RO/Z/ARO Perspective

Request Annual Allotment
Introduction:
When the form allotment of a program is getting low, a sponsor official can request
their annual allotment. After completing the request, it is sent to the Department
of State for review.

The Acme University RO/ARO is submitting a request for the annual allotment.

Request Annual Allotment:

1. On the Program Summary Page scroll down to the Program
Administration panel and expand by clicking “+”.

‘ H I'rogram Administration

H Pending Payments - 4 Total

Click Request Additional Allotments or Program Expansion

8 Pregram Administra tion

<ingtruclanal ket= 7}

The Request Annual Allotment or Program Expansion Page opens.

2 . Beguest Annnal Allotosant or Progan: Expansion 3
=iy RdF BN A st
Indicales raguired fesld

g Type ~Edlack- "

This page allows the user to request an Annual Allotment or Program
Expansion. The user can view the program’s allotment history before making
the request.

Click View Allotment History link to see the allotment history pop-up.
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Click Close to close the pop-up.

Request Type: ' Annual Allotment (/‘3
--Select- N

Annual Allotrment

Frogram Expansion

From the Request Type field, click the drop-down list to view available
options.

Highlight and click Annual Allotment.

The Allotment Request Information section opens.

Allotment Request Information

Allotment Requested: * |

Signahama and attackaHoen:
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ol e Filer ]

Spangar DMyl Nale; Sponew Harres Program Meanberl;

Zrannnalal: CAler SR L il T TR

[T RS T T AT W WO W N B R BT T T I T W T W e Sy R [T ) (R R WA T RS ] T T N IR N IR R W0 RS I TN Ly LTI
Sin sz seipizainyg 2 LHalar ecizn o coenoen wyeslas © o ek -iae aliols da 0 Picin A s =i g oizisilaz il alasoen lun o g enzan-a |
nlun

FH:

o

The allotment requested and signature PIN must be entered.

Click Submit.

The Program Request Confirmation message appears.




Program Request Confirmation |

Your Annual Allotment request has heen submitted and iz now in Pending DoS Review status, The 1D
forthis requestis AA-2011-017.

[GK

A request ID is generated and the request is sent to DoS.

g
.'_¢ Note: The pending request will be viewable in the

I Pending Actions panel on the Program Summary

Pending Actions

=instructional text= '@'
Type Status Due Date
Program Expansion Request Pending DoS Review

Redesignation Application Pending CED Signature 06/30/2012
Annual Repaort Draft 063012012

/ 2 X
Annual Allotment Request Pending DaS Review

Displaying 1-4 of 4

Click OK to return to the Program Summary Page.







RO/Z/ARO Perspective

Request Program Expansion

Introduction:

When the form allotment of a program is no longer sufficient due to the growth of
the program, a sponsor official can request a program expansion. After completing
the request, it is sent to the Department of State for review.

The Acme University RO/ARO is requesting a program expansion from the
Department of State.

Request Program Expansion:

1.

On the Program Summary Page scroll down to the Program
Administration panel and expand by clicking “+”.

‘ H Frogram Administration

& Pending Payments - 4 Total

Click Request Additional Allotments or Program Expansion

8 Pregram Administration

singtnaclonal ket !’.

The Request Annual Allotment or Program Expansion Page opens.

Bagueist Annual Allstsnt or Frograns Expanslan £
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This page allows the user to request an Annual Allotment or Program
Expansion. The user can view program’s allotment history before making the
request.

Click View Allotment History link to see the allotment history pop-up.
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Click Close to close the pop-up.

Request Annual Allotment or Program Fxpansion

=instructional text=

* Indicates required field

Request Type: * _Seledt- ( v >
—Select- N

Annual Allotment

FProgram Expansion

From the Request Type field, click the drop-down list to view available
options.

Highlight and click Program Expansion in the Request Type drop-down.

The Program Expansion Request Information section opens.

Program Expansion Request Information

Humber Requested:; * | |

Explain the reasons for this increase in the number of program participants. *

B I U|i=i=(s&= =
z
I Twill be sending in documentation via postal mail. Characters Remaining: 3000

Document Type: Attach File:

[-Select- v Nofle chasen | Attach |
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The number of forms requested for the program expansion must be entered.
The RO/ARO will then answer questions regarding the program expansion
request. The answers can be typed, sent by mail, or submitted by attached
documentation.

ittt Note: The Program Expansion Request can be saved as a Draft.

The Draft can be accessed from the Pending Actions panel on the
i Program Summary page.

The signature PIN must be entered.
Click Submit.

The Program Request Confirmation message appears.

Program Request Confirmation |

Your Program Expansion request has been submitted and is now in Pending DoS Review status. The
|0 for this requestis PE-2011-017. L

—

[OK

A request ID is generated and the request is sent to DoS.

it Note: The pending request will be viewable in the Pending
Actions panel on the Program Summary page.




Pending Actions
~— —
<instructional text=

Type

Status Due Date

Program Expansion Reguest

Redesignation Application

Annual Report

Annual Allotment Reguest

Pending Do3 Review

Pending CED Signature 06/30/2012
Draft 063002012
Pending Do3 Review

Displaying 1-4 of 4

Click OK to return to the Program Summary Page.




RO/Z/ARO Perspective
Correct Program Start/End Date

Introduction:

SEVIS 11 will allow RO/AROs the ability to submit correction requests through the
system rather than having all correction requests begin with a phone call to the
help desk. Sponsor officials must provide a justification for the correction and can
also submit supporting documentation for the correction by attaching a document
to the request. After electronically signing the request, it is submitted to the help
desk for adjudication.

While performing a routine review of Marie’s record, the RO/ARO realizes that
although Marie was validated on time, her Program Start Date is incorrect. The
RO/ARO must submit a correction request to get the date updated.

Correct Program Start/End Date:

1 On the Exchange Visitor Summary Page, locate the | Want To... panel.
Click the arrow to view the Type of Correction drop-down list.

LWank To...
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Highlight and click Program Start/End Dates.
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Click Go.

The Correct Program Start/End Dates Page opens.




Correct Program Start/End Dates
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The Correct Program Start/End Dates page will display the current information
in Pre-Correction Information section. The user will enter the new data in the

Correction Information section. The user must also enter a Justification for the
correction.

Click Continue.

The Correct Program Start/End Dates — Correction Request Page opens.
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The correction information from the previous page displays. The user is able to
edit the Justification, Upload/Submit Evidence, and identify an Alternate
Contact.

The signature PIN must be entered.

Click Submit.

The Program Start/End Dates — Correction Request Submitted message
appears.
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Program Start/End Dates - Correction Request Submitted i}

Your correction request was submitted sucessfully and has been sent to the help desk.

Your help ticket numberis 39293822 You may track the status of your request at any time by viewing
the Requests/Help Tickets section.

