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General Information

Inaccurate data in SEVIS can:

e Affect the status of a student’s SEVIS record.

e Affect a student’s eligibility for benefits.

e Affect a student’s application for an F-1/M-1 visa.

e Affect a student’s application for admission to a program.

e Affect a student’s application to enter the United States.

There are several ways for P/DSOs to correct data in SEVIS.

Method
PDSO Corrections

| Used When |

PDSOs can immediately correct student records for three
situations by using the PDSO correction option in SEVIS:

e Return [record] to Initial status for up to 15 days after
cancelation registration.

e Extend Program up to 15 days after program end
date.

Note: Return to Initial Status and Extend Program appear on

the student’s Corrections Management page when allowed for
the PDSO.

e Transfer Out if the student’s record was just
transferred-in, has not been registered, and remains in
Initial status. This appears under the Actions menu on

the Student Information page when allowed for the
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Method

Used When
PDSO.

Note: These corrections do not require Help Desk
adjudication. However, PDSOs must maintain documentation
of the reason for the correction in the student’s file, in case it is
ever requested.

P/DSO Correction

PDSOs and DSOs can immediately correct student records by
using the:

Terminate Student if a student record is canceled or
completed when it should have been terminated.

Note:

e Terminate student appears on the student’s Corrections
Management page when allowed for the DSO.

e It does not require Help Desk adjudication. However,
DSOs must maintain documentation of the reason for
the correction in the student’s file, in case it is ever
requested.

Correction Requests

PDSOs and DSOs can request the following changes to student
records by using the “Correction Request” option in SEVIS:

e Change to program dates
e Change student status
e Change to student USCIS request status

e Change termination reason

Note: Each request receives a correction number and is
adjudicated by the SEVIS Help Desk.

Help Desk Ticket
(Data Fix)

For complicated correction requests, the P/DSO can submit a
Help Desk Ticket (data fix) by calling the SEVIS Help Desk
(1-800-892-4829).

Always check federal regulations before using any of these correction

EE requests:
LJ e 8 CFR 214.2(f)

e Q8 CFR214.2(m)
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When correcting data in SEVIS, maintain good records in the student’s file.
SEVP may ask a DSO to send documentation to support the change.

Correction Request Process

Once a DSO submits a correction request:

The open correction will appear on the Existing Correction Requests section of the
student’s Correction Request page.

The DSO will have various options to manage that request.

The student’s record will appear on the View and Manage Correction Requests student
list for that campus.

The correction request is assigned to/chosen by a SEVIS Help Desk analyst.

If the analyst requires more information to process the correction, he/she will start the
request for information (RFI) process in SEVIS. This generates an email listing the
required documentation, to the DSO who submitted the correction request. In case the
PDSO did not submit the request, the campus PDSO will also receive an email.

Once the SEVIS Help Desk analyst has evaluated the correction request, he/she will
approve or deny it in SEVIS.

SEVIS then sends an email to the DSO (and PDSO) indicating approval or denial.

The SEVIS Help Desk completes most standard correction requests within 30 days of the
original DSO submission.

@ Terminate Student does not require Help Desk adjudication. It is completed
immediately but will appear in the student Event History as a correction.

Finding Correction Request Options

All correction request options that are available for a student appear on the student’s Corrections
Management page. The Corrections button, under the Actions menu on the Student Information
page, opens the Corrections Management page.

September 28, 2016 3
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Student Information

Reprint I-20
Print Draft 1-20

View:
Event History

F-1 STUDENT
Kato, Kohaku Sho

2020

Request/Authorization Details

Personal / Contact

Employment Information

Gender
Actions: MALE
Authorize To Drop Below Full Course Date of Birth
July 6, 1974 Age 42
Change Education Leve Country of Birth
JAPAN
Correctvon Country of Citizenship
JAPAN
Complete Program Telephone

