000 Woodward University Woodward University

5. Click on the appropriate school code link (in AAA214Fnnnnnxxx format). Y ou will be
returned to the Transfer Out screen, and the School/Campus Name and School Code fields
will be populated as depicted in Exhibit 31, Completed Transfer Out Screen.

Exhibit 31: Completed Transfer Out Screen

Woodward University

Transfer Out
Required fields are marked with an asterisk (*}.

SEVIS ID: NOOOO146006
Farnily Marne: Kahikina
First Name: Makana
Date of Birth: 12/08/1972
Country of Birth: FALKLAND ISLANDS (ISLAS MALVINAS)
Country of Citizenship: FALKLAND ISLANDS (ISLAS MALVINAS)
Gender: FEMALE
School Hame: Woodward University - Woodward University
Pragram Start Date: 05/08/2007
Pragram End Date: 05/07 /2011
Visa Type: F-1
Status: ACTIVE

1. * Transfer Release Date:

|05f31f2007 (MDD
Select

School /Campus name: Mantgamery University Mantgamery University
School code: WAS214F68541000
3. Remarks: =]

2. * Transfer To School:

Transfer Student Reset Values Cancel
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6. If you realize that you have selected the incorrect school, click the Select button again and
repeat Steps 4 and 5.

7. Enter any optional commentsin the Remarksfield.

Note: Comments entered in any Remar ks field throughout the electronic Form 1-20 will
overwrite existing remarks and will print in field 9 of the printed Form [-20.

8. Click one of the following buttons:

Transfer Click this button to complete the process of transferring the student out

Student of your school. A message displays indicating that the update was
successful.
Click the Return to View Record button to view the student’s SEVIS
record.

Reset Values Click this button to return al new entries on the page to their previous
values.

Cancd Click this button to cancel the action and return to the Student
Information screen.

2.4.5.2.18 WITHDRAW REINSTATEMENT REQUEST

A student may request that his’her reinstatement request be withdrawn. This should be done if
the supporting documentation has already been submitted to the Service Center. Thisfunctionis
not performed within SEVIS; instead, the Service Center must be contacted directly to withdraw
the reinstatement request.

Note: If the supporting documentation has not yet been submitted, you may cancel the
reinstatement request. (Section 2.4.5.2.3, Cancel Reinstatement Request, provides further
instruction.)

2.45.3 Edits Menu

2.4.5.3.1 DEPENDENTS

Y ou have the option to add a new dependent, edit an existing dependent record, or
terminate/reactivate dependents. If a student record is terminated or completed, the associated
dependent record(s) are automatically terminated. However, when a dependent terminates
his/her status independent of the student, the dependent record itself can be terminated.

2.4.5.3.1.1 Add Dependent
Perform the following steps to add a dependent to an existing student record:

1. Click the Dependentslink on the Student Information screen to display the Dependents
screen (Exhibit 12).
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2. Click the Add Dependent link to display the Add Dependent screen (Exhibit 13), with
relevant data on the principal and fields in which to enter data for a new dependent.

3. Complete the Add Dependent screen. Below isalist of the sections/fields on this screen and
abrief description or explanation for each section/field. An* (asterisk) precedes the
sectiong/fields that must be completed. To complete this screen, enter the following data:

Section/Field Description/Explanation
* 1. Family Name Enter the surname or last name of the dependent. This
field has a 40-character limit.

2. First Name Enter the first name of the dependent. Thisfield hasa
40-character limit.

3. Middle Name Enter the middle name of the dependent. Thisfield has
a40-character limit.

4. Suffix If appropriate, select atitle from the drop-down list,
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. Country of Birth Select the name of the country in which the dependent
was born from the drop-down list.

7. Country of Citizenship | Select the name of the country in which the dependent
maintains citizenship from the drop-down list.

* 8. Gender Select the dependent’ s gender from the drop-down list.

* 9. Relationship From the drop-down list, select the relationship of the
dependent nonimmigrant to the principal nonimmigrant.
The only two valid relationships are “ spouse” and
“child.” A dependent child must be younger than 21
years of age.

10. Remarks If necessary, enter comments regarding the dependent.
Thisfield has a 1,000-character limit. Thisfieldis
optional.

Note: All other fields on the dependent Form 1-20 will reflect the student’ s information.
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4.

Review the information and click one of the following buttons:

Add Dependent | Click this button to confirm the addition of this dependent. A message
displays indicating that the update was successful. The message also
includes areminder to update the Financial Information screen for the
student’ s dependent expenses, if necessary.

Click the Print 1-20 button to print an updated copy of the Form I-20.
Then give the printed copy to the student for his/her records.

Click the Return to Dependent Listing button to return to the screen
that lists all dependents for this student. The information for the newly
added dependent displays on the screen.

Reset Values Click this button to clear all fields on the screen.

Cancdl Click this button to return to the Sudent I nfor mation screen without

adding a dependent.

2.4.5.3.1.2 Cancel Dependent

If both the dependent and the student are in Initial status and have not entered the United States,
you may cancel a dependent’ s record independently of the student’ s record by performing the
following steps. (Note: If the dependent has entered the United States and his/her record needs
to be terminated, refer to Section 2.4.5.3.1.4, Terminate Dependent.)

1.

From the Sudent Information screen, click the Dependentslink. The Dependents screen
displays.

Click the Cancel link to the far right of the dependent you wish to cancel. The Cancel
Dependent screen displays.

Select one of the following reasons from the Cancelation Reason drop-down list:
e Dependent Will Not Accompany Student
e Record Created in Error

4. Enter any applicable commentsin the Remarksfield.

5. Click one of the following buttons:
Cancd Click this button to cancel the dependent’srecord. A message displays
Dependent informing you that the update was successful.
Click the Return to View Record button to return to the Sudent
Information screen.
Reset Values Click this button to clear al fields on the screen.
Cancd Click this button to return to the Student Infor mation screen without
canceling the dependent’ s record.
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2.4.5.3.1.3 Reactivate Dependent

This function should be used in cases where a dependent was terminated independently of the

student, and this dependent now wishes to apply for reentry to the United States. Perform the

following steps to reactivate an independently terminated dependent:

1. From the Student Information screen, click the Dependents link. The Dependents screen
displays.

2. Click the Reactivate link in the Commands column for the appropriate dependent. The

Reactivate Dependent screen displays with relevant data for both the dependent and
principal.

3. Review theinformation and click one of the following buttons:

Reactivate Click this button to complete the process of reactivating the dependent’s
Dependent record. A message displaysindicating that the update was successful
and reminding you to update the Financial Information screen for the
student’ s dependent expenses, if necessary.

Click the Print 1-20 button to print an updated copy of the Form I-20.
Then give the printed copy to the student for his/her records.

Click the Return to View Record button to view the student’s SEVIS
record.

Cancd Click this button to cancel the action and return to the Sudent
I nformation screen.

2.4.5.3.1.4 Terminate Dependent

If a student record is terminated or completed, the associated dependent records are
automatically terminated. However, if a dependent terminates hig/her status independently of the
principal, the dependent record itself can be terminated if the dependent has already entered the
United States.

If the student and the dependent are both in Initial status and have not entered the United States
and the dependent’ s record was either created in error or the dependent will not be
accompanying the student to the United States, you may cancel the dependent’ s record. Section
2.4.5.3.1.2, Cancel Dependent, provides more information on canceling a dependent’ s record.

Perform the following steps to terminate a dependent:

1. From the Student Information screen, click the Dependentslink. The Dependents screen
displays.

2. Click the Terminate link in the Commands column for the appropriate dependent. The

Terminate Dependent screen displays with relevant data for both the dependent and
principal.

3. Select areason from the Termination Reason drop-down list. Appendix F,
Student/Dependent Termination Reasons, defines the available options.
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4. If you selected Other, enter an explanation in the text box.
5. After you complete the screen, click one of the following buttons:

Terminate Click this button to complete the process of terminating the dependent’s

Dependent record. A message displays indicating that the update was successful.
Click the Return to View Record button to view the student’s SEVIS
record.

Resat Values Click this button to clear all fields on the screen.

Cancd Click this button to cancel the action and return to the Sudent
Infor mation screen.

2.4.5.3.1.5 Update Dependent

Perform the following steps to update the dependent’ s information for a student:

1. On the Sudent Information screen, click the Dependentslink. The Dependents screen for a
specific student displays.

2. Click the Update link in the Commands column to view the existing data and make changes
to a dependent record.

3. Make the necessary changes and click one of the following buttons:

Update Click this button to complete the process of updating the dependent’s
Dependent record. A message displaysindicating that the update was successful.
Click the Print 1-20 button to print an updated copy of the Form I-20.
Then give the printed copy to the student for his/her records.

Click the Return to Dependent Listing button to view the Dependents

screen.

Reset Values Click this button to return al new entries on the page to their previous
values.

Cancel Click this button to cancel the action and return to the Student

I nformation screen.

2.4.5.3.2 FINANCIAL INFORMATION

The Update Financial Info screen is available to the PDSO and DSO while the student isin

Initial or Active status. The student’ s financial information may be edited using this screen.

Perform the following steps to update a student’ s financial information:

1. From the Student Information screen, click the Einancial Information link. The Update
Financial Info screen appears, as depicted in Exhibit 32, Update Financial Info Screen.
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Exhibit 32: Update Financial Info Screen

Woodward University

School Name

Update Financial Info

Required fields are marked with an asterisk (*).

SEVIS ID:

Family Marne:

First Marne:

Date of Birth:

Country of Birth:
Country of Citizenship:
Gender:

: Woodward University - Woodward University
Prograrn Start Date:
Prograrm End Drate:
Wiza Type!

Status:

NOOOD 146006

Kahikina

Makana

12/08/1972

FALKLAND ISLANDS (ISLAS MALVINAS)
FALKLAND ISLANDS (ISLAS MALVINAS)
FEMALE

05/08/2007
05/07/2011
F-1

ACTIVE

-

- * Number of months in academic term:

2. Expenses:

#Tuition and Fess: $[sooo
glzso0
N
sl

Specify other costs: I

*Ljwing Expenses:
Expenses for dependents:

Other costs:

$ 10000.00

$[25000
3]

School fund type: I

s/

Other source type: I

$[

$ 25000.00

Total expenses:

3. Funding:

#Student's personal funds:

Funds fram thiz school:

Funds from other sources:

On-Campus employment:

Total funding:

4. Remarks: ;I
[

Print Draft 1-20

Reset Values Update Information Cancel |

2. Complete the Update Financial Info screen. Below isalist of the sections/fields on this
screen and a brief description or explanation for each section/field. An* (asterisk) precedes
the fields that must be completed. To complete this screen, enter the following data:

Section/Field Description/Explanation
* 1. Number of Monthsin Select the length of the student’ s academic term, up to
Academic Term 12 months, from the drop-down list. Thisinformationis

the basis for determining the student’ s expenses and
fundsfor aterm.

Note: Thisfield ispre-populated by SEVIS. Thisfield
can be edited if necessary.
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Section/Field

Description/Explanation

2. Expenses

Enter the student’ s expenses for one academic term.

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.

* Tuition and Fees

Enter the estimated average cost for tuition for the
academic term. Thisfield has a 10-character limit.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

* Living Expenses

Enter the student’ s estimated total living expenses for
one academic term. Thisfield has a 10-character limit.

Note: Thisfieldispre-populated by SEVIS. Thisfield
can be edited if necessary.

Expensesfor Dependents

Enter the student’ s expenses for hisher dependents, if
any, during one academic term. Thisfield hasa
10-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

Other Costs

Enter an estimate of the student’ s miscellaneous
expenses, if any, during one academic term. Thisfield
has a 10-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

Specify Other Costs

If afigureisgiven for Other Costs, an explanation must
be provided. Thisfield has a 1,000-character limit;
however, the printed Form 1-20 has limited space and all
comments may not appear on the printed Form.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

3. Funding

Enter the student’ s funding for one academic term.

Note: Thetotal amount in Section 3 must be equal to or
greater than the total amount in Section 2.

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.
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Section/Field

Description/Explanation

*  Student’s Personal Funds

Enter the personal funds available to the student in one
academic term to defray his/her educational expenses.
Thisfield has a 10-character limit.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

Funds From This School

Enter the amount of funding, if any, that the school will
provide to the student in one academic term to help
defray educational expenses. Thisfield hasa
10-character limit.

Note: Thisfieldis pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

School Fund Type

If anumber is entered in the Funds From This School
field, an explanation must be provided. Thisfield hasa
1,000-character limit; however, the printed Form 1-20
has limited space and all comments may not appear on
the printed Form.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

Funds From Other
Sour ces

Enter the amount of funding, if any, that is availableto
the student during one academic term from sources not
otherwise specified. Thisfield has a 10-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

Other Source Type

If afigureisentered in the Funds From Other Sources
field, an explanation must be provided. Thisfield hasa
1,000-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

On-Campus Employment

Enter the amount of funding, if any, the F-1 student will
receive from on-campus employment. Thisfield hasa
10-character limit.

Note: Thisfieldis pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.
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Section/Field Description/Explanation

4. Remarks Enter any applicable remarks regarding the student.
Thisfield has a 1,000-character limit.

Note: Comments entered in any Remarksfield
throughout the electronic Form [-20 will overwrite
existing remarks and will print in field 9 of the printed
Form [-20.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

3. After reviewing the information, click one of the following buttons:

Reset Values Click this button to return all new entries on the page to their previous

values.

Update Click this button to complete the process and update the student’s

I nformation financia information. A message displays indicating that the update
was successful.

Click the Print 1-20 button to print an updated copy of the Form I-20.
Then give the printed copy to the student for his’her records.

Click the Return to View Record button to view the student’s SEVIS
record.

Cancel Click this button to cancel the action and return to the Student
I nformation screen.

Print Draft 1-20 | Click this button to print adraft copy of the Form I-20. Printing a draft
enables you to review a paper copy of all of the data saved thus far.

2.4.5.3.3 PERSONAL INFORMATION

The Update Personal Information screen is available to the PDSO and DSO to edit the student’s
personal information while the student isin Initial or Active status. Perform the following steps
to update a student’ s personal information:

1. From the Student Information screen, click the Personal Information link. The Update
Personal Info screen appears, as depicted in Exhibit 33, Update Personal Info Screen.
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Exhibit 33: Update Personal Info Screen

Woodward University

Update Personal Info

Required fields are marked with an asterisk (*).

Farnily Marne: Kahikina

Date of Birth: 12/08/1972

Country of Citizenship: FALKLAND ISLANDS (ISLAS MALVINAS)

School Marme: Woodward University - Woodward University

Program End Date: 0570772011

Status: ACTIVE

Kahikina

2. First Name: |Makana

4. Suffix: I -I
12/08/1972

6. *Country of Birth: IFALKLAND ISLAMDS (ISLAS MALWIMAS)

i Il_

FALKLAMD ISLANDS (ISLAS MALWVINAS)

8. *Foreign Address:

Address 1: |168 Hawk Drive

Address 2: I

City: [Hawk City

Province /Tervitory: |

Postal Code: I

Country: IFALKLAND ISLANDS (TSLAS MALWINAS)

168 Local Street

DISTRICT OF COLUMBIA

10. *Gender: I FEMALE - I

12. Driver's License Issue State: I

Individual Taxpayer ID
14.
Number:

16. Remarks:
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2. Complete the Update Personal Info screen. Below isalist of the sectionsg/fields on this
screen and a brief description or explanation for each section/field. An* (asterisk) precedes
the fields that must be completed. To complete this screen, enter the following data:

Section/Field

Description/Explanation

* 1. Family Name

Enter the surname or last name of the student. Thisfield
has a 40-character limit.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

2. First Name

Enter the first name of the student. Thisfield hasa
40-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

3. Middle Name

Enter the middle name of the student. Thisfield hasa
40-character limit.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

4. Suffix

From the drop-down list, select atitle, such as Junior,
that may display at the end of a person’s name.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

* 5. Dateof Birth

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

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

* 6. Country of Birth

Select the name of the country in which the student was
born from the drop-down list.

Note: Thisfield ispre-populated by SEVIS. Thisfield
can be edited if necessary.

* 7. Country of Citizenship

Select the name of the country in which the student
maintai ns citizenship from the drop-down list.

