DSO Perspective
Create a Certificate of Eligibility

Introduction:

In the paperless environment of SEVIS 11, the current paper Form 1-20 will be
replaced with the issuance of an electronic Certificate of Eligibility (COE). Just as
the form 1-20 does now, the COE defines the student’s program of study, its
duration, and associated costs. The COE must be signed electronically by the DSO
and the student before the student can apply for either an entry visa or a change of
status.

® Timeline:

9"\ It is now July 2007. SEVIS Il has just been fully implemented.
S&AA S Teleza Okonkwo has been accepted to State University to pursue a
B.S. degree in Environmental Engineering. She will begin studies on
9/1/2007. As the DSO, you must issue the COE she will need for her
visa application. Although she is married, her husband will not be
applying for F-2 status at this time.



Create a Certificate of Eligibility — Steps:

1. The School Summary Page contains information about the school and
its F/M program.
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There are 7 panels on the School Home Page:

1. School Alerts — notifications and actions school officials must be
aware of.

2. | Want To — actions available to the school official.

3. Search — functionality used by school officials to search for
associated students.

4. Incoming Nonimmigrant Communications — e-mails school
officials have received from or sent to nonimmigrants through
SEVIS II.

5. School Details — detailed information pertaining to the school’s
I-17 and its history.

6. Pending Applications and Petitions — applications and
petitions filed by the school.

7. Dashboard Reports — quick reports that provide snapshot
aggregate reports of the program (e.g., Top 10 Sending
Countries).

From the | Want To ... panel, click Create Certificate of Eligibility.

I Want To...

<instruclional text=

Certificates of Eligibility
b Create Cerificate of Eligibility €—

b Manage Prospect LIst

The Certificate of Eligibility — Prospect List page opens.
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Scroll down the page and notice that Teleza’s name is not on the

Prospect List.

1. Type O in the Last Name text field.

2. Click Associate.

Scroll down the page and notice that Teleza’s name is now included on

the list.
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1. Click the check box next to Teleza’s name.

2. Click Create COE.

The Certificate of Eligibility — Student Information page opens.
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(HiHe Note: Most of the information on this page populates
| 4l from Teleza’s customer account. However, there are 2

L~ fields of information worth noting:

1. Border Commuter Student — the checkbox where
the DSO would designate students as Border

Commuter Students.

2. Associated DSO — the drop-down list where a DSO

can be assigned to a student.

Click Save and Continue.

The Certificate of Eligibility — Program Information page opens.
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ittty Note: There are 4 fields of information worth noting:

|

e 1. Create from Existing Template — you can either use a

saved template or create a new COE from scratch.

2. Add Additional Program Level — use this functionality if
the student is enrolling in a dual program (e.g. MS/Ph.D.

or MBA/J.D.).

3. Normal Length of Study — this information is imported

from the 1-17 form. You must justify any length that is

different.

4. English Proficiency Required for the Program and Is

Student Proficient in English — you must explain a

selection of No.

Creating templates is not discussed in this tutorial.

Click Save and Continue.




The Certificate of Eligibility — Dependents page opens.
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Click Save and Continue.

The Certificate of Eligibility — Financial Information page opens.
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iiiitg  Note: Annual Expenses figures are imported from the school’s
1 1-17, but can be manually overwritten. Reductions below the

~ . 1-17 figures will prompt SEVIS 11 to display a Justification
text field.

Click Save and Continue.

The Certificiate of Eligibility — Summary page opens.
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1. You may save any partially or fully completed COE as a template
for later use. Click Save Information as a Template to see
what additional fields open for population.

2. Click Submit for Signature if you are setting up this COE for
another DSO to sign. Complete this action.

3. Click Signature and Attestation if you are the DSO who is
signing the COE. Do not complete this action.

4. Click Submit.
The Submitted for Signature message appears if you selected Submit
for Signature.

The Sign Certificate(s) of Eligiblity message appears if you selected
Signature and Attestation.

For the purposes of this demonstration we are showing that the Submit




for Signature option was selected.

S Note: Submit for Signature” and “Signature and Attestation”
. are different. The user can select one or the other, but not
—%~"  both. Selecting “Submit...” sets up the COE as complete so
that someone else can sign it. A person may have creation
permission, but not signatory permission. “Signature and
Attestation” must be done by a DSO with signature permission.

11.

Submitted for Signature =

The following certificate(s) of eligibility were successfully submitied for signature:

Name Relationship 1IN Issued For
Okonkwo, Teleza Principal 3529.35682.6948 F-1
| oK |
Click OK.

This portion of the self-guided tutorial is complete.

Click Return to Launch Page.
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DSO Perspective

Authorize Curricular Practical Training (CPT)

Introduction:

CPT is a form of work authorization that allows a student to engage in a period of

hands-on training considered to be an integral part of the school’s established
curriculum. The process of authorizing CPT will not differ significantly from the way

it is currently handled in SEVIS.

O Timeline:
@q
&2\ ©  Itis May of 2010. Teleza has requested CPT so she can participate in
an internship with the Environmental Protection Agency. She
provides you with all the necessary information.

11



Authorize Curricular Practical Training (CPT) — Steps:

1.

Student Home Page.
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From the | Want To... panel, in the Take an Action drop-down list, select
Curricular Practical Training Authorization — Add.

Select -
EMPLOYWRENT |
Curdsular Practizal Tralning Authanzaten - Add
Curdzular Praciical Tralning Authorzeticn - Lpdate
‘Curdcular Practlcal Tralning Authorzaticn - Cancel Emplayment
Off campus - Ezenomic Herdship - Recommend
Off campus - Economic Hardship - Edit
Off campus - International Organization - Recommend
(O campus - (ntarmatiznal Organization - Edlt
O campus - Cancal Recommandation
“On campus Autherlzatlon for Indikidual Student - Add
on campus Autherization for Individual Student - Remove
On campus Schocl-wide - Set'Updats
«Optional Practical Training (OPT) Recommendaticn [F-1) - Add
‘Optlonal Practizal Tralning (OPT) Recammandatian (F-1) - Edlt

Click Go.

The Authorize Curricular Practical Training page opens.
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For purposes of this demonstration, no input is required for any of the

to complete the authorization of curricular practical training.

1. Use the Calendar widget to select an Authorized Start Date.

fields. However, look at the different types of information that are required
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2. Use the Calendar widget to select an Authorized End Date.
3. Click either Part Time or Full Time.

4. Type in Employer Information, or from the Select Previous
Employer menu, select Environmental Protection Agency.

5. Type in Work Location Information, or click Work Location Same as
Employer Address.

6. Type in Supervisor Information. (This box will pre-populate if a
previous employer has been selected above.)

7. Type any comments that provide additional information.

8. Click the Signature and Attestation check box. The box is
populated with a check mark. By putting a check mark in this box,
you are verifying the information contained on the page is correct.

9. Type your PIN (any number will work for this tutorial).

10.Click Submit.

The Authorize Curricular Practical Training Submitted message
appears and verifies submittal of the request.