Student does not have a telephone number.
Email Address
kato1235@gmail.com

Disciplinary Action

Extend Program

Total Expense

Dependents

Correction Requests
Request Type
Student Status Change

SEVP Sch

| for Ad d SEVIS ies - Status: ACTIVE

SEVP Sch

| for Ad d SEVIS

Start Date: August 1, 2015 End Date: May 31,

W

Status Change Date: June 14, 2016
SEVIS ID: N0004733354

1-901 Fee Paid 1-20 ISSUE REASON: CONTINUED ATTENDANCE

U.S. Address

759 18TH ST S, ARLINGTON, VA 22202
Address Status

€S2 valid U - 4 digit routing code not available
Foreign Address

3532 Cherry Blossom Way, Tokyo

JAPAN

$47,000.00 Total Funding $50,000.00

Request Status
PENDING

Request 1D
180701

The Corrections Management page opens.
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Corrections Management
"i* information icon denotes help about the page (€)
Question Mark denotes information about the field (@)
Plus icon indicates that the field can be expanded to display additional data (&)
Minus icon indicates that the field can be collapsed to display condensed data (&)

Return to View and Manage Correction Requests

F-1 Student SEVP School for Advanced SEVIS Studies - SEVP Status: ACTIVE
Kato, Kohaku Sho School for Advanced SEVIS Studies SEVIS ID: NOD04733354
Start Date: 08/01/2015  End Date: 05/31/2020

Correction Options Available for This Student
Type of Correction Description and Help

Request Change to Program Dates =~ Use this option to change the student's Program Start and End Dates and/or the Initial Session Start Date, if
any or all those dates have passed. Only use this option if the Manage Initial Program and Session Dates,
Shorten Program and/or Extend Program functions are no longer available. @

View and Cancel Pending Use this option to view current information about the student's pending correction requests, and/or cancel a
Correction Request pending correction request. @

Existing Correction Requests
Below is a list of this student's pending and canceled correction requests. Additional actions DSOs may take on pending correction requests are listed in
the Available Actions column. @

Search:

CR . Submitted , CRDate . CRStatus ., Request 4 Available Actions i

4 CRT
o YPe ¥ gy ¥ Submitted * Date ¥ Status

Student Status  Mercer, Ingrid
Change DSO

Student Stat M N d Upload Evidence | Request Expedite
@ 1go7pp D oemSAlus METCEL NG og9a0016 08/23/12016  PENDING :
Change DSO Change Responsible DSO | Cancel

& 180701 08/23/2016 08/23/2016 CANCELED

It displays all the correction request options for the student.
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Corrections Management
"* information icon denotes help about the page (€)
Question Mark denotes information about the field (9)
Plus icon indicates that the field can be expanded fo display additional data (gp)
Minus icon indicates that the field can be collapsed to display condensed data (@)

Return to View and Manage Correction Requests

F-1 Student SEVP School for Advanced SEVIS Studies - SEVP Status: ACTIVE
Kato, Kohaku Sho School for Advanced SEVIS Studies SEVIS ID: 0004733354
Start Date: 08/01/2015  End Date: 05/31/2020

Correction Options Available for This Student
Type of Correction Description and Help
Request Change to Program Dates = Use this option to change the student's Program Start and End Dates and/or the Initial Session Start Date, if

any or all those dates have passed. Only use this option if the Manage Initial Program and Session Dates,
Shorten Program and/or Extend Program functions are no longer available. @

View and Cancel Pending Use this option to view current information about the student's pending correction requests, and/or cancel a
Correction Request pending correction request. @

Existing Correction Requests
Below is a list of this student's pending and canceled correction requests. Additional actions DSOs may take on pending correction requests are listed in
the Available Actions column. @

Search:

4 CRDate

Manage Correction Requests (Available Actions)

The Available Actions give DSOs a number of additional options depending on the status of the
correction request. These buttons appear in the right column of the Existing Correction Requests
section of the Corrections Management page.

Available Action Description

Upload Evidence Allows DSOs to send documentation related to the correction request.

Request Expedite Allows DSOs to request faster than normal correction request
processing.

Change Responsible | Allows the DSO that submitted the correction request to transfer all

P/DSO future SEVP email notification to a different DSO at the same campus.

Cancel Allows DSOs to cancel and stop processing on the existing correction
request.

September 28, 2016 6
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Existing Correction Requests
dent's pending and canceled correction requests. Additional actions DSOs may take on pending correction requests are listed in
the Available Actions column 9

Unavailable

" o Submitted , CRDate  , CRStatus , Request

% | Available Actions
By Y Submitted ' Date ¥ status M

Request
£_ Optional
tal Training

Mercer, Ingrid
DsOo

08/22/2016 08/22/2016 REQUESTED

Field Changed Date Updated 0Old Value New Value

Available

@ e Available actions will be in bright blue. Unavailable actions will be whited-
out.
e We expect the Upload Evidence function to be available in December 2016.