Note: Thisfieldis pre-populated by SEVIS. Thisfield
can be edited if necessary.

* 8. Foreign Address

Enter the student’ s foreign address. All nonimmigrant
students should have aforeign address, even if they are
currently in the United States.

Note: Thisfieldis pre-populated by SEVIS. Thisfield
can be edited if necessary.
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Section/Field

Description/Explanation

9. U.S. Address

Enter the student’ s U.S. address.

Note: If the student isacommuter student whose
country of citizenship is Mexico or Canada, click in the
Commuter Student check box. The U.S. addressis not
required for these students. However, if the student has
aU.S. address, it should be entered.

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

* 10. Gender

Select the student’ s gender from the drop-down list:
Male or Female.

Note: Thisfieldis pre-populated by SEVIS. Thisfield
can be edited if necessary.

11. Driver’sLicense
Number

For students already in the United States, enter the
student’ s driver’ s license number assigned by the state
that issued the license. Thisfield has a 30-character
limit. Completion of thisfield isoptional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

12. Driver’'sLicense | ssue
State

Select from the drop-down list the state that issued the
driver’ s license to the student, if applicable. Completion
of thisfield is optional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

13. Social Security Number

Enter the student’s Social Security number. Thisfield
has a nine-character limit. Completion of thisfield is
optional.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

14. Individual Taxpayer 1D
Number

Enter the taxpayer ID for students who are employed or
have such an ID. Thisfield has a nine-character limit.
Completion of thisfield is optional.

Note: Thisfieldis pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.
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Section/Field Description/Explanation

15. Admission Number Enter the DHS-assigned number given to the student

when he/she entered the United States and was admitted
upon review by a DHS inspections officer. The
admission number can be located on the student’s 1-94
entry document. Thisfield has an 11-character limit.
Completion of thisfield is optional.

Note: Only students who have already been admitted to
the United States will have an admission number.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

16. Remarks

Enter any applicable remarks regarding the student.
Thisfield has a 1,000-character limit.

Note: Comments entered in any Remarksfield
throughout the electronic Form 1-20 will overwrite
existing remarks and will print in field 9 of the printed
Form [-20.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

3. After reviewing the information, click one of the following buttons:

Reset Values

Click this button to return al new entries on the page to their previous
values.

Update
I nformation

Click this button to complete the process and update the student’s
personal information. A message displays indicating that the update
was successful.

Click the Print 1-20 button to print an updated copy of the Form |-20.
Then give the printed copy to the student for his/her records.

Click the Return to View Record button to view the student’s SEVIS
record.

Cance

Click this button to cancel the action and return to the Sudent
I nfor mation screen.

Print Draft |-20

Click this button to print a draft copy of the Form 1-20. Printing a draft
enables you to review a paper copy of all of the data saved thusfar.
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2.4.5.3.4 PROGRAM INFORMATION

The Program Information screen is available to the PDSO and DSO to edit the student’s
program information while the student isin Initial or Active status. The following guidelines
apply to updating the student’ s program information:

The following fields may be updated for F-1 students: Educational Level, Primary
Major, Secondary Major, Minor, Normal Length of Study, and English Proficiency.

Note: The Education Level field isto be used if you need to correct a student’s
education level; for example, he/she was accidentally designated Master’ s and he/she
should be designated Bachelor’s. If you need to change a student’ s education level
because he/she is advancing from one level of education to another, see Section 2.4.5.2.7,
Change Education Level.

The following fields may be updated for M-1 students. Normal Length of Study and
English Proficiency.

The program start date cannot be updated using this function. Use the Defer
Attendance link on the Sudent Information screen.

The program end date cannot be updated using this function. Use the Extend or Shorten
Program link on the Student Infor mation screen to change a student’ s program end date.

M-1 students cannot change educational levels or their major area of study.

2.4.5.3.4.1 Update Program Information for an F-1 Student
Perform the following steps to update an F-1 student’ s program information:
1. From the Student Information screen, click the Program Information link. The Update

Program Information screen appears, as depicted in Exhibit 34, Update Program Information
Screen for an F-1 Student.
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Exhibit 34: Update Program Information Screen for an F-1 Student

Akridge University
Update Program Information

Required fields are marked with an asterisk (*).

Farnily Hame: Mathis

Crate of Bitth: 05/24/1972

Country of Citizenship: MACAU

School Narne: Akridg

2
-
L

Program End Date: 10/31/2010

Status: ACTIVE

1. *Education Level: I BACHELOR'S - I

If Other, enter hera:

I

3. * Secondary Major Code:

T T ---- ] - -

5. * Normal Length of Study: |48 (Months)

w
i
|

7. Remarks: i
_ ResetVaes |  Updateiformation | Cancel | printorafti2e |
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2. Complete the Update Program Information screen. Below isalist of the sections/fields on
this screen and a brief description or explanation for each section/field. An* (asterisk)
precedes the fields that must be completed. To complete this screen, enter the following

data:

Section/Field

Description/Explanation

* 1. Education Leve

Select the level of education pursued by the student from the
drop-down list.

Note: If Other, an explanation must be entered in the text
box.

Note: Thisfield isto be used if you need to correct a
student’ s education level; for example, he/she was
accidentally designated Master’ s and he/she should be
designated Bachelor’s. If you need to change a student’s
education level because he/she is advancing from one level of
education to another, see Section 2.4.5.2.7, Change Education
Level.

Note: Thisfield is pre-populated by SEVIS. Thisfield can
be edited if necessary.

* 2. Primary Major
Code

Enter the student’s Primary Magjor code or use the Search
function to select the code, as follows:

1. Click the Select button. The Primary Major Selection
screen displays.

2. Enter the major/minor name or enter a minimum of three
letters of the major/minor preceded and/or followed by the
* (asterisk) wildcard.

3. Click the Sear ch button to display alist of majors and

MajorfMinor :
22,0201 Advanced Legal Researchf/Studies, General [LL.M., M.C.L., M
45,0301 Archeaology
15,1303  Architectural Drafting and Architectural CADJCADD
14.0401  Architectural Engineering
15.0101  Architectural Engineering Technology/Technician
04,0201  Architectural Histaory and Criticizsmn, SGeneral [MEW]
04,0901  Architectural Technology/Technician [MEW)
04,0201  Architecture (BArch, BAYBS, March, MA/MS, PhD)
04,9999  Architecture and Related Services, Other
20,2202 Classical, Ancient Mediterranean and Mear Eastern Studies
12,0699 Educational Asseszment, Evaluation, and Research, Other
13,0601 Educational Evaluation and Research
12,0603 Educational Statistics and Research Methods
04,0401  Enwironrmental Design/Architecture
04,0501  Interior Architecure
04,0601 Landscape Architecture (BS, BSLA, BLA, MSLA, MLA, PhD
22,0299 Legal Research and Advanced Professional Studies, Of
52,1402 Marketing Research
03,0193 Matural Resources Caonservation and Research, Other (i

™ Mawal Architecture and - Trimgering
“marations Resea
“toennmlisd .

Appendix F, Lookup Tables for the Student and Exchange

Teakinm
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Section/Field

Description/Explanation

Visitor Information System Batch Interface, of the API
document for the SEVIS Batch Interface contains a
complete listing of the categories and major/minor codes
and islocated at

http://www.ice.qov/sevis/school s/batch.htm.

4. Click the code to the left of the major/minor. The selected
major code displays on the Update Program Information
screen.

*

. Secondary Major

Code

Some students have a secondary major, usually in arelated
field. Usethisfield to select the student’s second magjor. To
complete thisfield, follow the instructions given for the
Primary Major Codefield (2). If the student has no
secondary major, either enter 00.0000 in the field or click the
No Secondary Major button.

Note: Thisfieldis pre-populated by SEVISif the information
was completed on the origina Form 1-20. Thisfield can be
edited if necessary.

*

. Minor Code

Thisfield is used to select the student’s minor field of study,
if applicable. To complete thisfield, follow the instructions
given for the Primary Major Code field (2). If the student
has no minor, either enter 00.0000 in the field or click the No
Minor button.

Note: Thisfieldis pre-populated by SEVISif the information
was completed on the origina Form 1-20. Thisfield can be
edited if necessary.

*

. Normal Length of

Study

Enter the period of time, expressed in months, that a person
would normally take to complete the program in which the
student is enrolling.

Note: Thisfieldispre-populated by SEVIS. Thisfield can
be edited if necessary.

*

. English Proficiency

Select “yes’ or “no” to indicate whether your school requires
English proficiency.
e |f“yes,” you must select “yes’ or “no” to indicate
whether the student is or is not proficient in the
English language.

e |f“no,” enter an explanation in the field provided
(1,000 character limit) as to why the school does not
require English proficiency.

Note: Thisfield is pre-populated by SEVIS. Thisfield can
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Section/Field Description/Explanation
be edited if necessary.
7. Remarks Enter any applicable remarks regarding the student. Thisfield

has a 1,000-character limit.

Note: Comments entered in any Remarks field throughout
the electronic Form I-20 will overwrite existing remarks and
will print in field 9 of the printed Form [-20.

Note: Thisfieldis pre-populated by SEVISif the information
was completed on the original Form 1-20. Thisfield can be
edited if necessary.

3. After reviewing the information, click one of the following buttons:

Reset Values Click this button to return al new entries on the page to their previous
values.

Update Click this button to complete the process and update the student’s

I nformation program information. A message displays indicating that the update
was successful.

Cancel Click this button to cancel the action and return to the Student
Information screen.

Print Draft 1-20 | Click this button to print a draft copy of the Form 1-20. Printing a draft
enables you to review a paper copy of all of the data saved thus far.

4. Click the Print 1-20 button to print an updated copy of the Form [-20. Then give the printed
copy to the student for his/her records.

5. Click the Return to View Record button to view the student’s SEVIS record.

2.4.5.3.4.2 Update Program Information for an M-1 Student
Perform the following steps to update an M-1 student’ s program information:
1. From the Student Information screen, click the Program Information link. The Update

Program Information screen appears, as depicted in Exhibit 35, Update Program Information
Screen for an M-1 Student.
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Exhibit 35: Update Program Information Screen for an M-1 Student

Woodward University

2. *English Proficiency:

Update Program Information

Required fields are marked with an asterisk (*).

Country of Citizenszhip: GABON

1. *Normal Length of Study: |12 [Months]

Iz English proficiency required by the schoal? IYes 'I
T s, e M st fews Hhe peuied sl g | [T

If Mo, explain why the schoal does not require English proficiency.

SEVIS ID: NOOO0105453
Farnily Nare: Miller
First Name: Heath
Date of Birth: 01/05/1983
Country of Birth: GABON

Gender: MALE
School Name: Woodward University - Woodward University
Pragram Start Date: 05/08/2007
Program End Date: 05/01/2008
Visa Type: M-1
Status: ACTIVE

3. Remarks:

Reset Values

L ) L

Update Information | | Cancel | Print Draft1-20

2. Complete the Update Program Information screen. Below isalist of the sectionsg/fields on
this screen and a brief description or explanation for each section/field. An* (asterisk)
precedes the fields that must be completed. To complete this screen, enter the following

data:

Section/Field

Description/Explanation

* 1. Normal Length of Study

Note: Thisfield is pre-populated by SEVIS. Thisfield
can be edited if necessary.

* 2. English Proficiency

Select “yes’ or “no” to indicate whether your school
requires English proficiency.
o If “yes,” you must select “yes’ or “no” to
indicate whether the student is or is not
proficient in the English language.

e If “no,” enter an explanation in the field
provided (1,000 character limit) as to why the
school does not require English proficiency.

Note: Thisfield ispre-populated by SEVIS. Thisfield
can be edited if necessary.
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Section/Field Description/Explanation

3. Remarks Enter any applicable remarks regarding the student.
Thisfield has a 1,000-character limit.

Note: Comments entered in any Remarksfield
throughout the electronic Form [-20 will overwrite
existing remarks and will print in field 9 of the printed
Form [-20.

Note: Thisfield is pre-populated by SEVISif the
information was completed on the original Form 1-20.
Thisfield can be edited if necessary.

3. After reviewing the information, click one of the following buttons:

Reset Values Click this button to return all new entries on the page to their previous
values.

Update Click this button to complete the process and update the student’s

I nformation program information. A message displays indicating that the update
was successful.

Click the Print 1-20 button to print an updated copy of the Form I-20.
Then give the printed copy to the student for his/her records.

Click the Return to View Record button to view the student’s SEVIS
record.

Cance Click this button to cancel the action and return to the Sudent
Infor mation screen.

Print Draft 1-20 | Click this button to print a draft copy of the Form 1-20. Printing a draft
enables you to review a paper copy of all of the data saved thus far.

2454 View Menu

2.4.5.41 EVENT HISTORY

Event History isalist of the changesto a student’ s or dependent’s SEVIS record. When on the
Student Information or Dependent Information screen, click the Event History link on the View
menu to view the student’s or dependent’ s event history.

In addition to summary data, the Event History screen includes:
e Event Name—A brief description of the change to the SEVIS record.

¢ Event Date—The date the change occurred.
e Resulting Status—The status to which the record changed when the event occurred.

e Performed By—This can be any of the following:
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Name of the school official who made the change to the record.
— “DHS Officia” if someone from the DHS updated the record.

— “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 a nonimmigrant’s
record, the nonimmigrant’ s status automatically changes to Transferred) or because of
amanual data change (data fix).

Click the Return button to return to the Student Information or Dependent Information screen.

2.4.5.4.2 REQUEST/AUTHORIZATION DETAILS
The Sudent Information screen contains a link to view the following information for a student, if

any:
yo Optional Practical Training Employment
e Curricular Practical Training Employment (only for F-1 students)
e Off-Campus Employment (only for F-1 students)
e Authorized to Drop Below Full Course
¢ Requested/Pending M-1 Extension (only for M-1 students)
e Transfer
e Disciplinary Action Recorded
e Cap-Gap Extension (only for F-1 students)
e Change of Status
e Pending Correction Requests

Only current requests display on the Current Request/Authorization Details screen. A past
history does not display, only pending requests or approved requests with future end dates. If
“No <Authorization> Recorded for Student” displays for an authorization type, that does not
mean that the student has never had that type of authorization; it means that the student has no
current authorizations.

Note: If an F-1 student receives a Pending or Approved COS request from an F-1to an H1-B
visathrough CLAIMS, a comment will display in the Change of Status section. This comment
addresses changes to the student’ s authorized length of stay in the United States and employment
authorization (if applicable) pursuant to 8 CFR 214.2(f)(5)(iv) and 8 CFR 274a.12(b)(6)(iv).

Note: If an F-1 student has a Filed or Waitlisted Cap-Gap Extension, acomment will display in
the Cap-Gap Extension section. This comment addresses changes to the student’ s authorized
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length of stay in the United States and employment authorization (if applicable) pursuant to
8 CFR 214.2(f)(5)(iv) and 8 CFR 274a.12(b)(6)(iv).

To view these data, perform the following steps:

1. Click the Request/Authorization Detailslink on the Student Information screen. The
Current Request/Authorization Details screen displays as depicted in Exhibit 36, Current
Request/Authorization Details Screen.
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Exhibit 36: Current Request/Authorization Details Screen

Current Request/Authorization Details

Student Information

Family Mame: Jones

Country of Birth: AUSTRALLIA

Country of Citizenship: AUSTRALLA

School Name: Annapolis
ram End Date: 03/12/2010

Status: ACTIVE

=]
2
§
:
a
=

No Current OPT Employment

CPT Employment:

Off-Campus Employment:

Start Date: 07/31/2008
End Date: 09/30/2008
Request Status: REQUESTED
Receipt Number:

Recommendation: recommend

Authorized To Drop Below Full Course:
No Current Authorization

Transfer:
No Current Transfer Request

Disciplinary Action Recorded:
No Record of Disciplinary Action

Cap-Gap Extension:
No Current Cap-Gap Extension

Change of Status:
No Pending Change of Status Regquest

Pending Correction Requests:
Mo Pending Correction Request

2. Click the Return button to return to the Sudent | nformation screen.
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2.4.5.4.3 TRANSFER HISTORY

Transfer History is alist of each approved, completed transfer for a student. From the Student
Information screen, click the Transfer History link on the View menu to view the student’s
transfer history.

In addition to summary data for the student, the Transfer History screen includes the following:
e Release Date—The date on which the student is released from the old school to the new
school.

e Transfer From School/Campus Name—T he school/campus from where the student
transferred.

e Transfer From School Code—The code for the school from where the student
transferred.

e Transfer To School/Campus Name—The school/campus to where the student
transferred.

e Transfer To School Code—The code for the school to where the student transferred.

Click the Retur n button to return to the Sudent I nfor mation screen.

2.455 Employment/Training Menu

2.4.5.51 CPT EMPLOYMENT AUTHORIZATION

This function allows a PDSO or DSO to enter the necessary information and indicate
authorization for an F-1 student to participate in CPT that is directly related to the student’s
major area of study.

Perform the following steps to authorize a student’s CPT employment:

1. From the Student Information screen, click the CPT Employment Authorization link. The
CPT Employment screen displays.

2. Click the New CPT Employment link. The Add CPT Employment screen displays, as
depicted in Exhibit 37, Add CPT Employment Screen.
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Exhibit 37: Add CPT Employment Screen

Annapolis College

Add CPT Employment

Required fields are marked with an asterisk (*).

1. * Employment Start Date: (MM/DD/YYYY)
2. * Employment End Date: (MM/DD/YYYY)
3. " Full Time/ Part Time: - I
4. * Employer Name: I
5. Employer Address:
* Address 1: I
Address 2: I
* City: |
* State: | =
* Zip Code: - I
6. Explain how the employment is curricular: I i’
7. Employment Remarks: d
(This text will print on page 2 of the Form I-
20.)
-]
8. Student Remarks: ezt ;I
(This text will print on page 1 of the Form I-
20.)
[
Add Employment Reset Values Cancel |

3. You arerequired to enter all information relevant to the CPT authorization. Thisinformation
prints on Page 3 of the student’s Form I-20, which should be printed, signed, and dated at the
time of the update for the student to use as CPT authorization. Below isalist of the
sectiong/fields on this screen and a brief description or explanation for each section/field. An
* (asterisk) precedes the fields that must be completed. To complete this screen, enter the
following data:

Section/Field Description/Explanation

* 1. Employment Start Date Enter the date on which the student’ s employment
beginsin MM/DD/YYYY format.

* 2. Employment End Date Enter the date on which the student’ s employment ends
inMM/DD/YYYY format.
* 3. Full Time/Part Time Select either full time or part time employment from the
drop-down list.
* 4. Employer Name Enter the business name of the employer.
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Section/Field Description/Explanation

* 5. Employer Address Enter the following information for the employer’s

business address:
e Addressl
e Address 2 (optional)
e City
o State
e Zip Code

6. Explain How the Enter an explanation regarding how the employment is
Employment isCurricular | related to the student’s studies.

7. Employment Remarks Enter any applicable remarks regarding the student’s

employment. These remarks will print on Page 3 of the
printed Form 1-20.

8. Student Remarks Enter or update remarks regarding the student.

Note: Comments entered in any Student Remarks
field throughout the electronic Form 1-20 will overwrite
existing remarks and will print in field 9 of the printed
Form [-20.

4. Review theinformation and click one of the following buttons:

Add
Employment

Click this button to complete the process and submit the authorization
for the student’s CPT employment. A message displays indicating that
the update was successful.

Click the Print 1-20 button to print an updated copy of the Form I-20.
Then give the printed copy to the student for his/her records.

Click the Return Employment List button to view the CPT
Employment screen, which now lists the newly added CPT employment.
Exhibit 38, CPT Employment Screen, provides an example of this
screen.

Reset Values

Click this button to clear all fields on the screen.

Cance

Click this button to cancel the action and return to the Sudent
Infor mation screen.
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Exhibit 38: CPT Employment Screen

Annapolis College

CPT Employment

SEVIS ID: NODOO150820

Family Name: Jones

First Name: Jeffrey
Date of Birth: 01/12/1974
Country of Birth: AUSTRALIA
Country of Citizenship: AUSTRALIA
Gender: MALE
School Name: Annapolis College - Navy
Program Start Date: 03/15/2008
Program End Date: 03/12/2010
Visa Type: F-1
Status: ACTIVE
New CPT Employment
Full Time / Request
Employer Name Part Time Start Date End Date Status Command
EDS FULL TIME  09/01/2008 12/30/2008 APPROVED  Edit
Return Print 1-20

5. Review the information on the CPT Employment screen. If you need to make changes to the
existing CPT employment, see Section 2.4.5.5.1.2, Edit CPT Employment Authorization.

Note: If you need to authorize additional CPT employment, perform Steps 2 through 4

again.

6. If al information is correct, click the Print 1-20 button to print an updated copy of the

Form 1-20. Then give the printed copy to the student for his/her records.

7. Click the Return button to return to the Sudent | nformation screen.

2.4.5.5.1.1 Cancel CPT Employment Authorization

Y ou may cancel a CPT employment request prior to the employment start date by performing the

following steps:

1. From the Student Information screen, click the CPT Employment Authorization link. The

CPT Employment screen displays.

2. Click the Cancdl link to the far right of the employment request you wish to cancel. The

Cancel CPT Employment screen displays.

3. Review the information to ensure that this is the employment request you wish to cancel.
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4. Click one of the following buttons:

Cance Click this button to cancel the student’s CPT employment request. A
Employment message displays indicating the update was successful.

Click the Return to Employment List button to return to the CPT
Employment screen. The employment segment will still display, but the
Request Status will be Canceled.

Return Click this button to return to the CPT Employment screen without
canceling the CPT employment request.

2.4.5.5.1.2 Edit CPT Employment Authorization

Y ou may edit a CPT employment request prior to the employment end date by performing the

following steps:

1. From the Sudent Information screen, click the CPT Employment Authorization link. The
CPT Employment screen displays.

2. Click the Edit link to the far right of the employment request you wish to edit. The Edit CPT
Employment screen displays.

3. Review the information and make any necessary changes. (Fields marked with an
* [asterisk] are required.)

4. Click one of the following buttons:

Update Click this button to update the student’s CPT employment request. A
Employment message displays indicating the update was successful.

Click the Return to Employment List button to return to the CPT
Employment screen.

Reset Values Click this button to return all fields to their previous values.

Cance Click this button to return to CPT Employment screen without updating
the CPT employment request.

2.4.5.5.2 OFF-CAMPUS EMPLOYMENT

Using the Off-Campus Employment screen, you can update an Active student’ s record to request
Off-Campus Employment (OCE). OCE can be requested for F-1 students for three reasons
under the terms of the DHS regulations: Economic Hardship, Specia Student Relief, and Work
with an International Organization. The PDSO or DSO must enter the OCE information, print
the Form I-20, and mail it to the Service Center for adjudication.

In SEVIS, the OCE request for an F-1 student displays on the Sudent Information screen and on
the Active Students with Off-Campus Employment list.
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SEVIS alowsyou to view, edit, and cancel requests for OCE that have not been adjudicated. If
areguest for OCE has been canceled and SEV IS receives the adjudication result from the
Service Center, SEVIS updates the student’ s record to indicate the adjudication result.

Therefore, when canceling arequest for OCE, the request should not be canceled if supporting
documentation has already been sent to the Service Center. Y ou must contact the Service Center

directly to have the application withdrawn.

To submit an OCE request for a student, perform the following steps:
1. From the Student Information screen, click the Off-Campus Employment link. The
Off-Campus Employment screen displays.

2. Click the New Off-Campus Employment link. The Add Off-Campus Employment screen
displays, as depicted in Exhibit 39, Add Off-Campus Employment Screen.

Exhibit 39: Add Off-Campus Employment Screen

Annapolis College

Add Off-Campus Employment

SEVIS ID: NOOOOD150820
Family Name: Jones
First Name: Jeffrey
Date of Birth: 01/12/1974
Country of Birth: AUSTRALIA
Country of Citizenship: AUSTRALIA
Gender: MALE
School Name: Annapolis College - Navy
Program Start Date: 03/15/2008
Program End Date: 03/12/2010
Visa Type: F-1
Status: ACTIVE

Required fields are marked with an asterisk (*).

1. * Employment Start Date: (MM/DD/YYYY)
2. * Employment End Date: (MM/DD/YYYY)
2. * Off-Campus Employment Type: | ;,
Recommendation: ZI
4. (This text will print on page 2 of the Form
1-20.) =
5. Student Remarks: test ;‘
(This text will print on page 1 of the Form |
1-20.)
Add Employment ResetValues | cancel |

3. Complete the Off-Campus Employment screen. Below isalist of the sections/fields on this
screen and a brief description or explanation for each section/field. An* (asterisk) precedes
the fields that must be completed. To complete this screen, enter the following data:

Section/Field Description/Explanation

* 1. Employment Start Date Enter the date on which the student’ s employment
beginsin MM/DD/YYY'Y format.
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Section/Field Description/Explanation

2. Employment End Date Enter the date on which the student’ s employment ends

inMM/DD/YYYY format.

Type

* 3. Off-Campus Employment | Select one of the following reasons from the drop-down

list:
e Economic Hardship
e International Organization
e Specia Student Relief

4. Recommendation Enter any applicable remarks. Thisfield hasa

250-character limit. These remarkswill print on Page 3
of the printed Form 1-20.

5. Student Remarks Enter or update remarks regarding the student.

Note: Comments entered in any Student Remarks
field throughout the electronic Form 1-20 will overwrite
existing remarks and will print in field 9 of the printed
Form I-20.

4. Review theinformation and click one of the following buttons:

Add
Employment

Click this button to submit the OCE request to the student’ s record.
Note: Then you will need to print the Form 1-20 and mail it to the
Service Center for adjudication. A message displays indicating that the
update was successful. The following reminder also displays.
“Submitted change(s) require adjudication. Please print 1-20 and send it
with the appropriate documentation to the Service Center.”

Once OCE isrequested in SEVIS, the student’ s request statusis set to
Requested. The statusis updated to Pending after the Service Center
acknowledges receipt of the request.

Click the Print 1-20 button to print an updated copy of the Form I-20.
Then give the printed copy to the student for his/her records.

Click the Return Employment List button to view the Off-Campus
Employment screen, which now lists the newly added OCE employment.
Exhibit 40, Off-Campus Employment Screen, provides an example of
this screen.

Resat Values

Click this button to clear all fields on the screen.

Cancd

Click this button to cancel the action and return to the Sudent
I nformation screen.
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Exhibit 40: Off-Campus Employment Screen

Annapolis College

Off-Campus Employment

SEVIS ID: NOD001503820
Family Name: Jones
First Name: Jeffrey
Date of Birth: 01/12/1974
Country of Birth: AUSTRALIA
Country of Citizenship: AUSTRALIA
Gender: MALE
School Name: Annapolis College - Navy
Program Start Date: 03/15/2008
Program End Date: 03/12/2010
Visa Type: F-1
Status: ACTIVE

New Off-Campus Employment
Request Receipt

Off-Campus Employment Type Start Date End Date Status Number Command
INTERNATIONAL ORGANIZATION 07/31/2008 09/30/2008 REQUESTED View Edit Cancel Request
Return I Print I-20

5. Review the information on the Off-Campus Employment screen. If you need to make
changesto the existing OCE request, see Section 2.4.5.5.2.2, Edit OCE Request.

Note: If you need to authorize an additional OCE request, perform Steps 2 through 4 again.
6. If al information is correct, click the Print 1-20 button to print an updated copy of the
Form 1-20. Then give the printed copy to the student for his/her records.

7. Click the Return button to return to the Sudent I nfor mation screen.

2.4.5.5.2.1 Cancel OCE Request

SEVIS allows the cancelation of OCE prior to adjudication; however, if supporting
documentation has already been sent, do not proceed with the cancel process. Y ou must contact
the Service Center directly to have the application withdrawn.

Note: Any request in Requested status for more than 180 days will be automatically canceled by
SEVIS.

Perform the following steps to cancel an OCE request:

1. From the Sudent |nformation screen, click the Off-Campus Employment link. The
Off-Campus Employment screen displays.

Click the Cancel Request link. A confirmation screen displays.
Click either the Y es or No button.

e Click the Yes button if you wish to cancel the OCE request. A message displays
indicating that the update was successful. Click the Return to View Record button to
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return to the Sudent Information screen. Note that the student’s OCE statusin the
Student Requests section is now Canceled.

e Click the No button to return to the Off-Campus Employment screen without canceling
the OCE request.

2.4.5.5.2.2 Edit OCE Request

Prior to adjudication, you may edit a student’s OCE request by performing the following steps.

1. From the Student Information screen, click the Off-Campus Employment link. The
Off-Campus Employment screen displays.

2. Click the Edit link to the right of the OCE request you wish to edit. The Edit Off-Campus
Employment screen displays.

3. Make any necessary changesin the fields.
4. Click one of the following buttons:

Update Click this button to update this employment request in the student’s
Employment record. A message displays stating that the update was successful.
Click the Print 1-20 button to print the Form I-20 and mail it to the
Service Center for adjudication.

Click the Return to Employment List button to return to the Off-
Campus Employment screen.

Reset Values Click this button to return all new entriesto their previous values.

Cance Click this button to cancel the action and return to the Off-Campus
Employment screen without updating this employment request.

2.4.5.5.3 OPT REQUEST

SEVIS allows you to request OPT for a student. Selecting this option enables you to view
existing or add new OPT employment requests. OPT must be directly related to the student’s
major area of study. OPT isadjudicated by the Service Center. The PDSO or DSO entersthe
OPT information, prints the Form [-20, and sends it to the Service Center with other necessary
documentation for adjudication. Once OPT employment is requested in SEVIS, the student’s
request status is set to Requested. The status is updated to Pending after the Service Center
acknowledges receipt of the request.

Y ou are allowed to submit an OPT request for an:
e F-1 student up to, including, and no later than 60 days beyond his/her program end date

e M-1 student up to and including hig’her program end date
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When you submit arequest for an F-1 student’ s post-completion OPT, the OPT start date may
not be more than 61 days beyond the program end date. Post-completion OPT requests must be
submitted prior to, on, or no later than 60 days beyond the program end date for F-1 students.
OPT requests for M-1 students must be submitted within the 90 days prior to or on the program
end date.

Note: Inthe event of astudent transfer, all Requested and Pending requests are canceled and all
Approved employment is ended on the transfer release date. |If the student wishes to complete
OPT, set the release date for a date after the OPT ends. Students can transfer during the 60-day
grace period following post-completion OPT, as long as the transfer release date occurs within
the grace period.

Note: If an F-1 student receives a Pending or Approved COS request from an F-1 to an H1-B
visathrough CLAIMS and an Approved, post-completion OPT segment with a current or future
end date, the student’s OPT employment end date will be set to September 30 of the current year.
Thisis pursuant to 8 CFR 214.2(f)(5)(iv) and 8 CFR 274a.12(b)(6)(iv).

Note: If an F-1 student has a Cap-Gap Extension petition set to Filed or Waitlisted, and the
student has a current, approved, post-completion OPT, the OPT end date will be updated to a
new date (to be provided by DHS each year).

In SEVIS, the OPT employment request for an F-1 or M-1 student displays on the Sudent
Information screen and on the Active Sudents with Optional Practical Training (OPT) list until
the authorized employment end date.

Perform the following steps to submit an OPT request:
1. From the Student Information screen, click the OPT Request link. The OPT Employment
screen displays.

2. Click the New OPT Employment link. The Add OPT Employment screen displays, as
depicted in Exhibit 41, Add OPT Employment Screen.
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Exhibit 41: Add OPT Employment Screen

Annapolis College

Add OPT Employment

Required fields are marked with an asterisk (*).

