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1. INTRODUCTION

This manual was written as aresource for school users—that is, Principal Designated School
Officials (PDSOs) and Designated School Officials (DSOs)—of the Student and Exchange
Visitor Information System (SEVIS). The manual is presented in two separate volumesin order
to delineate the Form 1-17 and Form 1-20 processes. This volume addresses the Form [-17
process. Attachment A, Sample Certification Application (Form I-17), provides an example of
the certification application. This user manual reflects the changesto SEVIS effective with
Release 6.0.

1.1 Resources
The following are additional resources to assist with your use of SEVIS:

e Department of Homeland Security (DHS) Help Desk—(888) 347-7762, 24 hours a
day, 7 days aweek. Contact the DHS Help Desk to report security concerns.

e School User Online Help isavailable by clicking the Help link in the navigation bar
when logged into the SEVIS application. This Online Help is updated every release.

e SEVISHelp Desk—(800) 892-4829, 8 am. to 8 p.m. Eastern Time, Monday through
Friday. The SEVIS Help Desk is available to address SEVIS technical concerns or
guestions and password issues.

e SEVISToolbox email address—Toolbox.SEVIS@dhs.gov. Thisaddressis availableto
receive emails regarding SEVIS technical issues.

e SEVIS Certification Branch email address—Schoolcert.SEVIS@dhs.gov. This
addressis available to receive emails regarding SEVIS certification questions.

e 1-901 Fee Payment email address—fmjfee.SEVIS@dhs.gov. Thisaddressis available
to receive emailsregarding 1-901 fee questions and payment issues.

e Student and Exchange Visitor Program (SEVP) Office—The SEVP Office provides
user role clarification. Contact information can be found on the SEVP website (see
below).

e SEVP web site— http://www.ice.gov/sevig. It isrecommended that you visit this site
often to stay informed regarding events affecting SEVIS.

e SEVISPalicy email address—sevis.source@dhs.gov. Thisaddressisavailable to
receive emails concerning SEVIS policy and general SEVP questions.

e Web-Based Training Cour se—
http://www.ice.gov/sevis/school/existing_schools/index.htm#. Click the DSO Training
Courselink to access the web-based training course for school officials.
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1.2 Purpose of SEVIS

SEVISisan Internet-based application that facilitates timely electronic reporting and monitoring
of international students and exchange visitors (EV's) and their dependents in the United States.
SEVIS enables schools and program sponsors to transmit electronic information to DHS and the
Department of State throughout a student’s or EV'’ s program in the United States.

SEVIS allows schools to submit school certification applications, update certification
information, submit updates to DHS that require adjudication, submit recertification
applications, and create and update F-1 (academic) and M-1 (vocational) student and dependent
records.

This manual contains instructions for accessing SEVIS with a permanent user identification (1D)
and password enabling users to submit changes to the school’ s electronic Form 1-17, Petition for
Approval of School for Attendance by Nonimmigrant Students, in SEVIS.

1.3 Privacy Act Considerations

SEVISisfor the use of authorized users only. Individuals using SEVIS without authority, or in
excess of their authority, are subject to having all of their activities on this system monitored and
recorded by system personnel. In the course of monitoring individuals improperly using this
system, or in the course of system maintenance, the activities of authorized users may also be
monitored. Anyone using SEVIS expressly consents to such monitoring and is advised that if
such monitoring reveals possible evidence of criminal activity, system personnel may provide
the evidence of such monitoring to law enforcement officials. DHS has designated SEVISto be
a Privacy Act system of records and SEV IS information will be used and disclosed in accordance
with 5 U.S.C. 85524, Privacy Act of 1974, as amended.

1.4 Security Reminder

SEV IS was developed to maintain multiple levels of security in both the real-time and batch
systems to help protect against unauthorized access. One of the most important actions that you
can take isto safeguard your user 1D and password. Your SEVIS user ID and password are
intended for your use only. Do not share your user ID and password with any other person and
do not keep awritten record of your user ID and/or password in alocation that can be accessed
by others.

If you suspect that your password has been compromised, you can reset it using the Change
Password link on the navigation bar or the Request Password Reset link on the SEVISLogin
screen located at https.//egov.ice.gov/sevis. Alternatively, you can contact the SEVIS Help Desk
at (800) 892-4829 (8 a.m. to 8 p.m. Eastern Time, Monday through Friday) to have your
password reset.

If you believe that an unauthorized person has obtained access to international student or
exchange visitor datain one of your internal systems (for example, local batch system) or if you
believe an unauthorized person has gained access to SEVIS, please notify the DHS Help Desk
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immediately at (888) 347-7762. The DHS Help Desk is staffed 24 hours aday and can assist
with security concernsonly. All other SEVIS concerns or questions should still be directed to
the SEVIS Help Desk at (800) 892-4829 (8 a.m. to 8 p.m. Eastern Time, Monday through
Friday). When calling the DHS Help Desk to report a security concern, it will be helpful to have
the name(s) and contact information for the PDSO/DSO, Responsible Officer/Alternate
Responsible Officer (RO/ARO), and school or program technical and security contacts, as

appropriate.

The DHS Help Desk will contact the SEVP immediately. SEVP will work with you to take
appropriate steps to protect and prevent loss of SEVIS information. Such actions to be taken
may include issuing new SEVIS user IDs and passwords as well as loading new security
certificates for the SEVIS batch upload process, if applicable. Additionally, school and sponsor
officials who believe that their internal systems may have been compromised should follow their
local formal security procedures.

System security is a serious matter. SEVP is committed to addressing any system security
concerns or issues that may arise.

If you need assistance, please contact the DHS Help Desk at (888) 347-7762.

1.5 Acronyms

Appendix A, Acronyms and Abbreviations, includes alist of abbreviations and acronyms used in
this document.

1.6 Disclaimer

All people, schools, email addresses, and events depicted in this document are fictitious, and no
similarity with any real persons or entities, living or deceased, is intended or should be inferred.

2. DESCRIPTION OF SYSTEM FUNCTIONS

The following sections provide step-by-step instructions for using SEVIS. Section 2.4, Update
an Application (Form I-17), provides directions for updating a school’ s application. Section 2.5,
Recertification Application (Form I-17) Overview, provides directions for initiating, updating,
saving a draft of, and submitting a recertification application.

2.1 Overview of Screen Components

This section explains SEVIS screens and their components and how to navigate through the
application.

Exhibit 1, Listing of Schools Screen, is an example of a screen that displays when users log into
SEVIS. It includes various options that are available on the navigation bar and links that are
available from within the listing of schools. The screen components are labeled with the terms
used in this manual.

umschl_6.0_update 022009.doc CSY00.60010-01.UK0-EDS
Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volumel Form|-17

Note: If you have access to more than one school/campus, all schools will be listed on the Main
screen. Also, if you are authorized as both a school official and a program sponsor official, you
will first be directed to a screen (Exhibit 6) that hastwo links: Listing of Schoolsand Listing of
Programs. You would then click the Listing of Schoolslink to access the Listing of Schools
screen, which lists all schools and/or campuses to which you are assigned.

Exhibit 1: Listing of Schools Screen

JFiIe Edit View Favorites Tools  Help | ’;‘

’ s = =
JQBack - gl Iﬂ IELI ul | o search 5 ¢ Favorites 6-“<| =N »H @ H © snatt &' \
.3
= T x
Saewrs, US. Immigra
\@ and Customs

Enforcement

7

- —

e
s hml

' [ fH Student & Exchange Visitor
== Lty Information System

Browser
Toolbar

SEVIS

Get Plug-Ins

L .

.

Main | Help | Tutorial | Logout
Message Board | Change Password

Listing of Schools

* Indicates an alert for that school

Name of School Name of Campus 3 Role Commands
Annapolis College Nawvy PDSO Search Mew Student * Alerts  Student Lists Reports
MNorthwestern School Program Germantown Campus rma ™ DSO Search MNew Student * Alerts  Student Lists Reports

Navigation
Bar

2.1.1 SEVIS Screen Components
Thefollowing isalist of components that may be available on SEVIS screens.

e Browser Toolbar—Thisisthetoolbar displayed by the browser used to access SEVIS.
Note: Do not use the Back button on the browser toolbar to navigate through the system.
e Navigation Bar—The navigation bar lists the following functions:

Note: The navigation bar has been removed from many of the SEVIS screens depicted in
this manual.

— Main—Used to access the Listing of Schools screen or, if you perform as a school
user and a program sponsor, the screen where you select either the Listing of Schools
or Listing of Programs

— Help—Used to access Online Help for SEVIS
— Tutorial—Used to view a demonstration of how to use SEVIS
— Logout—Used to exit the system

— Change Passwor d—Used to voluntarily change your SEVIS password. Note: Your
password can only be changed once every 7 days.

— Get Plug-Ins—Used to access the plug-ins used by SEVIS.

umschl_6.0_update 022009.doc CSY00.60010-01.UK0-EDS
Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor

Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volumel Form|-17

2.1.2

Additional SEVIS Screen Components

Additional screen components that display on some SEV IS screens include the following:

2.2

Scroll Bar—Thisisthe part of awindow that enables you to see additional information.
SEVIS uses scrollbars on the bottom and/or the right side of some windows.

Fields—These are areas on the windows where data may be typed or selected or in which
system-generated data display.

Links—Click on underlined text to advance to a different screen within SEVIS.

Buttons—These buttons allow you to process data and move between screens. SEVIS
uses the following types of buttons:

— Command Buttons—Click to execute acommand. For example, clicking the
|_Print 17 Form_| py 1o, enables you to print a copy of the Form |-17.

— Radio ButtonsCIick to make aselection. Only one radio button may be
selected at atime.

Other Input Methods

— Check Boxes ~ —Click to make one or more selections.

— Drop-Down Lists[z}—Click the down arrow to display alist and then make a
selection.

Online Help Functions

Online Help is always available by clicking the Help link on the navigation bar at the top of
SEVIS screens. This opens anew browser window containing Online Help. The left panel (part
of the window) contains alist of Online Help topics, and the right panel contains the text
associated with the Online Help topic selected. Exhibit 2, Help Screen, provides an example of
the first screen that displays after clicking the Help link.
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Exhibit 2. Help Screen

| @ Cantents m Indes @ Search

Help on Help
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D Help on Help
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Logging In/Logging Out i gy Tl 4 9:‘
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Schools ! i K 4
Students | B
Fieports
Batch Interface

[ ata Definitions
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How to Use SEVIS Help

Online Help is always available in SEVIS. Click the Help link on the navigation bar at the top of the scree
open Online Help in a new browser window. Then:
® The table of contents displays, click a folder to display a list of topics. Click a topic name to view the
_ Online Help text for that tapic in the rightaasstisisintha right panel). Click the Contents button to
" arcess the table of confentes " =l

To use the Online Help, perform the following steps:
1. Intheleft panel, click afolder to display alist of topics.
2. Click atopic name to view the Online Help text for that topic in the right panel.

Note: The Online Help requires the use of Java Script; it does not function properly if Java
Script is disabled.

221 Online Help Index
To use the index, perform the following steps:

1. Click the Index (m) button.

2. Enter akeyword or partial keyword in the text box provided,
or
Scroll through the list using the scroll bar on the right side of the left panel.

3. Select akeyword to view the help topic associated with it in the right panel. If you select a
keyword associated with multiple topics, asmall selection list displays; select the appropriate
topic from the list and the information displays in the right panel.

2.2.2 Search Online Help
To search on aword or phrase, perform the following steps:

1. Click the Search (@) button.

2. Type search criteriain the text box provided and press Enter. The results of the search
display as alist of topics containing the word or phrase entered, if any.
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3. Click atopic name to view the Online Help text for that topic in the right panel.

2.2.3 Hide/Show the Left Panel
To hide and show the |eft panel, perform the following steps:

1. ClicktheHide (@) button in the upper-right corner of the left panel to hide the left panel.

2. Click the Contents (@), Index (m), or Search (@) button to restore the left panel.

224 Jumps

Click an underlined word or phrase to see ajump to anew topic. To return from ajump, click
the Back button on the browser toolbar.

Note: Some underlined phrases are web links. They are identified by the text that precedes
them. When finished viewing the page, click the Close (XI) button in the upper-right corner of
the browser window.

2.2.5 Close Online Help
Close Online Help by clicking the Close () button in the upper-right corner of the Help screen.

2.2.6 Printing Online Help Topics
Printing the Online Help is different for Internet Explorer and Netscape browser users.

It isimportant to note that you cannot print the entire Online Help, no matter which browser you
areusing. You can only print the topic you are currently viewing (that is, one topic at atime).

2.2.6.1 Internet Explorer Users
To print an Online Help topic using the Internet Explorer browser, perform the following steps:
1. Click anywherein the right panel.

2. Click thePrint ( ot ) icon in the browser toolbar. The topic you are currently viewing prints
to the designated printer.

or
1. Click anywherein the right panel.
2. Select Print from the File menu. A Print window displays (the General tab is on top).

3. Ensurethat the appropriate printer is selected in the Select Printer list. If not, select the
correct printer from thelist.

4. Click the Print button to print to the designated printer.
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2.2.6.2 Netscape Users
To print an Online Help topic using the Netscape browser, perform the following steps:
1. Click anywherein theright panel.

2. Click the Print ( i ) icon in the browser toolbar. The topic you are currently viewing prints
to the designated printer.

or
1. Click anywherein theright panel.
2. Select Print from the File menu. A Print window displays.

Ensure that the appropriate printer is selected in the Printer Name list. If not, select the
correct printer from the list.

4. Click OK to print to the designated printer.

Note: Netscape has modified its printing procedures for Version 7.0. Appendix B, Printing
Instructions for Netscape Version 7.0, provides the updated instructions.

2.2.7 Tutorials

To view a SEVIS demonstration, click the Tutorial link on the navigation bar. Follow the
instructions on the demonstration screens. To close the demonstration at any time, click the
Close (X]) button in the upper-right corner of the screen. Y ou must have Adobe Flash Player
installed on your computer in order to view the tutorial.

Note: If you do not already have Adobe Flash Player installed on your computer, refer to the
instructionsin Appendix C, Download the Latest Version of Adobe Flash Player.

Note: Thetutorial cannot be viewed using versions of Netscape lower than 4.79. If you are
using an older version and wish to view the tutorial, go to the Netscape web site and download
Version 4.79 (or higher). Also, for best results, the online tutorial should be viewed using a
17-inch or larger monitor with a monitor setting of 1024x768.

2.3 Accessing SEVIS

SEVIS requires the use of Internet Explorer Version 5.0 (or higher), or Netscape Version 4.7 (or
higher), Adobe Acrobat Version 5.0, and a Laser printer —a Laser Postscript printer with 32 MB
of random access memory (RAM) (96 MB is recommended) or a Laser printer with 32 MB of
RAM (64 MB is recommended).

Note: If you do not already have Adobe Acrobat Version 5.0 or higher installed on your
computer, refer to the instructions in Appendix D, Download the Latest Version of Adobe
Acrobat Reader.
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Y ou must have auser ID and password to access SEVIS. When approved to use SEVIS, you

receive two email messages, one containing your user 1D and a second message containing a

secure link to SEVIS. That link is associated with your user ID. It can only be used to create a

password for your user ID. To usethelink and create your password, perform the following

steps:

1. Click thelink contained in the email message. The system displays the Set Password screen.
Exhibit 3, Set Password Screen, is an example of the screen.

Exhibit 3: Set Password Screen

j—q | Student & Exchange Visitor SEVIS
- Information System

Ko, US. Imm:gnllou

@ and Customs
Enforcement -

L

Confirm password: I
Set Password

Enter your user ID in the Username field.

. Enter your password in the Password field. Specific password guidelines are provided in the
email message you received from SEVIS. Section 2.3.1, Guidelines for Passwords, provides
general password guidelines.

Enter your password again in the Confirm Password field.

5. Click the Set Password button. The system displays a message indicating that you have
successfully created a password.
6. Click OK and the system displays the SEVIS Login screen.

Note: After creating your password, use the SEVIS Login screen (https://egov.ice.gov/sevis) to
access SEVIS and perform all of your SEVIS-related tasks.

231 Guidelines for Passwords
The email you receive from SEVIS when your school is approved provides the specific
requirements for SEVIS passwords. General guidelines for SEVIS passwords are as follows:

e Y Ou cannot reuse your previous Six passwords.
e SEVIS passwords have a maximum life span of 90 days. After thistime, you will be

required to change you password. See Section 2.3.1.1, Change Password Every 90 Days,
for instructions.

e You may only change your password once every 7 days. See Section 2.3.1.2, Change
Password Voluntarily, for instructions.
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e |f at any time you suspect that your password has been compromised and you are unable
to change it using the Change Password link in the navigation bar or the Request
Passwor d Reset link on the SEVIS Login screen, contact the SEVIS Help Desk (1-800-
892-4829) (8 am. to 8 p.m. Eastern Time, Monday through Friday) to have your
password reset.

e |If your SEVISuser ID and password are suspended, use the Request Passwor d Reset
link on the SEVIS Login screen or contact the SEVIS Help Desk (1-800-892-4829)
(8 am. to 8 p.m. Eastern Time, Monday through Friday) to have your access reinstated.

e Do not share your user ID and password.

2.3.1.1 Change Password Every 90 Days

Y ou must change your password every 90 days. After 75 days, when you log into SEVIS, the
system will display a screen asking if you would like to change your password at that time. 1f
you click the Cancel button, you will be logged into the system. If you click OK, the Change
Password screen will be displayed. After 90 days, when you log into SEVIS, the system
automatically displays the Change Password screen and you must create anew SEVIS
password. To change your password, follow the guidelinesin Section 2.3.1, Guidelines for
Passwords.

To change your password, perform the following steps:
1. Enter your current password in the Old Password field.

2. Enter your new password in the New Password field.
Note: Y ou cannot reuse your previous six passwords.
3. Reenter your new password in the Confirm New Password field.

4. Click the Change Password button. The system displays a message indicating that the
password has been successfully changed.

5. Click OK toreturnto SEVIS. Be sureto use your new password when logging into SEVIS.

2.3.1.2 Change Password Voluntarily
Y ou may only change your password once every 7 days. To change your password voluntarily,
perform the following steps:

1. Click the Change Password link on the navigation bar. The system displays the Change
Password screen.

2. Enter your current password in the Old Password field.
3. Enter your new password in the New Password field.
Note: Y ou cannot reuse your previous six passwords.
4. Reenter your new password in the Confirm New Password field.
5. Click the Change Password button. A confirmation screen displays.
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6. Click OK toreturnto SEVIS. Be sureto use your new password when logging into SEVIS.

Note: If at any time you suspect that your password has been compromised and you are
unable to change it using the Change Password link on the navigation bar, use the Request
Passwor d Reset link or contact the SEVIS Help Desk (1-800-892-4829) (8 am. to 8 p.m.
Eastern Time, Monday through Friday) to have your password reset.

2.3.2 Request Password Reset
The Request Password Reset option is available for users to request anew SEVIS password.

Note: Your password can only be changed once every 7 days.

Use this function for any of the following reasons:
e You have forgotten your SEVIS password.

e Your SEVIS account islocked due to three unsuccessful log-in attempts or more than 90
days of inactivity.

e You suspect that your SEVIS password has been compromised and you are unable to use
the Change Password function.

To request to have your password reset, perform the following steps:

1. Click the Request Password Reset link on the SEVIS Login screen. The Request Password
Reset screen displays.

Enter your SEVIS user ID in the User Name field.

3. Click the Submit Request button. A message displays informing you that the request has
been submitted to SEVIS.

Note: Anemail issent to the email address associated with the SEVIS user ID. It provides
instructions for creating a new SEVIS password.

2.3.3 Log Into SEVIS

When you access SEVIS viathe Internet (https://egov.ice.gov/sevis), a Security Alert screen may
display. Click theY es button to continue to the SEVIS Login screen. Exhibit 4, SEVIS Login
Screen, is an example of the screen.

Note: After creating your password, you will use the SEVIS web site to access SEVIS and
perform all of your SEVIS-related tasks.

Note: After 20 minutes of inactivity, your session will time out and you will haveto log in again
in order to use SEVIS.
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Exhibit 4: SEVIS Login Screen

Information System

To log into SEVIS, perform the following steps:
1. Accessthe SEVISLogin screen (https.//egov.ice.qgov/sevis).

N

Enter your user ID in the User Namefield.

w

Enter your password in the Password field.

Ea

Press Enter or click the Login button. Thefirst time that you access SEVIS, the compliance
agreement notice displays as shown in Exhibit 5, SEVIS Compliance Agreement Notice.
Read the notice and click the I Agree button to advance to the Listing of Schools screen and
begin performing SEVIS tasks. Otherwise, the system displays the Listing of Schools screen
for the school user.

Note: The SEVISLogin screen has a Reset button that clears the fields. The screen also
includes alink to create a new account (addressed in further detail in the User Manual for
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Temporary Users of the Student and Exchange Visitor Information System). The Register for
New Account link is not used to obtain a permanent user ID and password for school officials.
Section 2.3.1.2, Change Password Voluntarily, provides the instructions for using the Change

Password link. Section 2.3.2, Request Password Reset, provides the instructions for using the
Reguest Password Reset link.

Exhibit 5: SEVIS Compliance Agreement Notice

Ka US, Immigration ey k& ﬂulﬁ}—
] and Custoins ¥ P -Pog Q! F‘l Student & Exchange Visitor EVI
Yo Enforcement E A 7 - o | Information System

Logout

School Official Compliance Agreement
I have read the DHS regulations relating to:
1. Nonimmigrant Students: 8 CFR 214.1, 8 CFR 214.2(f), 8 CFR 214.2{m)
2. Change of nonimmigrant classification for students: 8 CFR 248
3. School Approval: 8 CFR 214.3
4. Withdrawal of school approval: 8 CFR 214.4

I will comply with these regulations at all times.
| Agree Logout

Exhibit 6, Main Screen for School and Program Sponsor User, is an example of the screen that
displaysif you perform as both a school official and a program sponsor official. Y ou must select
alink to view the list of schools or the list of programs for which you have access. An example
of the Listing of Schools screen is shown in Exhibit 1.

Exhibit 6: Main Screen for School and Program Sponsor User

Aoy, US. Immigration 8
%] and Customs
Wi’ Enforcement

Student & Exchange Visitor S EVI s
Information System
Click one of the following:

Listing of Schools
Listing of Programs

To return to this screen at any time, click "Main"” on the navigation bar at the top of any screen.

2.34 Log Out of SEVIS

To exit SEVIS at any time, click the Logout link on the navigation bar as shown in Exhibit 7,
Logout Link. If you are entering data, click either the Save button or the Next button to ensure
that no data are lost before you click the L ogout link.
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Exhibit 7: Logout Link
7~
ICE,

Student & Exchange Visitor
Information System
-
Main | Help | Tutorial | Logout

Message Board | Change PaYeword Get Plug-Ins

n ‘-"-.‘_ U_S.Immignliou‘ L
\@ and Customs
Wi Enforcement

L ogout link

WARNING: If you click the Close () button on the browser window, you must wait 20
minutes before you can log back into SEVIS. If you try to access the system before the end of
20 minutes, the following message displays: “A user is aready logged on with this user name.”

2.4 Update an Application (Form 1-17)

After logging into the system, the Listing of Schools screen displays. The PDSO and DSO can
perform updates to a school’ s application by clicking the appropriate link in the Name of School
column. Exhibit 8, Listing of Schools Screen, is an example of a screen that displays for a
school official who isaPDSO at one school.

Exhibit 8: Listing of Schools Screen

—

Agys US. Immigration
\@ and Customs
e~y Enforcement

.
}‘l Student & Exchange Visitor
| Information System
-
Main | Help | Tutorial | Logout

Message Board | Change Password Get Plug-Ins

Listing of Schools

* Indicates an alert for that school
@ Indicates that the PDSO of the main campus has to apply for recertification

Name of School Name of Campus Location (City, State) Role Commands
Annapolis College Mavy Annapolis, MD PDSO Search MNew Student * Alerts  Student Lists Reports
Northwestern School Program Germantown Campus Germantown, MD D50  Search MewStudent  * Alerks  Student Lists ~ Reports

Note: To return to the Listing of Schools screen, when on other screens within SEVIS, click the
Main link on the navigation bar. If you act as both a school official and program sponsor
official, you may aso click the Listing of Programsor Listing of Schoolslink on the
navigation bar.

Certain fields on the application can be updated without DHS approval. If the updated field does
not require adjudication, SEVIS informs you that the update was compl eted successfully.
However, submitted changes for other fields must be reviewed and approved by a DHS user in
SEVIS. You DO NOT need to send any additional information to DHS unless specifically
contacted and requested to do so.
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As DHS adjudicates the updates to the application, the following outcomes are possible:

If the updates are approved, the school officials receive approval notification viaemail.

If additional information is required for processing the updates, the school officials
receive an email specifying the missing or problematic information. Official notification
of the request for further evidence may also be sent via mail.

If the requested updates are denied, the school officials receive notification via email.
This email will include basic information regarding the reasons for denial and, if
necessary, a DHS user will contact the school officials with more specific information
regarding the denial.

The fields that require adjudication are as follows:

Approval for Attendance of Students Under...(F, M, or Both)

Name of School System

Name of Main Campus

Mailing Address of the School

Location of the School

School Type

Public/Private School Type indicator

Private School Owner Name

This school isengaged in

The school operates under the following federal, state, local, or other authorization

This school has been approved by the following national, regional, or state accrediting
association or agency

Areas of study

List the degrees available from this school, including

If the school is engaged in elementary or secondary education
If the school is engaged in higher education

If the school is engaged in vocational or technical education
This school is/is not engaged in English language training
Adding or deleting campuses

Campus Name

Campus Mailing Address

Campus Location Address

15
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After you click on the name of the school from the Listing of Schools screen, the School
Information screen displays, as depicted in Exhibit 9, School Information Screen. The following
links may display on this screen depending on your role and previous actions taken:

Edit School—Thislink is always available unless you have initiated or submitted your
recertification application. It allows you to edit the school’ s information on the
electronic Form 1-17. See Section 2.4.2, Update Page 1 of an Application (Form 1-17),
through Section 2.4.6.5, Submit Updates to an Application (Form 1-17), for more details.

View Submitted Update—Thislink isonly available if you have submitted changes to
your school’ s electronic Form 1-17 that have not yet been adjudicated by DHS.

View Draft Update—Thislink is only available if you have made changes to your
electronic Form 1-17 but have not yet submitted them to DHS for adjudication.

Apply for Recertification—Thislink is only available to the PDSO of the main campus
if this school isdue for recertification. See Section 2.5, Recertification Application
(Form 1-17) Overview, for more details.

View Draft Recertification Application—Thislink isonly availableif you have
initiated and saved a draft of your recertification application but have not yet submitted it
to DHS for adjudication.

View Submitted Recertification Application—Thislink is only availableif you have
submitted your school’ s recertification application and it has not yet been adjudicated by
DHS.

Enter Pay.Gov Tracking ID—Thislink isonly available to the PDSO of the main
campus after he/she has submitted the school’ s recertification application and the
Pay.Gov tracking ID has not yet been recorded. See Section 2.6.3, Enter Pay.Gov
Tracking ID at Time of Submission of Recertification Application, and Section 2.6.4,
Enter Pay.Gov Tracking ID After Submission of Recertification Application, for more
details.

Change Officials—Thislink is only available to PDSOs after you have submitted your
recertification application and it has not yet been adjudicated by DHS. See

Section 2.5.3.1, Add New Officials to a Submitted Recertification Application

(Form 1-17), through Section 2.5.3.5, Assign Campus Officials to a Submitted
Recertification Application (Form 1-17), for more details.

Register for Batch Processing—Thislink is always available for PDSOs. See
Section 2.7, Register to Use SEVIS Batch Interface, for more details.

16
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Exhibit 9: School Information Screen

Print I-17¥ Form

Makena University

Actions:
Edit School Certification Expiration Date: 11/13/2008
School Status: APPROVED
. Current School Code: WASZ14FE7658000
Feaqizter for Batch p F School Code: NAA
Processin revious Schoaol Code: N/

Seeking Approval for: Academic and Language students
Mailing Addrezs: 3540 Hilo Drive
Washington, DC 20001
Telephone Murmbear:
Fax Murnber:
Location Addresz: 3540 Hilo Drive
Washington, DC 20001
Type of Institution: Public
This School is Engaged in: HIGHER EDUCATION (issuing one or more of the following
degrees: associates, bachelors, masters, Ph.D.)
School's Sessions are Primarily Based on: Semesters
Schaol Establizshed on: 06,/27 /1952
School Operates Under the Following Authorization: Federal Education Board
School is Approved Under the Follawing Assaciation or Agency: State Education Board
Areas of Study: LIBERAL ARTS
Degrees Available: AA DEGREE
EA DEGREE
MASTER OF ARTS
Higher Education Conferring Degrees: Higher education, it confers recognized bachealor's, master's,
professional, or divinity degrees.
Credit Transfer: Higher education, its credits are recognized by and
transferable to institutions of study which confer degrees.
Sessions are Held: Day
Requirements for Admission: High school diploma, GED, placement test
Courses of Study and Tirme Mecessary to Complete: 120 credits
Requirarnants for Graduation: Successful completion of coursework
Causes for Expulsion: Felony conwviction
Average Annual Mumbers: Classes - 1,000
Students - 30,000
Teachers and Instructors - 1,050
Non-Teaching Employees - 200
Average Annual Cost of Roam, Board, and Tuition Per $6,250.00
Student:

Campus Information
Makena University
School Code: WASZ14F37652000
Mailing Address: 3540 Hilo Drive Washington, DC 20001
Location Address: 3540 Hilo Drive Washington, DC 20001
Dfficials: Official Name Title Telephone Number  Email Address Role
Ben Grady Dean of Admissions 555-555-5555 ben.grady@rmu.edu [s3:1e]
Makana Makaiwi President 555-555-5555 makana.makaiwi@muedu PDSO

24.1 Guidelines for Updating an Application (Form 1-17)
The following guidelines are applicable to submitting changes to your school’ s application:
e Viewing
— You can view your school’s record with the approved school data.

— You can view the pending updates to your school’ s application whileit is awaiting
adjudication. The system will highlight the fields that are pending adjudication.

e Additional Changes
— Once you submit an update for the school that requires DHS adjudication, you may
not submit another update that requires DHS adjudication until the previous request
has been adjudicated. The applicable check boxes, radio buttons, and text boxes will
be read-only or inactive. However, you may make additional updatesto fields that do
not require adjudication.
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— Updatesto all other fields regarding the school’ s information can be submitted by
either aPDSO or DSO, and will be automatically reflected as changes in the system.
The PDSO can also make changes, additions, and deletions to school official
information, for example, without DHS review.

e Recertification

— All draft updates and updates pending adjudication will be canceled once the PDSO
of the main campus initiates the school’ s recertification application. (See
Section 2.5.1, Initiate a Recertification Application [Form 1-17].) However, these
changes will be incorporated into the draft recertification application.

— After the recertification application has been submitted but before adjudication, the
only change allowed is that the PDSO of the main campus may add, update, and
delete officials, and assign roles to officials. (See Section 2.5.3.1, Add New Officias
to a Submitted Recertification Application [Form [-17], through Section 2.5.3.5,
Assign Campus Officialsto a Submitted Recertification Application [Form 1-17].)
Any changesto officials while the recertification application is pending adjudication
necessitates the PDSO printing, signing, and sending to DHS a copy of the changed
application.

2.4.2 Update Page 1 of an Application (Form I-17)

The Listing of Schools screen contains alist of each school or campus for which you act as a

designated official. To access the application for a school or campus, perform the following

steps:

1. Onthe Listing of Schools screen, click the link for the school whose application you wish to
view. The system displays the data for the selected school.

2. To update the application, click the Edit School link on the left side of the screen. The
system displays the existing data for the school on Page 1 of the application. Exhibit 10,
Contact Information (Page 1 of 5), is an example of Page 1 of the electronic Form 1-17.
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Exhibit 10: Contact Information (Page 1 of 5)

Contact Information [Page 1 of 5]

Required fields are marked with an asterisk {*).
1. * Approval for attendance of students under:

[ saction 10 1(a)(15)(F) of the Act [academic and language students)

" Section 10 1(a)(15)(m) of the Act (vocational students)
2. * Name of School System:

2a. *Mame of Main Campus:

3. Mailing Address of the School:
* Address l:l
Address 2:|
* Ciky:
* State:| =1
* Zip Code:— I_
Fax Number:(l_ b I_ - I_
Tl 5 e[
4. Location of the School (if different from mailing address):
Address l:l
Address 2:|
City:
state:| =
Zip Code: I_
5. * School Type: Iﬁ

Name and Address of Dwner (For PRI¥YATE Schools ONLY):

*Private School
Dwner Name:

* Address l:l
Address 2:|
* Citys
* State:| =1
* Zip Code:— I_
Sawve Draft Reset Values Hext Print I-17 Form

Public Reporting Burden

Reporting burden for this collection of information is estimated to average 20 minutes per response. If you have comments regarding the
accuracy of this estimate, or suggestions for simplifying this information collection send them to: Department of Homeland Security, HQPDI,
425 I Street, N.W., Room 4307 Washington, DC 20526 ; OME No.: 1653-0038. DO NOT MAIL COMPLETED FORMS TO THIS ADDRESS.

11/25/2008 (Tuesday)
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3. You may add or delete the current information to reflect changes to the application
(Form1-17). Below isalist of the sectiong/fields on this screen and a brief description or
explanation for each section/field. An asterisk precedes the fields that must be completed.
To update Page 1, you may make changes to any of the following data:

Section/Field

Description/Explanation

*

1. Approval for Attendance
of Students Under

Click in the appropriate checkbox(es). Academic and
language nonimmigrant students can be admitted to
schools approved under section 101(a)(15)(f) of the
Immigration and Nationality Act. Vocational students
can be admitted to schools approved under section
101(a)(15)(m). The application should be used to
request the addition or removal of the types of programs
(F or M) in which the school wishesto enroll or
discontinue enrolling foreign students. Schools can
request certification to enroll either or both types of
students.

Note: The approval request should pertain to programs
that are offered at both the main campus and any
additional campuses listed on the same application.

Note: Updatesto thisfield require review and approval
by DHS.

*

2. Name of School System

Enter the school or school system’s complete, official
name, without abbreviations. Thisisthe school system
name that prints on the student’s Form 1-20, followed by
the campus name.

Note: Updatesto thisfield require DHS review and
approval.

*

2a. Name of Main Campus

Enter the name of the school or campusthat is
considered the primary campus on the application. This
also prints on Forms [-20 issued from this campus. If
the main campus has its own name, different from that
of the school or school system, that name will display
here. If not, the main campus may have the same name
as the school system. In this case, you should enter the
same information in the Name of School System and
Name of Main Campusfields.

Note: Updatesto thisfield require DHS review and
approval.
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Section/Field

Description/Explanation

3. Mailing Address of the

Enter the address to which mail for the main campus

School should be sent. This address may contain a post office
box number.
Note: Thereisaseparate field on afollowing page in
which the mailing addresses of additional campuses
should be entered.

* Address1 Enter the first line of the address for the main campus.

Address 2 Enter the second line, if needed, of an address, typically
abuilding name or post office box number.

* City Enter the appropriate city.

* State Select the appropriate state.

* Zip Code Enter the zip code, which must be at least avalid
five-digit postal code; use of anine-digit zip code is
optional.

Fax Number Enter avalid fax number for the main campus.
Telephone Number Enter avalid telephone number for the main campus.

4. Location of the School

The physical location of the main campus. This address
may not contain a post office box number.

Note: Updatesto thisfield require DHS review and
approval.

Address1 Enter the first line of the location address for the main
campus.

Address 2 Enter the second line, if needed, of an address, typically
abuilding name.

City Enter the appropriate city.

State Select the appropriate state.

Zip Code Enter the zip code, which must be at least avalid

five-digit postal code; use of anine-digit zip codeis
optional.

* 5, School Type

A school may be either public or private.

Note: Updatesto thisfield require DHS review and
approval.

Name and Address of Owner

If Private Institution isselected in Field 5, you must
complete the following fields.
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Section/Field Description/Explanation
* Private School Owner If the owner is a person, enter his’her name. If the
Name owner is an institution (for example, acompany or a

nonprofit organization such as a church), enter the name
of the institution.

Note: Updatesto thisfield require DHS review and
approval.

* Address1 Enter the first line of an address, typically a number and
street name, for the school owner.

Address 2 Enter the second line, if needed, of an address, typically
abuilding name or post office box number. Post office
box numbers should be used only in mailing addresses.

* City Enter the unabbreviated name of acity.
* State Select the appropriate state.
* Zip Code Enter avalid five-digit postal code; the last four digits

are optional.

4. Click one of the following buttons:

Save Dr aft

After completing the required fields on Page 1, you may click this
button to save the data that you have added or changed on this page.

Note: You do not need to click this button before advancing to the
next page of the application. SEVIS automatically saves data when
you click the Next button. However, saving prior to moving on to the
next page ensures that all required fields have been completed because
if thereisaninvalid entry, SEVIS will return avalidation message. It
also allows you to review the information before moving on.

Reset Values

Click this button to return al new entries on the page to their previous
values.

Next

Click this button to automatically save the data that you have added or
changed; it ensures that al the required fields have been compl eted,
and advances you to Page 2 of the application. If you have entered an
invalid valuein afield, SEVIS will return avalidation message.

Print 1-17 Form

Click this button to print a copy of the application.

24.3 Update Page 2 of an Application (Form 1-17)

The current program/course data for your school are displayed on Page 2 of the application
(Form 1-17). Exhibit 11, Program/Course Information (Page 2 of 5), is an example of the page.
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Exhibit 11: Program/Course Information (Page 2 of 5)

e

Program/Course Information [Page 2 of 5]

Required fields are marked with an asterisk{*)

-
-
-
-
-
-
-
-
-

9. * Date school was established (MM/DD/YYYY):

IDSfZ 7i1952 |

Federal Education Board

.
-

11. * The school has been the national, regional, or state accrediting association or agency (if none, enter "None™):
State Education Board B

E EEE e e e R
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1. You may add or delete the current information to reflect changes to the application. Below is
alist of the sections/fields on this screen and a brief description or explanation for each
section/field. An asterisk precedes the fields that must be completed. To update Page 2, you
may make changes to any of the following data:

Section/Field

Description/Explanation

* 6.

Thisschool isengaged in

Check all options that apply. If Other is selected, you
must enter an explanation in the text box. If you select
an option by mistake, click the check box again to delete
the check mark.

Note: Updatesto thisfield require DHS review and
approval.

* 7.

Thisschool’'s sessions are
based on

Check all options that apply. If Other is selected, you
must enter an explanation in the text box. The text box
should also be used to notify DHS when the school has
more than 20 session begin dates to enter in Section 8,

“date registration begins.”

Date registration begins
for EACH session during
a calendar year

For each session currently offered by a school during the
calendar year, select the month and day on which it
begins. For example, a semester system school would
show at least two month/day pairs. If you need to enter
more than 20, make a note to that effect in the Other
(Explain) text box of Section 7, “ This school’ s sessions
are based on,” and a DHS officia will contact you for
more information, if necessary.

Date school was
established

Enter the date on which the school began operationsin
MM/DD/YYYY format.

* 10.

The school operatesunder
thefollowing federal,
state, local, or other
authorization

Provide a summary description of the authority, if any,
under which the school operates. If none, enter “None’
in the text box.

Note: Updatesto thisfield require DHS review and
approval.

. The school has been

approved by the following
national, regional, or state
accrediting association or
agency

Enter the name of the organization, if any, that has
accredited the school. If none, enter “None” in the text
box.

Note: Updatesto thisfield require DHS review and
approval.

* 12,

Areas of study

A school must offer one or more areas of study. Select
only the areas of study availableto foreign students. To
make a selection, click in the check box next to the
appropriate area of study. To remove the check mark,
click in the check box again. If Other is selected,
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Section/Field Description/Explanation

provide an explanation in the text box.

Note: Updatesto thisfield require DHS review and
approval.

2. Click one of the following buttons:

Save Dr aft

After completing the required fields on Page 2, you may click this
button to save the data that you have added or changed on this page.

Note: You do not need to click this button before advancing to the next
page of the application. SEVIS automatically saves data when you click
the Next button. However, saving prior to moving on to the next page
ensures that all required fields have been completed because if thereis
an invalid entry, SEVIS will return avalidation message. It also allows
you to review the information before moving on.

Prev (Previous)

Click this button to return to the previous page of the application.

WARNING: Be sure to save the data entered on this page before
selecting the Prev button. If you do not save first, the new data that you
entered on this page are |ost.

Reset Values Click this button to return all new entries on the page to their previous
values.
Next Click this button to automatically save the data that you have added or

changed; it ensures that all the required fields have been completed, and
advances you to Page 3 of the application. If you have entered an
invalid value in afield, SEVIS will return a validation message.

Print 1-17 Form

Click this button to print a copy of the application.

24.4 Update Page 3 of an Application (Form I-17)

The current program/course data for your school are displayed on Page 3 of the application.
Exhibit 12, Program/Course Information (Page 3 of 5), is an example of the page.
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Exhibit 12: Program/Course Information (Page 3 of 5)

ProgramfCourse Information [Page 3 of 5]

Required fields are marked with an asterisk {*)

4 3 S S S St S B

14. *Select as appropriate:
If the school is din el iy ey e sty <] qualify its graduates for acceptance by accredited schools of higher

educational level.

If the school is engaged in higher education, it I does hd I confer recognized bachelor's, master's, doctor's, professional, or divinity degrees. Its
credits | are - I recognized by and transferable to institutions of study which confer degrees.

T el ey s e o el e et ermy = |ty e e for employ in the occupations for which
preparation is offered.

The school I - l engaged in English Language Training.

‘

16. *Requirements for admission:

High schoal diplarma, GED, =
placement test -

120 credits

‘

18: *Requirements for graduation:

Successful cornpletion of -
coursevarl 2

Felony conuiction

na
=
Al

0. *Awerage annual number of (enter numb thout comma sep. )

classes: IlDDD Teachers or instructors: IlDSD
Students: ISDDDD Non-teaching employees: IZDD
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1. You may add or delete the current information to reflect changes to the application. Below is
alist of the sections/fields on this screen and a brief description or explanation for each
section/field. An* (asterisk) precedes the fields that must be completed. To update Page 3,
you may make changes to any of the following data:

Field

Description/Explanation

*

13. List the degrees available
from this school

Select only the degrees that your school will offer to
foreign students. Select all options that apply. If Other
is selected, provide an explanation in the text box (for
example, private el ementary schools). High schools or
secondary schools that offer a degree should select
Other and enter “high school diploma,” or asimilar
appropriate description. If your school does not issue
degrees, enter “None” in the text box.

Note: Updatesto thisfield require DHS review and
approval.

*

14. Select as appropriate

Although more than one field may be completed,
generally you should complete only one of the fields
listed for Section 14.

Note: Updates to this section require DHS review and
approval.

If the school isengaged in
elementary or secondary
education

If your school provides elementary/secondary education,
select “does’ or “does not” to indicate if your school
qualifiesits graduates for acceptance by accredited
schools of higher education. Leave thisfield blank if
your school is engaged in higher education,
vocational/technical training, or English Language
training.

Note: Updatesto thisfield require DHS review and
approval.
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Field

Description/Explanation

If the school isengaged in
higher education

As acollege/university, select “does’ or “does not” to
indicate if your school confers recognized degrees. Also
indicateif its credits“are” or “arenot” transferable to
degree-conferring institutions. Both fields in this
section must be completed if your school is engaged in
higher education. Leave these fields blank if your
school is engaged in elementary/secondary,
technical/vocational, or English Language education.

Note: Thisfield applies to community colleges that
offer higher education, academic programs, and confer
academic degrees, including AA degrees.

Note: Updatesto thisfield require DHS review and
approval.

If the school isengaged in
vocational or technical
education

As atechnical/vocational school, select “does’ or “does
not” to indicate if your school qualifiesits graduates for
employment in the occupations for which preparation is
offered. Leavethisfield blank if your school is engaged
in elementary/secondary, college/university, or English
L anguage education.

Note: Updatesto thisfield require DHS review and
approval.

The schoal (is, isnot)
engaged in English language
training

If your school exclusively offers an English language
course, such as English Language schools, or includes
English language training as part of another program,
select “is.” Otherwise, select “isnot” even though the
school may provide remedial English instruction for
students whose English skills are weak.

Note: Updatesto thisfield require DHS review and
approval.

*

15. Sessions are held as
follows

Select whether your school conducts its classes during
the day and/or at night.
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Field Description/Explanation
* 16. Requirementsfor Y ou must include a summary of your school’s
admission requirements for admission. If thereisinformation that

you wish to include that does not fit in thisfield, make a
note of that fact in thisfield. Y ou may also reference
additional sources of information, such as a college
catalog or web site. However, reference to aweb site or
other source of the school’ s requirements is not
sufficient for completion of thisfield. If necessary,
DHS will contact you to obtain the additional
information.

Note: The text may be truncated on the printed

Form I-17 if it islonger than the available space.
However, DHS and school officials are able to view the
entiretext in SEVIS.

*

17. Courses of study and time
necessary to complete
each

Provide a general listing of a school’ s courses of study
and the time, in weeks, months, or years, needed to
complete each.

Note: The text may be truncated on the printed

Form [-17 if it islonger than the available space.
However, DHS and school officials are able to view the
entiretext in SEVIS.

*

18. Requirementsfor
graduation

Summarize your school’ s requirements for graduation.
If there isinformation that you wish to include that does
not fit in this field, make a note of that fact in thisfield.
Y ou may also reference additional sources of
information, such as a college catalog or web site.
However, reference to aweb site or other source of the
school’ s requirements is not sufficient for completion of
thisfield. If necessary, DHS will contact you to obtain
the additional information.

Note: The text may be truncated on the printed

Form [-17 if it islonger than the available space.
However, DHS and school officials are able to view the
entiretext in SEVIS.

*

19. Causesfor expulsion

Provide the genera reasons that would be considered
causes for a student to be expelled from your school.

Note: The text may be truncated on the printed

Form I-17 if it islonger than the available space.
However, DHS and school officials are able to view the
entiretext in SEVIS.
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Field

Description/Explanation

* 20. Average annual number of | Enter the average annual number of classes,

teacherg/instructors, students, and nonteaching
employees for agiven school. These figures may be
estimates if your school does not maintain a running
average for each category.

Note: Thisfield should include an estimate of actual

classes taught rather than course types or programs
offered.

etc. per student

* 21. Approximateannual cost | Enter the approximate amount of money an individual
of room, board,

tuition, student spends at your school, per year, for room, board,
tuition, and related fees.

Note: Y ou must round up to the nearest dollar. The
system does not accept the decimal point.

2. Select from one of the following buttons:

Save Dr aft

After completing the required fields on Page 3, you may click this
button to save the data that you have added or changed on this page.

Note: You do not need to click this button before advancing to the
next page of the application. SEVIS automatically saves data when
you click the Next button. However, saving prior to moving on to the
next page ensures that all required fields have been completed because
if thereisaninvalid entry, SEVIS will return avalidation message. It
also allows you to review the information before moving on.

Prev (Previous)

Click this button to return to the previous page of the application.

WARNING: Be sure to save the data entered on this page before
selecting the Prev button. If you do not save first, the new data that
you entered on this page are |ost.

Reset Values Click this button to return al new entries on the page to their previous
values.
Next Click this button to automatically save the data that you have added or

changed; it ensures that al the required fields have been compl eted,
and advances you to Page 4 of the application. If you have entered an
invalid value in afield, SEVIS will return avalidation message.

Print 1-17 Form

Click this button to print a copy of the application.

245 Update Page 4 of an Application (Form 1-17)

The current list of officials for this school is shown on Page 4 of the application. Exhibit 13,
School Officia Information (Page 4 of 5), is an example of this screen.
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Note: Only aPDSO may add or delete school officials, and update their recordsin SEVIS.

Exhibit 13: School Official Information (Page 4 of 5)

School Official Information [Page 4 of 5]

Official Name Tite Telephone Email Address Comman: d
Ben Grady Dean of Admissions 555-555-5555 ext. ben.grady@rmu.edu Update Delete
Makana Makaiwi Preziden t 555-555-5555 ext, makana makaiwi@mu.edu Update Delete

Prev Hext Print I-17 Form

Using Page 4 of the electronic application, the PDSO may do the following:

e Add new officials to the application for this school or campus (Section 2.4.5.1, Add New
Officialsto an Application [Form [-17]). A school official who performs duties for more
than one campus listed on the same application is added only once. To allow an official
already listed on a school’ s application to perform SEVIS duties for an additional campus
listed on the same application, you should add to the official’ s roles using Page 5 of the
electronic application (Section 2.4.6.4, Assign Campus Officials).

e Add existing school officials to the school’ s application (Section 2.4.5.2, Add Existing
Officialsto an Application [Form [-17]). Existing school officials are those who have a
SEVIS ID and are currently associated with another school or program—not an existing
user in your school or program. You will assign these users additional roles using Page 5
of the electronic application (Section 2.4.6.4, Assign Campus Officials).

e Update an official’ sinformation in SEVIS (Section 2.4.5.3, Update an Official’s
Information).

e Deélete usersfrom SEVIS (Section 2.4.5.4, Delete an Official From an Application
[Form I-17]).

The procedures for completing these tasks are addressed in the following sections.

Note: Prior to the departure of a PDSO from your school, he/she should access SEVIS and
assign the PDSO role to an existing DSO. Then, the departing PDSO should assign
himself/herself the role of DSO. The new PDSO may then access SEVIS and delete the
departing officia’s record from SEVIS (see Section 2.4.5.4, Delete an Official From an
Application [Form I-17]). If the PDSO has left the school, attempt to contact the person and
request that he/she log into SEVIS and assign the role to an existing DSO. |f you encounter
problems attempting to assign a new PDSO to your school, contact the SEVIS Help Desk at
1-800-892-4829 (8 am. to 8 p.m. Eastern Time, Monday through Friday).
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When finished updati

ng school officials, click one of the following buttons on Page 4:

Prev (Previous)

The data have been saved. Click this button to return to the previous page
of the application.

Next

The data have been saved. Click this button to advance to Page 5 of the
application. Note: Be sureto add new or existing officialsto the
application before advancing to Page 5. See Section 2.4.5.1, Add New
Officialsto an Application (Form I-17), and Section 2.4.5.2, Add Existing
Officialsto an Application (Form [-17), for instructions.

Print 1-17 Form

Click this button to print a copy of the application.

2451 Add New

Officials to an Application (Form 1-17)

Each school and campus must have one PDSO. A maximum of nine DSOs for each school or

campus of a school m

Note: A school offici

ay also be added.

al who performs duties for more than one campus listed on the same

application is added only once. To alow an official already listed on a school’ s application to
perform SEVIS duties for an additional campus listed on the same application, you should add to

the official’ sroles us
Officias), rather than

ng Page 5 of the electronic application (Section 2.4.6.4, Assign Campus
adding thisindividual as an existing official on Page 4.

To add new school officials, perform the following steps:

1. From the School Official Information (Page 4 of 5) screen, click the Add New Official link
below the list of officials already registered to use SEVIS. The Add Official screen displays.

An example of thi

sscreen is depicted in Exhibit 14, Add Official Screen.
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Exhibit 14: Add Official Screen

Add Official

Required fields are marked with an asterisk {*}.

* Last Name: I

* First Name: I

Middle Name: |

Suffix: Iﬁ
* The Official is: Iﬁ
If LPR, enter A-Number: I—
* Titdes |
Contact Information:
* Address 1:|

Address Z:I
* City: |
* State: | =1
* Zip Code:l— I_
# Telephone Number:l_- I_- l_ ext.l_

* Email Address: |

Add Official | cCancel

2. Belowisalist of the fields on the Add Official screen and a brief description or explanation
for each field. An asterisk precedes the fields that must be completed. To add an official,
enter the following data:

Field Description/Explanation
* Last Name Enter the surname or family name of the school
official.
* First Name Enter the first name of the school official.
Middle Name Enter the middle name of the school official.
Suffix If applicable, select atitle, such as Junior, that may
display at the end of a person’s name.
* The Official is Select the appropriate option, U.S. Citizen or LPR.

Note: All PDSOs and DSOs must be either U.S.
citizens or Lawful Permanent Residents (LPRs) of

the United States.
If LPR, enter A-Number Enter the alien number (in the following format:
A123456789) if the school official isan LPR of the
United States.
* Title Enter the title of the school official.
* Address1 Enter the first line of the address for this school
official.
Address?2 Enter the second line, if needed, of an address,

typically a building name or post office box number.
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Field Description/Explanation

* City Enter the appropriate city.

* State Select the appropriate state.

* Zip Code Enter avalid five-digit postal code; the last four digits
are optional.

* Telephone Number Enter avalid telephone number for this school
official.

* Email Address Enter avalid electronic mail address. The school

official’s SEVIS user ID and password instructions
are mailed to this address; therefore the address
entered must be secure. Notification of adjudication
results for updates to the application will also be sent
to thisemail address.

Note: Email addresses are not secure if they can be
accessed by more than one person (for example,
info@ABCcollege.edu).

3. Click one of the following buttons:

Add Official Click this button to save the data that you have entered for this school
official. Page 4 of the application displays and the information for the
official that was added isincluded on the list of officials.

Cancel Click this button to return to Page 4 of the application without saving the
datafor this official.

If you need to add additional new officias, repeat Steps 3 through 5.

5. See Section 2.4.6.4, Assign Campus Officials, in order to compl ete the process and assign the
appropriate role (PDSO or DSO) to the new user at the school’ s campus(es). The new user
must be assigned arole at least at one campus. If the new user will not be performing arole
at a particular campus, click the No Role radio button.

2.4.5.2 Add Existing Officials to an Application (Form I-17)

An existing official is an active SEVIS user, someone who already has a permanent SEVIS user
ID. SEVIS alowsthe addition of existing officials who may perform tasks for multiple schools
and/or programs. Adding an existing official isthe process of authorizing a current SEVIS user
who isnot aready listed on the school’ s application to perform asa PDSO or DSO for a school
or campus.

Note: A school official who performs duties for more than one campus listed on the same
application is added only once. To alow an official already listed on a school’ s application to
perform SEVIS duties for an additional campus listed on the same application, you should add to
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the official’ sroles on Page 5 of the electronic application (Section 2.4.6.4, Assign Campus
Officials), rather than adding thisindividual as an existing official on Page 4.

To add an existing official, perform the following steps:

1. From the School Official Information (Page 4 of 5) screen, click the Add Existing Official
link below the list of officials already registered to use SEVIS. The Add Existing Official
screen displays. Exhibit 15, Add Existing Official Screen, is an example of the screen.

Exhibit 15: Add Existing Official Screen

Add Existing Official

Required fields are marked with an asterisk (*).

The official is a current user. Enter the official’s user name.

* User Name: I

Search Official Cancel

2. Inthe Usear Namefield, enter the SEVIS user ID—the ID that the official uses to access
SEVIS.

3. Click the Search Official button. If the official hasarecord in SEVIS, the Add Existing
Official - <Official’s Name> screen displays the name, title, telephone number, and email
address for this official.

4. Click one of the following buttons:

Add Official Click this button to add this school official to your school’s application.
Page 4 of the application displays and the information for the official is
included on the list of officials.

Cancel Click this button to return to Page 4 of the application without adding this
official to your school’s application.

If you need to add additional existing officias, repeat Steps 3 through 6.

6. See Section 2.4.6.4, Assign Campus Officials, in order to complete the process and assign the
appropriate role (PDSO or DSO) to the added official at the school’s campus(es). The added
official must be assigned arole at least at one campus. If the added official will not be
performing arole at a particular campus, click the No Role radio button.

2.4.5.3 Update an Official’s Information

Only aPDSO may update the SEVIS record for an existing official. To change or update the
record of an existing school official, perform the following steps:
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1. From the School Official Information (Page 4 of 5) screen, click the Update link to the right
of the name of the official whose record you wish to update. The system displays the Update
Official screen. Exhibit 16, Update Official Screen, isan example of the screen.

Exhibit 16: Update Official Screen

Update Dfficial
Required fields are marked with an asterisk {*).

“Last Name: [Mak aivi

*First Name:IMakana

Middle Name: |

Suf'ﬁx:l vl
*The Official is:l U.5. Citizen _» I
If LPR, enter n-Number:I

i Tltle:IPresident
Contact Information:
* Address 1:[29887 Hilo Drive

Address 2: I

* Gity: [washington
* State:| DISTRICT OF COLUMBILA =
* Zip Codazpooos ||
* Telephone Number: d%) IE - Iﬁ ext. I_

* Email Address: [makana.mak aivi@muo.edu

Update Cancel

2. Make the necessary changes to the user’ s record. See Section 2.4.5.1, Add New Officialsto
an Application (Form 1-17), for detailed instructions for each field.

3. Click one of the following buttons:

Update Click this button to update this school official’sinformation. Page 4 of the
application displays.

Cancel Click this button to return to Page 4 of the application without updating
this official’ sinformation.

2.45.4 Delete an Official From an Application (Form 1-17)

Deleting an official completely removes the individual from the application (Form [-17). The
official will no longer be able to perform SEV 1S tasks for your school.

Note: To remove the official asaPDSO or DSO for a specific campus, use the Assigning
Campus Officials screen, rather than deleting the official. See Section 2.4.6.4, Assign Campus
Officials.

36
umschl_6.0_update 022009.doc CSY00.60010-01.UK0-EDS
Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volumel Form|-17

Because an official must be assigned arole to at least one campus, if the officia will not be
performing any role, he/she should be deleted. To delete a school official from your school’s
application, perform the following steps:

1. From the School Official Information (Page 4 of 5) screen, click the Delete link to the right
of the name of the person who you would like to delete from this school. The Delete Official
screen displays. Exhibit 17, Delete Official Screen, is an example of the screen.

Exhibit 17: Delete Official Screen

Delete Official

Last Mame: Makaiwi
First Name: Makana
piddle Name:
Suffix:
The Official is: U. 5, Citizen
Contact Information:
Address: 293587 Hilo Drive
City: Washington
State: DC
Z2ip Code: 20001
Telephone Mumber: 555-555-5555
Email Address: makana.makaivi@mu.edu

Delete Official Cancel

2. Click one of the following buttons:

Delete Official | Click this button to delete this official from your school’ s application.
Page 4 of the application displays and this official no longer displays on
thelist.

Cancel Click this button to return to Page 4 of the application without deleting this
official from your school’ s application.

2.4.6 Update Page 5 of an Application (Form I-17)

The current list of campuses for this school is shown on Page 5 of the school’ s application.
Exhibit 18, Campus Information (Page 5 of 5), is an example of this screen. Only a PDSO may
add, update, or delete a campus, and assign officials.

Exhibit 18: Campus Information (Page 5 of 5)

Campus Information [Page 5 of 5]

Campus Name Mailing Address Location Comman d
Makena University 2540 Hilo Drive Washington, DS 20001 ‘Washington, DS Officials
Add New Campus

Prev Submit Cancel Print I-17 Form

Please Note: Add any additional campuses then click the Officials link to assign SEYIS roles to the school officials before submitting the
I-17.
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Using Page 5 of the Form 1-17, the PDSO may add, update, or delete campuses and assign or
reassign school officialsto their SEVISroles. The following sections provide instructions for
adding, updating, or deleting campuses and assigning SEV IS roles.

2.4.6.1 Add aNew Campus

SEV IS enables the PDSO to add to the application (Form I-17) campuses that are located in the
same DHSjurisdiction as the main campus. If your school has campuses that are located in
other DHS jurisdictions (for example, different states), separate applications must be completed
for the schools and campuses within each district. Multi-campus schools that have campuses
located in asingle DHS district may either file asingle application for all campuses or file
separate applications.

Note: When adding another campus, review and update all pages of the application to reflect
any new information specific to the campus being added.

When you add campuses to the application, DHS must review and approve the changes. To add
a campus to the school’ s application, perform the following steps:

1. From the Campus Information (Page 5 of 5) screen, click the Add New Campus link below
the list of registered campuses. Exhibit 19, Add Campus Screen, is an example of the screen
that displays.

Exhibit 19: Add Campus Screen

Add Campus

Required fields are marked with an asterisk (*)

* Campus Nlmm|
Mailing Address:

* Address 1:[
Address 2: |
* City:
* state: =l
* Zip Code: [— [_
Fax Number: d_] I_ - I_
Telephone Number: d_] I_ = I_ ext, ’_

(if diff from the maili dd )
Address 1:
Address 2:
city:[

state: | =l
Zip Code: ’— I_
Add Campus Cancel
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2. Enter the information regarding the new campus. Below isalist of the sections/fields on this
screen and a brief description or explanation for each section/field. An asterisk precedes the

fields that must be compl eted.

Section/Field

Description/Explanation

* Campus Name

Enter the name of the new campus. Thisalso printson
Forms 1-20 issued from this campus.

Mailing Address

Enter the address to which mail for this campus should
be sent. This address may contain a post office box
number.

* Address1 Enter thefirst line of the address for this campus.
Address?2 Enter the second line, if needed, of an address, typicaly
abuilding name or post office box number.
* City Enter the appropriate city.
* State Select the appropriate state.
* Zip Code Enter avalid five-digit postal code; use of a nine-digit
Zip codeis optional.
Fax Number Enter avalid fax number for this campus.
Telephone Number Enter avalid telephone number for this campus.
Location The physical location of the new campus, if different
from its mailing address. This address may not contain
apost office box number.
Address1 Enter thefirst line of the address for this campus.
Address 2 Enter the second line, if needed, of an address, typically
abuilding name.
City Enter the appropriate city.
State Select the appropriate state.
Zip Code Enter avalid five-digit postal code; use of a nine-digit

Zip codeis optional.

3. Click one of the following buttons:

documentation.

Add Campus Click this button to add this campus to your school’ s application. Page 5
of the application displays and the name of the campus that was added
displays on thelist.

Note: A DHS user will contact the PDSO for any necessary supporting

Cancel Click this button to return to Page 5 of the application without adding this
campus to your school application.
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4. 1If you need to add additional campuses, repeat Steps 3 through 5.

5. See Section 2.4.6.4, Assign Campus Officials, in order to complete the process and assign
school officials roles (PDSO or DSO) at the new campus(es).

2.4.6.2 Update a Campus

The PDSO and DSO may update campus information. To update the information for a campus,
perform the following steps:

1. From the Campus Information (Page 5 of 5) screen, click the Update link to theright of a
campus name. The Update Campus — <Name of Campus> screen displays.

2. Make the necessary additions and/or changes to the data. Section 2.4.6.1, Add a New
Campus, provides detailed instruction for each field.

3. Click one of the following buttons:

Update Campus | Click this button to update the information for this campus. Page 5 of the
application displays.

Note: DHS must review and approve the changes to school name, mailing
address, and location address.

Cancel Click this button to return to Page 5 of the application without updating the
information for this campus.

2.4.6.3 Delete a Campus

The PDSO may submit a campus deletion request for campuses that have no studentsin Active
status and no students with pending reinstatement requests. Campus deletion requests are
adjudicated by DHS.

To request a campus deletion from your school’ s application (Form 1-17), perform the following

steps:

1. From the Campus Information (Page 5 of 5) screen, click the Delete link to theright of a
campus name. The Delete Campus - <Name of Campus> screen displays.

Note: Y ou will not be able to delete a campus at which SEVIS student records are il
active or pending reinstatement.

2. Click one of the following buttons:

Delete Campus | Click this button to delete this campus. A confirmation screen displaysto
verify that you wish to proceed with the campus deletion request. Click
the Y es button and Page 5 of the application displays. Otherwise, click the
Cancd button to return to Page 5 of the application without submitting the
campus del etion request.

Note: If your campus deletion request is approved, you will no longer be
able to view, access, or print any of the student records associated with this
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campus. Prior to submitting this request, you should transfer out any
student records you may need in the future (for example, studentsin Active
status who wish to continue their education at your main campus or a
student in Terminated or Completed status, who wishes to apply for
reinstatement to attend another school).

Cancel Click this button to return to Page 5 of the application without deleting this
campus.

2.4.6.4 Assign Campus Officials

Campus Information (Page 5 of 5) has alink that enables you to assign each school official arole
at each individual campus. Those roles are PDSO and DSO.

Note: Each official must be assigned to at |east one campus on the application (Form 1-17).

In SEVIS, the PDSO is usually the contact person for the original submission of the application.
The PDSO will also be the responsible party for any updates to the PDSO and DSO information,
and for registering the school to use the SEVIS batch interface. The PDSOs and DSOs are
responsible for creating, submitting, and updating SEV S student records, and issuing

Forms 1-20.

Note: All PDSOs and DSOs must be either U.S. citizens or LPRs of the United States.
Exhibit 20, SEVIS Roles and Responsibilities, lists the various tasks that school officials may
perform using SEVIS. An*“X” in the column indicates that the school official whosetitle

displays at the top of the column may perform the task listed.

Exhibit 20: SEVIS Roles and Responsibilities

SEVIS Task PDSO DSO
Add and delete campuses (Form I-17) X
Add, delete, update, save, and submit changes to the information X
for school officials, including assigning roles (Form 1-17)
Update, save, and submit changes to the information for schools X X
(Form 1-17)
Initiate, save, complete, and submit recertification application X
(Form1-17)
Print the Form I-17 X X
Create and save records for students and dependents (Form 1-20) X X
Update records for students and dependents (Form 1-20) X X
Submit records for students and dependents (Form [-20) X X
Print student and dependent draft 1-20 Forms X X
Print student and dependent 1-20 Forms X X
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SEVIS Task PDSO DSO
View all student and dependent records for their schools X X
Receive SEVIS derts X X
View and print reports X X
Register schoolsto use the SEVIS batch interface X

To authorize your school officias to perform asaPDSO or DSO when using SEVIS, perform
the following steps for each campus listed on the application:

1. From the Campus Information (Page 5 of 5) screen, click the Officials link to the right of the
campus name. The Assigning Campus Officials screen displays. An exampleisshownin
Exhibit 21, Assigning Campus Officials Screen.

Note: Thisscreen lists all officials associated with the school. Y ou must choose therole
that each official will play at each campus.

Exhibit 21: Assigning Campus Officials Screen

Assigning Campus Officials
Campus Name: Makena University

Mailing Address: 3540 Hilo Drive
Washington, DC 20001

Officials Currently Assigned

Official Name Titde PD5S0 Ds0 No Role
Ben Grady Dean of Admissions r o 's
Malkana Malaiwi President ol 'l 'l

Accept Changes Reset Values Cancel |

2. Click aradio button (PDSO or DSO) to the right of the officia’s name. Select the No Role
radio button for officials who will not perform SEV IS tasks for this specific campus.

Note: Each campus must have one PDSO, and this person may be a PDSO at multiple
campuses. Schools can identify a maximum of nine DSOs per campus, and these officials
may perform different roles for different campuses. Every official must be assigned at least
one role at one campus listed on the application. If an official isnot assigned arole, you
cannot submit these changes to the Form.

3. Click one of the following buttons:

Accept Changes | Click this button to accept the new or changed role assignments. Page 5 of
the application displays.

Reset Values Click this button to return al fields to their previously saved values.

Cancel Click this button to return to Page 5 of the application without assigning or
changing any roles.

See Section 2.4.6.5, Submit Updates to an Application (Form I1-17), for instructions on
completing this process.
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2.4.6.5 Submit Updates to an Application (Form I-17)

In order to complete the update process, you need to submit your application. Once all changes
have been made to your application and you have finished adding campuses and assigning roles
to school officials, click one of the following buttons:

Prev (Previous) | Click this button to return to the previous page of the application.

Submit Click this button to forward the changes to the application to DHS for
review and approval and/or to save datain the SEVIS database.
Cancel Click this button to delete all changes and updated information that have

not been submitted. A confirmation screen displays informing you that all
changes made to the application since the last submission will be del eted.
Click the Y es button to proceed with canceling the update to your
application. The Listing of Schools screen displays. Click the No button to
return to Page 5 of the application without canceling the changes.

Print 1-17 Form | Click this button to print a copy of the application.

If you click the Submit button, the system displays a message indicating that the updates to the
application have been successful. However, if you made changesto certain fields (see

Section 2.4, Update an Application [Form 1-17]) or added campuses, DHS will have to
adjudicate those changes. If you added campuses, changed the private school owner’s name, or
changed the public/private school type indicator, you will need to pay afee through Pay.Gov.
Section 2.6, Electronic Submission of Payment, provides instructions on submitting payment.

Once DHS processes the adjudicabl e updates to the application, the following outcomes are
possible:

e |f the updates are approved, the school officials receive approval notification viaemail.

e If additional information is required for processing the updates, the school officials
receive an email specifying the missing or problematic information. Official notification
of the request for further evidence may also be sent via mail.

e If the requested updates are denied, the school officials will receive notification via
email. Thisemail will include basic information regarding the reasons for denial and, if
necessary, a DHS User will contact the PDSO with more specific information regarding
the denial.

2.5 Recertification Application (Form I-17) Overview

A school must apply for recertification 2 years after DHS approves their initial certification
application (and every 2 years thereafter). The PDSO of the main campus must submit the
completed recertification application electronically through SEVIS and submit the appropriate
fee through Pay.Gov before DHS can begin adjudication. Once the recertification application
has been submitted and the fee has been paid, the application is considered Filed. School
officials will receive an email notification when their application is set to Filed.
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180 days prior to the school’ s certification expiration date, the following occurs:

e The PDSOs and DSOs receive an email notification informing them that the PDSO of the
main campus needs to submit the recertification application and pay the appropriate fee.

e When the PDSOs and DSOs log into SEVIS, the Recertification Application screen
(Exhibit 22, Recertification Notification Screen) displays, stating that they are associated
with aschool that requires recertification. Click the Continue button and the Listing of
Schools screen displays. The recertification process does not need to be immediately
initiated; this notification is merely areminder that it needs to occur within the next 180
days. The notification screen will continue to display upon login to all PDSOs and DSOs
until the recertification application has been set to Filed.

Exhibit 22: Recertification Notification Screen

s, ULS, Immigratiof
.| and Customs
* Enforcement

Student & Exchange Visitor SEVIS
Information System

Recertification Application

You are associated with a school that requires recertification. The PDS0 of the main campus must submit a recertification application and
the required fee must be paid in order to maintain the school's enrollment in SE¥IS. If the application is not submitted and the fee paid
by the expiration date the school will be Withdrawn without appeal rights and the access termination date will be set to the end of the
current session date,

Continue

e Onthe Listing of Schools screen, @ displays to the right of the school’ s name indicating
that it needsto be recertified. An example of this screen is depicted in Exhibit 23,
Listing of Schools Screen. Thisindicator isvisibleto all PDSOs and DSOs.

Exhibit 23: Listing of Schools Screen

Listing of Schools
* Indicates an alert for that school
@ Indicates that the PDSO of the main campus has to apply fpay fees for recertification

Name of School Name of Campus Location {City, State) Role Commands
Makens University @ Makena University Washington, DC PDSO  Search Mew Student Student Lists Feports

e For the PDSO of the main campus, the Apply for Recertification link displaysin the
Actions menu on the School Information screen. Thislink is shown in Exhibit 24,
School Information Screen With Apply for Recertification Link.
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Exhibit 24: School Information Screen With Apply for Recertification Link

Print I-17 Form

Makena University

Actions:
Edit School Certification Expiration Date: 11,/13/2005
School Status: APPROVED
Current School Code: WASZ14FE7658000
Previous School Code: N/A
Seeking Appraval for: Academic and Language studants
%%‘iﬁamn Mailing Address: 3540 Hilo Drive
SEEEeEEE Washington, DC 20001
Telephaone Murnber:

Wiew Draft Update

Reaqizter for Batch Fax Mumber:
Erocessing Lacation Address: 3540 Hilo Drive

Washington, DC 20001
Type of Institution: Public
This School is Engaged in: HIGHER EDUCATION (issuing one or more of the following
egrees: associates, bachelors, masters, Ph.D.)
Schoal's Sessions are Primarily Bazed on: Semesters
School Established on: 06 /27 /1952
School Operates Under the Following Authorization: Federal Education Board
School is Approved Under the Following Association or Agency: State Education Board
Areas of Study: LIBERAL ARTS
Degrees Available: AA DEGREE
BA DEGREE
MASTER OF ARTS
Higher Education Conferring Degrees: Higher education, it confers recognized bachelor's, master's,
1 i d

P ional, or divinity deg .
Cradit Transfer: Higher aducation, its cradits are recognized by and
transferable to institutions of study which confer degrees.
Sessions are Held: Day
Requirernents for Admizzion: High school diploma, GED, placement test
Courses of Study and Time Heceszary to Complete: 120 credits
Requirernents for Graduation: Successful completion of coursework
Causes for Expulsion: Felony conviction
Average Annual Numbers: Classes - 1,000
Students - 30,000
Teachers and Instuctors - 1,050
Non-Teaching Employees - 200
Average Annual Cost of Roorm, Board, and Tuition Per$6,250.00
Student:

Campus Information
Makena University
School Code: WASZ14F27653000
Mailing Address: 3540 Hilo Drive Washington, DC 20001
Location Address: 3540 Hilo Drive Washington, DC 20001

Officials: Official Name Title Telephone Number  Email Address Role
Ben Grady Dean of Admissions 555-555-5555 ben.gradvi@rmu.edu [s}:1s]
Makana Makaiwi President 555-555-5555 rmakana makaiwvi@mu.edu PDSO

If the PDSO of the main campus does not submit the recertification application or pay the fee,
the PDSOs and DSOs will receive reminder emails 90, 60, and 30 days before their certification
expiration date.

Beginning 180 days prior to the school’ s certification expiration date, the PDSO of the main
campus will be able to initiate, save a draft of, make changes to, and submit his’her school’s
recertification application.

After the recertification application isinitiated, the school officials will no longer be able to
make updates to the approved certification application. However, they will be able to view and
print the approved certification application until the recertification application is submitted.
After the recertification application is submitted, they will be able to view and print the
recertification application.

Additionally, after the recertification application is submitted, but before it is adjudicated, school
officials may not make any adjudicable or nonadjudicable changes to the recertification
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application. The only change allowed to be made is that the PDSOs may add, update, or delete
officials, or assign rolesfor officials. (See Section 2.5.3.1, Add New Officials to a Submitted
Recertification Application [Form [-17], through Section 2.5.3.5, Assign Campus Officialsto a
Submitted Recertification Application [Form [-17].)

251 Initiate a Recertification Application (Form I-17)

IMPORTANT: When you initiate your recertification application, any pending adjudicable
updates or any draft updates to your approved application will be canceled. All pending and
draft updates will be automatically incorporated into your draft recertification application.

Only the PDSO of the main campus may initiate, update, save a draft of, and submit a
recertification application. Perform the following steps to initiate your recertification
application:

1. From the School Information screen, click the Apply for Recertification link. The Apply for
Recertification screen displays informing you that all pending adjudicable updates and draft
updates will be canceled. Exhibit 25, Apply for Recertification Screen, provides an example
of this screen.

Exhibit 25: Apply for Recertification Screen

Student & Exchange Visitor
Information System

Apply for Recertification

If your school has submitted pending updates or draft updates, these updates will be cancelled once you initiate or proceed to page 1 of
the recertification application. Although the submitted pending updates will be cancelled, they will be included in the draft recertification
application. Once you proceed to page 1 of the recertification application, PDS0s and DS0s WILL NOT be able to make any adjudicated or
non-adjudicated updates to the approved Form I-17 until it has been adjudicated. All updates should be made to the recertification
application prior to submission. PD50s WILL be able to continue to add officials, update officials, delete officials, and assign roles to
officials while applying for recertification and after submitting the recertification application.

Would you like to proceed and apply for recertification?

Yes Ho

2. Click either the Y es or No button.

e Click the Yes button to proceed to the recertification application. All pending
adjudicable updates and draft updates will be canceled; however, the updates will be
automatically incorporated in your draft recertification application. Page 1 of the
recertification application displays.

Y our recertification application is now initiated. Y ou no longer can update your approved
application. You may review, update, save a draft of, and submit the recertification
application.

Note: If you add or update officials on your draft recertification application, the changes
will not take effect until your recertification application is submitted.

46
umschl_6.0_update 022009.doc CSY00.60010-01.UK0-EDS
Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volumel Form|-17

e Click the No button if you want to wait until your pending updates are adjudicated or if
you do not wish to initiate your recertification application at thistime. Y ou are returned
to the School Information screen without initiating the recertification application.

25.2 Review and Update a Recertification Application (Form I-17)

Y our recertification application is pre-populated with your approved application data and any
pending adjudicable updates and draft updates. Perform the following steps to review and
update, if necessary, your recertification application:

1. Access Page 1 of your recertification application. Section 2.5.2.1, Update Page 1 of a
Recertification Application (Form I-17), provides detailed steps.

2. Review and update, if necessary, Pages 1 through 5 of your recertification application.
Detailed steps are provided in Section 2.5.2.1, Update Page 1 of a Recertification
Application (Form 1-17), through Section 2.5.2.5, Update Page 5 of a Recertification
Application (Form 1-17).

3. You may save adraft copy of your recertification by clicking the Save Draft button on
Pages 1, 2, or 3 of the recertification application.

4. From Page 5 of the recertification application you may submit your recertification
application. Section 2.5.3, Submit a Recertification Application (Form [-17), provides
detailed steps on submitting your recertification application.

2.5.2.1 Update Page 1 of a Recertification Application (Form I-17)

Y our recertification application is pre-popul ated with your approved application data and any

pending adjudicable updates and draft updates. Perform the following stepsto review and

update, if necessary, Page 1 of your recertification application:

1. Access Page 1 of your recertification application. An example of this screen isdepicted in
Exhibit 26, Contact Information (Page 1 of 5).

e |f you havejust initialized your recertification application by clicking the Apply for
Recertification link and the Y es button from the Apply for Recertification screen, Page 1
will be displayed.

e |f you have saved a draft of the recertification application and are returning to continue
working on the recertification application, click the Edit Recertification Application
link from the School Information screen.
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Exhibit 26: Contact Information (Page 1 of 5)

1. * Approwal for attendance of students under:

2. * Mame of 5chool System:

2a. *Mame of Main Campus:

3. Mailing Address of the School:

[ Section 10 1{a)(15)(f) of the Act (academic and language students)
™ Saction 10 1(a)(15){m]) of the Act (wvocational students)

* Address l:l

Address 2:I

* City:
* State: =l
* Zip Code:l I
Fax Number:(l )] I - I
Talphene [ [t

4. Location of the School(if different from mailing address):

Address l:I

Address Z:I

City:|
State: =
Zip codes| I_
3. * School Type: Iﬁ

Mame and Address of Owner (For PRIVATE Schools ONLY):

*Private School
Owner Name:

* Address l:I

Address Z:I

# Citys|
* State: =
* Zip codes] I_
Save Draft Reset Values

Public Reporting Burden

Contact Information [Page 1 of 5]

Required fields are marked with an asterisk {*}.

Reporting burden for this collection of information is estimated to average 30 minutes per response. If you have comments regarding the
accuracy of this estimate, or suggestions for simplifying this information collection send them to: Department of Homeland Security, HQPDI,
4235 I Street, N.¥¥., Room 4307 Yashington, DC 20536 ; OMB No.: 1653-0038. DO NOT MAIL COMPLETED FORMS TO THIS ADDRESS.

11/25/2008 (Tuesday)

Print I-17 Form

umschl 6.0_update 022009.doc
Update

CSY00.60010-01.UK0-EDS
February 20, 2009



Task Order No. HSCETC-08-J-00011

User Manual for School Users of the Student and Exchange Visitor

Information System Version 6.0: Volumel Form|-17

2. You may add or delete the information to reflect changes to your recertification application
(Form1-17). Below isalist of the sectiong/fields on this screen and a brief description or
explanation for each section/field. An asterisk precedes the fields that must be completed.
To update Page 1, you may make changes to any of the following data:

Section/Field

Description/Explanation

*

1. Approval for Attendance
of Students Under

Click in the appropriate checkbox(es). Academic and
language non-immigrant students can be admitted to
schools approved under section 101(a)(15)(f) of the
Immigration and Nationality Act. Vocational students
can be admitted to schools approved under section
101(a)(15)(m). The application should be used to
request the addition or removal of the types of programs
(F or M) in which the school wishesto enroll or
discontinue enrolling foreign students. Schools can
request certification to enroll either or both types of
students.

Note: The approval request should pertain to programs
that are offered at both the main campus and any
additional campuses listed on the same application.

*

2. Name of School System

Enter the school or school system’ s complete, official
name, without abbreviations. Thisisthe school system
name that prints on the student’s Form 1-20, followed by
the campus name.

*

2a. Name of Main Campus

Enter the name of the school or campusthat is
considered the primary campus on the application. This
also prints on Forms [-20 issued from this campus. If
the main campus has its own name, different from that
of the school or school system, that name will display
here. If not, the main campus may have the same name
as the school system. In this case, you should enter the
same information in the Name of School System and
Name of Main Campusfields.

3. Mailing Address of the
School

Enter the address to which mail for the main campus
should be sent. This address may contain a post office
box number.

Note: Thereisaseparate field on afollowing pagein

which the mailing addresses of additional campuses
should be entered.

*

Address1

Enter thefirst line of the address for the main campus.

Address 2

Enter the second line, if needed, of an address, typically
abuilding name or post office box number.
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Section/Field

Description/Explanation

* City Enter the appropriate city.

* State Select the appropriate state.

* Zip Code Enter the zip code, which must be at least avalid
five-digit postal code; use of anine-digit zip codeis
optional.

Fax Number Enter avalid fax number for the main campus.
Telephone Number Enter avalid telephone number for the main campus.

4. Location of the School

The physical location of the main campus. This address
may not contain a post office box number.

Address1 Enter the first line of the address for the main campus.

Address 2 Enter the second line, if needed, of an address, typically
abuilding name.

City Enter the appropriate city.

State Select the appropriate state.

Zip Code Enter the zip code, which must be at least avalid

five-digit postal code; use of anine-digit zip code is
optional.

* 5, School Type

A school may be either public or private.

Name and Address of Owner

If Private Institution is selected in Field 5, you must
complete the following fields:

*Private School Owner

If the owner is aperson, enter his’her name. If the

Name owner isan institution (for example, acompany or a
nonprofit organization such as a church), enter the name
of the institution.

*Address 1 Enter thefirst line of an address, typically a number and
street name, for the school owner.

Address 2 Enter the second line, if needed, of an address, typically
abuilding name or post office box number. Post office
box numbers should be used only in mailing addresses.

*City Enter the unabbreviated name of acity.

*State Select the appropriate state.

*Zip Code Enter avalid five-digit postal code; the last four digits

are optional.
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3. Click one of the following buttons:

Save Dr aft

After completing the required fields on Page 1, you may click this button to
save the data that you have added or changed on this page.

Note: You do not need to click this button before advancing to the next
page of the application. SEVIS automatically saves data when you click
the Next button. However, saving prior to moving on to the next page
ensures that all required fields have been completed because if thereisan
invalid entry, SEVIS will return a validation message. It also allows you to
review the information before moving on.

Resat Values

Click this button to return al new entries on the page to their previous
values.

Next

Click this button to automatically save the data that you have added or
changed. Thisensuresthat all the required fields have been completed,
and advances you to Page 2 of the application. If you have entered an
invalid valuein afield, SEVIS will return a validation message.

Print 1-17
Form

Click this button to print a copy of the application.

2522

Update Page 2 of a Recertification Application (Form 1-17)

The current program/course data for the school are displayed on Page 2 of the recertification
application. Exhibit 27, Program/Course Information (Page 2 of 5), is an example of the page.
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Exhibit 27: Program/Course Information (Page 2 of 5)

1

ProgramjCourse Information [Page 2 of 5]

Required fields are marked with an asterisk(*)

~

is school’s sessions are based on:
Semesters
Trimesters

Quarters

I i L

Other (specify) I

9. * Date school was established (MM/DD/YYYY):

IDS.I"Q?.I"1952

Federal Education Board

11. # The school has been approved by the followi

|
I
I
I
I
I
I
I
I
I
I
I

State Education Board ﬂ

I, or state accrediting association or agency (if none, enter "Nona"):
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1. You may add or delete the information to reflect changes to the application. Below isalist
of the sectiong/fields on this screen and a brief description or explanation for each
section/field. An asterisk precedes the fields that must be completed. To update Page 2, you
may make changes to any of the following data:

Section/Field

Description/Explanation

* 6. Thisschool isengaged in

Check all options that apply. If Other is selected, you
must enter an explanation in the text box. If you select
an option by mistake, click the check box again to delete
the check mark.

* 7. Thisschool'ssessions are
based on

Check all options that apply. If Other is selected, you
must enter an explanation in the text box. The text box
should also be used to notify DHS when the school has
more than 20 session begin dates to enter in Section 8,

“date registration begins.”

* 8. Dateregistration begins
for EACH session during
a calendar year

For each session currently offered by a school during the
calendar year, select the month and day on which it
begins. For example, a semester system school would
show at least two month/day pairs. If you need to enter
more than 20, make a note to that effect in the Other
(Explain) text box of Section 7, “ This school’ s sessions
are based on,” and a DHS official will contact you for
more information, if necessary.

* 9. Dateschool was
established

Enter the date on which the school began operations.

* 10. The school operates under
the following federal,
state, local, or other
authorization

Provide a summary description of the authority, if any,
under which the school operates. If none, enter “None’
in the text box.

* 11. The school has been
approved by the following
national, regional, or state
accrediting association or
agency

Enter the name of the organization, if any, that has
accredited the school. If none, enter “None” in the text
box.

* 12. Areasof study

A school must offer one or more areas of study. Select
only the areas of study availableto foreign students. To
make a selection, click in the check box next to the
appropriate area of study. To remove the check mark,
click in the check box again. If Other is selected,
provide an explanation in the text box.
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2. Click one of the following buttons:

Save Dr aft

After completing the required fields on Page 2, you may click this button to
save the data that you have added or changed on this page.

Note: You do not need to click this button before advancing to the next
page of the application. SEVIS automatically saves data when you click
the Next button. However, saving prior to moving on to the next page
ensures that all required fields have been completed because if thereisan
invalid entry, SEVIS will return a validation message. It also allows you to
review the information before moving on.

Prev
(Previous)

Click this button to return to the previous page of the application.

WARNING: Be sure to save the data entered on this page before selecting
the Prev button. If you do not save first, the new data that you entered on
this page are lost.

Resat Values

Click this button to return al new entries on the page to their previous
values.

Next

Click this button to automatically save the data that you have added or
changed. Thisensuresthat al the required fields have been completed,
and advances you to Page 3 of the application. If you have entered an
invalid valuein afield, SEVIS will return a validation message.

Print 1-17
Form

Click this button to print a copy of the application.

2523

Update Page 3 of a Recertification Application (Form 1-17)

Exhibit 28, Program/Course Information (Page 3 of 5), provides an example of Page 3 of the
recertification application.
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Exhibit 28: Program/Course Information (Page 3 of 5)

Program/Course Information [Page 3 of 5]

Required fields are marked with an asterisk (*)

i e S

14. *Select as appropriate:

If the school i d in el v or dary ed: it] j'v qualify its grad: for accep by accredited schools of higher
educational level.

If the school is engaged in higher education, it | does = | confer i bachelor's, ‘5, d ‘s, professional, or divinity d Its
cﬂbilr‘ j"r gnized by and ferable to of study which confer degrees.
n&-mumanudmm.u] j' qualify its graduates for 1! tin the i for which
preparation is offered.

16. *Requirements for ad

High school diplomna, GED, =
placement test i

120 credits B
18: *R for dy
Successful completion of —
coursework ¥
Felony conviction -
-
20. * annual ber of (enter numbers with ep )

Classes: I:I.DDO Teachers or instructors: [1050
Students: |30000 Mon-teaching employees: IZDU
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1. You may add or delete the information to reflect changes to the application. Below isalist
of the sectiong/fields on this screen and a brief description or explanation for each
section/field. An asterisk precedes the fields that must be completed. To update Page 3, you
may make changes to any of the following data:

Field

Description/Explanation

*

13. List the degrees available
from this school

Select only the degrees that your school will offer to
foreign students. Select all options that apply. If Other
is selected, provide an explanation in the text box (for
example, private el ementary schools). High schools or
secondary schools that offer a degree should select
Other and enter “high school diploma,” or asimilar
appropriate description. If your school does not issue
degrees, enter “None” in the text box.

*

14. Select asappropriate

Although more than one field may be completed,
generally you should complete only one of the fields
listed for Section 14.

If the school isengaged in
elementary or secondary
education

If your school provides elementary/secondary education,
select “does’ or “does not” to indicate if your school
gualifiesits graduates for acceptance by accredited
schools of higher education. Leavethisfield blank if
your school is engaged in higher education,
vocational/technical training, or English Language
training.

If the school isengaged in
higher education

As acollege/university, select “does” or “does not” to
indicate if your school confers recognized degrees. Also
indicateif its credits“are” or “arenot” transferable to
degree-conferring ingtitutions. Both fieldsin this
section must be completed if your school is engaged in
higher education. Leave thesefields blank if your
school is engaged in elementary/secondary,
technical/vocational, or English Language education.

Note: Thisfield appliesto community colleges that
offer higher education, academic programs, and confer
academic degrees, including AA degrees.

If the school isengaged in
vocational or technical
education

As atechnical/vocational school, select “does’ or “does
not” to indicate if your school qualifiesits graduates for
employment in the occupations for which preparation is
offered. Leavethisfield blank if your school is engaged
in elementary/secondary, college/university, or English
L anguage education.
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Field

Description/Explanation

The schoal (is, isnot)
engaged in English language
training

If your school exclusively offers an English language
course, such as English Language schools, or includes
English language training as part of another program,
select “is.” Otherwise, select “isnot” even though the
school may provide remedial English instruction for
students whose English skills are weak.

* 15, Sessionsare held as

Select whether your school conducts its classes during

follows the day and/or at night.
* 16. Requirementsfor Y ou must include a summary of your school’s
admission requirements for admission. If thereisinformation that

you wish to include that does not fit in thisfield, make a
note of that fact in thisfield. Y ou may also reference
additional sources of information, such as a college
catalog or web site. However, reference to aweb site or
other source of the school’ s requirements is not
sufficient for completion of thisfield. If necessary,
DHS will contact you to obtain the additional
information.

Note: The text may be truncated on the printed

Form I-17 if it islonger than the available space.
However, DHS and school officials are able to view the
entiretext in SEVIS.

* 17. Courses of study and time
necessary to complete
each

Provide agenera listing of a school’ s courses of study
and the time, in weeks, months, or years, needed to
complete each.

Note: The text may be truncated on the printed

Form I-17 if it islonger than the available space.
However, DHS and school officials are able to view the
entiretext in SEVIS.

* 18. Requirementsfor
graduation

Summarize your school’ s requirements for graduation.
If there isinformation that you wish to include that does
not fit in thisfield, make a note of that fact in thisfield.
Y ou may also reference additional sources of
information, such as a college catalog or web site.
However, reference to aweb site or other source of the
school’ s requirements is not sufficient for completion of
thisfield. If necessary, DHS will contact you to obtain
the additional information.

Note: The text may be truncated on the printed
Form I-17 if it islonger than the available space.
However, DHS and school officials are able to view the
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Field Description/Explanation

entiretextin SEVIS.

*

19. Causesfor expulsion Provide the genera reasons that would be considered

causes for a student to be expelled from your school.

Note: The text may be truncated on the printed

Form [-17 if it islonger than the available space.
However, DHS and school officials are able to view the
entiretext in SEVIS.

*

20. Average annual number of | Enter the average annual number of classes,

teacherg/instructors, students, and nonteaching
employees for a given school. These figures may be
estimates if your school does not maintain a running
average for each category.

Note: Thisfield should include an estimate of actual
classes taught rather than course types or programs

*

offered.
21. Approximate annual cost | Enter the approximate amount of money an individual
of room, board, tuition, student spends at your school, per year, for room, board,
etc. per student tuition, and related fees.

Note: Y ou must round up to the nearest dollar. The
system does not accept the decimal point.

2. Click one of the following buttons:

Save Dr aft

After completing the required fields on Page 3, you may click this button to
save the data that you have added or changed on this page.

Note: You do not need to click this button before advancing to the next
page of the application. SEVIS automatically saves data when you click
the Next button. However, saving prior to moving on to the next page
ensures that all required fields have been completed because if thereisan
invalid entry, SEVIS will return a validation message. It also allows you to
review the information before moving on.

Prev
(Previous)

Click this button to return to the previous page of the application.

WARNING: Be sure to save the data entered on this page before selecting
the Prev button. If you do not save first, the new data that you entered on
this page are lost.

Resat Values

Click this button to return al new entries on the page to their previous
values.
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Next Click this button to automatically save the data that you have added or
changed Thisensuresthat all the required fields have been completed, and
advances you to Page 4 of the application. If you have entered an invalid
valuein afield, SEVIS will return a validation message.

Print 1-17 Click this button to print a copy of the application.
Form

2.5.2.4 Update Page 4 of a Recertification Application (Form I-17)

The current official data for the school are displayed on Page 4 of the recertification application.
Exhibit 29, School Official Information (Page 4 of 5), is an example of this screen.

Exhibit 29: School Official Information (Page 4 of 5)

School Official Information [Page 4 of 5]

Official Name Tite Telephone Email Address Comman: d
Ben Grady Dean of Admissions 555-555-5555 ext. ben.grady@rnu.edu Update Delete
Makana Makaiwi President 555-555-5555 ext. rnakana.rakaiwi@uedy Update Delete
Add New Official Add Existing Official

Prew Hext Print I-17 Form

Using Page 4 of the electronic application, the PDSO may do the following:

e Add new officials to the application for this school or campus (Section 2.5.2.4.1, Add
New Officialsto a Draft Recertification Application [Form 1-17]). A school official who
performs duties for more than one campus listed on the same application is added only
once. Toalow an official already listed on a school’ s application to perform SEVIS
duties for an additional campus listed on the same application, you should add to the
official’s roles using Page 5 of the electronic application (Section 2.5.2.5.4, Assign
Campus Officials to a Draft Recertification Application [Form [-17]).

e Add existing school officialsto the school’ s application (Section 2.5.2.4.2, Add Existing
Officialsto a Draft Recertification Application [Form [-17]). Existing school officials
are those who have a SEVIS ID and are currently associated with another school or
program—not an existing user in your school or program. Y ou will assign these users
additional roles using Page 5 of the electronic application (Section 2.5.2.5.4, Assign
Campus Officials to a Draft Recertification Application [Form [-17]).

e Update an official’ sinformation in SEVIS (Section 2.5.2.4.3, Update an Officia’s
Information for a Draft Recertification Application [Form 1-17]).

e Deéelete an official from an application (Section 2.5.2.4.4, Delete an Official From a Draft
Recertification Application [Form 1-17]).
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The procedures for compl eting these tasks are addressed in the subsequent sections.

When finished updating school officials, click one of the following buttons on Page 4:

Prev (Previous) | The data have been saved. Click this button to return to the previous page
of the application.

Next The data have been saved. Click this button to advance to Page 5 of the
application. Note: Be sureto add any new or existing officials to the
application before advancing to Page 5. See Section 2.5.2.4.1, Add New
Officialsto a Draft Recertification Application (Form 1-17), and

Section 2.5.2.4.2, Add Existing Officials to a Draft Recertification
Application (Form I-17), for instructions.

Print 1-17 Form | Click this button to print a copy of the application.

2.5.2.4.1 ADD NEW OFFICIALS TO A DRAFT RECERTIFICATION APPLICATION (FORM I-17)
This section addresses adding new officials to a draft recertification application. If you need to
add officials to a submitted recertification application that has not yet been adjudicated, see
Section 2.5.3.1, Add New Officials to a Submitted Recertification Application (Form 1-17).

Each school and campus must have one PDSO. A maximum of nine DSOs for each school or
campus of a school may also be added.

Note: A school official who performs duties for more than one campus listed on the same
application is added only once. To allow an official already listed on a school’ s application to
perform SEVIS duties for an additional campus listed on the same application, you should add to
the official’ sroles using Page 5 of the electronic application (Section 2.5.2.5.4, Assign Campus
Officialsto a Draft Recertification Application [Form |-17]), rather than adding thisindividual as
an existing official on Page 4.

To add new school officials, perform the following steps:
1. From the School Official Information (Page 4 of 5) screen, click the Add New Official link

below the list of officials already registered to use SEVIS. The Add Official screen displays.
An example of this screen is depicted in Exhibit 30, Add Official Screen.
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Exhibit 30: Add Official Screen

Add Official

Required fields are marked with an asterisk (*).

* Last Name: |

* First Name: I

Middle Name: |

Suffix: Iﬁ
* The Dfficial is: Iﬁ
If LPR, enter A-Number: I—
gt Tltle:l
Contact Information:
* Address 1: |

Address Z:I
* City: |
* States: | |
* Zip Code:l— I_
* Telephone Number:l_- I_- I_ ext.l_

* Email Address: |

Add Official | _Cancel

2. Belowisalist of the fields on the Add Official screen and a brief description or explanation
for each field. An asterisk precedes the fields that must be completed. To add an official,
enter the following data:

Field Description/Explanation
* Last Name Enter the surname or family name of the school
official.
* First Name Enter the first name of the school official.
Middle Name Enter the middle name of the school official.
Suffix If applicable, select atitle, such as Junior, that may
display at the end of a person’s name.
* The Official is Select the appropriate option, U.S. Citizen or LPR.

Note: All PDSOs and DSOs must be either U.S.
citizens or LPRs of the United States.

If LPR, enter A-Number Enter the aien number (in the following format:
A123456789) if the school official isan LPR of the
United States.
* Title Enter the title of the school official.
* Address1 Enter the first line of the address for this school
official.
Address 2 Enter the second line, if needed, of an address,
typically a building name or post office box number.
* City Enter the appropriate city.
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Field Description/Explanation
* State Select the appropriate state.
* Zip Code Enter avalid five-digit postal code; the last four digits
are optional.
* Telephone Number Enter avalid telephone number for this school
official.
* Email Address Enter avalid electronic mail address. The school

official’s SEVIS user ID and password instructions
are mailed to this address; therefore the address
entered must be secure. Notification of adjudication
results for the recertification application will also be
sent to this email address.

Note: Email addresses are not secure if they can be
accessed by more than one person (for example,
info@ABCcollege.edu).

3. Click one of the following buttons:

Add Official | Click this button to save the data that you have entered for this school
official. Page 4 of the application displays and the information for the
official that was added isincluded on the list of officials.

Cancd Click this button to return to Page 4 of the application without saving the
datafor this official.

4. If you need to add additional new officials, repeat Steps 2 through 5.

5. See Section 2.5.2.5.4, Assign Campus Officials to a Draft Recertification Application
(Form 1-17), in order to compl ete the process and assign the appropriate role (PDSO or DSO)
to the new user at the school’ s campus(es). The new user must be assigned arole at |east at
one campus. If the new user will not be performing arole at a particular campus, click the
No Roleradio button.

2.5.2.4.2 ADD EXISTING OFFICIALS TO A DRAFT RECERTIFICATION APPLICATION (FORM I-17)
This section addresses adding existing officials to a draft recertification application. If you need
to add officials to a submitted recertification application that has not yet been adjudicated, see
Section 2.5.3.2, Add Existing Officials to a Submitted Recertification Application (Form 1-17).

An existing official isan active SEVIS user, someone who aready has a permanent SEVIS user
ID. SEVIS alows the addition of existing officials who may perform tasks for multiple schools
and/or programs. Adding an existing official isthe process of authorizing a current SEVIS user
who is not aready listed on the school’ s application to perform asa PDSO or DSO for a school
or campus.
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Note: A school official who performs duties for more than one campus listed on the same
application is added only once. To alow an official already listed on a school’ s application to
perform SEVIS duties for an additional campus listed on the same application, you should add to
the official’ sroles on Page 5 of the electronic application (Section 2.5.2.5.4, Assign Campus
Officialsto a Draft Recertification Application [Form [-17]), rather than adding thisindividual as
an existing official on Page 4.

To add an existing official, perform the following steps:

1. From the School Official Information (Page 4 of 5) screen, click the Add Existing Official
link below the list of officials already registered to use SEVIS. The Add Existing Official
screen displays. Exhibit 31, Add Existing Official Screen, isan example of the screen.

Exhibit 31: Add Existing Official Screen

Add Existing Official

Required fields are marked with an asterisk (*).

The official is a current user. Enter the official’s user name.

* User Name: I

Search Official Cancel

2. Inthe User Namefield, enter the SEVIS user ID—the ID that the official uses to access
SEVIS.

3. Click the Search Official button. If the official hasarecord in SEVIS, the Add Existing
Official - <Official’s Name> screen displays the name, title, telephone number, and email
address for this official.

4. Click one of the following buttons:

Add Official | Click this button to add this official to your school’s application. Page 4 of
the application displays and the information for the official isincluded on
thelist of officials.

Cancd Click this button to return to Page 4 of the application without adding this
official to your school application.

If you need to add additional existing officials, repeat Steps 2 through 6.

6. See Section 2.5.2.5.4, Assign Campus Officials to a Draft Recertification Application
(Form 1-17), in order to compl ete the process and assign the appropriate role (PDSO or DSO)
to the new user at the school’ s campus(es). The new user must be assigned arole at |east at
one campus. If the new user will not be performing arole at a particular campus, click the
No Roleradio button.

63
umschl_6.0_update 022009.doc CSY00.60010-01.UK0-EDS
Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volumel Form|-17

2.5.2.4.3 UPDATE AN OFFICIAL’S INFORMATION FOR A DRAFT RECERTIFICATION APPLICATION
(FOrM I-17)

This section addresses updating an official’ s information for a draft recertification application. |If

you need to update officials on a recertification application that has been submitted and not yet

adjudicated, see Section 2.5.3.3, Update an Official’s Information for a Submitted

Recertification Application (Form [-17).

Only aPDSO may update the SEVIS record for an existing official. To change or update the
record of an existing school official, perform the following steps:

1. From the School Official Information (Page 4 of 5) screen, click the Update link to the right
of the name of the person whose record you wish to update. The system displays the Update
Official screen. Exhibit 32, Update Official Screen, isan example of the screen.

Exhibit 32: Update Official Screen

Update Dfficial
Required fields are marked with an asterisk {*).

“Last Name: |Mak aivi

*First Name:IMakana

Middle Name: |

Suf'ﬁx:l vl

“The Official is: | U.5. Citizen »

If LPR, enter H-Number:l

gt Tltle:IPresident
Contact Information:
# Address 1:[29887 Hilo Drive

Address 2: I

& City:IWashington
* State:| DISTRICT OF COLUMBILA =1

* Zip Code:|20001 I
# Telephone Number: (|555 )|555 -|5555 ext.l

* Email Address:Imakana.makaiwi@mu.edu

Update Cancel

2. Make the necessary changes to the user’srecord. See Section 2.5.2.4.1, Add New Officials
to a Draft Recertification Application (Form 1-17), for detailed instructions for each field.

3. Click one of the following buttons:

Update Click this button to update this school official’sinformation. Page 4 of the
application displays.

Cancd Click this button to return to Page 4 of the application without updating
this official’sinformation.
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2.5.2.4.4 DELETE AN OFFICIAL FROM A DRAFT RECERTIFICATION APPLICATION (FORM I-17)
This section addresses deleting an official from a draft recertification application. If you need to
delete officials from a recertification application that has been submitted and not yet adjudicated,
see Section 2.5.3.4, Delete an Official From a Submitted Recertification Application (Form |-
17).

Deleting an official completely removes the individual from the application (Form 1-17). The
official will no longer be able to perform SEVIS tasks for your school.

Note: To remove the official asaPDSO or DSO for a specific campus, use the Assigning
Campus Officials screen, rather than deleting the official. See Section 2.5.2.5.4, Assign Campus
Officialsto a Draft Recertification Application (Form 1-17).

To delete a school official from your school’ s application, perform the following steps:

1. From the School Official Information (Page 4 of 5) screen, click the Delete link to the right
of the name of the person who you would like to delete from this school. The Delete Official
screen displays. Exhibit 33, Delete Official Screen, is an example of the screen.

Exhibit 33: Delete Official Screen

Delete Dfficial

Last Mame: Makaiwi
First Name: Makana
Middle Name:
Suffix:
The Official is: .S, Citizen
Contact Information:
Address: 29257 Hilo Drive
City: Washington
State: DC
Zip Code: 20001
Telephone Number: 555-555-5555
Email Address: makana. makaiwi@mu, edu

Delete Official Cancel

2. Click one of the following buttons:

Delete Click this button to delete this official’ s record from your school’s

Official application. Page 4 of the application displays and this official no longer
displayson thelist.

Cancd Click this button to return to Page 4 of the application without deleting this
official’s record from your school’ s application.

2.5.2.5 Update Page 5 of a Recertification Application (Form I-17)

The current list of campuses for this school is shown on Page 5 of the school’ s recertification
application. Exhibit 34, Campus Information (Page 5 of 5), is an example of this screen.
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Exhibit 34: Campus Information (Page 5 of 5)

Campus Information [Page 5 of 5]

Campus Name Mailing Address Location Comman: d
Makena University 3340 Hilo Drive Washington, DC 20001 Washington, DC officials
Add New Campus

Prev Submit Print I-17 Form

Please Note: Add any additional campuses then click the Officials link to assign SEYIS roles to the school officials before submitting the
I-17.

Using Page 5 of the application, the PDSO may add, update, or delete campuses and assign or
reassign school officialsto their SEVISroles. The subsequent sections provide instructions for
adding, updating, or deleting campuses and assigning SEV IS roles.

2.5.2.5.1 AbpD A NEwW CAMPUS TO A DRAFT RECERTIFICATION APPLICATION (FORM I-17)
SEVIS enables the PDSO to add to the application (Form I-17) campuses that are located in the
same DHS jurisdiction as the main campus. |If your school has campuses that are located in
other DHS jurisdictions (for example, different states), separate applications must be compl eted
for the schools and campuses within each district. Multi-campus schools that have campuses
located in asingle DHS district may either file asingle application for all campuses or file
separate applications.

Note: When adding another campus, review and update all pages of the application to reflect
any new information specific to the campus being added.

To add a campus to the school’ s application, perform the following steps:

1. From the Campus Information (Page 5 of 5) screen, click the Add New Campus link below
the list of registered campuses on Page 5 of the electronic application. Exhibit 35, Add
Campus Screen, is an example of the screen that displays.
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Exhibit 35: Add Campus Screen

Required fields are marked with an asterisk (*}

Add Campus

* Campus Name:l
Mailing Address:

* Address 1: I

Address 2: I

* City: |

* State: |
* Zip Code:l I
Fax Number: d ) I -I

Location (if different from the mailing address):

Telephone Mumber: d ) I -I ext. I

=l

Address 1: I

Address 2: |

City: |

State: |

Zip Code: I I

|

Add Campus Cancel

2. Enter the information regarding the new campus. Below isalist of the sections/fields on this
screen and a brief description or explanation for each section/field. An asterisk precedes the

fields that must be compl eted.

Section/Field Description/Explanation
* Campus Name Enter the name of the new campus. Thisalso printson
Forms 1-20 issued from this campus.

Mailing Address Enter the address to which mail for this campus should
be sent. This address may contain a post office box
number.

* Address1 Enter thefirst line of the address for this campus.
Address 2 Enter the second line, if needed, of an address, typically
a building name or post office box number.
* City Enter the appropriate city.
* State Select the appropriate state.
* Zip Code Enter avalid five-digit postal code; use of a nine-digit
Zip codeis optional.
Fax Number Enter avalid fax number for this campus.
Telephone Number Enter avalid telephone number for this campus.

Location The physical location of the new campus, if different
fromits mailing address. This address may not contain
apost office box number.

Address1 Enter the first line of the address for this campus.
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Section/Field Description/Explanation

Address2

Enter the second line, if needed, of an address, typically
abuilding name.

City Enter the appropriate city.
State Select the appropriate state.
Zip Code Enter avalid five-digit postal code; use of a nine-digit

Zip codeis optional.

3. Click one of the following buttons:

Add Campus | Click this button to add this campus to your school’ s application. Page 5
of the application displays and the name of the campus that was added
displayson thelist.

Note: A DHS user will contact the PDSO for any necessary supporting
documentation.

Cancd Click this button to return to Page 5 of the application without adding this
campus to your school application.

If you need to add additional campuses, repeat Steps 3 through 5.

5. See Section 2.5.2.5.4, Assign Campus Officials to a Draft Recertification Application, in
order to complete the process and assign school officials roles (PDSO or DSO) at the new

campus(es).

2.5.2.5.2 UPDATE A CAMPUS ON A DRAFT RECERTIFICATION APPLICATION (FORM I-17)

To update the information for a campus, perform the following steps:

1. From the Campus Information (Page 5 of 5) screen, click the Update link to theright of a
campus name. The Update Campus — <Name of Campus> screen displays.

2. Make the necessary additions and/or changesto the data. Section 2.5.2.5.1, Add a New
Campus to a Draft Recertification Application (Form 1-17), provides detailed instruction for

each field.
3. Click one of the following buttons:
Update Click this button to update the information for this campus. Page 5 of the
Campus application displays.
Cancd Click this button to return to Page 5 of the application without updating the
information for this campus.
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2.5.2.5.3 DELETE A CAMPUS FROM A DRAFT RECERTIFICATION APPLICATION (FORM I-17)

Y ou may delete a campus while applying for recertification if that campus has no studentsin
Active status and no students with pending reinstatement requests. Perform the following steps
to delete a campus when applying for recertification:

1. From the Campus Information (Page 5 of 5) screen, click the Delete link to the right of a
campus name. The Delete Campus - <Name of Campus> screen displays.

Note: You will not be able to delete a campus at which SEVIS student records are still
active or pending reinstatement.

2. Click one of the following buttons:

Delete Click this button to delete this campus. A confirmation screen displays to
Campus verify that you wish to proceed with the campus deletion request. Click
the Y es button and Page 5 of the application displays. Otherwise, click the
Cancdl button to return to Page 5 of the application without submitting the
campus del etion request.

Note: When your recertification application is approved, you will no
longer be able to view, access, or print any of the student records
associated with this campus. Prior to submitting your application for
recertification, transfer out any student records you may need in the future
(for example, studentsin Active status who wish to continue their
education at your main campus or a student in Terminated or Completed
status who wishes to apply for reinstatement to attend another school).

Cancd Click this button to return to Page 5 of the application without deleting this
campus.

2.5.2.5.4 AsSIGN CAMPUS OFFICIALS TO A DRAFT RECERTIFICATION APPLICATION
(FOrM I-17)

This section addresses assigning roles to officials on a draft recertification application. If you
need to delete officials from arecertification application that has been submitted and not yet
adjudicated, see Section 2.5.3.5, Assign Campus Officials to a Submitted Recertification
Application (Form 1-17).

Page 5 has alink that enables you to assign each school official arole at each individual campus.
Those roles are PDSO and DSO.

Note: Each official must be assigned to at least one campus on the application (Form 1-17).

In SEVIS, the PDSO is usually the contact person for the original submission of the application.
The PDSO will aso be the responsible party for any updates to the PDSO and DSO information,
and for registering the school to use the SEVIS batch interface. The PDSOs and DSOs are
responsible for creating, submitting, and updating SEV IS student records, and issuing

Forms 1-20.
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Note: All PDSOs and DSOs must be either U.S. citizens or LPRs of the United States.

Exhibit 36, SEVIS Roles and Responsihilities, lists the various tasks that school officials may
perform using SEVIS. An*“X” in the column indicates that the school official whosetitle

displays at the top of the column may perform the task listed.

Exhibit 36: SEVIS Roles and Responsibilities

SEVIS Task PDSO DSO
Add and delete campuses (Form 1-17) X
Add, delete, update, save, and submit changes to the information X
for school officials, including assigning roles (Form 1-17)
Update, save, and submit changes to the information for schools X X
(Form 1-17)
Initiate, save, complete, and submit recertification application X
(Form 1-17)
Print the Form 1-17 X X
Create and save records for students and dependents (Form [-20) X X
Update records for students and dependents (Form 1-20) X X
Submit records for students and dependents (Form [-20) X X
Print student and dependent draft 1-20 Forms X X
Print student and dependent I-20 Forms X X
View all student and dependent records for their schools X X
Receive SEVIS derts X X
View and print reports X X
Register schoolsto use the SEV IS batch interface X

To authorize your school officialsto perform asaPDSO or DSO when using SEVIS, perform

the following steps for each campus listed on the application:

1. From the Campus Information (Page 5 of 5) screen, click the Officials link to the right of the
campus name. The Assigning Campus Officials screen displays. An exampleisshownin

Exhibit 37, Assigning Campus Officials Screen.

Note: Thisscreen lists al officias associated with the school. Y ou must choose therole

that each official will play at each campus.
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Exhibit 37: Assigning Campus Officials Screen

Assigning Campus Officials

Campus Name: Makena University
Mailing Address: 3540 Hilo Drive
Washington, DC 20001

Officials Currenty Assigned
Official Name Tite PDS5S0 DSO No Role
Ben Grady Dean of Admissions ‘8 ol -

Makana Makaiwi President ol - )

Accept Changes Reset Values Cancel

2. Click aradio button (PDSO or DSO) to theright of the official’s name. Select the No Role
radio button for officials who will not perform SEV IS tasks for this specific campus.

Note: Each campus must have one PDSO, and this person may be a PDSO at multiple
campuses. Schools can identify a maximum of nine DSOs per campus, and these officials
may perform different roles for different campuses. Every official must be assigned at least
one role at one campus listed on the application. If an official isnot assigned arole, you
cannot submit these changes to the Form.

3. Click one of the following buttons:

Accept Click this button to accept the new or changed roles assignments. Page 5

Changes of the application displays.

Reset Values | Click this button to return al fields to their previously saved values.

Cancd Click this button to return to Page 5 of the application without assigning or
changing any roles.

See Section 2.5.3, Submit a Recertification Application (Form 1-17), for instructions on
completing this process.

2.5.3 Submit a Recertification Application (Form I-17)

Y ou must submit your recertification application and pay your recertification fee in order for
DHS to adjudicate your application. Perform the following steps to submit your recertification
application:

1. From the Campus Information (Page 5 of 5) screen, click one of the following buttons:

Prev (Previous) | Click thisbutton to return to the previous page of the application.

Submit Click this button to forward the recertification application to DHS for
adjudication. Continue to Step 4.

IMPORTANT: Once the recertification application is submitted, the
PDSOs will only be able to add, update, or delete officials, and assign
officials until DHS adjudicates the recertification application.

Print I-17 Form | