
I-765, Application for 
Employment 
Authorization

International Student Center 



DISCLAIMER

• Before applying to USCIS, F-1 students must apply to the 
International Student Center by reviewing the OPT 
webpage and video, then submitting the Liberty 
University Application at:

• https://www.liberty.edu/casas/international-student-
center/optional-practical-training-opt/

• Once the application is approved, the International 
Student Center will send via email the Form I-20 with 
OPT recommendation on page two.

• Please note, directions provided by the ISC office are meant to help you in 
completing your application but should not be considered legal advice. The US 
Citizenship and Immigration Services (USCIS) ultimately provides the decision on 
your OPT application. It is your responsibility, as the OPT applicant, to ensure 
that your OPT application is accurate and complete before you submit it to the 
US government. Incomplete applications could result in a delay in processing 
time or denial. Liberty University in no event will be responsible for any delay, 
denial, or mistake on your OPT application.

https://www.liberty.edu/casas/international-student-center/optional-practical-training-opt/




U.S. Citizenship and 
Immigration Services 
(USCIS) Account

• Create USCIS account at:

https://my.uscis.gov/



Login to a USCIS Service 

• Select "myUSCIS" to proceed.



File a form online

• Select "File a form online," and find the I-
765 online form.



File a form

• Select Application for Employment 
Authorization (I-765). 



Account Type

• Select, “I am an applicant, petitioner, or 
requestor,” if you are applying by 
yourself.



Eligibility

• Before you start your application, know 
your eligibility category.



Fee 

• Pay $410 fee.



Documents to upload

• Copy of most recent I-94

• Passport

• Previous authorized CPT/OPT I-20s

• 2 x 2 passport photo of you

• Copy of your last EAD (front and back) 
card if you have not previously been 
issued an EAD please have a color copy of 
your passport, student visa, or U.S. 
driver’s licenses ready to upload.

• New OPT I-20 issued by your ISA



Notifications 

• Please stay updated with all notifications 
regarding your I-765 once submitted.



Completing Your Form 
Online

• How USCIS manages your online I-765 
form. Please review the following:

❑Filing online

❑Complete the Getting Started section first

❑Provide as many response as you can

❑We will automatically save your response

❑How to continue filling out your form



Department of 
Homeland Security 
(DHS) Privacy Notice

• Read privacy notice. 



Paperwork 
Reeducation Act

• Read through the Paperwork 
Reeducation Act.



What is your eligibility 
category? 

• Select Post-completion (c)(3)(B).



Reason for applying

• Please select “Initial permission to accept 
employment,” if this is your first time 
applying for OPT.



Preparer and 
interpret information

• Select “No," and ONLY select “Yes,” if 
working with an immigration attorney. 



About You 

• Fill out your name EXACTLY as stated in 
your passport.



Contact information

• Please fill out this section with your 
most recent contact information.



Mailing address

• ONLY provide a mailing address 
where you can retrieve your EAD card.

• If you CANNOT retrieve your EAD 
card, then ask someone like a trusted 
friend or family member in the U.S. and 
write their name, “In care of name,” and 
their mailing address.



Describe yourself 

• Select the appropriate choice.



When and where you 
were born

• This MUST match your passport and I-20.



Your immigration 
information 

• Please provide your country of 
citizenship or nationality and Form I-94 
information.

• Retrieve your most recent I-94 
information at https://i94.cbp.dhs.gov.

https://i94.cbp.dhs.gov


Your immigration 
information (continued)

• Please provide your most recent I-94 and 
passport information.



Your immigration 
information (continued)

• Please provide the information listed in 
your passport.

• Please provide the class of admission 
listed in your I-94.

• Please provide the information listed in 
your I-20.



Other Information 

• Please enter your A-Number (USCIS #), 
this is only applicable if you have an 
EAD card.

• Include your USCIS online account 
number if you have created one in the 
past.



Social Security 
Number (SSN)

• Select “YES” ONLY if you have not been 
issued an SSN before. You will be 
prompted to provide your parents full 
name so have this information ready.

• Select “NO,” if you already have an SSN 
or are in the process of applying.



Passport photo

• Please go to ID and Campus Services to 
have your passport picture taken and 
request an electronic passport photo 
sent to you.

https://www.liberty.edu/flamespass/


Format requirements

• Please upload your passport in the 
CORRECT format as shown here.



Form I-94

• Upload your most recent I-94 at 
https://i94.cbp.dhs.gov.

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


EAD Card or 
Government ID

• Upload color copy of EAD card or 
Government ID (unexpired passport, 
student visa, national ID).



Previous CPT/OPT I-20s

• Upload CPT/OPT I-20s.



OPT Recommendation I-20

• Upload the I-20 with OPT 
recommendation.



Additional Information

• Upload any additional information. 



Additional 
Information 

• Add any additional information, if 
applicable.



Alerts and warnings 

• This notifies you of any corrections that 
need to be completed.



Review and Submit

• Review your application before you 
SUBMIT!



Review and Submit 
(continued)

• Review your application. 



Application Summary

• Your application summary.















Payment Method • Select your payment method. 



Credit/Debit Card information 

• Please type the correct payment 
information 



Bank information 

• Please type the correct payment 
information.



Your Drafts

• I-765 draft available if you cannot process 
your I-765 in the same day. (Please know 
it does EXPIRE 30 days after issuance).

• Once you are done, please safe your 
draft for record keeping.



Employment 
Authorization 
Document (EAD)

• Once you receive your EAD card please 
email mystatus@liberty.edu a color 
copy front and back to issue you a new 
OPT Approved I-20.

mailto:mystatus@liberty.edu


Report to SEVP
(within 10 days of any changes)

Update your physical 
home address.

Update your mailing 
addresses.

Update your telephone 
numbers.

Update employer 
information.

Monitor your 
employment 
authorization



Create a SEVP Portal Account

• Create your SEVP portal account .

https://studyinthestates.dhs.gov/assets/sevp_portal_student_user_guide.pdf


Thank you!

• Contact us:

• (434) 592-4118

• mystatus@liberty.edu

• Please DO NOT submit your I-765 
online form WITHOUT your OPT I-
20 recommendation.

mailto:mystatus@liberty.edu