Request Expedite

Correction requests are often resolved within 30 days. However, at times, the SEVIS Help Desk
will adjudicate a correction request sooner. A correction request is eligible for expedited
processing when it meets any of the following criteria:

e The student or dependent has a Form 1-515 due within 30 days or less (copy of I-515 is
needed to expedite processing)

e There is a USCIS service center RFE for employment, Change of Status, or M-1
extension requests (copy of service center RFE is needed to expedite processing)

e The student or dependent will arrive in the United States within 30 days

e USCIS may deny needed benefit dates due to the status of the student’s SEVIS record.

e The student or dependents need a visa to travel to U.S. (visa appointment confirmation is
required)

e The student or dependents cannot obtain a Driver's License (include the rejection notice,
or explain in detail how the absence of the document is impacting the student ability to
get to/from school or employment)

e The student cannot obtain Social Security card (include the rejection notice, or explain in
detail how the absence of the document is impacting the student)

The SEVIS Help Desk also requires statement that clarifies the need for the expedited processing
of the correction request. Please include the student's full name, SEVIS ID and the Correction #
in the subject line of the email.

In addition to the statement, if the student has been attending school, but the SEVIS Student
Information page has no port of entry information, please provide copies of the following:

September 28, 2016 7
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e visa
e [-94 (front and back), Global Entry [-94, or printout of I-94 information from Customs
and Border Protection (CBP) Arrival/ Departure Forms: 1-94 and 1-94W

e (copy) of official student transcripts

To request expedited processing:

1. Click Request Expedite next to the correction request in the Existing Correction
Requests section of the Correction Management page. The Request an Expedite modal
opens.

/\//\—//

Existing Correction Requests
Below is a list of this student's pending and canceled correction requests. Additional actions DSOs may take on pending correction requests are listed in
the Available Actions column. @

Search:
CR Submitted CR Date CR Status Request " .
4 CRT < = - s 4 Available Act -
D v ype v gy Y submitted Y Date Y status v Available Actions M
A Ingri
@ 180701 g:::g";smus g;ger, nod - ogpa016 08/23/2016  CANCELED
Student Status  Mercer, Ingrid LitRI e | R B
@ 180702 -1ng 08/23/2016 08/23/2016  PENDING ]
Change DSO Change Responsible DSO | Cancel

2. Enter the reason for needing expedited processing and click Submit.

Request an Expedite

It J

What does Expedite mean? What are the conditions necessary to receive expedited processing? How do [
submit additional required documentation?
Expedite Reason #

n Student has approved school scholarship based on on-campus employment and his program starts in three
days. He must be able to begin working at the beginning of the program in order to maintain his scholarship.
Please expedite this correction request.

Characters Remaining: 48

s

3. A message confirming that the expedite request has been submitted will appear.
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[ confirmation

Your request for an expedite has been submitted.

OK

4. The correction request status will change to “Expedite Requested.”

Change Responsible P/DSO

The PDSO of the campus and the DSO that submitted the correction request will receive SEVIS
emails regarding the request. If a different DSO at the same campus needs to monitor the
correction request, she can use the Change Responsible P/DSO action. After the Responsible
DSO has been changed, the new responsible DSO will start receiving all future SEVIS
correspondence for that correction request.

@ The PDSO will continue receiving the SEVIS correspondence.

To change a responsible P/DSO:

1. Click Change Responsible P/DSO next to the correction request in the Existing
Correction Requests section of the Correction Management page. The Change
Responsible P/DSO modal opens.

Existing Correction Requests
Below is a list of this student's pending and canceled correction requests. Additional actions DSOs may take on pending correction requests are listed in
the Available Actions column. @

Search:

CR . Submitted , CRDate . CRStatus , Request

% CR Type % Available Actions 5
o v yp Y By Y Submitted Y Date Y status M M

Student Status  Mercer, Ingrid

Change DSO
Student Status ~ Mercer, Ingrid

Upload Evidence | Request Expedite
& 180702 08/23/2016 08/23/2016 PENDING e
Change DSO Change Responsible DSO  Cancel

2. Choose the new responsible school official from the drop down menu. Click Submit.

& 180701 08/23/2016 08/23/2016 CANCELED

September 28, 2016 9
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Change Responsible P/DS0O

=  What does Change Responsible DSO mean?