1. * Pre-c letion/ Post-c letion OPT: I |

2. * Employment Start Date: l— (MM/DD/YYYY)
3. * Employment End Date: l— (MM/DDYYYY)
4. * Full Time/Part Time: lﬁ

5. Employer Name: I
6. Employer Address:

Address 1: I
Address 2: I
City: |
State: | =
Zip Code: I -
5. Explain how the employment is related to -
" course work: z
* Has the student met the 1 full academic lﬁ
8. year requirement? ns
9. Employment Remarks: ;I
(This text will print on page 2 of the Form I-
20.) J
-
10. Student Remarks: tast ;I
(This text will print on page 1 of the Form I-
20.)
El

Add Employment Reset Values Cancel |

3. Enter all information relevant to the OPT authorization. Below isalist of the sections/fields
on this screen and a brief description or explanation for each section/field. An* (asterisk)
precedes the fields that must be completed. To complete this screen, enter the following
data:

Section/Field Description/Explanation
* 1. Pre-completion/Post- Select either pre-completion or post-completion OPT
completion OPT from the drop down list.

Note: If pre-completion is selected, the employment
end date must be on or before the student’ s Program End
Date. If post-completion is selected, the employment
start date must be on or after the student’s Program End
Date.

* 2. Employment Start Date | Enter the date on which the student’s employment
beginsin MM/DD/YYYY format.

* 3. Employment End Date | Enter the date on which the student’s employment ends
inMM/DD/YYYY format.
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Section/Field

Description/Explanation

*

4. Full Time/Part Time

Select either full time or part time employment from the
drop-down list.

5. Employer Name

Enter the business name of the employer.

6. Employer Address

Enter the following information for the employer’s
business address:

e Addressl

e Address 2 (optional)
o City

o State

e Zipcode

7. Explain How the

Employment is Related
to Course Work

Enter an explanation regarding how the employment is
related to the student’ s studies.

8. Hasthe Student Met the

1 Full Academic Year
Requirement

Select Yesor No from the drop-down list. (If you select
Y es, the statement “ The student has met the 1 full
academic year requirement” displays on the printed
Form 1-20 with the OPT information.)

9. Employment Remarks

Enter any applicable remarks regarding the student’s
employment. These remarks will print on Page 3 of the
printed Form 1-20.

10. Student Remarks

Enter or update remarks regarding the student.

Note: Comments entered in any Student Remarks
field throughout the electronic Form 1-20 will overwrite
existing remarks and will print in field 9 of the printed
Form [-20.
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4. Review theinformation and click one of the following buttons:

Add

Click this button to submit the OPT request to the student’s record. A

Employment message displays indicating that the update was successful. The

following reminder aso displays. “Submitted change(s) require
adjudication. Please print [-20 and send it with the appropriate
documentation to the Service Center.”

Click the Print 1-20 button to print an updated copy of the Form |-20.
Then give the printed copy to the student for his/her records.

Click the Return Employment List button to view the OPT
Employment screen, which now lists the newly added OPT employment.
Exhibit 42, OPT Employment Screen, provides an example of this
screen.

Reset Values Click this button to clear all fields on the screen.

Cancdl Click this button to cancel the action and return to the Sudent

I nfor mation screen.

Exhibit 42: OPT Employment Screen

Annapolis College

OPT Employment

SEVIS ID: NODD0150820
Family Name: Jones
First Name: Jeffrey
Date of Birth: 01/12/1974
Country of Birth: AUSTRALIA
Country of Citizenship: AUSTRALIA
Gender: MALE
School Name: Annapolis College - Navy
Program Start Date: 02/15/2008
Program End Date: 02/12/2010
visa Type: F-1
Status: ACTIVE

Prior to recommending Optional Practical Training (OPT), you must ensure that the training complies with the rules governing OPT. You must
also ensure that the student is aware of his/her obligation to report changes in employment information (to include periods of unemployment)
and changes in his/her address. The school must continue to maintain records on the student for the full period of OPT. The details of these rules
can be found in the Code of Federal Regulations, Title 8, Sections 214.2(f)(10) to (f)(12). The CFR has been amended and the sections relevant
to OPT are available at www.ice.gov/sevis (the SEVP Web site).

New OPT Employment

Full Time / Request Receipt

Employer Name Part Time Start Date End Date Status Number Command
FULL TIME 02/10/2008 05/30/2008 CANCELLED View

EDS PART TIME  03/10/2008 04/15/2008 CANCELLED View

EDS PART TIME  04/01/2008 08/30/2008 CANCELLED Wisw
FULL TIME 05/16/2008 06/17/2008 APPROVED View

Return Print I-20
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5. Review the information on the OPT Employment screen. If you need to make changesto the
existing OPT request, see Section 2.4.5.5.3.2, Edit OPT Request.

Note: If you need to authorize an additional OPT request, perform Steps 2 through 4 again.

6. If al information is correct, click the Print 1-20 button to print an updated copy of the
Form 1-20. Then give the printed copy to the student for his/her records.

7. Click the Return button to return to the Student I nformation screen.

The following actions may be performed on an OPT request:

e Cancel OPT Request—~Prior to adjudication of the OPT request, you may cancel the
request. Section 2.4.5.5.3.1, Cancel OPT Request, provides further instruction.

e Edit OPT Request—If the request isin Requested or Pending status, you may update the
entire OPT request. After adjudication, but prior to the employment end date, you may
update the employer name, address, explanation of how the employment is related to
course work, employment remarks, and student remarks. Section 2.4.5.5.3.2, Edit OPT
Request, provides further instruction.

e Extend OPT Employment—During an Approved, post-completion OPT segment, you
may request an OPT extension. Section 2.4.5.5.3.3, Extend OPT Request, provides
further instruction.

e Request Changeto OPT Request—If the request isin Requested or Pending status, you
may request a change to the status of the request and the employment dates. If the request
isin Approved status, you may request a change to the employment dates.

Section 2.4.5.6.6, Request Change to Student Request, provides further instruction.

e View OPT Request— Prior to the employment end date, you may view the request by
clicking the View link to the right of the OPT segment. The OPT Employment screen

displays.

2.4.5.5.3.1 Cancel OPT Request

SEVIS allows you to cancel an OPT request (or OPT extension request) if it has not yet been
adjudicated. Only cancel an OPT request if supporting documentation has not already been sent
to the Service Center. Y ou must contact the Service Center directly to have the application
withdrawn.

Note: Any request in Requested status for more than 180 days will be automatically canceled by
SEVIS.

Perform the following steps to cancel an OPT request:

1. From the Student Information screen, click the OPT Reguest link. The OPT Employment
screen displays.

2. Click the Cancel Request link in the Command column. A confirmation screen displays.
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3. Click either the Y es or No button.

e Click the Yes button if you wish to cancel the OPT request. A message displays that the
update was successful. Click the Return to View Record button to return to the Sudent
Information screen. Note that the student’s OPT status in the Student Requests section is
now Canceled.

e Click the No button to return to the OPT Employment screen without canceling the OPT
request.

2.4.5.5.3.2 Edit OPT Request

Prior to adjudication, you may edit a student’s entire OPT request by performing the following

steps:

1. From the Student Information screen, click the OPT Request link. The OPT Employment
screen displays.

2. Click the Edit link to the right of the OPT segment you wish to edit. The Edit OPT
Employment screen displays.

3. Make any necessary changesin the fields.

4. Click one of the following buttons:

Update Click this button to update this employment request in the student’s
Employment record. A message displays stating that the update was successful. Print
the updated Form 1-20 and send it to the Service Center with other
necessary documentation for adjudication. Click the Return to
Employment List button to return to the OPT Employment screen.

Reset Values Click this button to return al fields to their previous values.

Cancd Click this button to return to the OPT Employment screen without
updating this employment segment.

Note: After adjudication, but before the employment end date, you may update the employer
name, address, explanation of how the employment is related to course work, employment
remarks, and student remarks by following the steps above.

Note: For an OPT extension request, prior to the employment end date, you may update the
employer name, employer address, employment remarks, and student remarks.

2.4.5.5.3.3 Extend OPT Request

F-1 students, with an education level of Bachelors, Masters, or Doctorate, may request a
17-month extension to an Approved, post-completion OPT segment prior to the employment end
date. Only one OPT extension may be requested for a student.
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Note: If astudent has any future date Requested and/or Pending OPT requests and requests an
extension on hisg/her current Approved OPT segment, the Requested and/or Pending OPT
requests will be canceled.

Note: Prior to recommending an OPT extension, you must ensure the student earned a Science,
Technology, Engineering, or Math (STEM)-designated Bachelors, Masters, or Doctorate degree.
The STEM-Designated Degree Program List is available at the SEVP web site. Y our school
must continue to maintain records on the student for the full period of the extension. These
students are also subject to the requirements found in 8 CFR 214.2(f)(10) to (f)(13). The CFR
has been amended and the sections relevant to OPT are available at the SEVP web site.

Perform the following steps to request an OPT extension to a student’s Approved
post-completion OPT segment:

1. From the Student Information screen, click the OPT Regquest link. The OPT Employment
screen displays.

2. Click the Extend link in the Command column. The Extend OPT Employment screen
displays.

3. Complete the fields on the screen. Fields marked with an * (asterisk) are required.

e The Pre-completion/Post-completion OPT drop down list is pre-popul ated with Post-
completion and cannot be altered.

e TheEmployment Start Datefield is pre-populated with the date following the
employment end date of the Approved post-completion OPT segment and cannot be
altered.

e The Employment End Date field is pre-popul ated with the date that is 17 months from
the system-generated employment start date and cannot be altered.

e Enter the employer’s name in the Employer Namefield. Thisfield is pre-populated with
the information from the original Approved post-completion OPT request and may be
updated if needed.

e Providethe address, city, state, and zip code in the Employer Addressfields. These
fields are pre-populated with the information from the original Approved
post-completion OPT request and may be updated if needed.

e Enter or update the applicable commentsin the Employment Remarksfield. Thisfield
is pre-popul ated with the employment remarks from the original Approved post-
completion OPT request and may be updated if needed.

e Enter or update the applicable commentsin the Student Remarksfield. Thisfieldis
pre-populated with the latest student remarks.

4. Click one of the following buttons:

e Extend Employment—Adds this employment extension request to the student’ s record.
A message displays stating that the update was successful. Print the Form [-20 and send

139
umsch2_6.0_update 022009.doc CSY00.60010-02.UPO-EDS
Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volume Il Form1-20

it to the Service Center with other necessary documentation for adjudication. Once an
OPT employment extension is requested in SEVIS, anew request is created (called OPT
Extension) and the status is set to Requested. Click the Return to Employment List
button to return to the OPT Employment screen.

e Reset Values—Returns all fields to their previous values.

e Cancel—Returnsto the OPT Employment screen without adding this OPT extension
request to the student’ s record.

The following actions may be performed on an OPT extension request:

e Cancel OPT Extension Request—Prior to adjudication of the OPT extension request,
you may cancel the request. Section 2.4.5.5.3.1, Cancel OPT Request, provides further
instruction.

e Edit OPT Extension Request—Prior to the employment end date, you may update the
employer name, employer address, employment remarks, and student remarks.
Section 2.4.5.5.3.2, Edit OPT Reguest, provides further instruction.

e Request Changeto OPT Extension Request—If the request isin Requested or Pending
status, you may request a change to the status of the request and the employment dates.
If the request isin Approved status, you may request a change to the employment dates.
Section 2.4.5.6.6, Request Change to Student Request, provides further instruction.

e View OPT Extension Request—~Prior to the employment end date, you may view the
request by clicking the View link to the right of the OPT segment. The OPT Extension
screen displays.

2.4.5.5.3.4 Guidelines for Requesting OPT for an F-1 Student
Prior to recommending OPT for an F-1 student, a PDSO or DSO should confirm the following:

e The student has been lawfully attending a DHS-approved school on afull-time basis for
at least the last academic year, or will have done so within 90 days of the application
filing date.

e The student is seeking employment in afield directly related to his’her major area of
study.

— An explanation of how the intended employment relates to the field of study must be
included in the SEVIS OPT request.

e Therecommended length of the OPT (indicated by the requested employment start and
end dates) does not exceed 12 months of authorized OPT in the aggregate at the current
program level.

— OFPT at the same program level approved under a school from which the student
transfers does count toward this 12-month aggregate.
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— Approved OPT at another program level does not count toward this 12-month
aggregate.
— Part-time OPT counts one half time toward this 12-month aggregate, meaning that 2

months of part-time OPT count as 1 month of OPT for terms of calculating the
12-month aggregate limitation for each program level.

e |f the employment dates requested are during a period in which the student is engaged in
classes, the recommendation must be for part-time OPT.

e If the employment dates requested are during an authorized break from classes, or
following completion of the course of study, the recommendation must be for full-time
OPT.

e The student has not been authorized for full-time CPT at the current program level for a
period totaling 12 months or more.

— Full-time CPT authorized for the same program level at a school from which the
student transfers does count toward this 12-month aggregate.

— CPT authorized at another program level does not count toward this 12-month
aggregate.
— Part-time CPT does not count toward this 12 month aggregate.

2.4.5.5.3.5 Guidelines for Requesting OPT for an M-1 Student
Prior to recommending OPT for an M-1 student, a PDSO or DSO should confirm the following:

e Any one OPT may not exceed 6 months.

e A P/DSO may request OPT for an M-1 only within 90 days prior to and including the
program end date.

e The OPT start date must be on or after the program end date.

2.4.5.5.4 REPORT OPT PARTICIPATION

Students with current, approved OPT Extensions must report to the PDSO or DSO participation
in the OPT segment during two reporting periods. The two reporting due dates are 6 months and
12 months after the employment start date. The reporting periods are 15 days before plus 31
days after each reporting due date.

If the PDSO or DSO does not report that the student is participating in the OPT extension, or
does not update the OPT extension information within the reporting period, the student will
automatically be set to Terminated status with areason of "Failure to Report While on OPT" 32
days after the reporting due date.
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Perform the following steps to report OPT participation:

1. From the Student Information screen or the OPT Employment screen, click the Report OPT
Participation link. The Report OPT Participation screen displays, as depicted in Exhibit 43,
Report OPT Participation Screen.

Exhibit 43: Report OPT Participation

Report OPT Participation

Required fields are marked with an asterisk (*).

1. * Employer Name: |EDA
(1f not employed, enter "None.")

2. Employer Address:
(Must be leted

unless student is not employed.)
Address 1: [288 K Straet, NW

Address 2: |

City: |Washington

State: | DISTRICT OF COLUMELA |
Zip Code: |2UDD: -
3. Employment Remarks: Employ tR ks I
(This text will print on page 3 of the Form I-20.) meleyment Remar :I
4. Student Remarks: ;I
(This text will print on page 1 of the Form I-20.)

I verify that the student has confirmed his or her current address and employment information.

Report OPT Participation |  Cancel |

2. Enter al information relevant to the OPT. Below isalist of the sections/fields on this screen
and a brief description or explanation for each section/field. All fields will be pre-popul ated
with information on the current, approved OPT Extension for which the student is reporting.
An* (asterisk) precedes the fields that must be completed. To complete this screen, enter the
following data:

Section/Field Description/Explanation
* 1. Employer Name Enter or update the business name of the employer. |If
the student is not employed, enter “None.”
2. Employer Address Enter or update the following information for the

employer’ s business address:
e Addressl
e Address2
o City
o State
e Zipcode
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Section/Field Description/Explanation

3. Employment Remarks Enter or update any applicable remarks regarding the
student’s employment. These remarks will print on
Page 3 of the printed Form [-20.

4. Student Remarks Enter or update remarks regarding the student.

Note: Comments entered in any Student Remarks
field throughout the electronic Form 1-20 will overwrite
existing remarks and will print in field 9 of the printed
Form 1-20.

3. Review theinformation and click one of the following buttons:

Report OPT Click this button to report OPT participation for the student. By
Participation clicking this button, you are verifying that the student has confirmed his
or her current address and employment information. A message
displays indicating that the update was successful.

Click the Return View Record button to view the Student Information
screen, which will no longer have the Report OPT Participation link.

Reset Values Click this button to clear all fields on the screen.

Cance Click this button to cancel the action and return to the Sudent
Information screen or OPT Employment screen.

2.45.6 Corrections Menu

Corrections are actions taken on a student record to amend errors. Certain corrections are made
directly by the school official, while others require review by DHS. Corrections are not normal
functionsincluded in the day-to-day maintenance of a student’srecord in SEVIS.

Note: The linksto perform the corrections will not display on the Sudent Information screen
unless the student’ s circumstances fall within the prescribed parameters. For example, the
Return to Initial Statuslink will only display in the Corrections menu for 15 days after the
student’ s record was canceled or activated providing there are no requests on the record except
for change of status.

SEVIS allows PDSOs to make corrections to a student’ s record in certain situations. The
following sections provide further details:

e Section 2.4.5.6.1, Extend Program

e Section 2.4.5.6.2, Return to Initial Status
e Section 2.4.5.6.3, Terminate Student

e Section 2.4.5.6.4, Transfer Out
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SEVIS allows PDSOs and DSOs to request corrections to a student’s record. These correction
requests require review by DHS. The following sections provide further details:

e Section 2.4.5.6.5, Request Change to Program Dates

e Section 2.4.5.6.6, Request Change to Student Request

e Section 2.4.5.6.7, Request Change to Student Status

e Section 2.4.5.6.8, Request Change to Termination Reason

The following sections describe how to cancel or view a pending correction request:
e Section 2.4.5.6.9, Cancel Pending Correction Requests

e Section 2.4.5.6.10, View Pending Correction Requests

2.4.5.6.1 EXTEND PROGRAM

A PDSO may extend an F-1 student’ s program end date after the program end date until 15 days
after his’/her program end date. Perform the following steps to do an extend program correction:

1. From the Student Information screen, click the Extend Program link in the Corrections
menu. A Confirm screen displays, as depicted in Exhibit 44, Confirm Correction Screen.

Exhibit 44: Confirm Correction Screen

Confirm

Your school must retain documentation in accordance with 8 CFR 214.3(qg) that shows your justification for taking this action. The
documentation should be signed by the PDSD. It must be provided to the SE¥YIS Program Office upon request.

1Agree | Cancel

2. Click thel Agree button to continue to the Extend Program screen, depicted in Exhibit 45,
Extend Program Screen. (Click the Cancel button to return to the Student Information
screen without taking any action on the student’ s record.)
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Exhibit 45: Extend Program Screen

Woodward University

Extend Program
Required fields are marked with an asterisk {*}.

SEVIZ ID: NOOODO146002
Farnily Marne: Makaivei
First Marne: Mark
Date of Birth: 12/08/1965
Country of Birth: MACAU
Country of Citizenship: MACAU
Gender: MALE
School Mame: Woodward University - Woodward University
Prograrn Start Date: 05/08/2006
Pragrarn End Date: 05/00/2007
Visa Type: F-1
Status: ACTIVE

1. * New Program End Date: I— (MM/DDAr)

2. * Medical or Academic
Circumstances That Necessitate
Extension:

3. * Reason for Comrection:

L [y 1 1

Extend Program Reset Values Cancel

3. From the Extend Program screen, enter the new program end datein MM/DD/YYYY
format. Note: This date may not exceed 1 year beyond the current program end date.

4. Enter an explanation in the M edical or Academic Circumstances That Necessitate
Extension field.

Enter an explanation in the Reason for Correction field.
Click one of the following buttons:

Extend A message displays indicating the update was successful. Click the

Program Return to View Record button to return to the Student Information
screen, or click the Print 1-20 button to print a copy of the student’s
Form 1-20.

Reset Values Clears dl fields on the screen.

Cancd Returns to the Student Information screen without extending the
student’ s program end date.

2.4.5.6.2 RETURN TO INITIAL STATUS
SEVIS allows PDSOs to change a student’ s status as follows:
e From Canceled status to Initial status for 15 days after the record was canceled. If the

student was canceled and should have been terminated, Section 2.4.5.6.3, Terminate
Student, provides guidelines and instruction.
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e From Active statusto Initial status for 15 days after the record was activated providing
there are no requests on the record except for change of status.

Perform the following steps to change a student’ s status back to Initial:

1. From the Student Information screen, click the Return to Initial Statuslink in the
Correctionsmenu. A Confirm screen displays, as depicted in Exhibit 44, Confirm
Correction Screen.

2. Click thel Agree button to continue to the Return to Initial Status screen, as depicted in
Exhibit 46, Return to Initial Status Screen. (Click the Cancel button to return to the Student
Information screen without taking any action on the student’ s record.)

Exhibit 46: Return to Initial Status Screen

Woodward University

Return to Initial Status
Required fields are marked with an asterisk {*).

SEVIS ID: NODOD146002
Farnily Mame: Makaiwi
First Marne: Mark
Date of Birth: 12/08/1965
Country of Birth: MACAU
Country of Citizenship: MACAU
Gender: MALE
School Mame: Woodward University - Woodward University
Program Start Date: 03/08 /2007
Program End Date: 05707 /2011
Viza Type: F-1
Status: ACTIVE

1. * Issue Reason: I ;I

2. * Reason for Correction: ;l

Submit Correction Reset Values Cancel

3. Fromthe Return to Initial Satus screen, select an issue reason: Initia Attendance or Initial
Attendance—Change of Status Requested.

Enter an explanation in the Reason for Correction field.
5. Click one of the following buttons:

Submit A message displays indicating the update was successful. Click the

Correction Return to View Record button to return to the Student Information
screen, or click the Print 1-20 button to print a copy of the student’s
Form |-20.

Reset Values Clears all fields on the screen.

Cance Return to the Sudent Information screen without changing the
student’s status.
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2.4.5.6.3 TERMINATE STUDENT

SEVIS alowsfor aPDSO or DSO to correct a student’s record from Canceled or Compl eted to
Terminated if the incorrect action was taken on the record.

Note: If, to your knowledge, astudent is not planning to attend your school and he/she has not
yet entered the United States, his/her record should be canceled. However, if you know that the
student has entered the United States but has failed to arrive at your school for registration, the
record should be terminated, rather than canceled.

Perform the following steps to terminate a student that was canceled or completed instead of
terminated:

1. From the Sudent Information screen, click the Ter minate Student link in the Corrections
menu. A Confirm screen displays, as depicted in Exhibit 44, Confirm Correction Screen.

2. Click thel Agree button to continue to the Terminate Student screen, depicted in Exhibit 47,
Terminate Student Screen. (Click the Cancel button to return to the Student Information
screen without taking any action on the student’ s record.)

Exhibit 47: Terminate Student Screen

Woodward University

Terminate Student
Required fields are marked with an asterisk {*).

SEVIS ID: NODOD146002
Farmily Marne: Makaiwi
First Marme: Mark
Date of Birth: 12/08/1965
Country of Birth: MACAL
Country of Citizenship: MACAU
Gender: MALE
School Mame: Woodward University - Woodward University
Drogram Start Date: 05/08/2006
Program End Date: 05/00/2007
Visa Type: F-1
Status: COMPLETED

1. * Termination Reason: | =l

If "Otherwise Failing to Maintain Status”, specify here:

2. Remarks:

3. *Reason for Correction:

| KT KR

Terminate Student Reset Values Cancel
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3. From the Terminate Student screen, select atermination reason. (Appendix F,
Student/Dependent Termination Reasons, defines the available options.) Note: If
Otherwise Failing to Maintain Statusis selected, an explanation must be entered in the
field provided.

Enter any optional commentsin the Remarksfield.
Enter an explanation in the Reason for Correction field.
6. Click one of the following buttons:

Terminate Student | A message displays indicating the update was successful. Click the
Return to View Record button to return to the Student Information
screen, or click the Print 1-20 button to print a copy of the student’s

Form 1-20.

Reset Values Clears dl fields on the screen.

Cancd Returns to the Student Infor mation screen without terminating the
student.

2.4.5.6.4 TRANSFER OUT

If astudent has been transferred to a school in error and the transfer release date has already
passed at the transfer-out school, the PDSO at the transfer-in school may perform atransfer
correction to transfer the student record to the correct school. Note: If the student decidesto
remain at his’her original school (after the transfer release date), contact the SEVIS Help Desk
((800) 892-4829) and request that the transfer be canceled. Performing atransfer correction on a
student wishing to remain at his’her original school will create a new student record and
important information will be lost.

If the release date has not yet passed, the PDSO or DSO at the transfer-out school must cancel
the transfer. (Section 2.4.5.2.5, Cancel Transfer, provides further instruction.)

Note: The PDSO may correct the transfer only if the student isin Initial status and the transfer
has not yet been completed in SEVIS. Once a student is registered, the transfer is marked
complete and the Transfer Out link in the Corrections menu will no longer be available even if
the student is returned to Initial status.

Perform the following steps to correct a student transfer:

1. Ensurethat the transfer student isin Initial status. Refer to Section 2.4.5.2.9, Create
Form [-20 (for Transfer), for detailed steps on how to set a transfer-in record to Initial status
using the Create 1-20 link. If you are unsure of what to enter in the required fields that are
unpopulated on the Create |I-20 for Transfer screens, DHS provides the following
recommendations:

e Primary Major—General Studies
e Normal Length of Study—1
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Program Start Date—Today’ s date
Program End Date—Tomorrow’s date
English Proficiency—Yes, Yes

Number of Monthsin Academic Term—1
Tuition and Fees—1

Living Expenses—1

Student’s Personal Funds—2

2. Oncethestudent isin Initial status, from the Student Information screen, click the Transfer
Out link in the Corrections menu. A Confirm screen displays, as depicted in Exhibit 44,
Confirm Correction Screen.

3. Click thel Agree button to continue to the Transfer Out screen, depicted in Exhibit 48,
Transfer Out Screen. (Click the Cancel button to return to the Sudent Information screen
without taking any action on the student’ s record.)

Exhibit 48: Transfer Out Screen

Woodward University

Transfer Out
Required fields are marked with an asterisk {*).

SEVIS ID: NODODOD92438
Farmily Marne: Smith
First Mame: Tony
Date of Birth: 12/08/1970
Country of Birth: MACAU
Country of Citizenship: MACAU

Gender:

School Marme:

MALE

Woodward University - Woodward Uni

Program Start Date: 05/10/2007
Program End Date: 05/31/2007
Visa Type: F-1
Status: INITIAL
1. * Transfer Release Date: I (MM/DEAY)
2. * Transfer To School: Select
School /Campus name:
School coda:
2. Remarks: ;I
[
4. *Reason for Correction: ﬂ
E
Transfer Student Reset Values Cancel
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4. From the Transfer Out screen, enter the date (release date) on which the student record will
transfer to the other school in MM/DD/YYYY format. DHS recommends that you enter
today’ s date.

5. Sdlect the new transfer-in school, as follows:

a. Click the Select button in the Transfer To School section. The School/Campus Search
screen displays.

b. Inthe School Namefield, enter the transfer-in school’s name. Note: The* (asterisk)
wildcard may be used in the School Name field if you are unsure of the exact spelling of
aschool name. For example, searching on all school names beginning with Mai* may
result in alist containing Maine College, Mailer University, Maison Institute of Arts, etc.

c. Click the Search button. The search yieldsalist of the schools, if any, that meet your
search criteria. For each school, the school code, school name, and campus name are
given.

d. Click the appropriate link in the School Code column to select the transfer-in school.
The system returns to the Transfer Out screen and your selection displays.

6. Enter any optional commentsin the Remarksfield (not required). DHS recommends that
you enter text similar to “ Student was erroneously transferred to our school when the record
should have been transferred to <name of correct school>.” to explain why the correction is
being performed.

7. Enter an explanation in the Reason for Correction field. DHS recommends that you enter
the same text that you entered in the Remarksfield.

8. Click one of the following buttons:

Transfer Student | The student’s record istransferred to the new school. An Update
Successful screen displays. Click the Return to View Record button
to return to the Sudent Information screen.

Reset Values Clears all fields on the screen.

Cancd Returns to the Student Information screen without transferring the
student’ s record.

2.4.5.6.5 REQUEST CHANGE TO PROGRAM DATES

The PDSO or DSO may request a change to an Initial or Active status student’ s program start
and end dates. This change requiresreview by DHS. Perform the following steps to request a
change to a student’ s program start or end date:

1. From the Student Information screen, click the Reqguest Change to Program Dateslink in

the Corrections menu. The Request Change to Program Dates screen displays, as depicted
in Exhibit 49, Request Change to Program Dates Screen.
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Exhibit 49: Request Change to Program Dates Screen

Woodward University

Request Change to Program Dates
Required fields are marked with an asterisk (*).

Student Information

SEVIS ID: NODOD146006
Farnily Mame: Kahikina
First Hame: Makana

Date of Birth:

Country of Birth:
Country of Citizenship:
Gender:

Schoal Narme:
Program Start Date:
Prograrm End Drate:
Wiza Type!

Status:

1. * Program 5tart Date:

|05f08f2007 (MM{ DD
|nsm7;2011 (MM{ DD

2. * Program End Date:

12/08/1972

FALKLAND ISLANDS (ISLAS MALVINAS)
FALKLAND ISLANDS (ISLAS MALVINAS)
FEMALE

Woodward University - Woodward University
05/08/2007

05/07 /2011

F-1

ACTIVE

Request Information

3. * Correction Remarks: I

Submit Correction

3

Reset Values cancel |

2. Complete the following fields:

e Program Start Date—If necessary, update the date in thisfield to the student’s new
program start date. Thisfield is pre-populated.

e Program End Date—If necessary, update the date in thisfield to the student’ s new
program end date. Thisfield is pre-populated.

Note: For M-1 students, the program end date may not be more than 3 years from the

program start date.

e Correction Remarks—Enter justification for requesting a change to the student’s
program dates. These remarks display to DHS during the review process.

3. Click one of the following buttons:

Submit
Correction

Submits the correction request to DHS for review. A Submit
Successful screen displays. A unique Reguest 1D is assigned to the
correction request. Click the Return button to return to the Student
Information screen.

Note: Supporting documentation may be required by DHS during the
review of the correction request. If supporting documentation is
needed, you will receive arequest for information viaemail.

Reset Values

All fields on the screen revert to their original values.
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Cancd Returns to the Student Information screen without requesting a change

to the student’ s program dates.

2.4.5.6.6 REQUEST CHANGE TO STUDENT REQUEST
The PDSO or DSO may request a change to the following student requests:

Change of Status—Y ou may request a change to the status if the student request isin
Pending status.

Extensions (M-1)—Y ou may request a change to the status if the student request isin
Requested or Pending status.

Off-Campus Employment—Y ou may request a change to the status and the
employment dates if the student request is in Requested or Pending status. Y ou may
request a change to the employment dates if the student request isin Approved status.

Optional Practical Training (and OPT Extension Request)—Y ou may request a
change to the status and the employment dates if the student request isin Requested or
Pending status. Y ou may request a change to the employment dates if the student request
isin Approved status.

Transfer (M-1)—Y ou may request a change to the statusif the student request isin
Requested or Pending status.

This change requires review by DHS. Perform the following steps to request a change to a
student’ s request:
1. From the Student Information screen, click the Request Change to Student Request link in

the Corrections menu. The Request Change to Student Request screen displays, as depicted
in Exhibit 50, Request Change to Student Request Screen.

Exhibit 50: Request Change to Student Request Screen

Request Change to Student Request

Student Information
SEVIS ID: NODOD 146006
Farnily Narme: Kahikina
First Narne: Makana
Country of Birth: FALKLAND ISLANDS (ISLAS MALVINAS)
Crate of Birth: 12/08 /1972
Country of Citizenship: FALKLAND ISLANDS (ISLAS MALVINAS)
Gender: FEMALE
School Hame: Woodward University
Program Start Date: 05/08/2007
Program End Date: 05/07 /2011
Wiza Type: F-1
Status: ACTIVE

Student Requests:
Request

Status Request Date Receipt Number Command

Request Type

Off-Campus Employrnent PENDING 05/10/2007 Reguest Correction
OPT PENDIMG 05/10/2007 Request Correction
Return
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2. Click the Request Correction link to the far right of the student request for which you wish
to request a correction. The Request Correction screen displays. Exhibit 51, Request
Correction—OCE, provides an example of the Request Correction screen. Note: The screen
will vary depending on the type of request for which you are requesting a correction.

Exhibit 51: Request Correction—OCE

Request Correction

Required fields are marked with an asterisk {*).

Student Information
SEVIS ID: NOODO146006
Farmnily Marne: Kahikina
Firzt Marmne: Makana
Country of Birth: FALKLAND ISLANDS (ISLAS MALVINAS)
Date of Birth: 12/08/1972
Country of Citizenship: FALKELAND ISLANDS (ISLAS MALVINAS)
Gender: FEMALE
School Mame: Woodward University
Program Start Date: 05/08/2007
Prograrn End Date: 05/07 /2011
Visa Typet F-1
Status: ACTIVE

Request Information
Request Type: OFf-Campus Employment
Regquest Status: PENDING
Ernployrnant Start Date: 05/14/2007
Ernployrnent End Date: 12/31/2007
Off-Campus Employrent Type: ECONOMIC HARDSHIP
Recommendation: Itis rec ded that the | be all d to participate in off-
campus employment.
Receipt Murnber:

1. * Change Request Status To: vl

2. * Employment Start Date: 05/14/2007 (MM/DDT)
3. * Employment End Date: 12/31/2007 (MM DDA

4. * Correction Remarks:

[ 2]

Submit Correction Reset Values Cancel

3. Complete the following fields:

e Change Request Status To—Select an option from the drop-down list: Approved,
Denied, Pending (if the status is Requested), or Withdrawn.

e Benefit Start Date—When requesting a correction to a Change of Status request, enter
the benefit start datein MM/DD/YY Y'Y format if you are requesting that the status of the
request be changed to Approved.

e Program End Date—When requesting a correction to a Change of Status request for an
M-1 student, update the program end date in MM/DD/YYYY format if you are
requesting that the status of the request be changed to A pproved.

e Employment Start Date—When requesting a correction to an OCE request, OPT
request, or OPT extension request, if necessary, update the date in this field to the
student’ s new employment start date. Thisfield is pre-populated.
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e Employment End Date—When requesting a correction to an OCE request, OPT request,
or OPT extension request, if necessary, update the date in this field to the student’ s new
employment end date. Thisfield is pre-populated.

e Correction Remarks—Enter justification for requesting a change to the student’s
request. These remarks display to DHS during the review process.

4. Click one of the following buttons:

Submit
Correction

Submits the correction request to DHS for review. A Submit
Successful screen displays. A unique Request ID is assigned to the
correction request. Click the Return button to return to the Request
Change to Sudent Request screen.

Note: Supporting documentation may be required by DHS during the
review of the correction request. If supporting documentation is
needed, you will receive arequest for information via email.

Resat Values

All fields on the screen revert to their original values.

Cance

Returns to the Request Change to Student Request screen without
requesting a change to the student’ s request.

2.4.5.6.7 REQUEST CHANGE TO STUDENT STATUS

The PDSO or DSO may request a change to a student’ s status. The following table details the
allowable status changes based on what status the student is currently in.

4 curre.nf Active Canceled | Completed* Initial Terminated*
status is:
You may | Canceled Active Active Compl eted Active
requesta | Initia Completed Canceled Terminated Canceled
change to: Initial Initial Compl eted
Initial

* Aslong as the student is not in transfer-in status.

This change requires review by DHS. Perform the following steps to request a change to a

student’ s status:

1. From the Student Information screen, click the Reguest Change to Student Statuslink in
the Corrections menu. The Request Change to Student Status screen displays, as depicted in
Exhibit 52, Request Change to Student Status.
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Exhibit 52: Request Change to Student Status

Woodward University

Request Change to Student Status

Required fields are marked with an asterisk (*).

Student Information

SEVIS ID: NODOD146006
Family Hame: Kahikina
First Name: Makana
Date of Birth: 12/08/1972
Country of Birth: FALKLAND ISLANDS (ISLAS MALVINAS)
Country of Citizenship: FALKLAND ISLANDS (ISLAS MALVINAS)
Gender: FEMALE
School Hame: Woodward University - Woodward University
Program Start Date: 05/08,/2007
Program End Date: 05/07/2011
Visa Type: F-1
Status: ACTIVE

Request Information

1. * thange Status To: - |

2. * Program Dates (Update if changing to Initial or Active status only.)
Program Start Date: 05/08/2007 | (MM/DD/YYYY)
Program End Date: 05/07/2011 | (MMfDD/ YY)

3. * Session Dates (Required if changing to Active status.)
Current Session End Date: 06/30/2007 | (MM/DD{YYYY)

Next Session Start Date: 07/01/2007  (MM/DD/YYYY)

[~ The student s in the last ion of his /her program. If checked, do not enter Next Session Start Date.

4. * Cancelation [Required if changing to Canceled status.)

Cancelation Reason: | |
5. * Termination (Required if changing to Terminated status.)

Termination Reason: | =l

Termination R t: (Required if " Otherwise Failing to Maintain Status” is selected.)
6. * Correction Remarks: | ﬂ

Submit Correction Reset Values Cancel |

2. Complete the following fields:

e Change Status To—Select an option from the drop-down list. The statuses available
will depend on the student’ s current status; for example, if the student is currently in
Active status, you will only be provided the option to request to change his/her statusto
Initial or Canceled.

e Program Dates—These fields are required if requesting to change the student’ s status to
either Initial or Active.

— Program Start Date—If necessary, enter a new program start date in
MM/DD/YYYY format. Thisfield is pre-populated.

Note: If updating thisfield for a student requesting to change to Active status, the
date must be prior or equal to today’ s date.
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— Program End Date—If necessary, enter anew program end date in MM/DD/YYY'Y
format. Thisfield is pre-populated.

Session Dates—These fields are required if requesting to change the student’ s status to
Active.

— Current Session End Date—Enter the student’ s current session end date in
MM/DD/YYYY format. The current session end date must be within the program
start/end dates and less than or equal to the next session start date. Thisfieldis
pre-populated if previously provided.

— Next Session Start Date—Enter the student’ s next session start date in
MM/DD/YYYY format. The next session start date must be on or after today’ s date.
Thisfield is pre-populated if previously provided.

Note: If thisisthe student’slast session, click The Student Isin the Last Session of
His/Her Program check box and leave the Next Session Start Date field blank.

Cancelation—Thisfield isrequired if requesting to change the student’ s status to
Canceled.

— Cancelation Reason—Select one of the following reasons from the drop-down list:
e Offer Withdrawn
e Record Created in Error
e Student Arrived Under Different SEVISID
e Student Not Attending
e Student Registered Under Different SEVISID
e Visalssued for Different SEVISID

Termination—These fields are required if requesting to change the student’ s status to
Terminated.

— Termination Reason—Select a termination reason from the drop-down list.

— Termination Reason Comment—If Otherwise Failing to Maintain Statusis
selected, an explanation must be entered in the field provided.

Correction Remar ks—Enter justification for requesting a change to the student’ s status.
These remarks display to DHS during the review process.

3. Click one of the following buttons:

Submit Submits the correction request to DHS for review. A Submit
Correction Successful screen displays. A unique Request ID is assigned to the
correction request. Click the Return button to return to the Student
Information screen.

Note: Supporting documentation may be required by DHS during the
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review of the correction request. If supporting documentation is
needed, you will receive arequest for information viaemail.

Reset Values All fields on the screen revert to their original values.

Cancd Returns to the Student Information screen without requesting a change

to the student’ s status.

2.4.5.6.8 REQUEST CHANGE TO TERMINATION REASON

If astudent is currently in Terminated status, the PDSO or DSO may request a change to a
student’ s termination reason. This change requires review by DHS. Perform the following steps
to request a change to a student’ s termination reason:

1. From the Student Information screen, click the Reguest Change to Termination Reason
link in the Corrections menu. The Regquest Change to Termination Reason screen displays,
as depicted in Exhibit 53, Request Change to Termination Reason.

Exhibit 53: Request Change to Termination Reason

Woodward University

Request Change to Termination Reason
Required fields are marked with an asterisk {*).

Student Information

SEVIS ID:

Farnily Marme:

First Mare:

Date of Birth:
Country of Birth:
Country of Citizenship:
Gender:

Schoal Harne:
Prograrn Stark Date:
Program End Date:
Wiza Type:

NODOO092065
Smitty
Ronald
12/09/1980
EAST TIMOR
EAST TIMOR
MALE
Woodward University - Woodward U
08/14/2005
09/12/2008
F-1

Status: TERMINATED

Request Information

1. * Termination Reason: I

[

=

t (Required if " Dtherwise Failing to Maintain Status" is selected.)

4

2. * Correction Remarks: I

Submit Correction

3

Reset Values Cancel |

niversi

2. Complete the following fields:

Otherwise Failing to Maintain Status.

Termination Reason—Select an option from the drop-down list.

Termination Reason Comment—This field isrequired if the termination reason is
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e Correction Remarks—Enter justification for requesting a change to the student’s
termination reason. These remarks display to DHS during the review process.

3. Click one of the following buttons:

Submit Submits the correction request to DHS for review. A Submit
Correction Successful screen displays. A unique Request ID is assigned to the
correction request. Click the Return button to return to the Student
Information screen.

Note: Supporting documentation may be required by DHS during the
review of the correction request. If supporting documentation is
needed, you will receive arequest for information via email.

Reset Values Clears dl fields on the screen.

Cancd Returns to the Student Information screen without requesting a change
to the student’ s termination reason.

2.4.5.6.9 CANCEL PENDING CORRECTION REQUESTS

Prior to review by DHS, the PDSO and DSO may cancel any pending correction requests by
performing the following steps:

1. From the Student Information screen, click the View and Cancel Pending Correction

Request link in the Corrections menu. The Pending Correction Requests screen displays,
as depicted in Exhibit 54, Pending Correction Requests Screen.

Exhibit 54: Pending Correction Requests Screen

Woodward University

Pending Correction Requests

Student Information
SEVIS ID: NOODO 146006
Farmily Narme: Kahikina
First Narme: Makana
Country of Birth: FALKLAND ISLANDS (ISLAS MALVINAS)
Cate of Birth: 12/08 /1972
Country of Citizenship: FALKLAND ISLANDS (ISLAS MALVINAS)
Gender: FEMALE
School Hame: Woodward University
Prograrn Stark Date: 05/08 /2007
Program End Cate: 05/07 /2011
Wisa Type: F-1
Status: ACTIVE

Request Type Request ID Request Date Command
Student Request Change 1049 05/10/2007 Wiew

Return

Cancel Request

Note: Ensurethat thisisthe request you wish to cancel because the request will immediately
be canceled.
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2. Click the Cancel Request link in the Commands menu to the far right of the correction
request you wish to cancel. A success screen displays.

3. Click the Retur n button to return to the Sudent I nfor mation screen.

2.4.5.6.10 VIEwW PENDING CORRECTION REQUESTS

Prior to review by DHS, the PDSO and DSO may view any pending correction requests by
performing the following steps:

1. From the Student Information screen, click the View and Cancel Pending Correction
Reguest link in the Corrections menu. The Pending Correction Requests screen displays,
as depicted in Exhibit 54.

2. Click the View link in the Commands menu to the far right of the correction request you
wish to view. The View Correction Request screen displays, as depicted in Exhibit 55, View
Correction Request Screen.

Exhibit 55: View Correction Request Screen

Woodward University

View Correction Request

Student Information
SEVIS ID: NOODO146006
Farnily Marne: Kahikina
First Marme: Makana
Country of Birth: FALKLAND ISLANDS (ISLAS MALVINAS)
Date of Birth: 12/08/1972
Country of Citizenship: FALKLAND ISLANDS (ISLAS MALVINAS)
Gender: FEMALE
School Marme: Woodward University
Program Start Date: 05 /0872007
Prograrn End Date: 05/07 /2011
Wiza Type: F-1
Status: ACTIVE

Request Information
Request ID: 1049
Requestor: Tod Huffman, PDS0
Request Type: Student Request Change
Student Request Type: OFf Campus Employment
Change Request Status To: WITHDRAWN

Ernployrnent
Start Date: 0 15y 00T

Ernployment
End Date:

Correction Remarks: Student does not need employment

Return

12/31/2007

3. Review theinformation on the screen and click the Return button to return to the Pending
Correction Reguests screen.

2.5 Alerts

When logging into the system as the PDSO or DSO, you are provided with alisting of schools or
campuses for which you have been identified as an acting official. If an dert existsfor the
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school, the* Alertslink displays. Alerts are status reminders or notices that an action should be
taken. In most cases, these alerts are indicators that, according to the information currently in
the system, the student’ s status will change (in many cases from Active to Terminated or
Completed) if some action or update is not taken by a school official within a certain number of
days. If no action istaken, the system will automatically take action. For example, if a school
official does not submit a student’ s draft Form [-20 within 45 days of the last update to the
record, the Form is deleted.

To accessthelist of alertsfor aschool, click the* Alertslink to the right of the name of the
school. SEVISdisplaysalist of alerts with which there are students associated. The alert lists
are updated daily. Exhibit 56, Student Alerts for Woodward University, is an example of the
screen that displays.

Exhibit 56: Student Alerts for Woodward University

Woodward University -

Student Alerts

The following alerts deserve your attention:

Active Students Reguiring Reqistration

Toview alist of students, click on alink and SEVIS displays the selected list.

Below isalist containing the title and description and/or action to be taken for each type of alert:

Alert Title Description/Action to be Taken
Active Students Requiring | Studentsin Active status, the next session start date isin the past,
Registration and it is prior to the student’ s program end date. If thissession

information is not updated, the system automatically terminates
the student records 90 days after the next session start date for
failureto enroll. Therefore, it isvery important that each student’s
registration information be updated each term or session. The
current session end date and next session start date, and any
information that has changed since the last update, can be updated
by choosing the Registration link from the Student Information
screen for a student on this alert list.

Active Students Requiring | Studentsin Active status that have not been updated within the
Status Verification previous 6 months. These students will remainin this alert list
until an update is made to their record, the student changes status,
or the PDSO or DSO verifies the student’ s status using the Verify
Status link.

Dependent Children Within | Dependentsin Initial or Active status where the relationship is
90 Days of 21st Birthday “child” and the current date is prior to and within 90 days of the
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Alert Title

Description/Action to be Taken

dependent’ s 21st birthday. On the day following the child’s 21st
birthday, the system changes the dependent’ s status to Terminated
because the child is no longer eligible for dependent status. Prior
to thisdate, aPDSO or DSO can inform the student and/or assist
the dependent in applying for a change of status if needed.

Draft Student Eligibility
Records— Over 15 Days
Old

Students in Draft status and the current date is 15 days or more
past the date of the last update. These records must be submitted
within 45 days or the record will be deleted from the system.

F-1 Students Within 30
Days of OPT End Date

Students in Active status with current, authorized optional
practical training that is scheduled to end within 30 days. The
termination of the employment authorization will not affect the
student’ s status except in the case of a student participating in
post-completion OPT. In the latter case, the student’ s status
changes to Completed 60 days after the employment end date.

Service Center
Adjudication Results

Students who have requests and the adjudication results have been
received from the Service Center. Thisalert list will include
results for OPT, Off-Campus Employment, M-1 Transfer, M-1
Extension, and Change of Status requests. The results display on
the list for 30 days after the Service Center decision date.

Studentsin Initial Status
with Port of Entry Records

Studentsin Initial status who have entered through a U.S. port of
entry to attend your institution. A PDSO or DSO must be sure to
either register the student or terminate the Initial status record for
failure to register (No Show). If this update is not made, the
system automatically terminates this record with the reason of No
Show.

Students Past Program
Start Date Awaiting
Change of Status

Studentsin Initial status who are past their program start date and
have one of the following:

e A pending change of status request

e Anissuereason of “Initial Attendance - Change of Status

Requested” and no CLAIMS change of status request

If the change of status for the student is not approved within 60
days after hig’her program start date, the student’s record will be
canceled. If the change of status has not been approved, defer the
student’ s attendance to ensure that the record is not canceled.
(Section 2.4.5.2.10, Defer Attendance, provides further
instruction.)

Students Requiring OPT
Reporting

Students with a current, approved OPT Extension request who
have not reported on their OPT within the reporting period. A
student with a current, approved OPT Extension request must
report participation in the OPT 6 months from the employment
start date and 12 months from the employment start date. 1f the
PDSO/DSO does not report participation for the student, the
system automatically terminates the record with the reason of
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Alert Title

Description/Action to be Taken

“Failure to Report While on OPT”.

Students Terminated Due
to Change of Status
Approved

Students in Terminated status with a termination reason of
“Change of Status Approved.” The PDSO/DSO will receive an
alert for students who were terminated because their change of
status request (for example, from F-1 [student] to B-1 [worker])
was approved. The terminated records will appear on thislist for
30 days after the adjudication result is received from the Service
Center.

Students Terminated Due
to Change of Status Denied

Students in Terminated status with a termination reason of
“Change of Status Denied.” The PDSO/DSO will receive an alert
for students who were terminated because their change of status
request (for example, from B-1 [worker] to F-1 [student]) was
denied. The terminated records will appear on thislist for 30 days
after the adjudication result is received from the Service Center.

Students Within 45 Days of
Cancelation

Students that will be canceled by the system within the next 45
daysif an action is not taken on their record.

Students Within 45 Days of
Program End Date

Students in Active status when the current date is prior to and
within 45 days of the program end date. The status of a student on
thislist will change to Completed 60 days after this program end
date for F students and 30 days after this program end date for M
students, unless the student is authorized for post-completion OPT.
Note: A PDSO or DSO can update a student’ s program end date
to reflect early completion or an extension by updating the
student’ s program information.

Note: Post-completion OPT must be requested in SEVIS prior to
or on the program end date.

Students Within 45 Days of
Termination

Students that will be terminated by the system within the next 45
daysif an action is not taken on their record.

Students Within 60 Days of
Off-Campus Employment
End Date

Students in active status with current, authorized off-campus
employment that is scheduled to end within 60 days.

Students With Pending
Change of Status Requests

Students that have arequest for change of status from the Service
Center. Thisisanotification alert informing the PDSO/DSO the

student has a change of status request pending and is awaiting the
adjudication result.

Students With Requestsin
Requested Status Over 90

Days

Students who have an OPT, OCE, Extension (M-1 students only),
or a Transfer (M-1 students only) request in Requested status for
more than 90 days. A request isin Requested status after the
request is submitted in SEVIS until the request documentation is
received by the Service Center, at which time the status changes to
Pending.

Note: Any request in Requested status for more than 180 days
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Alert Title Description/Action to be Taken
will be automatically canceled by SEVIS.
Terminated Students Students in Terminated status that are at least 90 days, but less
Nearing Their than 150 days, beyond the termination date. The student may

Reinstatement Deadline apply for reinstatement at any point, but after 150 days there are
additional evidentiary requirements. The student must overcome a
Presumed Ineligibility, and an explanation of why the
reinstatement request was not filed in a more timely manner must
be included with the request.

Transfer-1n Students Not Students who were supposed to have transferred to the school and
Registered By Program begun a program, but have not yet registered and have a program
Start Date start date that has passed. These student records must be
registered in the system, or terminated with the reason of “Transfer
Student No Show.” If no action is taken, the system automatically
terminates these records.

2.6 Reports

SEVIS provides you with the ability to generate and print a variety of reports that reflect current
SEVISinformation. Please note that the types of reports currently available are subject to
change as the result of enhancements to the reporting capabilities of the system.

The next two sections contain the instructions for generating and printing reports using either the
Internet Explorer or Netscape browsers.

2.6.1 Generating and Printing Reports Using the Internet Explorer Browser
To access the Reports module, perform the following steps:
1. Click the Reportslink in the Commands column to the right of the name of aschool. The

DSO Reports screen displays. Exhibit 57, DSO Reports Screen, is an example of the screen
that displays.
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Exhibit 57: DSO Reports Screen

DSO Reports

Format: * HTML © Text

Click on Help (above) and search an Printing Repaorts to find the proper page settings for printing SEVIS reports,

Submit

Student Reports

il Detailed Student Report - Initial and Adtive Status

“ Surmmary Report of Active Students - Authorized to Drop Below Full Course
9 Surnmary Report of Active Students - with a Specific Ernployment Type

o Surnmary Report of Active Students - with Requested, Pending, or Approved Extenzions
™ Summary Report of Active Students - with Transfer Pending Status

el Surnmary Report of Terminated Students

Dependent Reports

" Detailed Dependant Report - Active Status

" Detailed Dependent Repott - within 0-& Maonths of 21st Birthday

DSO Reports

" Detailed DSO Report

2. Select the format for the report. The HTML (hypertext markup language) option generates a
formatted report. The Text option generates areport in aformat that can be copied and
pasted into another application and formatted the way that you wish. (See Section 2.6.3,
Copy and Paste a Report, for instructions.)

3. Review thelist of reports and make a selection by clicking the radio button to the left of the
appropriate report.

4. Click the Submit button. The next screen that displays allows you to enter your report
criteria.

Make the necessary selections on the Report Criteria screen.

Click the Submit button to generate and view the report. Another browser window opens

and the report displays. Using the browser functionality, you may send the report to a
designated printer.

7. For best results when printing, it is recommended that you make the following changes to the
print settings for Internet Explorer:

a) Click on the File menu on the Internet Explorer toolbar.

b) Select Page Setup. The Page Setup window displays, as shown in Exhibit 58, Internet
Explorer Page Setup Window.
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Exhibit 58: Internet Explorer Page Setup Window

Page Setup EH
— Paper
Size:
Letter81/2% 11 in =
Source:
I.&uto Select d
— Headers and Footers
Header
Footer
— Orientation Marginz [inchesz)
" Portrait Left: IEI. 5" Right; IEI. 5"
(¥ Landscape Top: 0.z2s" Bottom:  |0.25"

Ok I Cancel | Frinter... |

c) If necessary, delete all datathat display in the Header field.

d) If necessary, delete all datathat display in the Footer field.

€) Select the Landscape radio button in the Orientation section.

f) Set theleft and right marginsto 0.5” and the top and bottom margins to 0.25".
g) Click OK.

8. Select Print from the File menu or click the Print ( i ) button on the browser toolbar. 1f

you opted to click the Print ( & ) button, your report prints; if you chose Print from the File
menu, the Print window displays. Continue to Step 9.

9. Ensurethat the name of the printer listed in the Name field is the printer to which you wish
the report to 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 report prints to the designated printer.
11. Click the Close (XI) button on the browser title bar to close the window and return to SEVIS,

2.6.2 Generating and Printing Reports Using the Netscape Browser
To access the Reports module, perform the following steps:
1. Click the Reportslink in the Commands column to the right of the name of aschool. The

DSO Reports screen displays. Exhibit 57, DSO Reports Screen, is an example of the screen
that displays.
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2. Select the format for the report. The HTML option generates aformatted report. The Text
option generates areport in aformat that can be copied and pasted into another application
and formatted the way that you wish. (See Section 2.6.3, Copy and Paste a Report, for
instructions.)

3. Review thelist of reports and make a selection by clicking the radio button to the left of the
appropriate report.

4. Click the Submit button. The next screen that displays allows you to enter your report
criteria.

Make the necessary selections on the Report Criteria screen.

. Click the Submit button to generate and view the report. Another browser window opens
and the report displays. Using the browser functionality, you may send the report to a
designated printer.

7. For best results when printing, it is recommended that you make the following changes to the
browser print settings for Netscape:

a) Click on the File menu on the Netscape toolbar.

b) Select Page Setup. The Page Setup window displays, as shown in Exhibit 59, Netscape
Page Setup Window.

Exhibit 59: Netscape Page Setup Window

Page Setup

— Page Optionz —Sample [3.50 « 11.00)—
I Bevelediines —_—
¥ Black text
™ Black lines T —

[ Last page first

™ Print backgrounds

— Marginz [Inches]

Top: ID.25" Left: neo

Bottom; 0z2s" Bight:  |0.50"

—Header

[T Documenttile [ Document location [URL)

— Footer

[ Pagernumber [ Pagetotsl [ Date printed

Ok I Canhicel |
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c) If necessary, click to remove the check mark in the Beveled lines check box.

d) Click to place acheck mark in the Black text check box.

e) Set theleft and right marginsto 0.5” and the top and bottom marginsto 0.25".

f) If necessary, click to remove the check mark next to all optionsin the Header section.
0) If necessary, click to remove the check mark next to all optionsin the Footer section.
h) Click OK.

5

8. Select Print from the File menu or click the Print (

you opted to click the Print ( i ) button, your report prints; if you chose Print from the File
menu, the Print window displays. Continue to Step 9.

) button on the browser toolbar. 1f

9. Ensurethat the name of the printer listed in the Name field is the printer to which you wish
the report to 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 the Properties button and select the Paper tab.

11. In the Orientation section, click the L andscape radio button.

12. Click OK to accept the Landscape setting.

13. Click OK on the Print window and the report prints to the designated printer.

14. Click the Close (Xl) button on the browser title bar to close the window and return to SEVIS.,

Note: Netscape has modified its printing procedures for Version 7.0. Appendix B, Printing
Instructions for Netscape Version 7.0, provides the updated instructions.

2.6.3 Copy and Paste a Report

Reports can be generated using the Text format option. Perform the following steps to copy and

paste the report into MS Excel:

1. Generate (in HTML format) and print one page of the report so that you can see the layout
and column labels for the report. See Sections 2.6.1 or 2.6.2 for instructions on generating
and printing reportsin SEVIS. Exhibit 60, Detailed Student Report — Initial and Active
Status— HTML Format, is an example of areport generated using the HTML format.
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Exhibit 60: Detailed Student Report — Initial and Active Status — HTML Format

SEVIS Detailed Student Report - Initial and Active Status

¥Yisa Class: F

|
Student Name SEYIS ID Status Status Change Date ¥Yisa Class Program StartfEnd Date

School Name: Makena University School Code: WASZ14F87658000
Campus Name: Makena University

Hoopii, Moses MOOO0144220 ACTIVE 1171472006 [F=dl 111272006 - 1171372010
Smith, Debbie NOOOO144232 ACTIVE 11/14/2006 F-1 11/14/2006 - 11/14/2010
Smith, John MOOOO0ES770 IMITIAL 11/14/2008 [F=dl 11/14/2006 - 11/14/2010

WAS214F87658000: Total number of initial students: 1 Total number of active students: 2

Grand total initial students: 1 Grand total active students: 2

Report Date & Time: Tue Now 14 13:55:12 EST 2006
Page 1l of 1

N

Click the Close (XI) button to close the browser window on which the report that was
generated in HTML format displays.

Regenerate the report but select Text as the format for the report.

Click Submit to generate the report in Text format. The report displays in another browser
window.

Click and drag the mouse to highlight the entire report.
Select Copy from the Edit menu.
Open the M S Excel application. Do not click anywhere in the application.

Select Paste from the Edit menu to paste the report into Excel. The whole report will be
contained in cell A1l. Below isthe text for the Detailed Student Report — Initial and Active
Status that is shown in Exhibit 60.

o N o O

Note: The caret (") characters are used to separate the columns of data.

Meoses ™ Hoopd ™ 0000144280 ~ ACTIVE ™ 11/14/2006 ~ F-1~ 11/12/2006 ~ 11/13/2010 A WASHINGTON D~
Debbie ™ Smith  F0000144282 ~ ACTIVE ™ 11/14/2006 ~F-1 " 11/142006 ~ 1114/2010 ~ WASHINGTON DC ™
John ™ Srrath » N0O000085770 A INTTTAT ~ 1171472006 A F-1 "~ 11/14/2006 ~ 1171472010~ WASHINGTON DC

9. To convert the text to columns, select Text to Columns from the Data menu. The Convert
Text to Columns Wizard — Step 1 of 3 window displays.

10. Click the Delimited radio button, and then click the Next button. The Convert Text to
Columns Wizard — Step 2 of 3 window displays.
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11. Click the Other check box and enter the caret (*) character in the box to the right of Other.
If there are other delimiters checked (for example, Tab), click the box to remove the check
mark. Only the Other check box should be checked.

12. Click the Next button to display the Convert Text to Columns Wizard — Step 3 of 3 window.
13. Click the Finish button. The wizard closes and the report is formatted into columns.

14. Format the spreadsheet using the column headings shown on the copy of the report generated
in HTML format.

2.7 Message Board

The message board allows users to view system-wide postings that are applicable to auser’s
SEVISrole. The Message Board screen automatically displays if there are any current message
postings for auser’srole. The Message Board screen may be accessed at any time by clicking
the M essage Board link in the navigation bar. Exhibit 61, Message Board Screen, provides an
example of the Message Board screen.

Exhibit 61: Message Board Screen

Message Board

Posting Begin Date Posting End Date Subject Commands
024272009 0242842009 Tempoarary Systern Qutage Yiew

Wigw/Print All

271 View Message Board Postings

Perform the following stepsto view the details of a message board posting:

1. From the Message Board screen, 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. The System
Message screen displays. Exhibit 62, System Message Screen, provides an example of the
screen that displaysif you choose to view a single message.
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Exhibit 62: System Message Screen

Posting Begin Date: 02/27/2002

Posting End Date: 0Z2/28/2009

Subject: Ternporary Syskern Outage

Roles: DHS HQ, School Users, DHS Field, Temporary Users

Message: This is to infarmn you that SEVIS will be temporarily down for Systern Maintenance from 11 porm, until 11:30 pom, on O2/27/2009,

Attachment: Systern Outage 024272009, doc

System Message

Return

2. View the details of the listed message board postings.

Field

Description/Explanation

Posting Begin Date

The date that the message board posting will begin displaying on
the message board

Posting End Date

Thelast day that the message board posting will display on the
message board

Subject 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 in the browser toolbar, then click
Print. The Print window displays. Ensure that the proper printer is
highlighted. Click the Print button.

When finished viewing and/or printing the attachment, click the
Close () 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.

2.7.2 Print Message Board Postings
Perform the following steps to print a message board posting:
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1. Select whether you want to print just one message board posting or al current message board
postings.

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. From the System Message screen, click Filein the browser toolbar, then click Print. The
Print window displays.

3. Ensurethat the proper printer is highlighted.
4. Click the Print button.

3. OPERATING INSTRUCTIONS

3.1 Initiate Operation

SEVIS requires the use of Internet Explorer Version 5.0 (or higher), or Netscape Version 4.7 (or
higher), Adobe Reader Version 5.0, and a Laser printer —a Laser Postscript printer with 32 MB
of RAM (96 MB is recommended) or a Laser printer with 32 MB of RAM (64 MB is
recommended).

Note: If you do not already have Adobe Reader Version 5.0 or higher installed on your
computer, refer to the instructions in Appendix D, Download the Latest Version of Adobe
Reader.

You must aso have a SEVIS user ID and password to access the system. When you access
SEVIS, the SEVISLogin screen displays. To log into SEVIS, perform the following steps:

1. Enter your user ID inthe User Name field.

2. Enter your password in the Password field.

3. PressEnter or click the Login button. The system displays a security message.
4. Click Yesto access SEVIS.

3.2 Maintain Operation
After 20 minutes of inactivity, the session will time out and you must log on again to use SEVIS.

WARNING: If you click the Close (XI) button on 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 displays: “A user is aready logged on with this user name.”
Use the L ogout link on the navigation bar to properly exit SEVIS.
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3.3 Terminate and Restart Operations

You may log off SEVIS at any time by clicking the L ogout link on the navigation bar. To close
the browser window, click the Close (1) button in the upper-right corner of the browser
window.

Should there be an unscheduled termination of your SEVIS session due to external causes such
as atimeout, power failure, or acomputer malfunction, you must repeat the log-in procedures.

4, ERROR HANDLING

SEVIS includes automatic validation of the data entered into many fields. For example, if you
do not enter a date in the correct 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.

The system also includes a SEVIS Connection Error. The message reads. “Y our connection to
SEVIS was unsuccessful. Please try your request again. If the error persists and you need
assistance, please contact the SEVIS Help Desk at 1-800-892-4829.” The SEVIS Help Desk is
available 8 am. to 8 p.m. Eastern Time, Monday through Friday.

Y ou will be redirected to the SEVIS Login screen in 10 seconds. When returned to the SEVIS
Login screen, you should log into the system and continue working. 1f the message displays
again, contact the SEVIS Help Desk at (800) 892-4829 (8 am. to 8 p.m. Eastern Time, Monday
through Friday).