Anthorire Corricnlnr Practieal Training Submitted i}

T80,

Click OK.
This portion of the self-guided tutorial is complete.

Click Return to Launch Page.
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DSO Perspective

Register a Specific Student

Introduction:

Each term, DSOs must register students in SEVIS thereby confirming that the
students are continuing to pursue their academic programs. Currently, SEVIS
allows DSOs using the Real Time Interface (RTI) to register students one-by-one.
SEVIS Il will allow DSOs the option of registering a single student or a whole group
of students at once. This scenario leads you through registering a single student.

Timeline:

It is September 2007. Teleza Okonkwo has arrived on campus and

A 99 h _ :
attended orientation. The DSO must now register her for the Fall term.

Register a Specific Student — Steps:

1. | State University’s School Summary Page.
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Click 1IN from the Quick Search drop-down list located at the top of the
page.

Quick Search: |Select Searchby v |

Select Search by
MName (Last, First
N

Student/EV ID
Legacy SEVISID

IIN is highlighted and populated in the Quick Search drop-down field.

I =

Quick Search: [IN 8 | [ Search]

Type Teleza’s 1IN (any number will work for this tutorial)
3829.3982.6948 in the text field.

Click Search.

The school’s view of the Teleza’s FMJ record opens.

Name: Okonkwo, Teleza - sBag.go83.0048

FM Btatus Acttee - Enrolied Program Siar/End: D80 1I200T - D201 Stisdent 1D 329425823
[hate of Birth:  21F80 Curremnd Seasion Endss 0891501 Legery SEVES 1D MNCHIEOIE. . vaw #l
et Sessiomn Slarts: Hebaonl: Sale Lehymraty - 30359

i Disaster Impacied Designation - Huiricane Pawicia

Admassibality Indienior: F.1 |Gessn) Last Date of Antharized Stay: S0OLT0T7

Homler Cmmmuoter Shadent: Mo

fi\ Sehasld Alerts for Uhis 5 enkmmigran ' 1 Want Te..

<imeructional taxt> g =3 = T3
B Brscrlption Acbion Char =
DSUEDINZ Efudand Program Erding [ o = | gl
Submit s B
Diarnin 1 Gy ions = |8

imhrr Actions

B Zand Wewsage in Studert
b Exbeit m Halp Tokm

From the I Want To... panel, in the Take an Action drop-down list:
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A list of tasks appears and you can select one on which to take action.

I Want To...

<instrucfional taut- i

Take an Aclion: -
Belet [=] (e
NOWIEMIGRANT RECORD -

Associagted 050 - Change

Financials - Updale

| Spouse' Dependent - Add

| Bpouge Dapandent - Ramove

FRO:ERAM

Change Program _evel

Coafer Attandance

Ciscipnary Aclin - Report

Comestic ®eport - Prind

Early ‘Wilhdrawal - Authorize

| Exiend Progrem of Study (F-1)

Extend Prigram of Study (M-1) - Recommend
Extend Program of Study (M-1) = Updale
Extend Frogram of Study [M-1) - Remove
1O of Country Authceization - sdd
1Quit of Country Authorzation - Update
Awcuced Cowrse Laad « Authanzs
|Recuced Cowee Load - Remowe Autharization
Rapriing Begistratan - Beporl 4o Schaol
RapcringiReqisiralion - infial Regration
RaparlingRegisratian - Cominuing Regitraton

1. Click Reporting/Registration — Initial Registration.

Reporting/Registration — Initial Registration is populated in the text

field.
2. Click Go.

The Initial Registration page opens.
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1. Select Yes or No to the following questions:

§ Will the student be engaged in Study/Research Abroad at any
time during the session?

§ Will the student be engaged in Thesis/Dissertation during the
session?

§ Is this the Last Session of the Program?
2. Use the calendar widget to select the Current Session End Date.
3. Type any (optional) Comments.
4. Click the Signature and Attestation check box.
5. Type your PIN (any number will work for this tutorial).

6. Click Submit.

The Initial Registration Submitted message appears.

Initial Registration Submitted

The registration information has been submitted successfully.

Click OK.

This portion of the self-guided tutorial is complete.

Click Return to Launch Page.
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DSO Perspective
Register a Group of Students

Introduction:

Current SEVIS functionality allows DSOs to take actions on individual students
when accessing SEVIS through Real Time Interface (RTI). There is no functionality
for taking the same action on a group of people. SEVIS Il will offer DSOs the
ability to make certain types of mass updates to groups of students for whom the
exact same change would apply. Instead of having to repeat the process for ‘X’
number of iterations, the DSO will be able to identify the individuals in the group
and then take the appropriate action for the entire group. It is important to note
that the exact same data changes must apply to every member in the selected
group. The following scenario demonstrates this functionality for the registration
functionality.

O Timeline:

4

~© It is January 2011 and, as the DSO, you are tasked with registering

A the undergraduate students who appear in the school’s alert list.
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Register a Group of Students — Steps:

1. | State University’s School Summary page.
Sasich Search: | Gewci Seasch by [= .-;...,_u. Seinci SrouptichouiBpoasan  Typs SCieoliponsonGnss sane | Baacon.|
EIVIS Home | My Mccre | Wanaged Arroa | Help & Irdoerrstion Subenit Help Tickei | Crevimct s

Schook State University  (Pan of Srp: Soutr Site Linivarsdes - Govirmrrant Cwnes and Osarsted)

Schol Typer  Cofmgetlizieniy City Sinte Curham, 4T

Rerertfeaiion e AT
pIIae Dusignation #1 -l Palricis

g | | cmsructonsite LY]
B m Rlear 8 ol Elgpibakidy CHberr Arhioms

Fhaanis TN IgEnRin i Ll B B Copkh Confipte o ERIES; ¥ FLo B Aepat
?wuw:-h;::qmrgum;wrmm 30 ey VW L B & Misnsgs Daouzect List b Peraen Vs Updsis

el susianis with Part of Enity recond (el haws nol eponied Vi L = ’ .r:-:;f: i:;;;::qcmx. r Il:::x::::; T::;::,:
;:;:“;:":ﬂ?ﬁ ——— o B || deboat Asniniriraion T —

. =] ¥ Rt Rncerifcaior # Rogieir b Raizh
Cempiwrging & -8l 53 | fpst = Wiew ad B TRbekin Jcles P Whiow SEh Mghnelon

T —

B Inrumsssy Nonimmbr Communioaties -z Mo Sl

Click View List next to the Students requiring registration alert.
The Mass Update — Continuing Registration page opens.
2 Sehaenl: Siate University  (Part of Group: K72 - Govamment Owned and
- School Type:  College/UniversRperatad) ity /Stale Durham, RS
Sclwool Code: 30228 Recerilieatbon Tue: D21
Mass Update - Continulng Registration i

<instrugtiomal taxl.> The folioeing students moot the orteria for regisiration. Choosa one or morg sfudets jor this mass update.

REMENEER 10 review the seincBions and data sntry carefully. An error, Buch as the wrong Current Seseion End Date, will have B be comected on sach record saparaiely.

