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DSO Perspective 

Create a Certificate of Eligibility 

Introduction: 

In the paperless environment of SEVIS II, the current paper Form I-20 will be 
replaced with the issuance of an electronic Certificate of Eligibility (COE).  Just as 
the form I-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:  

It is now July 2007.  SEVIS II has just been fully implemented.  
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.   
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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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2.  There are 7 panels on the School Home Page: 

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

2. I 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).   

 

3.  From the I Want To … panel, click Create Certificate of Eligibility. 

 

 

 

 

The Certificate of Eligibility – Prospect List page opens. 

 
4.  
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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.   

 
5.  

 

 

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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6.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Save and Continue.  

The Certificate of Eligibility – Program Information page opens. 

Note:  Most of the information on this page populates 
from Teleza’s customer account.  However, there are 2 
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.   
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7. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Save and Continue.  

 

Note:  There are 4 fields of information worth noting:  
 

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 I-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.  
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The Certificate of Eligibility – Dependents page opens.  
8.   

 

 

 

 

Click Save and Continue.  

The Certificate of Eligibility – Financial Information page opens.  
9.   

 

 

 

 

 

 

 

 

 

 

 

 

Click Save and Continue.  

The Certificiate of Eligibility – Summary page opens.  

 

Note:  Annual Expenses figures are imported from the school’s 
I-17, but can be manually overwritten.  Reductions below the 
I-17 figures will prompt SEVIS II to display a Justification 
text field.  
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10.  

 

 

 

 

 

 

 

 

 

 

 

 

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 
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for Signature option was selected. 

 
 

11.

 

Click OK.  

This portion of the self-guided tutorial is complete.    

Click Return to Launch Page.  

 

  

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. 
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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.   

 

  

 

  

Timeline:   

It is 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.   
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Authorize Curricular Practical Training (CPT) – Steps: 

1. Student Home Page.  

 

 

 

 

 

 

 

 

From the I Want To… panel, in the Take an Action drop-down list, select 
Curricular Practical Training Authorization – Add. 

 

  

 

Click Go.   

The Authorize Curricular Practical Training page opens.  
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2.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
3. For purposes of this demonstration, no input is required for any of the 

fields.  However, look at the different types of information that are required 
to complete the authorization of curricular practical training.  

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

 
4. 

 

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 II 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. 

 

 

Register a Specific Student – Steps: 

1. State University’s School Summary Page.  

 

 

 

 

 

 

 

 

 

Timeline:  

It is September 2007.  Teleza Okonkwo has arrived on campus and 
attended orientation.  The DSO must now register her for the Fall term.   
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2. Click IIN from the Quick Search drop-down list located at the top of the 

page.  

 

 

 

 

IIN is highlighted and populated in the Quick Search drop-down field.  
3.  

 

Type Teleza’s IIN (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.  

 
4. 

 

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.  
5. 

 

1. Click Reporting/Registration – Initial Registration.  
Reporting/Registration – Initial Registration is populated in the text 
field.  
 

2. Click Go. 

The Initial Registration page opens.  

 
6.  
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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.  

 
7. 

 

Click OK.  

 
8. 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 II 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.   

 

  

Timeline:   

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

 

 

 

 

 

 

 

 

Click View List next to the Students requiring registration alert.  

The Mass Update – Continuing Registration page opens.  

 
2. 

 

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. 

 

 

There are now only 3 names on the list (update screen shot) – those 
individuals whose education level is Bachelors. 

 
3.  

 

 

 

 

 

 

 

 

 

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?  

Note:  It is very important to select only students for whom 
you want the exact same update performed.  
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 2 

 3 

 4 

 5 
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§ Is this the Last Session of the Program?  

 

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

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. 

    

 

 

The Mass Update for Continuing Registration Submitted message 
appears. 

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

 

Click OK. 

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.  



23 

 

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. 

 

 

 

Extend Program – Steps:  

1. State University – School Summary Page 

 

 

 

 

 

 

 

 

 

 

Timeline:  

It’s March 2011 and Teleza has requested an extension of her program.  
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.  
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From the Quick Search field at the top of the page -  use the drop-down list 
to select IIN.  

 

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

Click Search.  

Teleza’s Student Record opens.  

 
2.  

 

 

 

 

 

 

 
3. Select Extend Program of Study (F-1) from the I Want To … panel, in 

the Take an Action drop-down list: 
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Click Go. 

Teleza’s Extend Program page opens.  

 
4.  

 

 

 

 

 

 

 

 

 
5. 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. 

 1 
 2 

 3 

 4 
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If you see this warning, you 
must update the financials 
first – before extending the 
program of study. You 
cannot complete the 
extension and then update 
the financials. 

For purposes of this tutorial, 
assume the financials are 
current. 
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The Extend Program of Study Confirmation message appears.  

 

6. 

 

Click Yes.    

The Extend Program of Study Submitted message appears.  

  
7. 

 

Click OK.  

Teleza’s Student Page reopens. 

 
8. This portion of the self-guided tour is complete. 

Click Return to Launch Page. 

 
9. 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.   

 

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

 

 

 

 

 

 

 

 

 

Click Update Financials. 

The Update Financial Information page opens.  
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11.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

2. Click the checkbox to put in a checkmark next to the attestation. 

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

4. Click Submit.  

 1 

 2 

 3 
 4 

Note:  Annual Expenses figures are imported from the school’s I-17, 
but can be manually overwritten.  Reductions below the I-17 figures 
will prompt SEVIS II to display a Justification text field.  
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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 II to reflect the reality of their academic program, 
and to give them access to post completion benefits such as Optional Practical 
Training.   

 

 

 

 

 

  

 

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.  

 

 

 

 

 

 

 

 
2. Select Shorten Program of Study from the I Want To … panel, in the 

Take an Action drop-down list. 

  
3. 

 

 

 
4. 
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Click Go. 

The Shorten Program of Study page opens.  
5.  

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 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.  

 1 

 2 

 3 
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6. 

 

Click Yes.  

The Shorten Program of Study Submitted message appears.  

 
7. 

 

Click OK.  

 
8. 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 II process for adding dependents will be more 
organized than the current SEVIS process.  Before the DSO can issue a Certificate 
of Eligibility in SEVIS II 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.   

 

 

  

 

  

Timeline:  

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.  

 

 

 

 

 

 

 

 

 
2. Select Spouse/Dependent – Add from the I Want To … panel in the Take 

an Action drop-down list.  
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3. 

 

 

Click Go. 

The Add Spouse/Dependent – Associate IIN page opens.  

 
4. 

 

 

For purposes of this tutorial – you do not need to populate Fields 1-3.  

Go directly to Step 4.   

1. Type the IIN (any number will work for this demonstration).  

 1 
 2 

 3  4 
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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.  

 

 

 

 
5.  

 

 

 

 

 

 

 

 

 

 

 

 

 

  1 

 2 

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. 



39 

 

 

 
6. 

 

1. Highlight Spouse from the Relationship drop-down list. 
 
2. Click Add Spouse/Dependent. 

The Add Spouse/Dependent – Financial Information page opens.  

 

 
7. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  Program information on this page relates to the 
individual found, not to the principal.  

 

 3 

 

 4 

 5 

Note:  Financial information must be updated and a COE 
submitted any time a spouse or dependent is added to a 
student’s record.   

 6 
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A new Other Costs line appears. 
8.  

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.  

 

 

 

 

If necessary to add another source for “Other Costs”, “Funds 
From This School”, or “Funds From Other Sources”, click Add.   

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

 

 

 

 

The Spouse/Dependent Added – COEs Submitted for Signature 
message appears.  

 7 

 8 

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. 

 9 
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10. Click OK. 

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

11. Click Return to Launch Page. 

 

  

 10 
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DSO Perspective 

Correct Reporting and Registration Information 

Introduction:  

Occasionally it is necessary to correct data in a student record.  SEVIS II allows 
DSOs to submit Correction Requests and Help Desk Tickets from within SEVIS II 
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. 

 

   

 

  

Timeline:   

It’s February 2011 and you have just met with Teleza regarding optional 
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 

 

 

 

 

 

 

 

 

 

 

 

 

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.   

 

 

 

 

 

 1  2 
 3 
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2.   

 

 

 

 

 

 

 
3.  Select Reporting and Registration Info Correction (C/R) from the 

Submit a Correction drop-down list in the I Want To … panel. 

 

 
 

 

Click Go. 

The Correct Reporting and Registration Information page opens.  
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4.   

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 4 

 5 

 1 

 2 

 3 
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5.   

 

 

 

 

 

 

 

 

 

 

 

 

 

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.) 
 

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

5. 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.  

6. Type your PIN (any number will work for this demonstration).  

 1 

 3 

4 
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 2 
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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.  

 

6.  

 

Click OK.  

 
7.  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 II 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.   
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View my Home Page and the School Summary Page  – Steps:    

1.  User Home Page. 
 

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

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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2.  The School Summary Page contains information about the school and 
its F/M program.  
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 3 
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3.  There are 7 panels on the School Home Page: 

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

2. I 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).   

 

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

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

Click Return to Launch Page. 

 