Choose the DSO taking responsibility for communications on this correction request. %

Select One
Helene Robertson

Catheryn Cotten
Ca

=X Roy Braine
Ingrid Mercer

li Richard Maloney

Qor regue ACUILIONAT = )]

the Available Actions column. @

3. A confirmation message will appear.

[ Confirmation

The responsible DS0O has been changed.

oK

ft I

Cancel

See the View and Cancel Pending Correction Requests section for guidance on canceling a
correction request.

View and Cancel Pending Correction Requests

There are several places to view and cancel pending correction requests:

e All pending correction requests in a student’s record are listed on the:

o Correction Management page from the View and Cancel Pending Correction
Requests button

o Corrections Management page under the Existing Correction Requests section
(displays all pending and canceled correction requests for a student)

e All pending correction requests for a campus are listed on the campus’s View and Cancel

Pending Correction Requests student list.

For a Student

1. Navigate to the Student Information page.

September 28, 2016 10
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Student Information

i F-1 STUDENT SEVP School for Ad d SEVIS ies - Status: ACTIVE
P e Kato, Kohaku Sho SEVP School for Advanced SEVIS Studi Status Change Date: June 14, 2016
Start Date: August 1, 2015 End Date: May 31, SEVIS ID: N0004733354
View: 2020
Event retory 1-901 Fee Paid 1-20 ISSUE REASON: CONTINUED ATTENDANCE
Request/Authonzation Details
Edit
Employment Information Personal / Contact
Gender U.S. Address
Actions: MALE 759 18TH ST S, ARLINGTON, VA 22202
Authorize To Drop Below Full Course Date of Birth Address Status
July 6, 1974 Age 42 C€SZ valid U - 4 digit routing code not available
Change Ed Country of Birth Foreign Address
JAPAN 3532 Cherry Blossom Way, Tokyo
Correcti Country of Citizenship JAPAN
JAPAN
Complete Program Telephone
Student does not have a telephone number.
Disciplinary Action Email Address

kato1235@gmail.com
Extend Program

/—\y_h\_/_\_/_\_/

Total Expense  .......ccoccccvnrenn $47,000.00 Total Funding  ...cccocvvevnnnnnnnns $50,000.00

Dependents m

Correction Requests
Request Type Reguest Status Request ID
Student Status Change PENDING 180701

2. Click Corrections. The Corrections Management page opens. All pending or canceled
correction request for that student are under the Existing Correction Requests section.

Existing Correction Requests
Available Actions help @

Search:
CR , CR ~ . Submitted , CRDate » CRStatus , Request N T
D ¥ i ¥ By ¥ Submitted ¥ Date ¥ status v
Student Status  Mercer, Ingrid Upload Evidence | Request Expedite
180701 08/23/2016 08/23/2016 REQUESTED 1
@ Change DSO Change Responsible DSO [ Cancel |

3. The confirmation modal opens. Click Yes.

B confirm

Clicking Cancel will cancel the Correction Request 120701 . Are you sure you want to do this?

Mo

4. The Corrections Management opens. The request is marked Canceled and there are no
more Available Actions.

September 28, 2016 11
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Existing Correction Requests
Available Actions help (2]

Search:
CR Submitted CR Date CR Status Request
§ CRType % 4 4 ¢ % Available Actions 3
oD ¥ Typ ¥ By ¥  submitted ¥ Date ¥ status ¥ ¥
Student Status  Mercer, Ingrid
& 180701 Change I;)SO Y 08/23/2016 091212016 CANCELED

It is also possible to view and cancel pending correction requests from the View and Cancel
Pending Correction Request button on the Corrections Management page.