Filted by Rasponeibie 050; | =Sakiis L] Bdusabion Livel:  =Saacl= =,

Program of aw:ﬁl | Appiy - | . Gloar

finck | Displaying 4 #) SortCptions [ Guport Table & Print Tebie

Saiwct .12 Fragmm ol Program

- L Genarsted IO Rlwcationlw iy 52art Dat
Crismbin, Telnea q. 3B 1957 BOLS <gtudam 0= Bachobors <program of shedy= mersdd gy
Eame\mm, Channg q o3 9aE 3820 <gtudam iD= Bachelors <program of siudy= mddf gy
ales, Jou Q, 203249351093 cgtusgm 0 Bazheiars <progras of slugy= m Y
fimiss, Sy [l D0%3 3938 3038 <atusam D Pmsurs <program of study= Ty

Back | Displaying 4

I:qn:ll . | ininiams H.i‘HP |

Click the checkboxes next to names of the students for whom you want to
initiate a mass update. For this exercise, check only the students whose
education level is Bachelors — this will be for 3 of the 4 names on the list.
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Click Initiate Mass Update.
The updated Mass Update — Continuing Registration page opens.

S g

you want the exact same update performed.

Students Included in 'This Mass Update: {3 Tetal)

Note: It is very important to select only students for whom

Harme ™ E""m';“‘r Bduscation Level F:"::r“ ot :ﬂﬁh
Choninn. Tekzs 0, 2000820048 S0ME0R Hachaiars Civl and Smiranmentl Engirsering 0900172007
Sara4wa, Ghanag Q, 182588 MEIHIE Enchars Gvi and Sronmeial Engineerrg 950172007
Walgs, Jz 0, 349300038 3574EBIM Bashatars Covll and wronmenal Engineerrg 050177007

There are now only 3 names on the list (update screen shot) — those

individuals whose education level is Bachelors.

Current Sessicn Start Date:

0SNa1/2007
Vil the e be g in Study'R ch Abroad at army time during this session? =
‘fes (S5

Wil the student be engaged in Thesis/Dissertation during this session? *
Fas Ma

Is this the Last Session of the Program? ~ 1
Tas M3
Current Session End Date: *
- 2
Commeents: ~
[
Signature and Attestation
Full Hame of School Official: Cate of Signature:
Jahn Wood oaM11/2011
School Official Role: School HNHame:
School POSO State University

" By checking this box | acknowledge that | have reviewed my information and that the information entered is true. Ot
consectefur adipiscirg eFt. Nullam euismeod commedo egastas. Quisgue vitee vehicula diam. Proin adipiscing nisi vit

PIN: =

5
| cancel | | Back || Submit 6

1. Select Yes or No to the following questions:

§ Will the student be engaged in Study/Research Abroad at any

time during this session?

§ Will the student be engaged in Thesis/Dissertation during this

session?
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§ Is this the Last Session of the Program?

Use the calendar widget to select a Current Session End Date.
Type any (optional) comments necessary for clarification.

Click the checkbox to put in a checkmark next to the attestation.
Type your PIN (any number will work for this tutorial).

Click Submit.

L

/
—\ Warning: If your responses to the questions are not exactly
the same for all the students listed — return to the previous
screen and edit the list of selected students.

“

If you make a mistake with the mass update functionality the
only way to correct it is to edit individual records.

The Mass Update for Continuing Registration Submitted message
appears.

A message appears that is appropriate for the action you took.

Mass Update for Continuing Registration Submitted

You attempted to apply this mass update 1o X number of studants.
The update was successful for ¥ students,

The updals failed for X sludents.

Instructions to go to alert lists.

QK

Click OK.

3
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This portion of the self-guided tutorial is complete.

Click Return to Launch Page.
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DSO Perspective
Extend Program

Introduction:

Extending a student’s program is a common occurrence for academic, medical, or
personal reasons.

Timeline:

o) It's March 2011 and Teleza has requested an extension of her program.

&R\ She took a reduced course load her first semester and hasn’t been able
to catch up. She will take the remaining classes during the summer of
2011 and complete her program in August. She has provided the
necessary documents to support her request.

Extend Program — Steps:

1. | State University — School Summary Page

| Bmaran | Sewmct GroupEchoalSpenent  Tyos SomoatSporachGracy

| Mmmnged Aresams | Mg & Irsfmrminsion. | Sutarale Halp Theket
Sehueel: Siate Undversity  {Par of Grous: Souh Steie LUskecias - Goeemnent Cored snd Ossrsind)
Behool Type:  GooQasiswonsiy Chnisnass Curam, Ho
Schaal Cade: Sichs Brcertificatinn Daee: ol

W Disascer =] L Paoricia

ratuctzr tads B || amscen wa L}
Shscriptian N S || Cortifionbo of Bl her Actans
CatPrae o Eagty iy N Dl Mool Ky 45 Dane W LEd a » Srewts Carrceie 5T By ¥ Cans Smass
SISIREE AT B SARSNG CRAnEe I REraE 13 FOM sRrin 30 arps Vi Lt = B Vwneoe Porospect Lin # Emciam Mans Lissnis
O R AT SN
I=tal srsunts M8 Por of Exiy record St have rof iepeeies e Ll a =
ST g eaiind Ep IS Wi Lkl 3]
| Stezmeis seaunng g avaen ‘e Lexi
= ]
DisplaAsg 1B o055 | hase  Law B Mirchomer School

Bemic Schusd Rensto Betueol Tnfermss en Bubel g Uioae

g L

Satoni Maral Dot Eomoal wins Ealabit b e
_ Galander | s Ushely A IRE T
Fregram of Sty
e Makisg dddrossi Proysisal Adeicens:
i - ARD0 Biamancrometis dve AV Saibe 500 A st hustatin dvw RS, Sicie 325
5 o = Cuwirews, W 20802-3kx3 Enmiran res 3001325332
el | Bahos! Murmben S oot Fan Mommar
-2 e 1224 [ELRE R ]
andHalp Tieluts Schani Wanuke: Caremst Kams for Studsmt Uss Mor smargency uss):
Bahool Hstury e Vv, mite ks ok T
i c t Takaphcns Bar B Uea o § Bl fos o
cmiact Taknphone Humisr for Bhudons Ueo oo amearganay wmal el P Brucnst Un re
i Print A1 RS I an 1204 scroolvsssoTigainie ade
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From the Quick Search field at the top of the page - use the drop-down list
to select 11IN.

dll

Swoct Eearchby
Fama {Last, st

Stusemily 0
Lasgacy SEVS D

Ouick Ssarch: 1N

Type Teleza’'s 1IN 3829.3982.6948 in the text field (any number will work
for this tutorial).

Click Search.

Teleza’s Student Record opens.

