
Post Completion OPT
USCIS E-Filing Guide



Step 1: Signing in

Go to https://myaccount.uscis.gov/ 
and click on Sign In



Step 2:  Enter the 
verification code 
sent to your email.



Step 3: click My 
Account and then “File 
a form online”



Step 4: File a form 

Eligibility categories:
C3B - Post Completion OPT
C3C - 24-month STEM extension

Select I-765, Application for 
Employment Authorization and 
C3B as your eligibility category 

Then click on “start form” at the 
bottom of the page.



Step 5: Getting started.

Select C3B as your eligibility 
category for Post Completion 
OPT.

Premium Processing Fee: $1,780 
effective March 1, 2026.
Check the USCIS website for the most up to date fee.



Reason for applying

Step 5: Getting started.



Preparer and interpreter 
information

A preparer is anyone who completes or helps you 
complete all or part of your application using 
information and and answers that you provide. 
(i.e, family member, legal representative, 
interpreter, etc).

Step 5: Getting started.



Step 6: About You
Provide your name exactly as it appears in 
your passport. If you only have one name, 
you may be required to place it in the 
family/last name field. If you do not have a 
middle name, leave it blank. When ready, 
click Next.



Step 6: About You

Your contact information: it is 
recommended to use your 
personal email and not your 
Lewis email address.



Step 6: About You
Your contact information:
● US Mailing and physical address
● Please do not use Lewis University 

as your mailing address

“In care of” means  the addressee is "in the care 
of" another person at that location, often used 
when someone is temporarily staying with 
another person or doesn't have a dedicated 
address at that location

If you are using your own address, write your 
legal name. 

If you are using a friend’s/family member’s 
address, provide their name in this field.

This is the address where USCIS will 
mail your OPT card and any other 
relevant documents.

Please make sure to type in your US 
address correctly to avoid delays!

If you mailing address is the same as where 
you currently live, click YES. If you live in a 
different address, click NO and provide your 
current physical address in the US.

123 NW 45th Ave

Jacksonville FL 67890



Step 6: About You
Describe yourself
● Gender
● Marital Status



Step 6: About You
When and where you were born
● City, town, or village of birth
● State or province of birth
● Country of birth
● Date of birth (MM/DD/YYYY)



Step 6: About You
Your immigration information
● Country or nationality
● I-94 Departure Record Number
● Travel history - can be found on your I-94 

online (https://i94.cbp.dhs.gov/home)



Step 6: About You
Your immigration information
● Passport information
● Current immigration status

○ F1 - Student
● SEVIS ID number

○ Found on the top left corner of your 
form I-20



Step 6: About You
Other information

If you have previously been issued an Employment 
Authorization Document (EAD), your A-Number is the same 
as the USCIS# found on the EAD. Otherwise, check the “I do 
not have or know my A-Number” box.

If this is the first application you are filing online, you do not 
have a USCIS Online Account Number yet. You will have a 
USCIS Online Account Number after filing this application.

Type your SSN if you have one. If you do not have an SSN, 
click the I do not have/ know my SSN. Once your OPT is 
approved and you have secured an employment, you may 
email ISGSS@lewisu.edu for SSN application assistance.

mailto:ISGSS@lewisu.edu


Step 7: Evidence

● 2x2 photo of you
● Form I-94 or passport
● Employment Authorization Document (EAD)

○ Passport is required if you do not have an EAD
● Previously authorized CPT or OPT
● Form I-20 (see next slide)

Please use the photo composition tool if you need 
help understanding the photo requirements.

NOTE: submitting an incorrect photo can cause 
significant delays on your application decision.



Step 7: Evidence

● Form I-20, Certificate of Eligibility of 
Nonimmigrant Student Status

Upload the OPT I20 which your ISGSS DSO issued to 
you with the OPT recommendation on page 2.

Do NOT submit this form until you receive a Form I-20 with 
OPT recommendation from your DSO. USCIS will deny your 
application if you do not include your Form I-20 
recommendation when you submit Form I-765. 

If you need to provide Form I-765 to your DSO, print or 
download this draft before you submit.



Step 8: Additional Information

● If you do not need to provide any additional 
information, you may leave/ skip this 
section!



Step 9: Review and Submit

● Check your application and fix all alerts and warnings 
before your submit!

● Non-refundable Filing fee: $470 (subject to change)
○ Check USCIS.gov for updated fees



Step 9: Review
● Your application summary

○ Save a PDF of your application!

DO NOT PAY!
DO NOT SUBMIT YET!



Step 10: ISGSS Post Completion OPT 
Application Google Form

1. Fill out the ISGSS: Post Completion OPT Application Google Form.
2. Upload all the required documents, including the Draft I-765 snapshot you saved

from your USCIS online application to the ISGSS google form.
3. ISGSS will review your documents after submitting the form.
4. A DSO will email your Form I-20 with OPT recommendation.
5. See next slide!

https://docs.google.com/forms/d/e/1FAIpQLSd29wLXmz9dwD77xd06PxvTE5Erg-jiPA2_t06FtNb9pUq_4g/viewform?usp=sharing&ouid=113991985392677310708


Step 11: Adding your Form I-20 
with OPT recommendation

● After you receive your OPT I-20, log back in 
to finish your application. 

● Go back to STEP 7 (evidence section) to 
check where to properly upload your Form 
I-20 with OPT recommendation.



Step 12: Review and SUBMIT
● Go to review and submit section.
● Review and check the statement box, click 

NEXT.
● Read, review, and check the box for the 

Applicant’s Declaration and Certification, 
click NEXT once done and provide your full 
legal name as signature



Step 13: Pay your application fee
● Click Pay and Submit and you will be taken 

to a new website - Pay.gov
● Choose your payment method and put in 

your payment information.



Step 14: Congratulations!
● Once you have completed the Pay.gov 

sections, you should see a screen which 
confirms “You successfully submitted your 
I765 application” and receive an email from 
Pay.gov with your payment confirmation.

● Make sure to securely store these 
confirmation notice for your future record.



Congratulations! 
You have submitted your OPT application!

● You may follow the progress of the 
application by viewing “Your Cases” in your 
myUSCISStatus , Case History , or account 
and clicking on Case Documents for 
application history/receipt .



Thank you and good luck with your OPT application!

For any other questions, please contact our office by 
sending an email to ISGSS@LEWISU.EDU.
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