Corrections Management
"" information icon denotes help about the page (@)
Question Mark denotes information about the field (@)
Plus icon indicates that the field can be expanded to display additional data (D)
Minus icon indicates that the field can be collapsed to display condensed data ()

Return to Student Information

F-1 Student SEVP School for Advanced SEVIS Studies - SEVP Status: ACTIVE
Kato, Kohaku Sho school for Advanced SEVIS Studies SEVIS ID: N0004733354
Start Date: 08/01/2015  End Date: 05/31/2020
L+

Correction Options Available for This Student
Type of Correction Description and Help
Request Change to Program Dates = Use this option to change the students Program Start and End Dates and/or the Initial Session Start Date, if any

or all those dates have passed. Use this option also if the Manage Initial Program and Session Dates, Shorten
Program and/or Extend Program functions are no longer available. Click here for more information. @

View and Cancel Pending View And Cancel help @
Correction Request

Existing Correction Requests
Available Actions help @

Search:

CR , CRType & Submitted , CRDate . CRsStatus , Request
D T P Y By Y Submitted ' Date Y status

Student Status  Mercer, Ingrid Upload Evidence | Request Expedite
& 180701 g 08/23/2016 08/23/2016 REQUESTED =
Change DsSo Change Responsible DSO | Cancel

4+ Available Actions —

The Pending Correction Requests page opens.

September 28, 2016 12
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Pending Correction Requests

F-1 Student SEVP School for Advanced SEVIS Status: ACTIVE
Kato, Kohaku Sho Studies - SEVP School for Advanced SEVIS ID: N0004T 33354
SEVIS Studies
Start Date: 08/01/2015 End Date:
05/31/2020

Request Type Request ID Request Date Command
Student Status Change 180701 08/23/2016 View GSancel Reguest

Yiew
_Retumn |

Toe view, click View. The View Correction Request page opens.

View Correction Request

F-1 Student SEVP School for Advanced SEVIS Status: ACTIVE
Kato, Kohaku Sho studies - SEVP School for Advanced SEVIS ID: N0D04733354
SEVIS Studies
Start Date: 08/01/2015  End Date:
05/31/2020
H

Request Information
Request ID: 180701

Reguest Type:Student Status Change

Program Start Date:08/30,/2016

Current Session End Date:05/21 /2016

Cancelation Reason:

Termination Reason Comment:

To cancel, click Cancel.

September 28, 2016 13
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Pending Correction Requests

F-1 Student SEVP School for Advanced SEVIS Status: ACTIVE
KETO, Kohaku Sho Studies - SEVP School for Advanced SEVIS ID: NDOD4T733354
SEVIS Studies
Start Date: 08/01/2015  End Date:
05/31/2020

Request Type Request ID Request Date Command

Student Status Change isa701 08/28/2016 View Cancel Request
Cance!| Reguest ¢
_Return |

Confirmation message appears.

Request has been canceled.

_Return |

Click Return to go back to Student Information page.

For a Campus

Every campus has the View and Manage Correction Requests student list. This lists all of the
current correction requests for the campus.

It also contains the following sortable columns:

SEVIS ID

Surname/ Primary Name

Given Name

[SEVIS record] Status

Correction Request ID

Correction Request Type

Which DSO Submitted the Request
Correction Request Date Submitted

September 28, 2016 14
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e Correction Request Status
o Requested
o Pending
o Evidence Submitted
o Policy Review

@ For more information about how Student Lists work, see the Help Hub’s, Alerts and
Lists section.

1. To open it, navigate to the Listing of Schools page and chose the campus whose list you
wish to view.

Listing of Schools
& plerts | Qusearch | 4 New Student Student Lists J| iReports = & Downloads || i Mass Actions
SEWVP School for Advanced SEVIS Studies BAL214F44444000 hd Select a school to see a list of campuses for that school
SEVP School for Advanced SEVIS Studies BAL214F44444000
Select Name of Campus Campus Code Location (City, State) Role
As: SEWVP School for Advanced SEVIS Studies BAL214F44444000 Ft. Washington, MD DSO
40 SMU Technical Institute BAL214F44444001 Fredericksburg, VA DSO
& indicates an alert for that campus
*  Indicates that the PDSO of the main campus has to apply for recertification
% Indicates that the ability of the school's officials to create new student records has been disabled by SEVP
4 Indicates that the schoel’s ability to accept ransfer-in student records has been disabled by SEVP
=» Indicates that the ability of the school's officials to fransfer out student recards has been disabled by SEVP

2. Click Student Lists and the Student Lists page opens.

September 28, 2016 15
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Student Lists

Student Listing
Draft Students
Initial Status Students

Active Status Students
Terminated Status Students (past 18 months)

Completed Status Students (past 18 months)
Canceled Status Students (past 18 months)

Students With Reguested, Pending. or Approved Off-Campus Employment
Students With Requested, Pending, or Approved Optional Practical Training (OPT)

Students With Curricular Practical Training {(CPT)

Students With a Pending Change of Status Request

Students With a Requested or Pending Extension Reguest

Students Authorized to Drop Below Full Course

Students Transferring In

Students Transferring Out

Students Regquesting Reinstatement

View and Manage Correction Reguests
Students With 5 Fled or Waitsted él View and Manage Correction Requests I

SEWVP School for Advanced SEVIS Studies - SEVP School for Advanced SEVIS Studies

3. Click View and Manage Correction Requests, the View and Manage Correction
Requests page opens.

September 28, 2016
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View and Manage Correction Requests
SEVP School for Advanced SEVIS Studies - SEVP School for Advanced SEVIS Studies

This document is FOR OFFICIAL USE ONLY (FOUO). It contains information that may be exempt from public release under the Freedom of Information Act (5. U.S.C. 552). Itis to be controlied, stored, handied, transmitted, distriouted,
and disposed of in accordance with DHS policy relating to FOUO information and is not to be released to the public or other personnel who do not have a valid "need-to-know" without prior approval of an authorized DHS official. This
information shall not be distributed beyond the dhs.gov network without prier authorization of the originator. If the "Eligible for Registration" column indicates that the student is not eligible, the student's record must be updated before
registration. The Student Information page shows what information is needed. See Help for more details.

Show entries

SEVIS ID Sumame/Primary “ CR CR Type Submitted By CR Date Request Status

Name 4| Name § D $% 4 Submitted §

NO004703369 Kipling Ruayard ACTIVE 194694 Program Date Change Feet,Rita DSO 08/31/2016 06/31/2016 EVIDENCE RECEIVED WITHOUT REQUES]
N0O004705534 Shah Karin ACTIVE 103692 Student Request Change - Optional Practical Training Mercer,Ingrid DSO 10/18/2015 10/18/2015 PENDING
NO004705552 MengOne Jay CANCELED 158695 Student Status Change Roberison Helene PDSO  07/29/2016  07/29/2016 REQUESTED
NO004705552 MengOne Jay CANCELED 158694 Program Date Change Robertson, Helene PDSC  07/29/2016 07/29/2016 REQUESTED
NO0D4705555 Meng Kate TERMINATED 158696 Termination Reason Change Robertson, Helene PDSC  07/29/2016 07/29/2016 REQUESTED
NOQ04705574 Dolmani John TERMINATED 116693 Student Request Change - Optional Practical Training Feet,Rita DSO 123012015 12/30/2015 PENDING
NO004705832 Eriksson Anna Maria TERMINATED 177696 Termination Reason Change Maloney, Richard DSO 08/22/2016 06/22/2016 REQUESTED
NO004705844 Ngo Hang Thu  ACTIVE 177695 Student Request Change - Optional Practical Training Mercer,Ingrid DSO 08/22/2016 08/22/2016 REQUESTED
NO004705857 Doe Jog TERMINATED 194696 Termination Reason Change Feet,Rita DSO 08/31/2016 09/01/2016 PENDING
NOOD4707012 Tyler OMalley Sara CANCELED 169697 Student Status Change Feet Rita DSO 08/16/2016 08/16/2016 PENDING
NDO004708499  Griffin Melody COMPLETED 121695 Program Date Change Feet,Rita DSO 05/09/2016 05/09/2016 PENDING
NOQ04733354 Kato Kohaku Sho  ACTIVE 180702 Student Status Change Mercer,Ingrid DSC 08/23/2016 08/23/2016 PENDING

‘ Excel H csv H PDF ” Print H Copy ‘

Showing 1 to 12 of 12 entries First Previous 1 Next Last

4. Click a Surname/ Primary Name to open that student’s Corrections Management page.

Icon Guide

See the SEVIS Help Icons on the SEVIS Help Hub for a quick-reference of the icons used in this
user guide.

Document Revision History

Revision Summary

December 28, 2015 Initial Release
September 28, 2016 New SEVIS screen shots, pages and functions
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