Nawn: Okonkwe, Teleen - giza.a082.0048

FNLY Sinkua; Acthon - Earclied Prograsa Start Bz SWONIRAT - 0552011 Student 11 24|y

Dinbe off Mirih: s - | Currewt Sesslon Ends:  S8300200 Legney SEVIS TH WA IASRE e al
Mead Sesshon Einrise Sedimad: Hats Lisivaiety - 30479

o Disascar Impaciad Designation - Hesricans Pamicis

Addrmissdhility Indbonbar: B-1 |Grean) Last Date of Aathomieed St Border Commmuber Stodeanl: Na

1 Want Ta._

B Farthcipavion Hisiory

'!‘_E_\ Shvael Aderis for This Nonlnsasigrant

=mzinichional b~ ﬂ'
Dal Diss e nigtion Acting Clenr =] )
DEOEEDZ Sunent Frogram Ending S = Subme a Comection

Seled =]

Diaglaying 1-7 01
Other Artions

B e Wiaans B Studsat
B E'J WiEHNIE r:;r il

Select Extend Program of Study (F-1) from the 1 Want To ... panel, in
the Take an Action drop-down list:
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Drafar ATlENENCE

Diaclplinany Actlen - Repert

Damestle Repart - Print

Early Wihdrewesl - Authorize

Extend Program of Study (F-13

Extend rogram of Study (k-1} - Recammend
Extend Proegram of Study (M-1] - Update
Extend Pregram of Study (M-1} - Rsmova

Ciut ef Country Authorization - Add

Cut of Country Authorization - Updats
Raducad Coursa Load - Autharlzs

Reduced Gourse Load - Remows authorlzation
Reparting'Reglstraton - Report to Scheal
Repariing/Reglstration - Inltlal Reglstratian
Reparting/Feglstration - Continulng Reglatraticn
Reingtatement - Recommand

Click Go.

Teleza’s Extend Program page opens.

Grdck Sesrch: | Sewct Seach by | * | Smareh | Select G : Tp name [rr—

SENIE Hiss | R | ] [ e | Saskinit Helis Tickrt | A

Wantmes Dkombonn., Telen - afao gofs oyl

e rTe— Actee - Exrobed Frogriems Siard/Eml BRI BSOT - BEA1R Btwsdcant 10 ]

ot ool B Siz i ae Currwert Senssam Ende:  GRA1GST Legaey SEVTS ID: P e e ——
Mewl Seaxhom Sierds: Seharod B LA eRty - 20223

Exteand Proge s Y

mrmtrecsons Teatr
= IS recues B

[ e e e a3 e i Pravins et N, | If you see this warning, you
Procear Siare Caie: Prograr Ero et v must update the financials
e progrem e eee: (R ‘ first — before extending the
e — ] 2 program of study. You
cammer: cannot complete the
3 extension and then update
e the financials.
i e ctoet Hame: For purposes of this tutorial,
4 i i s, ko et et i e ot et s assume the financials are
""..Dl.l.lq_.'\r-.w: CLin laT Frofs sSpiecing Tl Fine e shermsieT ss oCeTEen K e cu I’rent.
5 | Canas | L";.I;-;IT_J 6
1. Use the calendar widget to select a New Program End Date.
2. Use the drop-down list to select an Extension Reason.
3. Type any (optional) comments necessary for clarification.
4. Click the checkbox to put in a checkmark next to the attestation.
5. Type your PIN (any number will work for this tutorial).
6. Click Submit.
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The Extend Program of Study Confirmation message appears.

Extend Prograns of Stady Confirmation =
= TE0>

Arg Yol Bune Yol want wo do this?

Mo Yus |

Click Yes.

The Extend Program of Study Submitted message appears.

Extend Program of Study Submitted
=TBD>
OK
Click OK.

Teleza’s Student Page reopens.

This portion of the self-guided tour is complete.

Click Return to Launch Page.

If the financial information has not been updated for more than 90 days,
then that task must be completed before extending the program. If
required, the process for updating financials is described below.

HHH S
¥ Note: The remainder of this section is provided for informational
purposes only.
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10.

l%

SEVIS II

Gk Smarch:  Sewct Seschsa |- | Smaren | Seiest P T

| [ — ] P — I i e | e ——— ] [ ————

Marme: Clkonknor., Teless - shaoeseie. faaas
Arien - Envodled

< . Frogrnm Scart Enell ST DT - 05§ Brdews 150
2y e Cmrrent Sessinon Ends: 280212001 Legmry SEVIS L
PReNE Sesshon Saarts) Sehod

Extend Progrfft
“irrutene Tarts
= iehcales rescines o

ATSSASECI
WOCRN LB RO i @]
Skl LTIy = FRIIEH

| £ Financiam haven Seas uscdeied i las B0 dase, Lipcae Frascise <
- &
Erogram Ssart Qe Fragram End Duse:
e CamREe
Muwer Program End Duin:
=
R
—Smtest— -
Sammenns
Shgnasure ard AHsststian
Fub Marrs of Scheol GScal: T T —
e SE11/2071
Bahood SMITIN ok Behsol heme:
e of Schost St Unearaty
* By chaching this b | tratih Bred that 18 s troe.

v e Lo (e LSvR A 00R0r S0 arred OV S a0 i SlE b g b ke el Conmeio
Qsie iae vetkuls Sam. Frot aSpissng nis vies I seeentem s assursan veld e
T

[E= =T

Click Update Financials.

The Update Financial Information page opens.
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11. Upalats Financial Informantion
“Fruchondl Tad
= indicaiws reguited Hald

Al Financial bderratan 81 Valio?

| ° |

Shudents Cont of Living - Projechsd: Kumber of Depsndents indicated
511 000 1

Hursber of monthe uss<d fo caloslats cost of Heng: Canil o Living - Acjusisd for Dependents
12 £18.000

[ Amnusel ExgenE0
ingiruciionsl Tast-

Enparmias Typw Amnourt
| Tuldon * 26800 I
: Books and Faes" 5.000 :
Living Expanees for Seif (and - 15,200
Copa e |

¢

Cittar Cants.
| |
| Tolal Aseeal Expenies B45,000

Fumnding L=}
<Irstructional Test
Funding Source Type Arnount

StudenTs Personal Funds 45.000

Dn-Campus Empioyment
Fuads From This Schocd

A
Fu~ds From OHher Scurcas
| Add
Total Funding $45,000
Camrments

Slgnatars and Atteststibsn

Full Nasne of School Difickal; Dimie of Sigraiure:
Jonn Whoesd 0812811

Schood SfMciad Role: Behfool Harme:

Sehood POED Simie Linfew by
|
' By ehatking mhis Bax, | ack that | have Ar P T8 Infarraon arlered 8 U OINhar g S hate Loner e
daler & amet, coneeciehs adipacing s hliam -u.rl:d:mrrl:dcl mgeiny, Chisguw wine veniculn dlam. Pron adipiszing cisl viiae ibeeo
ETHHTICT @ BCCLTIRE YRR RalTUTL

T
‘ S ’

‘g Note: Annual Expenses figures are imported from the school’s 1-17,
ﬁ 1 but can be manually overwritten. Reductions below the 1-17 figures
. will prompt SEVIS Il to display a Justification text field.

