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Detailed instructions for completing the I-765 application

Guide to the I-765
 For 12-month OPT only

You are responsible for the information in the OPT application. 
This guide is being provided to assist you with completing the Form I-765. 
The information in the guide is dated material. Any missed deadlines, 
application errors, or missing documents are your responsibility.



Key Points

Your OPT period begins on the start date of your EAD card.
You must have the EAD card in your hand, and the start date on the card has had to have 
arrived, to begin working. 

Travel while your application is pending is risky.
USCIS recommends not travelling while the I-765 application is processing. Read more 
information about travelling on U.S. Immigration and Customs Enforcement (ICE) 
website. 

You must be physically present in the US to apply for the OPT EAD card. 
USCIS regulations state that ‘certain noncitizens who are in the U.S. may file Form I-765.’ 
The F-1 status is an U.S. immigration status. You are not in F-1 status if you are outside of 
the U.S.

Check USCIS processing times for up-to-date processing times. 
You cannot work until your application is approved and you have the EAD card in hand. 
You may request expedited services through Premium Processing. 

https://www.ice.gov/sevis/travel
https://www.uscis.gov/i-765
https://egov.uscis.gov/processing-times/
https://www.uscis.gov/forms/all-forms/how-do-i-request-premium-processing


Filing Form I-765

The I-765 can be filed online or by mail. 
USCIS recommends the online application. However, you may file by mail if you prefer. 
This guide pertains to the online application process.  

Required documents
• U.S. issued credit card or checking account (I-765 Filing Fee)
• 1 digital passport sized photo 
• OPT I-20 (signed IN INK)
• Most recent I-94
• Copy of valid passport
• CPT/Previously issued OPT I-20s (if applicable)
• EAD card (if applicable) 
• Previously issued I-20 w/different SEVIS ID (if applicable)

https://www.uscis.gov/i-765
https://www.uscis.gov/i-765
https://i94.cbp.dhs.gov/I94/#/home


Form I-765

Create an USCIS account . Log in and go to  ‘my USCIS.’ 
Choose ‘File a form online’ and select I-765, Application 
for Employment Authorization, from the dropdown menu. 

https://myaccount.uscis.gov/users/sign_up


Select your eligibility 
category. If you are not 
currently on OPT, DO NOT 
choose STEM Extension. 
You must complete 12-
month OPT to be eligible 
for STEM OPT. 

Form I-765

Select the form you want to 
complete.



Select your eligibility 
category. If you are not 
currently on OPT, DO NOT 
choose STEM Extension. 
You must complete 12-
month OPT to be eligible 
for STEM OPT. 

Form I-765



You may request Premium 
Processing after submitting 
the application if 
you  choose ‘No.” However, 
if you choose “Yes,” you 
cannot change your answer 
after signing the 
application. You must pay 
the additional fee.

Form I-765



Select “Initial permission to 
accept employment.”

Select "No" if this is your 
first time filing form I-765.

Form I-765



Type your name as it 
appears in  your passport.

Additional fields will open 
for you to provide 
information.

Form I-765



USCIS will send 
notices/EAD card to the 
mailing address. Be sure to 
provide an address that will 
be valid for at least 90 days.

Provide a U.S. telephone 
number and your 
PERSONAL email address.

The physical address 
should be where you are 
living at the time you submit 
the application

Form I-765



USCIS will accept a self-identified 
gender marker. The gender you  
select does not need to match the 
gender indicated on your passport.

Form I-765



Provide the city, state (if 
applicable), and country of 
your birth.

Type your date of birth. Be 
sure to use the U.S. dating 
system: Month-Day-Year.

Form I-765



Choose your nationality. If you have dual citizenship, click 
the “Add Country” button to add your second nationality. 

Choose your nationality. If 
you have dual citizenship, 
click the “Add Country” 
button to add your second 
nationality. 

The I-94 Arrival-Departure 
Record Number is the 
Admission Number on your 
I-94 record. 

This date can be found in 
the Travel History section of 
your I-94 or on the customs 
stamp in your passport. 

Select your port of entry 
(place you went through 
customs).

Choose your status at the 
time of your arrival.

Provide the number of your 
UNEXPIRED passport. 

Form I-765

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


Choose your nationality. If you have dual citizenship, click 
the “Add Country” button to add your second nationality. 

Expiration date of your 
UNEXPIRED passport. 

The SEVIS ID can be found 
on the TOP of your I-20. 

You do not need to answer 
this question. 

Select the country that 
issued your passport. 

Select your CURRENT 
immigration status. 

Form I-765



The A-number is on the 
EAD card. First-time OPT 
applicants likely do not 
have one, so type ‘N/A.’

Provide the USCIS Account 
Number IF you have 
PREVIOUSLY created an 
account.

Choose “YES” if you have a 
social security number and 
provide the number in the 
next field.

Select “Yes” if you don’t 
have a social security card 
and would like to apply for 
one.

Form I-765



Upload one (1) digital passport photo of yourself. The 
picture should be recent, taken within the last 30 days.  
Photo specification requirements. 

Form I-765

https://travel.state.gov/content/travel/en/us-visas/visa-information-resources/photos.html


Upload your I-94 Record. Do not upload the Travel History. 

Form I-765

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


Upload a copy of your EAD card or passport.

Form I-765



Upload a copy of a PREVIOUSLY issued CPT or OPT I-20s. 

Form I-765



Upload the copy of your OPT I-20. Check your I-20 to make 
sure that you have signed it IN INK before uploading. 

Form I-765



Complete this section if you have something in your 
immigration history that requires more explanation. 

Form I-765



Check your application for errors. If you chose Premium 
Processing in the beginning, you cannot change your mind 
after clicking “Next” on this page.



Download a copy of your application for your records.

Form I-765



READ and click the box if you agree to the statement. 

Form I-765
Form I-765



READ and click the box if you agree to the statement.
You will not be able to make any changes once signed!  

Form I-765



Submit payment. The checking account or credit/debit 
card must be from a U.S. bank. 

Form I-765



If you have questions, please contact ISSA using the Submit a 
Question form in iStart. 

Your Penn State User ID/email will expire about 6 months after 
graduation, but that does not affect your access to iStart. You 
can still access iStart after the User ID expires through the 
Limited Services Access link on the iStart website. 

You have filed the I-765 application. Review the ISSA website 
for important OPT reporting requirements. 

Congratulations!

https://istart.gp.psu.edu/istart/controllers/start/StartEngine.cfm
https://global.psu.edu/article/post-completion-opt
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