5. HELP FACILITIES

To report SEVIS-related issues or problems, contact the SEVIS Help Desk at (800) 892-4829
from 8 am. to 8 p.m. Eastern Time, Monday through Friday. Calls made at other times are
recorded for aresponse on the next business day.
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AP Application Program Interface

ARO Alternate Responsible Officer

CFR Code of Federal Regulations

CcOB country of birth

COoC country of citizenship

COSs change of status

CPT Curricular Practical Training

DHS U.S. Department of Homeland Security

DSO Designated School Official

EV Exchange Visitor

FR Federal Register

HTML hypertext markup language

ID identification

MB megabyte

OCE Off-Campus Employment

OPT Optional Practical Training

PDSO Principal Designated School Official

RAM random access memory

RO Responsible Officer

SEVIS Student and Exchange Visitor Information System

SEVP Student and Exchange Visitor Program

STEM Science, Technology, Engineering, or Math
A-1
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Netscape has modified its printing procedures for Version 7.0. For best results when printing, it
is recommended that you make the following changes to the browser print settings for Netscape:

1. Click File on the Netscape menu bar.

2. Select Page Setup. The Page Setup window displays, as shown in Exhibit B—1, Netscape
Page Setup Window—Format & Options Tab.

Exhibit B-1: Netscape Page Setup Window—Format & Options Tab
g

Formak & Options T Margins & Header/Fooker ]

— Farmat

Orientation: O Porkrait @ Landscape

Scale: [0 | % Shrink To Fit Page Width

— Options

[ Print Background {calars & images)

[ (04 ] [ Cancel ]

3. OntheFormat & Optionstab, click the Landscape radio button.

4. Ensurethereisacheck mark inthe Shrink To Fit Page Width check box.

5. Ensurethereisnot acheck mark in the Print Background (color & images) check box.

6. Click the Margins& Header/Footer tab. The Margins & Header/Footer tab comesinto
focus, as depicted in Exhibit B—2, Netscape Page Setup Window—Margins & Header/Footer
Tab.

B-1
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Exhibit B-2: Netscape Page Setup Window—Margins & Header/Footer Tab
kS

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 B3, Print Window.
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Exhibit B-3: Print Window

Y12th floar laser_99.apps2.

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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In order to view the tutorial, you must have Adobe Flash Player installed on your computer.
Perform the following steps to download the latest version of Adobe Flash Player:

1. Click the Get Plug-Inslink on the SEVIS navigation bar. The SEVIS Plug-Ins screen will
display.

2. Click the Adobe Flash button. A message will display indicating that you are leaving
SEVIS.

3. Click OK and the Adobe Flash Player web page (http://www.adobe.com/go/getflashplayer)
will display in anew browser window.

4. Follow the instructions on the Adobe Flash Player web page to install the Flash Player.
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SEVIS enables you to print forms to a designated printer through Adobe Reader. Perform the
following steps to download the latest version of Adobe Reader:

1. Click the Get Plug-Inslink on the SEVIS navigation bar. The SEVIS Plug-Ins screen will
display.

2. Click the Get Adobe Reader button. A message will display indicating that you are leaving
SEVIS.

3. Click OK and the Adobe Reader web page
(http://www.adobe.com/products/acrobat/readstep2.html) will display in a new browser
window.

4. Follow theinstructions on the Adobe Reader web page to install the Adobe Reader.
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The values of student and dependent statuses are as follows:

Active—The student has registered and is currently in status.

Canceled—The student’s SEVIS record has been cancel ed because he/she was not
initially registered in SEVIS by aPDSO or DSO. Note: A dependent’s record can be
canceled independently of a student’ s record.

Completed (students only)—The student has completed his/her course of study at the
school.

Deactivated (students only)—The student has transferred to a new school or has
changed his’her education level and his/her original record is deactivated.

I nitial—The student’ s record has been created, but the student has not yet registered.

Terminated—The student’ s participation in SEVIS has been terminated by DHS or a
school official; termination implies a change from the Active or Initial status prior to
program completion and for a reason other than “Program Completion.” Note: A
dependent’ s record can be terminated independently of a student’ s record; therefore, a
student may remain in Active status after a dependent has been terminated.

E-1
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The termination reasons for F-1 or M-1 students are as follows:

The termination reasons for F-2 or M-2 student dependents are as follows:

Absent From Country for Five Months
Authorized Drop Below Full Course Time Exceeded
Authorized Early Withdrawal

Change of Status Approved

Change of Status Denied

Change of Status Withdrawn

Death

Denied transfer (M-1 students only)
Expulsions

Extension denied (M-1 students only)
Failure to Enrall

Failure to Report While on OPT (F-1 students only)
No Show - Manual Termination

Otherwise Failing to Maintain Status

School Withdrawn

Suspension

Transfer Student No Show

Transfer Withdrawn (M-1 students only)
Unauthorized Drop Below Full Course
Unauthorized Employment

Unauthorized Withdrawal

Violation of Change of Status Requirements

Child over 21

Conviction of acrime
Death

Divorce

Other

Principal status completed
Principal status terminated
Unauthorized employment

F1
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ATTACHMENT A—SAMPLE STUDENT ELIGIBILITY APPLICATION
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DRAFT Fagel

Please read Instructions on Page 2

This page must be completed and signed in the U.S. by a designated school official. SEVIS
L[ Family Name (surname}: tion Official User Student’s Copy
First (given) Name: Middle Name:
Country of birth: Date of birth{mo/day/vear):
(Country of citizenship: Admission number:
1 rSchool (School district) name:

School Official to be notified of student's amrival in U.S.(Name and Title):

Date Visa Issued

School address (include zip code):

Fchool code (including 3-digit ST, ifany) and approval date:

approved on

Reinstated, extension granted to:

3.

10.

11

This certificate is issued to the student named above for:

Level of education the student is pursuing or will pursue in the United States:

The student named above has been accepted for a full course of study at this 8. Thjs school has information showing the following as the student’s

school, majoring in . means of support, estimated for an academic term of
The student is expected to report to the schoelno laterthan months (Use the same number of months given in item 7).
and complete studiesnotlaterthan _ . The normal length of a.  Student’s personal funds
study is months. b.  Funds from this school $
] . Specify type:
English proficiency: c.  Funds from another source $
Specify type:
d.  On-campus employment $
This school estimates the student’s average costs for an academic term of Total $
(up to 12) months to be:

Tuition and fees 9. Remarks:

Living expenses

Expenses of dependents ( )

Other (specify):
Total

oo

" e e

School Certification: I certify under penalty of perjury that all information provided above in items 1 through 9 was completed before I signed this form
and 1s true and correct; I executed this form in the United States after review and evaluation in the United States by me or other officials of the school of
the student’s application, transcripts, or other records of courses taken and proof of financial responsibility, which were received at the school prier to the
execution of this form: the school has determined that the above named student’s qualifications meet all standards for admission to the school; the student
will be required to pursue a full course of study as defined by 8 CFR. 214.2(f)(6): I am a designated official of the above named school and am authorized
to issue this form.

Name of School Official Signature of Designated School Official Title Date Issued Place Issued (city and state)

Student Certification: I have read and agreed to comply with the terms and conditions of my admission and those of any extension of stay as specified on
page 2. I certify that all information provided on this form refers specifically to me and is true and correct to the best of my knowledge. I certify that I
seek to enter or remain in the United States temporarily, and selely for the purpose of pursuing a full course of study at the school named on page 1 of this
form. I also authorize the named school to release any information from my records which is needed by the INS pursuant to 8 CFR 214.3(g) to determine
my nonimmigrant status.

Name of Student Signature of Student Date

Name of parent or guardian Signature of parent or guardian Address (city) (State or Provinee) (Country) (Date)
If student under 18

For Official Use Only
Microfilm Index Number




Anthority for collecting the information on this and related student forms is
contained in 8 US.C. 1101 and 1184, The information solicited will be used
by the Department of State and the Immigration and Naturalization Service
to determine eligibility for the benefits requested.

INSTRUCTIONS TO DESIGNATED SCHOOL OFFICIALS

1. The law provides severe penalties for knowingly and willfully
falsifying or concealing a material fact or using any false document

in the submission of this form. Designated school officials should consult
regulations pertaining to the issuance of Form I-20 A-B at 8 CFR.

2143 (K) before completing this form Failwre to comply with these
regulations may result in the withdrawal of the school approval for
attendance by foreign students by the Immigration and Naturalization
Service (8 CEFR 214.4).

1. ISSUANCE OF FORM I-20 A-B. Designated school officials may issue
a Form I-20 A-B to a student who fits into one of the following categories,
1f the student has been accepted for full-time attendance at the mstitution: a)
a prospective F-1 nonimmigrant student; &) an F-1 transfer student; c) an F-
1 student advancing to a higher educaticnal level at the same institution: d)
an out of status student seeling reinstatement. The form may also be issued
to the dependent spouse or child of an F-1 student for securing entry into
the United States.

When issuing a Form I-20 A-B, designated school officials should
complete the student's admission number whenever possible to
ensure proper data entry and record keeping.

3. ENDORSEMENT OF PAGE 3 FOR REENTRY. Designated school
officials may endorse page 3 of the Form I-20 A-B for reentry if the student
and/or the F-2 dependents is to leave the United States temporarily. This
should be done only when the information on the Form I-20 remains
unchanged. If there have been substantial changes in item 4. 5. 7, or 8. a
new Form I-20 A-B should be issued.

4. REPORTING REQUIREMENT. Designated school officials should
always forward the top page of the form 120 A-B to the INS data
processing center at P.O. Box 140, London, Kentucky 40741 for data entry
except when the form is issued to an F-1 student for initial entry or reentry
into the United States, or for reinstatement to student status. (Requests for
reinstatement should be sent to the Immigration and Naturalization Service
district office having jurisdiction over the smudent's temporary residence in
this country.)

The INS data processing center will return this top page to the issuing
school for dispoesal after data entry and microfilming.

5. CERTIFICATION. Designated schocl officials should certify on the
bottom part of page 1 of this form that the Form I-20 A-B is completed and
issued in accordance with the pertinent regulations. The desigmated school
official should remove the carbon sheet from the completed and signed
Form I-20 A-B before forwarding 1f to the student.

6. ADMISSION RECORDS. Since the Immigration and Naturalization
Service may request information concerning the student's immugration
status for various reasons, designated school officials should retain all
evidence which shows the scholastic ability and financial status on
which admission was based, until the school has reported the studeat's
termination of studies to the Immigration and Naturalization Service.

INSTRUCTIONS TO STUDENTS

1. Student Certification. You should read everything on this page carefully
and be sure that you understand the terms and conditions concerning your
admission and stay in the United States as a nommmigrant student before
you sign the student certification on the bottom part of page 1. The law
provides severe penalties for knowingly and willfully falsifying or
concealing a material fact, or using any false document in the
submission of this form.

2. ADMISSION. A nonimmigrant student may be admitted for duration of
status. This means that you are authorized to stay in the United States for
the entire length of time during which vou are enrolled as a full-time student
in an educational program and any period of authorized practical training
plus sixty days. While in the United States, you must maintain a valid
foreign passport unless you are exempt from passport requirements.

You may continue from cne educational level to another, such as
progressing from high scheol to a bachelor’s program or a bachelor's
program to a master's program, ete.. simply by involing the procedures for
school transfers.

Page2

3. SCHOOL. For initial admission. you must attend the school specified on your
visa. If you have a Form I-20 A-B from more than one school, it is important to
have the name of the school you intend to aftend specified on vowr visa by
presenting a Form I-20 A-B from that scheol to the visa issuing consular officer.
Failure to attend the specified school will result in the loss of your student status
and subject you to deportation.

4. REENTRY. A nonimmigrant student may be readmitted after a temporary
absence of five months or less from the United States, if the student is otherwise
admissible. You may be readmutted by presenting a valid foreign passport, a valid
visa. and either a new Form I-20 A-B or a page 3 of the Form I-20 A-B (the I-20
ID Copy) properly endorsed for reentry if the information on the I-20 form is
current.

5. TRANSFER. A nonimmigrant student is permitted to transfer to a different
schocl provided the transfer procedure is followed. To transfer schools, you should
first notify the school you are attending of the intent to transfer, then obtain a Form
1-20 A-B from the school vou intend to attend. Transfer will be effected only if
you return the Form I-20 A-B to the designated school official within 15 days of
beginning attendance at the new school. The designated school official will then
report the transfer to the Immigration and Naturalization Service.

6. EXTENSION OF STAY. If you cannot complete the educational program after
having been in student status for longer than the anticipated length of the program
plus a grace period in a single educational level, or for more than eight consecutive
years. you must apply for extension of stay. An application for extension of stay
on a Form I-538 should be filed with the Immigration and Naturalization Service
district office having jurisdiction over your school at least 15 days but no more
than 60 days before the expiration of your authorized stay.

7. EMPLOYMENT. As an F-1 student, you are not permitted to work off campus
of to engage in business without specific employment authorization. After vour
first year in F-1 student stams, you may apply for employment authorization on
Form I-538 based cn financial needs anising after receiving student status. or the
need to obtain practical training.

8. Notice of Address. If you move, you nst submit a notice within 10 days of the
change of address to the Immigration and Naturalization Service. (Form AR-11 is
available at any INS office )

9. ArrivalDeparture. "When you leave the United States, you must surrender your
Form 1-94 Departure Becord. Please see back side of Form I-94 for detailed
instructions. You do not have to twn in the 194 if you are visiting Canada,
Mexico. or adjacent islands other than Cuba for less than 30 days.

10. Financial Support. You nmst demonstrate that you are financially able to
support yourself for the entire period of stay in the United States whil
pursuing a full cowrse of study. You are required to attach documentary evidence
of means of support.

11. Authorization to Release Information by School. To comply with reguests
from the United States Immigration & Naturalization Service for information
CONCeIning your immigyation status, you are required to give authorization to the
named school to release such information from your records. The school will
provide the Service your name. country of birth, current address, and any other
information on a regular basis or upon request.

12. Penalty. To maintain your nonimmugrant student status, you must be enrolled
as a full-time student at the schocl you are autheorized to attend. You may engage
in employment only when you have received permission to work. Failure to
comply with these regulations will result in the loss of your student status and
subject you to deportation.

AUTHORITY FOR COLLECTING. Authority for collecting the information on
this and related student forms is contained in 8 US.C. 1101 and 1184, The
information solicited will be used by the Department of State and the Immigration
and Naturalization Service to determine eligibility for the benefits requested. The
law provides severe penalties for knowingly and willfully falsifying or concealing
a material fact, or using any false document in the submission of this form

REPORTING BURDEN. Public reporting burden for this collection of
information is estimated to average 30 minutes per response. including the time for
reviewing instructions, searching existing data sources, gathering and maintaining
the data needed. and completing and reviewing the collection or information.
Send comments regarding this burden estimated or any other aspect of this
collection of informatien. including suggestions for reducing this burden, to: US
Department of Justice, Immigration and Naturalization Service (Room 2011),
Washingten, D.C. 20536; and to the Office of Management and Budget,
Paperwork Reduction Project, OMB No. 1113-0051, Washington, D.C. 20503,




DRAFT

Page 3
IF YOU NEED MORE INFORMATION CONCERNING YOUR F-1 NONIMMIGRANT STUDENT STATUS AND THE RELATING
IMMIGRATION PROCEDURES. PLEASE CONTACT EITHER YOUR FOREIGN STUDENT ADVISOR. ON CAMPUS OR A NEARBY
IMMIGRATION AND NATURALIZATION SERVICE OFFICE.

SEVIS

FAMILYNAME: FIRST NAME: Student s Copy
Student Employment Authorization:
Employment Status: Type:
Duration of Employment - From (Date): To (Date):

Employer Name:
Emplover Location:

Comments:

Event History
Event Name:

Current Authorizations:

Event Date:

Start Date:

End Date:

This page when properly endorsed, may be used for reentry of the student to attend the same school after a temporary absence from the United States.
Each certification signature is valid for one year.

Name of School:

Name of Schoel Official

Signature of Designated School Official Title Date Issued Place Issued (city and state)
Name of School Official Signature of Designated School Official Title Date Issued Place Issued (city and state)
Name of Schoel Official Signature of Designated School Official Title Date Issued Place Issued (city and state)
Name of Schoel Official Signature of Designated School Official Title Date Issued Place Issued (city and state)
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