A request ID is generated and the request is sent to the help desk.

g Note: The pending request will be viewable in the Correction
- Requests/Help Tickets tab in the Exchange Visitor Details panel
~+ | on the Exchange Visitor Summary page.

Exchangs Visitor Datails

Program: Acimne sk caigy - P-0-10 05 ke d- Program Dales: mmsdisp - memsdddapy Period of Siamage 1 - nenkd oy mmsa ey
I Drmrlmhl‘uwﬂu Pepding Correction Begquests and Help Tickets o
| ._Bbﬂlnhulhl'u'mdm sn=tsciaral
Conimct infmmstinn |
SRan of Ariwiy 2
e Pamsding || Tasolyed
SprursDepandents | -
| Empimyment/Traming Fkerby  RequossType [Seid 3 Submimed By: [Sakot = oo [Seiectx] | Amt i
Ot of Counry L
| EmepEntiviormation | 8} sotophns [ EmonFiEeedview (8] Expor Evéis Tavle o Print Tl
Peacportand Vab || g ' Desn Raquest  Subnised acson
I R bl —— =
Pandng Lt
| LR &73d 5401 Comad Frogrem StarEnd Dates  [EMET012 Wies, Jane - RO i imigarreafion | Canced
I Codfaction Ramesssl S~ M'W'
1 Halp Tckaie
L HT &35 5404 My Pl Rescord Nz Cuponl Nane - Monmmigrant
Hisloey
owmal
I twmm n.dlndlulm Oispiamg 12 912
U'hiﬂhl.ll.

Click OK. Marie Dupont’s Exchange Visitor Summary Page displays.
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RO/ARO Perspective

Generate Annual Report

Introduction:

All sponsors must submit an Annual Report to the Department of State each year.

The due date for the Annual Report

is based upon the program’s annual reporting

cycle. SEVIS |1 will display the annual reporting cycle and will generate an alert
when the report is due. Once completed, SEVIS Il allows sponsor officials to
complete and submit the entire report within the system.

The Acme University RO/ARO is generating an Annual Report and submitting it to

the Department of State.

Generate Annual Report:

1. On the Program Summary

‘ H Jrogram Administration

H Pending Payments - 4 Total

=instructional text=

Eeguest Amendment Application
Reguest Redesignation Application

Request Sponsor Mame Change

Eeguest Additional Allottments ar Program Expansion

Page scroll down to the Program

Administration panel and expand by clicking “+”.

Click Generate Annual Report.

E Program Administration

Wiew Allotment History

(» Generate Annual Report )

W W W W W

Woluntarily Terminate Program

The Generate Annual Report —Statistical Report Page opens.

Ganerate Annual Heport - Statistical Raport
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The Generate Annual Report page allows the user to select from the
available reporting periods. The user can view the history of Annual Reports
submitted to the Department of State before running the report.

Click the View Annual Report History link to see the Annual Report
history page.

Annual Report History (4 Total} [l Epent | & 3
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Click Back to return to the Annual Report page.

Reporting Period: * 0

o 3 [ Generate Report J
OFm2011 - 123172011

AR 01 1 - [RIAN2]
01012010 - 0152011
010172011 - 070172011

Select

C D

The Reporting Period dropdown list will contain the reporting periods that
are currently available to view.

Select a Reporting Period by clicking on a date range.
Click Generate Report.

The statistical portion of the report will display.
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Reporting Period: * | 070102011 - 1 20312011 v| [ Generate Report

Annual Report Statistical Report - Period: <Reporting Period >

Report Date: =rnrnfddinae
Activity by Category Total Number of Records Created in
Each Category
Category to begin a New Program
J-1 J-2

Professor 38 12
Research Schalar 4 35
Shart- Term Scholar g 2
Specialist 4 ]
College and University Student: 323 23
Student Associate
College and University Student: 23 42
Student Bachelors
College and University Student: 3 7
Student Doctorate
College and University Student: 31 2
Student Intern
College and University Student: 214 26
Student Masters
College and University Student: 3 39
Student Mon-Degree

Total Number of Records 993 196

Record Statuses

Number of Records

A, Active Records

B.nactive Recaords

C. Mo Show Records

O .Terminated Records

E. Invalid Records

F Transfer-Out Records

G. Initial Records

46,933

37,212

3417

12,963
3

2 G4

1,744

 cancel | | _Continue to Program Evaluation |

The statistical portion of the Annual Report shows a summary of the
Sponsor’s form usage and nonimmigrant participation throughout the
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selected reporting period.

Click Continue to Program Evaluation.

The Generate Annual Report — Program Evaluation Page opens.
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attached documentation.

(i Note: The Annual Report can be saved as a Draft. The
Draft can be accessed from the Pending Actions panel
on the Program Summary page.

.
i
Cd|

=4

The RO/ARO will then answer questions regarding the program structure
and activities. The answers can be typed, sent by mail, or submitted by
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Pending Actions

=instructional text=

Type Status Due Date
Program Expansion Request Pending Do= Review

Redesignation Application Pending CEQ Signature 06/30/2012
Annual Report Draft 06/30/2012
Annual Allotment Reguest Pending DoS Review

Displaying 1-4 of 4

The signature PIN must be entered.
Click Submit.

The Annual Report Submitted message appears.

Annual Report Submitted &

The annual report has been submitted.

| oK

The report is sent to DoS.

titiii,Note: The submitted report will be viewable by clicking on the View
‘Annual Report History link in the Program Administration panel on
.+ the Program Summary page.

B Program Administration

=instructional text=

Beguest Amendment Application

Eeguest Redesignation Application
Redguest Sponsar Mame Chahide

Eeguest Additional Allotments or Program Expansion

v v v v w

Woluntarily Terminate Program

Click OK to return to the Program Summary Page.
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Sponsor Payer Perspective

Make Payment

Introduction:

Currently, sponsors submit program applications and exchange visitor requests in
SEVIS and then make the payments through Pay.gov. The user must enter detailed
information about the application or request in Pay.gov.

SEVIS Il will transfer all application and request information to Pay.gov via an
interface. Sponsor Officials with the Payer role will be able to select multiple items
to be included in a single payment transaction.

Make Payment:

1.

On the Program Summary Page scroll down to the Pending Payments panel
and expand by clicking “+”.

E Program Administration

Z Pending Payments - 4 Total

The Pending Payments panel opens.