1. Make any necessary changes to Annual Expenses and Funding
sections.

2. Click the checkbox to put in a checkmark next to the attestation.
Type your PIN (any number will work for this tutorial).
4. Click Submit.
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DSO Perspective
Shorten Program

Introduction:

Some students finish their academic programs earlier than anticipated. They may
have taken classes over the summer or received credit for work performed
elsewhere ... or any other number of reasons. In these instances, it is important to
shorten their program in SEVIS |1 to reflect the reality of their academic program,
and to give them access to post completion benefits such as Optional Practical
Training.

O Timeline:

It is November 2010 and you are monitoring the school’s incoming
communications. You just finished reading a message from Teleza in
which she mentions that she may want to apply for post completion
optional practical training (OPT), but she is not sure. She will,
however, finish her degree in December 2010 rather than May 2011
and she has provided the appropriate documentation to confirm this.
You need to shorten her program to reflect her current academic
reality, and to make her eligible for OPT if she chooses it later.
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Shorten Program — Steps:

1.

Student Record Page.

Mame: Okonkwe, Teleeo - gizg.q082.0048
thes - Eerliad

FMLT Sinkus; Al Progrue Start Had: EDLS0AT - 05ERE1 Siadomi 115: 1304B0d3%
Dabe of Birth: 1 24Froay Current Sesshon Ends: [ e} Tyl ] Legnev SEVIS D MO IREEES. . vew al
et Seaskon S Selinal: St Linvarty - WA

i Disasnar Impaciad Designaton - Hismicans Pairicia

Addrminsiility Indicabor: B-1 [Greas) Last Dabe of Authorieed Stay: e Border Commuter Stadeal: Na

B Parthebpa o History

'i\ Schrel Aderts for This Nonlnsosigramt

=mstudienal bt i Tk sn Actici
Dl Descriplion Actions Clear Sl [=] e
DRDGEME  SudentProgram Ending S = Subm a Comection:
Seien =]
DChaplaying 1-1 61
Oither Artions
P Senwd W iRy W StugeTl

* Supedla Hhlp Tickd)

Select Shorten Program of Study from the 1 Want To ... panel, in the
Take an Action drop-down list.

<instructional text>

Take an Action: -
!gf@w )

Reinstatement Recommendation - Cancel

Reinstatement Recommendation - Update

Return from Out of Country - Record

Spouse/Dependent - Add

STEM OPT Recommendation - Add

STEM OPT Recommendation - Cancel

Study/Research Abroad - Add

Study/Research Abroad - Update

Thesis/Dissertation - Add -
Thesis/Dissertation - Update i

1
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Click Go.

The Shorten Program of Study page opens.

GUER Salich: | ik Siark sy |- | Smmch | Sl Group! i T Tafap farts fnerch |

RENE Beme | My | Ml ke | Firlp & linfarmativn | il Hicky Ticket | rsacns

Name: (honbow, Trlpes - 3heg i tag 8

FALI Sitalmn: Actei - Bfiolad Program Sisrt Emd: CADLBET - ALA 1D Studend I3 o)
191 ) Currend Bessinn Ends: 503N Legney SEVIS 1D: S 1038 . i
T Resslon Suarts Hrhmal Blahs L iy - BTN
o

Progian Slarl Daki: Prograim Bid Jils

12 T Bt ]
Meew Program End Cuse:

1
Beersoans fer Snoroning Progrem; * ‘

Signanre and Attestation

Full Harme of Schosl Official: Date of Signeture:

Jhi oo oaM12011

School Official Role: School Neme;

Hiad af Sehast Staby Lindracy

1| " By chackirg this box, | pcknowiadgs that | have reviewsd my infermation and that she infarmasian entered is g,
il begal beead s Loareein iprsiin dodor &t amet, conaecisnn adipiacing eft. Mullam edismesd comimado egesias,

Qulecue vitas venlcusa diam. Proin acipiscng niel vitaes dhans alemaniim 0 accumsan valit nonim

Use the calendar widget to select the New Program End Date.

2. Type a brief Reason for Shortening Program.

3. Click the Signature and Attestation check box. The box populates
with a check mark. (By putting a check mark in this box, you are
verifying the information contained on the page is correct.)

4. Type your PIN (any number will work for this tutorial).
5. Click Submit.

The Shorten Program of Study Confirmation message appears.
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!E}mrl:ﬂli'rngramufsmdyﬂnnﬁrmnﬁnn £

=TBD=

A you Sure you want to do this?

Click Yes.

The Shorten Program of Study Submitted message appears.

Shorten Program of Study Submitted 5|

<TBD>

OK

]

Click OK.

This portion of the self-guided tour is complete.

Click Return to Launch Page.
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DSO Perspective

Add Dependent
Introduction:

Students get married, have children, and want to have their families with them in
the United States. The SEVIS Il process for adding dependents will be more
organized than the current SEVIS process. Before the DSO can issue a Certificate
of Eligibility in SEVIS Il for the dependent, the family member must first have a
customer account. The DSO needs the dependent’s IIN in order to associate that
record with the F-1/M-1 status holder and by extension — the school. Once the
individual record is associated, the system takes the DSO through the process of
adjusting the student’s financial information to account for the addition of the
dependent and then signing the COEs.

@g Timeline:

@u‘ It's May 2009. Teleza has finished her Sophomore year. Her husband,
Euthant Banda Okonkwo, has found someone to manage his business in
Malawi and wants to join Teleza in the United States. Teleza has
requested assistance from the DSO in issuing a Certificate of Eligibility for
him. She has provided all the necessary information, including financial
documentation.
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Add Dependent — Steps:

1. | The Student Home Page opens.
Name: Okonlows, Teles - 382930520048
FMLT Bintus; Aciheg - Earcled Program Start Emd: SDIDNT - 0542010 Studeni 11H; 104802Y
Dabe off Birth: 1247189 Current Sesslon Ends: 03302011 Legney SEVIS ID WESIAE10Z5. . waw ol
Newd Sesshon Binrise Behood: Hate Linovaisy - LAY
F Disastar Impactad Designation - Humicans Patricia
Adfrmiasibiility |ndbonbor: B-1 |Grass) Last Date o Suthoreed Stay T0LZ Border Commuter Stodemb Na
B Fartheipabion History | 1 %ant Ta._.
'fi‘l Shwoel Aderts for Blis Sonlnsusigrant l -
=mneinchion al - ﬂ -
Dale Descriplin Actins Claar =l |Gl
DEDHE0Z FudentFrogram Ending Wiew ] e
el [=] |sat
Diaplaying 1-70f1
Gther Artinns
P G Vs i bo Sludet
® Sl d il Tickdl
2. | Select Spouse/Dependent — Add from the | Want To ... panel in the Take

an Action drop-down list.

<instructional text>

Take an Action: -
!gﬁ)ecﬂ
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Optional Pracical Training (OFT) Recommandaticn (F-1 I = Add
Optional Practical Training (CFT) Recommandaticn (F-1) - Edit
Optlonal Practcal Tralining (OFT) Recommandation (F-1) - Cancel
Cptlonal Fractdeal Training-STEN (OPT-STEM) Recommendation
QpEtonal Fractdcal Training-3TERN (QFT-STEM) Retemmandation
FhJ STATUS

Cap Gap - Initiae/Exenzion - Add

Zap Gap - [niiawe/Exenzion - Cancal

Principal - End Status

SpouseDependant - End Siatus

NOMNIMMIGRANT RECORD

Assoclated D30 - Change

Financials - Updats

SpouseDependent - Add
SpouseDependant - Remcve
PROGRAM

Changs Program Level

Click Go.