& Femling Faymente - 4 Tetal

=ingtuctanal tests et iy 7
[ Filbes i Seomes: | A n Foaapies! Tvpe! | &8 - gy | | LA
el Reagman Type Faymet Fo L L g By Eaabg
Extenainn Beynng b s i Sirdh, Bolh 368 3029 19% | Fai 5] D®IWIm 0 Progessme
Ciuraion of P ko
0 Change af Catagony Cupont, Mara E TERE-LET 4y ] X3 OWI MO Ciug
O Remnglakman Momomeey, Jans 493829139875 e 1IN0 Ciue
(| Redesignation 52700 1WNIAmM0 Dligs: OF a Beal)
Tatal Sebe etk MK Tool &l Al it Hik
| Py Setacind Crizpiaven 1-4 014

The Pending Payments panel will display all applications and requests that
require payment. Past transactions are viewed by clicking on the Payment History
link. Payments will be made by users with the Payer role.

Check the boxes in the Select column for items to be included in the transaction.

Click Pay Selected.

The Make Payment Page opens.
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Make Paymsnt | =

Coeajilowireg 1-3 013

Reqmes) Type Paymem Fou M L) Actinms
Change of Calegory Deipord Mang ELEEREEEFE | FEE] Bemps
R nslatemeni Monigomery, Jane 408 30159878 1213 Fomiwe
Fedass g nation 12,700 Esmes
Tetal Sponn Selpctpd: 1. 166
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The Make Payment page allows the Payer to see the items that will be sent over to
Pay.gov and will be included in this transaction. The Remove link will allow the
user to remove items from the list.

Click Make Payment at Pay.gov.

The Pay.gov Page opens.

&
W Provided by the US Department of the Treasury

/Hnme > Exchange Visitor Program Designation (EVPD)

Program Designation Applcation Payment § 2700

Faymen Mehod:
N ACH ) Cradit Card

—! | ngnen St this for, onon seheeisiod, |s not nelsadnbie

Eubmit Payrmant

The user is taken to the Pay.gov website. Information for the selected applications
and requests will be transferred to Pay.gov. All the Payer must do is enter the
payment method and payment information.

Click Submit Payment.

The Payment Submission Confirmation Page opens.
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The user is returned to SEVIS Il and a confirmation page is displayed with the
Transaction ID.

iHittg  Note: The confirmation information will be viewable by clicking on the
Payment History link in the Pending Payments panel on the Program
& Summary page.

8 Pending Paypmenix= ¢ Total

FEe by Slatus a) w Requesi Type Al w | Apply | | Cem
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Click Return to Program Summary. The Program Summary Page displays.
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RO/ARO Perspective

Matriculation

Introduction:

Matriculation is used when an exchange visitor is continuing as a full-time student
by moving to a higher level of education.

Marie i

s currently in a Bachelor’'s degree program. She can matriculate to either a

Master’s or Doctorate program if she decides to continue her education after
receiving a Bachelor’s degree.

Matriculation:

5.

On the Exchange Visitor Summary Page, locate the | Want To... panel.
Click the arrow to view Available Actions drop-down list.

cinsinicional texd= 1"}

Aygilable Actians:
wSalprhe @Eﬂ!
Highlight and click Matriculate Exchange Visitor.

Cnznge EV Coegary

Lod Fragrar o Laclings valar
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Cubab ooy Hiecard Al
Rz stame Exchzrgz Visitor
slocenl Bmployinenl - Sdd

| e mate 'riram o | =27s3h0e Visstar
VERIAE | wrhange Wsine

Click Go.

The Matriculation Page opens.
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Matriculation
“instrustianal Tass
* |ndicates required beid

Matriculation Information

Categony: Emective Dane of Bt ELilnsion: =
-Gatert- v ©

nitial Frogram Siari Date:

ITETRIORYREY

Currerd Program End Dide: Newi Program End Date

pzTem2 [

SifgeclFichl Descnption: *
Code  SubjeciField Action
13.0408 Edwcational Adiinetration @6nd Superasion

Bamas
sutdacuFiskd Code Remanks: ®
Lospm ipsum

The data required for the Matriculation action is entered in this section.

The Matriculation page also incorporates the ‘one-stop shopping’ concept.
This allows the RO/ARO to update other information regarding the
exchange visitor that might need to be updated because of a particular
action. In this action, the following sections also display with current data
and allow for update:

Financial Information
Sites of Activity

Journal comments can also be entered.

z1zie) Information

=structions Tex-

£ 212(e)indicater:  Yes-Preliminary Reason: Govermentfunding and shlls st

A section for 212(e) information will display. If there will be any changes
to the 212(e) Subject, Status, or Reason due to the changes made during
the Matriculation action, they will be reflected in this section.

Click Submit.

The Matriculation Information Submitted message appears.
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" Matritulatio Intormation SubEmtbed o

ARTE

Hit u% Note: If the Effective Date of Matriculation that was entered is a
future date, the exchange visitor’s Certificate of Eligibility will not

+ _ be updated until the effective date is reached. For example, the
exchange visitor’s category will not change to Student Master’s
until the effective date. Also, the Matriculation will display in the
Pending Activities tab on the Exchange Visitor Summary page
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It will also display as part of the ‘ticker’ under the subheader on the
Exchange Visitor Summary page.

;u Name: Marie Dupont - 561 0868, 68g

CE Status ArTwa Frogram Sfart Date:  S2%2011 Frogram EV I 320&33325
 Diaks of Birth: LT B L Propram End Date: (5220015 Program: ST UrkEEk . Pl g
Catagory: Studanl Bachelors

= [} Watriculabion Pending

4 i ) Taraen - sinciicalor descripbone Last Dk of Snctharized 5k romiddby mua =) Suhjeck )/ Stabuer Yas - Prelminny

Click OK. Marie Dupont’s Exchange Visitor Summary Page opens.
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RO/Z/ARO Perspective
Create a Certificate of Eligibility
Introduction:

Currently in SEVIS, RO/AROs create new SEVIS records for each nonimmigrant
(and their Spouse/Dependents) that will participate in their program. Once the
record is created, a DS-2019 is printed and mailed to the nonimmigrant.

In SEVIS 11, all nonimmigrants will be required to have a Customer Account. The
RO/ARO will associate the nonimmigrant’s Customer Account to the sponsor,
allowing the RO/ARO to create a Certificate of Eligibility (COE). The COE will be
created with information from the nonimmigrant’s Customer Account as well as
program information entered by the RO/ARO. Once completed, the COE will be
available to the nonimmigrant to view and sign through his/her Customer Account.

Marie Dupont has been accepted to a Bachelors Degree program at Acme University
and will be coming as a J-1 Exchange Visitor. As Marie already has a Customer
Account, she provides the RO/ARO at Acme with her Last Name, Date of Birth,
and 1IN. This allows the RO/ARO to associate Marie to Acmme and create her
Certificate of Eligibility.

Create Certificate of Eligibility (COE):

1. | On the Program Summary Page, locate the 1 Want To... panel.

I'Want To...

=instructional text=

Certificates of Eligibility

G Createa COE >

- Wiew Draft COEs
» Wiew COEs Ready for Signature

Click Create a COE.

The Certificate of Eligibility- Associate Individual Page opens.
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Certificate of Eligibility - Associate Individual

=Instructional Text=
* Indicates required field

Associate Individual 2]

L Wyarning text regarding accessing individuals' infarmation.
IIN: * Last Name: *
Drate of Birth: *

I:I Age: (calculated) l Associate

The RO/ARO will enter the 1IN, Last Name, and Date of Birth provided by
Marie.

Click Associate.

The User Found section displays.

dititig Note: Once the RO/ARO clicks Associate, Marie will have a
School/Sponsor Relationship of Prospect with Acme University.

L Marie will be notified by email that her information has been
accessed.

User Found:

Mote: the Sponsor Official is responsible for determining ifthe potential exchange visitor is subjectto a 12 or 24 month bar,

First Name: Marie Middie Mame: Last Name: Dupont

School/Sponsor Relationship: Prospect COE Status: Mone

Date of Birth: 02/12/1 967 Gender: Female

Country of Birth : France City of Birth: pgris

Countries of Citizenship: France Countries of Legal Permanent Residence: France
Other Names Used

First Name Middle Name Last Name Name Type Dates Used

Marianne Dupont Given 10/1052008-10/0172011

harianne Delegarnia Surname 01/01/2005-10M1 052009

History of Associations with Organizations

COA  Organization Name Program Start Date Program End Date  CategoryEducation Level
J-2 Rainbow Acadernmy 011 82006 0812006 Dependent

Cancel ] | Clear User | [ Save and Continue to Draft COE J

The User Found section will display if the 1IN, Last Name, and Date of
Birth match a nonimmigrant. This section shows a summary of the
nonimmigrant, allowing the RO/ARO to verify they have the correct
individual. In addition, the History of Associations with Organizations section
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shows any previous participation with Acme University as well as other
organizations.

Click Save and Continue to Draft COE.
The Certificate of Eligibility- Exchange Visitor Information Page opens.

iHig  Note: The COE Status is now Draft. The Draft COE can be
accessed from the | Want To... panel on the Program Summary

__~ . page.

I Want Tao...

sinstructional text=

Certificates of Eligibility
» Create a COE

@ lewDrat COEs >

» MWiew COEs Ready for Signature

Cartificats of Eligibility . Exchange Visiter Information (Statuws: Draft) Py |
Exchasge Visiter; Marks Dapent - 3ha3a080.6780 | Dateof Birth: oa/az/iogs

srainm¥nnal Tat

' indicate e s sl vigw Praspaet inrevsnn (CiRaks om Essticg Tamalgis e ——————————
ndie. L Vit Fry e [TYesl Sl LD E s T LRI R Exc hatige Vst Rorenaion
| |

Biographkcal Informatios P aquars Ecrmatio
Fell Maima: Dele of Barike Bite of Ackuiy
i Dupon 0aM3 997

u Fitsaial Wi nation
Losl Kame:z First Moma: Sprirdse Dipondants
gt Mang

EAEHIEHY

Maele Name: Genger:
[0 ] Famalg
[HETrT Ceirny af Hers
Farmada Frafog
g s of Cilizenahin ity o B |
Frece Farts
Cemsyies of Legal PFarnsanesl Ressence: Lasl Legal Permarenl Resdoncn:”
Franh e 3l
Pesttion = Hame Coumny: [EW Frogram :
T =
Legacy SEWIS s, Dule Aswotaled
LSRR LR E TIAS011
MMEEISEAT45,
RN A5EA0, bl
Cifey Wapses Ligng
[ ]

The Biographical Information page of the COE is populated with information
from Customer Account. This page also provides the ability to enter EV
Program ID (Sponsor assigned ID), indicate if an Overseas Partner of the
sponsor was used to help recruit/process the individual, and enter journal
comments.
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dititigy  Note: SEVIS Il will give the sponsor officials the ability to create
and use templates to create COEs. To create the COE using a
i template, click Create from Existing Template.

Create From Existing Template &

Template Name: Created By:
i | | ! | clear | [ npply-J

Select Template Template Description Created By Creation
name Date
O Template 1 Lorem imspum doelrieum serum Last ame, First Mame 07092011
) Template 2 Larem imspum doelrieun serum Last Mame, First Mame 0770152011
) Template 3 Lorern imspum doeltieurn serurm Last Mame, First Mame  06/0152011
) Template 4 Lorem imspum doelrieumn serum Last Mame, First Mame  05/0152011
O Template 5 Lorerm irmspum doelrieurn serum Last Mame, First Mame 0451172011

Cancel | F Select Template J

Click the radio button associated with the desired template name.
Upon clicking the Select Template button, the pop-up window will
close and the COE will populate with non-Customer Account data
stored in the template. The RO/ARO will still have the ability to
edit any populated fields.

ittt Note: The Progress Bar on the right shows all pages of the
Create COE process. A green check mark will display when a page
+ | has been completed. The user can use the Progress Bar to
navigate to any page of the COE. This Progress Bar is available
on all pages of the Create COE process.

@"; Exchange Visitor Information

Program Information

Site of Activity

Financial Information

SpouseDependents

Summary

Click Save and Continue.

The Certificate of Eligibility - Program Information Page opens.
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| catogory

[emen_
Subjoct Pl Descripion
BN, Cooe Lookun
Subject Fuld Cooe Remarks: ©
Program Dates
Frogram Start et Frogram Eed Dme:
% L]

Select the correct Category
Add a Subject/Field Code/Description and Remarks

Add Program Start and End Dates

Click Save and Continue.

The Program Information page allows the RO/ARO to:

- [Ench i WsR0i el ssais

P gyt ) skt i
ke o Al
i o3l ol i
‘:‘lmh"

The Certificate of Eligibility - Site of Activity Information Page opens.

Il cale s we guined fisld

Wl pwr Frogneclinfoimstion

Sile of Actiaty Mamat
Addniras Ling ¥
Cibyr

TP Code;

S ol

G Sie of Aetihe
0

Adeveas Line 2

Sime
|-Gt
Sile of Acitaty Comments:

Add sites of activity

Click Save and Continue.

| mddsme |

o g v ol e

“I"‘ Exchempe Vision bnde matiom

Sila of Aciky

Fasancial lef o masism
Svmedy & [Begipimadi il

5-111.1:;

The Site of Activity Information page allows the RO/ARO to:

The Certificate of Eligibility - Financials Page opens.

@it Note: SEVIS Il allows multiple Sites of Activity to be marked as
“Current” while SEVIS allows only one Site to be marked as

[ “Primary”.
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Additional Fending

Aceiiional Funding Type Bamouni:
~Seleck- - (1]

The Financial Information page allows the RO/ARO to:
Add sources of funding including the name of the source and the
amount
Add comments specific to the funding

Click Save and Continue.

The Certificate of Eligibility — Spouse and/or Dependents Page opens.

[her oo FEn @i acbapeuiienls. (3% wois wisk (e assncime g Bxchanm Vs infomaasen
Ees 1D . 4 o i bt armalion
- - o Reliity
Iguntify Spouse and /or Dependenis v b
Waming betreganding aece 55 ing indiriduals’ infometion L 4 Fitadae il b iy
N Last Nepne Bjwniise The pem deats
St i
(it o i
Bige: (o Luae O | hwsocime |

The Spouse/Dependents page allows the RO/ARO to enter any
spouse/dependents that will be coming to the U.S. with the nonimmigrant.
The spouse/dependent must also have a Customer Account to be associated
to the sponsor.

Click the Yes radio button associated with the question: Do you have
spouse/dependents that you wish to associate?

The RO/ARO will enter the IIN, Last Name, and Date of Birth of the
spouse/dependent provided by Marie.

Click Associate.

The User Found section displays.
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User Found: Name: Francois Dupont

Mote: the Sponsor Official is responsible for determining ifthe potential exchange visitor is subjectto a 12 or 24 rmaonth bar,

IlIN: 23452344 2343 Date of Birth: 020121967 School/Sponsor Relationship: Frospect
Gender: Male City of Birth: Paris COE Status: Active

Other Names Used: Mone Country of Birth: France Legacy SEVIS IDs:

Countries of Legal Countries of Citizenship: France

Permanent Residence: France

Current Program Information

Current Organization:  City University Program Start Date: 01/01/2008

City: Anyeity Program End Date: 05/08/2012

State: Anystate Category: Research Scholar
COA: J-1

History of Associations with Organizations

COA  Organization Name Program Start Date Program End Date  CategoryEducation Level
J1 Meverland Institute 083042008 narz9r2010 Research Scholar
F-1 Jared University 09/01/2008 05232009 Bachelor's

Similar to the exchange visitor, the User Found section is displayed if the IIN,
Last Name and Date of Birth match an individual. The information in this
section is populated from the customer account. A Spouse/Dependent
Program ID (Sponsor assigned ID) can also be entered.

Click Add Spouse/Dependent.

indicates reguaired field

| List of Spoast and or Depandeats g Bl VIR laloreration
Marivied Dog Ganiles COE JE Rlationsieg Bl Rkl o Achaad e 4 P R mpathon
: Simus o e 'ﬂ‘."l.._f
Dupoed, Francors L4 O A1967 M Drat ETTITH K R s (A j -‘:F R e
Apmse lependems

The individual is added to the List of Spouse and/or Dependents table.
Additional individuals can be added.

Click Save and Continue.

The Certificate of Eligibility — Summary Page opens.

Certificate of EXgibility Details sl Ak oalliidinl | -\.*'-Elodlﬂ“ul- il st

| Exchangs Visitor Tnformea thon a  Pregrmnbnei et

| Bingraphical Informatiam b e oF Ay

| Frai® Rmern; (LT B o g el ol ik i

| manie Dupant PR b

| . Eadiapaidon s
Lizst Marse First Harss: R e

| Emipond arin

i it

The Certificate of Eligibility Details section shows all information
populated from Customer Account and entered by the RO/ARO.
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Save Information as a Template
I wish to save information from this COE as a template for future use.

Template Name: * Template Description:

The Save Information as a Template section allows the RO/ARO to save
non-Customer Account data as a template to be used while creating COEs for
other participants with matching program information.

zi1z(e) Information

=Instructional Text=

“_ﬁ 212(e) Indicator: Yes - Preliminary Reason: Goverment funding and skills list.

The 212(e) Information section provides the nonimmigrant’s current 212(e)
information based on the information entered on the COE.

Submit for Signature or Sign Certificate(s) of Eligibility

Name IIN Issued For Relationship Action
Dupont, Marie 5643188867349 J-1 Principal
Cupont, Francois 123232356342 J-2 Spouse View Details

() Readyfor Signature
/( - =
\ (® Signature and Aﬂes@

Signature and Attestation

Full Name of Sponsor Official : Date of Signature:
Jahn Waod oar1rzo11
Sponsor Official Role: Sponsor Name:
Respansible Officer ACME

[] *lattest that cras quis magna eu augue pharetra viverra. Vestibulum lobortis aliquettellus sernper fermenturn. Integer sit
amet tempus elit. In hac habitasse platea dictumst. Praesent sit amet leo at diam fermentum convallis in eget odio. Sed
laoreet dui ut mi hendrerit bibendurm.

PIN: *

[

The Submit for Signature or Sign Certificate(s) of Eligibility section
allows the RO/ARO to sign and submit COE or mark the COE as Ready for
Signhature.

Click the Signature and Attestation radio button.
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i gy

Click Sub

Note: COEs that are marked Ready for Signature can be
accessed from the | Want To... panel on the Program Summary
page. This allows the sponsor officials the flexibility to review and
sign the COE at a later time.

I Want To...

=instructional text=

Certificates of Eligibility
» Create g COE
» Miew Draft COES

|4

_view COEs Ready for Signaturg >

mit.

The Certificate(s) of Eligibility Created message appears.

10.

Certificate(s) of Eligibility Created |
The following certificate(s) of eligibility were created successfully:
MHame IIN Issued For Relationship COE Status
Dupont, Marie A643.1358.6789 J-1 Frincipal Signed
Dupont, Francois 123232356342 J-2 Spouse Signed
[ oK
The COE Status will change to Signed and Marie will receive an email

explaining that her COE has been created. Marie will be able to view/sign the
COE in her Customer Account.

Click OK

to return to the Program Summary Page.
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RO/Z/ARO Perspective
Submit Redesignation

Introduction:

SEVIS Il will allow the RO/ARO to submit and pay for a Redesignation Application
through the system.

Submit Redesignation:

6. | On the Program Summary Page scroll down to the Program
Administration panel and expand by clicking “+”.

‘ H Frogram Administration

& Pending Payments - 4 Total

Click Request Redesignation Application

=inainuctinnal b= %3

i
Y Note: The Request Redesignation Application link will appear 6
months before the redesignation is due.

The Redesignation Application Page opens.
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Current Sponsor Information:

Sponsor Information

Sponsor Name:

Acrme University

Employer ldentification Mumber (EIN): EIN Date of Issuance:

323333433 121212009

Telephone Number: Fax Number:

(21 2332-2332 Bxt 32 (212)332-2332

Email Address: Wehsite:

acmeigacme. edy hitp: s acme. edu

Business Address: Mailing Address:

1600 Massachusetts Ave MW, Suite 200 1600 Massachusetts Ave MY, Suite 200

Washington, DC 20012 Washington, DC 20012

Current Categaries Current Qccupational Categaries
4

The page consists of three sections.

The Current Sponsor Information section shows the user a summary of the
sponsor’s program information, sponsor officials, and contact information.

Supporting Documentation

Redesignation Information

A

Document Type: Attach File:
| Select Type »| [ Choose File | Mo file chosen |_Attach

] 1 will be sending in documentation via postal mail.

The Supporting Documentation section allows information to support the
application to be typed, sent by mail, or submitted by attached documentation.
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Full Name of Sponsor Official:
Jane hiller

Sponsor Official Role:
Responsible Officer

7 I attest that the above information is correct.

PIM: ™

L]

Date of Signature:
asr1i20m

Sponsor Name {Program Numbery
ACME University (P-122345)

The Signature section allows the user to electronically sign and submit the

application.

Click Submit.

The Submit Application message appears.

oo srahiavhg.

Submit Application

submit the application.

ST

Thank you for completing the Redesignation Application. Signature and payment are required to

iiitig Note: The pending application will be viewable in the Pending
.+ Actions panel on the Program Summary page.

"_‘_.
Pending Actions |
<instructional text= 'ﬁ'
Type Status Due Date
Program Expansion Reguest Fending DoS Review
[Fedesianation Application Pending CEO Signature 06302012 T3
\
Annual Report Draft 0613012012
Annual Allotment Request Pending DoS Review
Displaying 1-4 of 4
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ititig Note: The CEO/President/equivalent will then be notified to sign the
application electronically in the system. Once the application has all
needed signatures, it is added to the list of items in the Pending
Payments section of the Program Summary page. Only after
successful payment of the application via Pay.gov, will the
application be sent to the Department of State for review.

Click OK to return to the Program Summary Page.
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RO/ARO Perspective

Student Employment
Introduction:
An exchange visitor student may engage in employment for a variety of reason.
Marie is in good academic standing with Acme University and has the opportunity to
do an assistantship with her accounting professor. Therefore, with permission from

Acme, a segment of student employment can be added to her record

Student Employment:

1| On the Exchange Visitor Summary Page, locate the | Want To... panel.
Click the arrow to view the Available Actions drop-down list.

cnginscEnalbesd= 153'_.

Agilable Actians:

e SalE @in!

Highlight and click Student Employment — Add.

~Jele 4— -

—Salart-

Acscam cTralnlng - tde
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Arrd =g

Camse Keer ar L ashes rrad o
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Calesyex ory Descopd Wate owr Dondooe wl “ailic oaliv

Eslive: oW b s Cur den ol Saelicgal on
_ I e = stk ane s eaar

KA 3% Frear ga sier

ko D% Zadbange Y sk

O ZoLmy Rees - b
o eipkale Coclizye ¥ sk

HLl =g ol Ak
Lo ale Frageam o Facke e i noae
Wa gale Senargs vishor

Click Go.

The Add Student Employment Information Page opens.
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The data required to add the segment of Student Employment is entered in

this section.

Journal comments can also be entered.

Click Submit.

The Employment Information Submitted message appears.

Cmployment nioridaton Subwdtted

=l THIEC

| o

‘hittitg  Note: The added student employment segment will be viewable

in the Employment/Training tab in the Exchange Visitor Details
. panel of the Exchange Visitor Summary page.
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Click OK. Marie Dupont’s Exchange Visitor Summary Page opens.
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RO/ARO Perspective
Update Program Information

Introduction:

SEVIS Il collects basic information regarding a sponsor. There are times when this
information will need to be updated.

While reviewing Acme University’s information, the RO/ARO noticed that the

website and email address were out of date. The RO/ARO accesses Acme’s
program summary page to make the updates.

Update Program Information:

1/ On the Program Summary Page, scroll down to the Sponsor Details
panel.

Click Sponsor Information. This is the default tab each time the page is
opened.

ApONE0T INTOFMALion Sponsor | nformation Maka Unraizs 6 )
Rt =ingtuctona et
5 IMIMIB Sponsor Name: Progenm Sistus;
[ESmon P 1 HCME Unksrsity - P-1-12345 At
Cwarness Bariners l'l . pa t i
D e ara of Oraginal Desiqnation RAOER FeCenl Rede Gmroaiim
™ | mmictyrry e
| Sncln:I'thnl | Duskr=mon Expraton: Placamant Report Dus Die:
Sponsor Journal TIne Y
Annusl Regoring Cpela: Lnrial Aapar ua [ane
izl argporiing oyoas ARy
ErmidayeT I0sriRcaian Humbas [EME ETH Dt 1 15 saisnei
X2X313423 12H 2008
#Autharzed for Bsich: Baich Approved on:
Yes Y

Haich [igial Cemificaie Expianon

mmmbddrey

Aasiniciices and Lindladons

Lanar inBum dobsr il Amst Sonsasanr Adpinang S Lorsi &0im BJuls. 1o mEsr M vharma LE PURRr G008 &nim Asnean ity pomrinr anis
witae ulricas anin Sdpisong ac Sed temporral in libess sampsr visa pota massa fmanium. Curasiur incdund adipisong anta, Wise vuiputats
i 2l Blan i B valns: GILCIHTET 0T Ean

Comvtact Infornea Hom

Telaphone Numbar: Fizos: Bharmlbeir

2121330-2222 ot 1234 22122
Wilahaiin: E s B el remems
Rty BT oy acmeifaome =i
B fimecrics AONRSS Maiing Ao
1600 Wassachusels s MY, Sulle 200 andress Ane 1=
Curfiam, rs 00123302 RTINS E BNR 2

=iy, =zbater <2 PPomtal-=IP Syl

Click Make Updates.

45



The Update Program Information Page opens.

Update Program Information
Thiz iz insiacional test. Lorem ipaum dodor

* Ingicabes mgiiag i

rm Infermation for <spanser name-

Busriess Address

M Aiiess
123 Main Sheel Sutia BOD
ity Anie;
Sprngheld Olahmma w
Pl

35888 ]

Is ihe Crganization's Waiing éAddress the =ame a8 the Business Addreas?
BYeE ) N

Any updates that are needed can be made.

Click Submit.

The Information Updated message appears.

Information Updated

Information for =sponsorname= have been updated.

Click OK.

The Program Summary Page opens and the updated information
displays.
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Introduction:

RO/ARO Perspective

Update Site of Activity

A site of activity is the exact address where an exchange visitor is participating in
their program. SEVIS Il allows an exchange visitor to have multiple Current sites
of activity rather than just one Primary site.

Marie is studying for her Bachelors degree on the main campus of Acme University.
The international office moved to another building on campus so Marie’s site of
activity needs to be updated.

Update Site of Activity:

1.

On the Exchange Visitor Summary Page, scroll down to the

Exchange Visitor Details panel.

Exchange Vi ler Dalails

FYOQrame Aiims (Wnersil 0.0.1 785 COd J Prrngram D ess ron ik - Moy v 0 SHmS: 1 - TS0y My

| Program mfarmagon | Program Informatien
;Banuph'clllrln-rnaliml i it pngl ke

Comzct Information

Sponsar Meme:
Sites of Aci

Financid infarmssan

Progranm Mumsr

ACKE Unbsrsily

LTSRS G
Phone Humber

12060 LinkRrsiy Ass Anjlowen, &3 12345
TOZ-Z02-2020

| Vehsee -l AT e cileechic: Bralal. ol
Sy Dependents
Employment T raining
Bt ol £ Calegory Ftucan] Bschesiors C0E Shatus:; L=
EmiryExi information | DwocupaSonal Calogory:  soocupational calegans End Faasore sdisplay Favalabias
i T e Wiga
IS AT Jubgaci Fasldl Coe =it T ekl coe T eI N R Farson: sispley Favalakas
tilier 2 SubjaciFisld De b bt Al e o P B Aok
e e nph e n» 14 Expus: .
v = T R scriphiorr <z L ap s
Help Tickeis ) . shin:
{ SubjocUFicid Remarks:  wsubjed fold emakss Schonl Sponsor Rolationship: Cumam
Communications
Hislony
Alparmad
———————— hifinl Program Esart Date: mmiddboer G0 Purmose: =C0E pamase=
Croamniens snd ndicators
| WwErint Al | Program Stort Dan: My Exchangs Wisior 1Z:A9ETY
Progeam End Due: ML P L i i Coasminy: Studend
Cosiriry of Leed Lagal Frants

Barmpanent Apsidencs:

Program Information is the default tab each time the page is opened.

Click Sites of Activity on the Exchange Visitor Details panel.

The information on the page will display all sites of activity.
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Exchamge Vicibor Dedaile
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Click the Make Updates link.

The Make Updates Page opens with the Site of Activity panel open.
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Click Edit.

The Edit Site of Activity section opens beneath the table of sites of
activity.
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The RO/ARO enters the data to reflect the change in Site of Activity
address.

Click Save Changes. The Edit Site of Activity section will close and the
updated Site of Activity will display in the table.

1-[.1]1,1?1]1],@; Note: The Make Updates page is part of the one-stop
shopping idea. In addition to editing a Site of Activity, Program

_;}'-_, Information and Financial Information can be updated on this
same page.
Click Submit.

The Updates to Data Submitted message appears.

Lpabar b Dhala S azinil bl -

d

Click OK.

Marie Dupont’s Exchange Visitor Summary Page opens.
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RO/Z/ARO Perspective

Validate
Introduction:

Every exchange visitor needs to be validated within 30 days of their program start
date. In SEVIS Il, RO/AROs will be able to access the page to validate an exchange
visitor from three different locations on two different pages. An alert will display on
the Program Summary page that will contain a list all exchange visitors that need to
be validated. From this list, the RO/ARO can access either the exchange visitor’s
record or can proceed to the Validate page. From the Exchange Visitor Summary
page, the RO/ARO will receive an alert for the specific individual in the Alerts panel.
Also, from the | Want To... panel, the Validate Exchange Visitor link will be available
from the Available Actions drop-down list.

Marie Dupont has entered the U.S. and data regarding her entry has populated on
her Certificate of Eligibility. Marie has reported to the Acme University RO/ARO and
they are ready to validate her record.

Validate:
1. On the Program Summary Page, locate the Sponsor Alerts panel.
@ Sponsor Alerts
<instructional text= ,@,
Description Actions Clear
—
4 exchange visitors requiring validation. ( Wiew List ) B
Additional infarmation requested for Annual Report. Take Action |

Click View List next to the ‘4 exchange visitors requiring validation’ alert.

The Exchange Visitors Requiring Validation Page opens.
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Click Dupont, Marie on the list.

_1]i.'[|ﬁilirﬂ_@r

V Note: The Validate page can also be accessed from clicking on the

S Validate link in the Actions column.

Marie Dupont’s Exchange Visitor Summary Page opens.

From the I Want To... panel, click the arrow in the Available Actions drop-
down list.

Highlight and click Validate Exchange Visitor.

it
Note: Most of the other options shown would not be available unless

5 the exchange visitor had already been validated.
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I'Want To...

=instructional text= ._”ﬂf.

Available Actions:

—Select- - Go
—Select—

Academic Training - Add -
Alternate Professor/Research Schaolar Go
Amend Program

Correct Minor or Technical Infraction

Change EV Category

End Program of Exchange Visitor

Extension Beyond Maximum Duration of Participation
Extension Within Maximum Duration of Paricipation
Invalidate Exchange Visitor

Matriculate Exchange Visitor

Mo Show Exchange Visitor _
Out of Country Record - Add
Reinstate Exchange Visitor Yy

d

Click Go.

The Validate Exchange Visitor Page opens.
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Both the Port of Entry and Date of Entry display at the top of the page.

G

Note: If the entry information had not been received by SEVIS 11,
you could still access this page but could not submit the validation.
Click the instructions line to see other data that may populate on the
top of this page including change of status information.

The information displayed on the page is required to complete the validation
process. Check that the program dates are correct, add any journal
comments, and verify that the exchange visitor has both a U.S. address and
at least one current site of activity.

The page also displays collapsed panels for Program Information and
Financial Information. It is not necessary to update information in these
sections at this time but they are available for convenience. In SEVIS Il, this
is the one-stop shopping concept. Click “+” to open the panel, review the
information and makes updates as needed.

| ListefSpousy/Depenidents
Al s nal Tasts

Psme ] Dos Oeimer COE 432 Ermeasl Audciviesses PAE o Aationg
Shelug e a e Approved 003
Cupont Francsis O, 123232355342 0@N2MT W nitial ey Wupomi@y msn.com % o
Sites of Activity doifih i O Al
Hama Address Commenis Camweni? Actions
ACHIE Linkvaraity 1 Resinbeow Diive, Cugnam, NG, 27703 B

ﬁ fimamcial Information

| Cancel || SUDMIE Vakdstion |

Click Submit Validation.

The Validation Submitted message appears to verify the validation was
submitted. It lists all COEs that were validated along with 212(e)
information.
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Validation Submitted [

The validation was succesfully submitted:

f; 212{e) Indicator: Yes - Preliminary Reason: Govermentfunding and skills list.

Hame 1IN Relationship COE Status Program Start Program End
Date Date
Dupont, Marie 5643.1888.6789 Principal Active 08232011 052212015
Dupont, Francois 123232356342 Spouse Active 08/2312011 052212015
Lok ]

Click OK. Marie Dupont’s Exchange Visitor Summary Page opens.

After submitting the validation action, Marie’s COE Status will change from
Initial to Active. The COE Status of any spouse/dependent’s associated with
Marie that had a COE Status of Initial will also change to Active.
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RO/ARO Perspective
View an Exchange Visitor Record
Introduction:
The Exchange Visitor's Summary page contains all the information regarding the

exchange visitor’s participation in the program including the most current data as
well as historical information. This page can be used for both viewing information

as well as taking an action on behalf of the exchange visitor.

Marie Dupont is currently participating in her program at Acme University and has a
COE Status of Active.

View an Exchange Visitor Record:

1.

“arna: MMarie Tapeont - 56474000, A 0g

CRF Flalus: hETH Frugram Slarl Thales =000 000 Friggraim B e = 4eil 40

1kte nf it RO Frogramn kawd Date: [t i H Frograin: ayr o My feeraic - 7] 3945
Claes nf Admadscinn: 0. Categny: Al Raralrs

A Matrizulation Pendimg

Afdmissibility Indicamms: G oeey e s e ol e Last Bateaf anklnmized Btag rner U zi2fr] Hohjsctatabes v Pl vy

The subheader provides general information and will display at the top of
every page where an action is being taken on the specific individual.

The ‘Ticker’ displays additional information regarding the individual. Any
requests that are pending will display as well as the exchange visitor’s
admissibility indicator and 212(e) data.

B Farticipation History
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Click the “+” next to the Participation History panel to expand the panel.

The panel will open to display the participation history that includes all F,M and
J periods of participation for the nonimmigrant. The information associated with
the current period of participation will display by default in the sections below.
The RO/ARO can only select periods of participation where the exchange visitor
participated in their program.
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Exchanges VisHar requires validation
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The Sponsor Alerts for this Nonimmigrant panel will be open by default.
This panel displays all the alerts related specifically to this exchange visitor.

Alerts that require action will have a ‘Take Action’ link in the Actions column.
Clicking this link will direct the user to the page where the action can be taken.
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The 1 Want To... panel is used to navigation directly to actions related to the
nonimmigrant. The values in both the ‘Available Actions’ and ‘Type of
Corrections’ drop-down lists will vary depending on the COE Status of the
exchange visitor. For example, the ‘Validate Exchange Visitor’ action will be
available if the COE Status of the exchange visitor is Initial but will not display if
their COE Status is Active.

Click on either drop-down list to see examples of available actions.
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Select from any one of the tabs in the Exchange Visitor
Details panel to review information related to the exchange
visitor. The data displayed in each tab may change depending
on the period of participation that was chosen in the
Participation History panel.

Click on any of the tabs to review the information.
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RO/ARO Perspective

View the Program Summary Page
Introduction:

The Program Summary page contains all the information regarding the sponsor
including general information like address and contact information as well as
categories the program is designated for and sponsor-related alerts. This page can
be used for viewing information, accessing nonimmigrants, managing sponsor
information, and making payments.

Acme University is currently designated for the College/University category and has
a Program Status of Active.

View Program Summary Page:

1 Sporaors AUYE Libiversily (L1235
categuries: Al e sk Trograt Stakus: A [ by atata 13raars, e
Hrle: EX Allotraent Retdalndng: s Deglgnatlon Cxplratlom: 130000

The subheader provides general sponsor information and will display at the
top of every page where an action is being taken on the specific sponsor.

|

<instructional text= '?)
Description Actions Clear

4 exchange visitors requiring validation. Wiew List |
Additional information requested for Annual Report. Take Action |

50 exchange visitors approaching their program end date. Wiew List |
20% of allotment used. Take Action |
Redesignation Due in X days Take Action |

Displaying 1-50f12  View All

The Sponsor Alerts panel contains alerts related to the sponsor and the
sponsor’s nonimmigrants. The alerts inform the user of recent activity or
action that needs to be taken, and allows the user to navigate quickly to the
page where the action can be taken.

To navigate to an alert list, click on the link in the Actions column.
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I Want To...

=instructional text= .@
Certificates of Eligibility Other Actions

b Create a COE » BEunaRepord

b Miew Draft COEs b Manage Message Responses

i

YWiew COEs Ready for Signature

’

Manane Message Templates

w

Manage COE Templates Fenister for Batch | Wiew Batch Redistration

wr

L

Wiew Prospect List

L

The | Want To... panel is used to navigation directly to frequently used
actions related to the sponsor. The links in this section will vary depending
on the user. For example, the ‘Certificate of Eligibility’ links will only display
for the RO and AROs.

Click on a link to navigate to a desired action.

Search Records
(Current records only. To search on ail current and past records run a report )
zinstructional text=

Basic Information

=instructional text=

IIN: Legacy SEVIS ID:
Last Name: EV ID Number:

+ Extended Search Criteria

L Clear Search J L Search J

The Search panel allows users to quickly find associated nonimmigrants. To
conduct a search when limited information is known about the
nonimmigrant, the Extended Search Criteria link opens a section with
additional options.
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The Incoming Nonimmigrant Communications panel will display
associated nonimmigrants’ messages that were sent from within the system.
The messages will have predetermined subject lines, making it easy to
manage. Messages can be responded to on an individual basis or auto
replies can be set up.

sponsor nformation 1 N€ Sponsor Details panel contains tabs for viewing sponsor
information. Click any one of the tabs review information
related to the sponsor. From each tab, updates and actions
can be taken.

Category

Sponsor Officials

Overseas Partners

Correction Requests/
Help Tickets

Sponsor History

Sponsor Journal

View/Print All

= Program Administration

=instructiaonal text=
Eeguest Amendment Application Yiew Allotrment Histary

Eeguest Redeszignation Application

w w
w w

Yiew Annual Report History

Generate Annual Repart

w

Eeguest Sponsor Mame Change

w

Eeguest Additional Allotrments or Program Expansion

woluntarily Terminate Program

w v

The Program Administration panel contains program related actions. This
section is the central location to find links to submit program applications,
program requests, and access/run reports.

Click on a link to navigate to a desired action.
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The Pending Payments panel will display all applications and requests that
require payment. All past transactions can be viewed by clicking on the
Payment History link. Sponsor Users with the Payer role will be able select
items and make payment through Pay.gov.

Pending Actions

=instructional text= &
Type Status Due Date
Replace RO Pending DoS Review

Spansor Mame Change Pending CED Signature 021012011
Woluntary Termination Pending CED Signature 03152011
Amendment Application Pending CED Signature 031152011
Amendment Application Draft 04122011

The Pending Actions panel will display all program applications and
program requests that are in draft status, require signatures, have been
submitted to the Department of State for review, or have been returned
because additional information has been requested. The links that display
and those that are actionable will depend on the status and the user’s role.
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10.

Dashboard Reports

=instructional text= Viiew Full Dashboard .ﬁ
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The Dashboard Reports panel will display high-level, graphic reports. Each
Sponsor Official will be able to set up the type of graph and data they wish
to see when viewing the Program Summary page. A default report can be

selected and the reports can be updated at any time.
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