The Add Spouse/Dependent — Associate IIN page opens.

Guiok Bearch: ' Esloct Search by | = hm: Soloot QroupBohoolBpensar:  Typs SchoolfBpanaon Seoep nams " -s-ll"ﬂ'l-'
SEVES M | Sy Acvea | Saiiaged Accounls | Melp d | eil o | Smlbanit Bl Theker Conrast Ls
Kame: Okonkwe, Teleza - afizo.a08z.0048
FARY Sinkbass Acfve - Enfodes Progranm Start/Enal: CR00T - BEALDOTT Studerd 10: 1204306873
Drate of Bt LTI 9 Currea Session Eds: EIN0N Legacy SEVES ID: NOCSEE 02, view Al
Pusd Smmahon SEmrks: #rhannl: Staie Uinbmrsity - 30325
.-\-'l-l.ti|uwm.n'lluwml-rrul = Ansanriate [N E
simatne ol fede Add EpouselDopendent
i PakEisa g BEg ) .
s Finsncials
Assicaale IV Bagn/Subamnit COEs
i \WEming 455 RORALES ISEEEan.
nk: * Lt M
Diste of Birth: *
e jrmbulsteap

© R

For purposes of this tutorial — you do not need to populate Fields 1-3.
Go directly to Step 4.

1. Type the 1IN (any number will work for this demonstration).
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2. Type the Last Name (any name will work for this demonstration).

3. Type the Date of Birth (any date will work for this demonstration).

4. Click Search.
The User Found page opens.

L'L:L':In'u,@]'

Note: Before a dependent can be added to a nonimmigrant’s

record, you (as the DSO) will need all three of the above

elements for the dependent. The IIN is assigned to the
dependent when the dependent’s customer account is created.

Name: Euthant Banda Okonlowo

IIN: 2345 2344 2343

Gendsr: Male

Date Associated: 04/15/2009 by Mary Alice Doe
Other Mames Used: Mone

User Found:

Current Program Information

Date of Birth: 08051987
Ceuntry of Birth palawi
Countries of Citizenship: Malawi
Legacy SEVIS IDs:

Current School:  State University Program Start Date: 0012007
City: Amycity Frogram End Date: 05/082012
State: Anystate Current Session End 050372011
Dafe: g1zt
Institution Histery Next Session Start Date:
Start Date End Date Class of  Institution Program avel Category
Admission
01012010 080172010 F-1 Stale University Program ABC Bachelors
050172009 121312008 F-2 State University

Contact Information

Adddresses:
Address Type Address City ZIP Code Country
L&, Mailing Addrass
Fhysical U.2. Addrass
Foreign Address Johnsione Road, P.O. Box 30784 Kaoeni agved Malawi
Email:
Primary  Email Address
‘*-,.-' rmp ngentfm tmail com
Phone:
Primary  Fhone Number Type Fhone Mumber Extension
o . U.5. Telephons Mumber 202-555-1987
Ralationship: *
—Select- - 1

| 1
| ciear user | | Add SpouseiDependent 2




6. i“‘m‘i‘w Note: Program information on this page relates to the
| ' individual found, not to the principal.
|

1. Highlight Spouse from the Relationship drop-down list.

2. Click Add Spouse/Dependent.

The Add Spouse/Dependent — Financial Information page opens.
(T

{'W Note: Financial information must be updated and a COE

i i 4 submitted any time a spouse or dependent is added to a
— )
student’s record.

Guick Ssarch: SeactSeL _ _, R R I I

| ATV e | Sy Avvoiin | [rIE—— | T ——— | smhunit bislp Taokst | [r—

Nume: Ohonkro, Teleon - 3820 30826048

BT Evanis S - B Frogram Btar End; SR TET + A1 Srupden Th EIESATR

Mise af Baethi 13ATHARE Coipren | fessbom Bl MWHE011 Legs ey BEVIS I MOURABRTOGR . v o
Mrxi Srasbom Staris: Schand: MR Ly - JEDY

Add Sponses Deprndent - Financial Infoenstion @

srainscicesl s
* indicatss requirec Said
g Arid SpoussDapensens
Seudsres Sowt af Living - Projscosd: Wumber af Bepsadans inscesd:

118500 1 Fi=anciab
Hamitar o manihe uasd 5 eslcusse cou ol Cant of Living - Adjusted far Degardente: SigriSsbmit COEn
iwing: 515 000

[

| Annual Expenses L= ]
=Instructional Teet=

Type Armount
Tuition = 25,000
‘ Bosks and Fees® 5000
Living Expences for Self jand  * 15,000
Dapendanis)
Oriner Costs
I I ha I
| Totsl Annwsal Expanses 545,002 V |
‘ Funding (= |
=irstroctiznal Tat=
Type Amoust

Sthudert's Personal Funds
On-Carpius EMploymant
Furds “rom This Schecd
Funds “rom Qther Souces
Total Funding

e o s ©
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e, ST necessary to add another source for “Other Costs”, “Funds

From This School”, or “Funds From Other Sources”, click Add.

A new Other Costs line appears.

3. Edit information in the Living Expenses for Self (and Dependents)
field.

4. Edit information in the Funding panel (if applicable).
5. Add any Comments, if necessary.

6. Click Continue.

The Add Spouse/Dependent Added — COEs page opens — see #9.

S Note: Annual Expenses figures are imported from the school’s
1-17, but can be manually overwritten. Reductions below the
= 1-17 figures will prompt SEVIS Il to display a Justification
text field. See screen shot below.

[ Anmual Expenses KN
<insfructional Taxt=

Type Amount

usticn 22,000
Justification e reducing student tuition:*

Books and Fess”™ 1000

Living Expenses for Seff (and -~ 14,000

PEL=TTINE
br reducing living expensas:
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Name: Okonkown, Telea - 3829.3982.6948

FHET Stavtus- Actve - Enroled Program Stari Frd: 2007 - DEA2011 Stmdent 1Dz
Date of Birth: 1201 Ti15E0 Current Sesion Ends: DEE201 Legary SEV
Moot Sewsbon Starts- School:

Add Spouse/Dependent - COEs
<irefructional 18
* Indcates reqursd fieid
| Submait for Skgnature or Skgn Certificate(s) of Ebigibiliry L2 ]

L Relaticnship L. taswed Far Acticn

Chioriown, Tekeda Frincipal 3429.353F 6348 Fal Wiy Draft COE

Oioriown, Etar Spouse 4587 12734 9943 Ful e Draft COE

@  Subsar Tor Signatire

Sagrature and Aftedlaticn
. Cancel | Back | Submit 9

7. Click Submit for Signature if you are setting up this COE for
another DSO to sign. Click this checkbox.

8. Click Signature and Attestation if you are the DSO who is signing
the COE. Do not click this checkbox.

9. Click Submit.

The Submitted for Signature message appears if you selected the

Submit for Signature action.

The Sign Certificate(s) of Eligiblity message appears if you selected

Signature and Attestation.

For the purposes of this demonstration we are showing that the Submit

for Signature option was selected.

HHTHhE Note: Submit for Signature” and “Signature and Attestation”
are different. The user can select one or the other, but not
I~ | both. Selecting “Submit...” sets up the COE as complete so
' that someone else can sign it. A person may have creation
permission, but not signatory permission. “Signature and
Attestation” must be done by a DSO with signature

permission.

The Spouse/Dependent Added — COEs Submitted for Signature

message appears.
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Spouse/Dependent Added - COEs Submitted for Signature
The following certificate(s) of eligibility were successfully submitted for signature:
Name Relationship IIN Issued For
Okonkwo, Teleza Principal 3829.2982 6948 F-1
Okonkwo,Euthant Banda Spouse 4567 1234 9943 F-2
= 10
10. Click OK.

10. This portion of the self-guided tutorial is complete.

11. Click Return to Launch Page.
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DSO Perspective
Correct Reporting and Registration Information

Introduction:

Occasionally it is necessary to correct data in a student record. SEVIS Il allows
DSOs to submit Correction Requests and Help Desk Tickets from within SEVIS 11
itself. The system will automatically pull student data into any Help Desk ticket or
Correction Request initiated from that student’s record, eliminating the need for
unnecessary data entry and improving accuracy. The system will allow both the
DSO and the nonimmigrant to track the status of the request. The following self-
guided tutorial focuses on correcting registration information for a student.

@9 Timeline:

2 93‘ It's February 2011 and you have just met with Teleza regarding optional

A practical training. In reviewing her record you notice an error in the
registration information. The wrong date was entered in the next session
start date and needs to be changed to 1/12/2011. You need to correct the
information to reflect the correct start date and to indicate that this will be

her last semester.
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Correct Reporting and Registration Information — Steps:

1.

State University — School Summary Page

| Badisis | Belaot droupSchaoiiBporacn T BrhoorSponsoniInaus rare

prad. Acciuns Helg & liforsarion | Submill Belp Ticker | Comtact Us

Sebool: State Linilversin: L CPEE ol Onou; Soul Slabi Lire B - and Cparaied|
Schvoad Ty Gollegaibnienity
Sched Code: 3ESF

Clty/Statei Gusham, NE
Becertificatiom e L=l e g

W Disastes impocted Designation #1 - Hurricane Patricis

<rainstionel et @ || anmusena e A
Sverigion e SHE || Certalientin of Eligmainy Oluce Aetioans
Carficsie of Eligicity iz Grofl Moce for 45 Daps Aipew | s} il b S Switfzee of Eigridy b Ain @ Baped
Sloreshs wils & Sending Stange of U5k 1o PR witun 30 days Ve Lis] = b lanage Fringecl Lail 3 Pagdoin Plaii Listabs
OF PIDQIEm ShNt antn L A _* -
- b Marsge inisl, Trengde: o Crangs B MEDAD Mokage Fsgon it
:::’Lﬂlf‘lw“::of!ﬂl‘rlmﬁl]hmfdllm W Ll _ Pragram Luesl OB » Marage b T ——
Aoz By g L L PR
Btstiests ragiing nagtin i Eehoed Administratson
pa P St Aeacibcabon »
Dimzlorging © - 5 of 33 | Moot = Uleew 80 b SRt St 3 Winw Baleh Raciiistes

B neoming Nonlmmigrang Commanics s

Banic Schosl Basie Selool Defoemation Sunet an ucons I8
Addmanal iestuclional | <insinctiznal isd
L.l T T T Eurim School wes Esiabiishnd:
i p— | Sbide Lishearaty [T
Prosgram £ Saudy
Adttionai Scheel Maling Adorass: Physical Adiress
sl 1600 Lipmec hussts Ave NI, Stn 200 1630 Massncrussits Ave MU Sulte 200
Schoot OMclatemare | DoV MG J0013-1032 Dusam. NG 20012-3332
Broup e Seheal Murnizar: Sekool Fax Kumbarnr
;- =T 212250 e 1234 [Rrrpaanay
— I|I|¢II"""—- Schoal YWebsite: Caontect Hame for Student Wss [lor smergency use]:
FEhool Mskory Rt sy Wtk b John Serith
Bk Jownal
e - Contnet Teaphing HUMber for Stssent Use [Far omenendy Uss]:  B-msl for Steoent Use:
- [212332- 2330 nat. 1224 REPEAE RS AT N G

1. Select Name (Last, First) from the Quick Search drop-down list.

2. Type Okonkwo, Teleza (any name will work for this
demonstration) in the Search field.

3. Click Search.

Teleza’'s Student Page opens.
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Name: Okonloys, Telees - g8og. aplz G048

FMLY Sinkus; Aslhew - Earcled Progrus Start Erd: SWD0OT - 011 Studemd 11; 12548025
Dmbe of frth: 12070088 Current Sesslon Ends =T} Ty f Legney SEVIS IO WIS ME1025. .. e al
et Sesshon Starts Hehoad: Hate Lifiverety - BATY

b Disastar Impactad Designaton = Hismicans Fatmiciy

Addmiashility Indbenbar: B-1 [Srian] Last Date of Smthorieed Stay: OGS Border Commuber Stndenl: Mo

B P thipa b s HS By | 1Want Ta_

() schwel Aderts for This Neninsasigrant NI ik A1 et (7]
=nriuchional fart i Tk s Ao
Mhale Dhics Cridion Actions Clopr i L
DEDEEIZ SdentFr Endi Wiew
- FriRTAm = Subma a Commechion
Selert = |l |

Dtaglayng 1-7 001

Other AT0ons

P e Wisiang 1o Shugdnt

¥ w3 Hilp Tickd

Select Reporting and Registration Info Correction (C/R) from the
Submit a Correction drop-down list in the 1 Want To ... panel.

<instructional text> @

Take an Action:
Select ) Go!J

Salact

Currcular Fractical Training (C/R)

Cap Sap Cancal Srrer Sormectlon (R)
Ending Rieasong Correction {(S/R)
Enraliment Gounter Dus to Relnstatement Corrsctien
Entry/Extt Infermatian - Add or Update {R)
Off-Campus Employment (G

Oiptianal Practical Tralming [SiR)

Optional Practicel Training - STEM (CR)
Ot of Country Imformation

Frogram of Study - Extend (F-1)

Frogram of Stugy - Extend

Fragram of Study - Sharten

R.educa Couyrss Lead Info Comaction (SR

zegigtration Info Correction (C/R.

Heport of Olsclplinary Actlen Correetlon (C)
Faguesat Status for a USCIS Adjudicated Sanaft (R}
Sheorien Frogram of 3tudy

Studant Status - Retum o Active (C/R)

Click Go.

The Correct Reporting and Registration Information page opens.
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Carrect Reportiog sivd Registeastion Informatiom
=nainsondl e
= Iratic ik egurs Tkl

Pre-Cerrectian Inforanation

Currenl Saasion Btart Dater
1anzrzann

W e shugdeni e engaged In Sud yiRessarch Abroad sl ey Bme during this

saasbon?
La1:]

Iz thim the Lest Session of the Program?
Fo

Qurren] S#asian Erd Dats:
Q5P

Justification: *

2

3

i

Correclioin Liformabion
Ramave Repoming Regawaton Infermatian

Cusrant Bession Start Darle 1
=

Wil e studant be ongaged in EtudyResesrch Abrsad at ey tima during
this session *
b Ha

Will he studont be ongaged in ThesleBes sortation during s sossion®
Yeu LH]

B this tha Lasd Saseion of the Pregram?
b Mo

Cusrant Sewston End Daba: * 5
&

Cancel Contirue | 7

1. Use the calendar widget to select a Current Session Start Date

of 1/12/2011.

2. Click No to the Study/Research Abroad question.

3. Click No the Thesis/Dissertation question.

4. Click Yes to the Last Session of the Program question.

5. Use the calendar widget to select a Current Session End Date of

5/31/2011.
6. Type in a Justification.

7. Click Continue.

The Correct Reporting and Registration Information — Correction

Request page opens.
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Correst Beporting ond Begistration Information - Correctbon Requiest

<ivrnet bonel Teed-  Based on T Ihemaion yoee Srieansd. el Somections will resed 10 50 SUSPURGD B8 8 SOMBIRON Nl

= Incicmte reqEines Tiels

Fre-Correcmion Informstion

-1.'; Wil Saaa ke Slain Dale
r 0

ST e SUenl B b Rgaged in Sl Fataaon ADroad a1 4y Hme During mis
memminn?
e

I this the Lasl Seasion of S Progeam T
Mo

Surranl Sascien B Dabe:
[EreR b F

JusBhcesan: ~

Camrmmi Smmaicn Siart dntm had been mpropesy kepes Suning manesl regiviaion lad fal

Ugsles |n..|
< airurions

Arischiliplsad Evidanc:
Brawee

Duncumenl Harrss

Simile Susraieel

=rpinuctionnl Tess

Afwrnats Consact: 4
Soserl

B Hare of Bchoal S
e T——

Scheal GMsisd Aok
[FT2=]

Camprectiom nforms e 1

Gurtant Susdaicn Sarl Dnle
1122011

W e student e engaged in BludyiResesrch Abeosd i any Tims during this
memioa?
L

Is thia o Last Bession of B Frogram 7
ik

Curment Ssemion Ead Dabs
5312811

Acdionally, shuent s in fnal semesier of her progaan

Attmah

Blaba of Sigratusa:
o B

“ By checking Ihis boa. | ackeowledge st | Reva reviewnd my information and thal the infoemalion aslemd s fnue. Dther fogal beud hera Loram ipsum Soior sf amet. consactets

amce

PN -

6

Cancol Eack

Qi Péamars el SaTITSD gl Clutdin Wits vehitice der. Feoin edisbcisg n

R ATl S SCTSETRAN VAL LT

1. Verify the information in the Correction Information field.

2. Verify the information in the Justification field.

3. Attach any evidence (optional) for uploading with the request or
create a coversheet for faxing after submitting the request. (This
functionality is not interactive and is provided for informational
purposes only.)

Select an Alternate Contact from the Alternate Contact drop-
down list if another person should also be notified of the request.

Click the Signature and Attestation check box. The box is
populated with a check mark. By putting a check mark in this box,
you are verifying the information contained on the page is correct.

Type your PIN (any number will work for this demonstration).
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7. Click Submit if the information is ok; click Back if you need to
make further edits.

The Correct Registration Information - Correction Request
Submitted message appears.

Correct Registration Information - Correction Request Submitted |

Your correction request was submitted sucessfully and has been sant to the help dask.

Your haip ticket numBer g 32293822, You may track the status of your request at any time by viewing the
Reguesis/Help Tickets saction.

OK

Click OK.

This portion of the self-guided tutorial is complete.

Click Return to Launch Page.
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DSO Perspective

View My Home Page and the School Summary Page

Introduction:

This scenario teaches you how to search for any school for which you have
administrative authority in order to view the School Summary page. Upon login,
the DSO’s home page opens — which is different from the nonimmigrant home
page. From the DSO home page, DSOs can manage their own SEVIS Il account or
carry out DSO functions by navigating to their F-1 School Summary Page. They
can also view their F-1 or J-1 Group Summary Pages. The School Summary Page
provides the DSO with information regarding the school’s F-1 program and serves
as a springboard for accessing and initiating certain actions on student records.

©
@‘\ Timeline: Not applicable for this task.
©

N <
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View my Home Page and the School Summary Page — Steps:

1.

User Home Page.

=

- o
Dubk Seaiolc | Adac) Sy ? ! Soonsd. Ty Sclondfeacar Grmy nare :Fh_.l
ftEasseme | Mydcccust | Mangeddcesunss | Ngelo & Informakigs

Subwalt Help Theket | Combant s

Today's Monim Alerts {47 Unkal
HonimEgant Alens SRR AR ek !
e~ | Ftor s senosuprogram | Seleer (=1 gty | [ Ginar | |
i Ex Nere ] Bescripticn Schood Spoasar Hame Scheol CodeProgras Humbsr Mumger of i
Erganiiaian Aarts Aacardy
Exchansc Wistors ro.sng i asen Aeme Leecraly FA-12545 5 @
Shudenis with 2 pancing csame al siatus o FId wihin Sine Untesrsiy anzza
i) 'Hlﬁl'l' A TAN SIS SR o ::]
Gonicire of ERObDy in Do tdcpedor o Diores. Siate Unfeersiy Iz I B
CFT Auwnized by GG Siabe Lnfemrcity 1) 3 a8
Wioar e Shogenks TeCLENg refpalnelon Sinte Uniwsrsity Iz 3 (]
Desplasing 1- 0 of <7 Yew &l

Perform a search to locate the school for which you have administrative
permissions.

Select Group/School/Sponsor:  State University| i Search |
State University - 30333-30293
State University - 39328 <

Type: State University in the Select Group/School/Sponsor text
field.

Click on State University — 39328.

Click Search.

State University’s School Summary Page opens.
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The School Summary Page contains information about the school and

its F/M program.

1N W
SEVIS Il
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There are 7 panels on the School Home Page:

1.

School Alerts — notifications and actions school officials must be
aware of.

I Want To — actions available to the school official.

Search — functionality used by school officials to search for
associated students.

Incoming Nonimmigrant Communications — e-mails school
officials have received from or sent to nonimmigrants through
SEVIS II.

School Details — detailed information pertaining to the school’s I-
17 and its history.

Pending Applications and Petitions — applications and petitions
filed by the school.

Dashboard Reports — quick reports that provide snapshot
aggregate reports of the program (e.g., Top 10 Sending
Countries).

Browse through these panels and view the information for State
University.

This portion of the self-guided tutorial is complete.

Click Return to Launch Page.
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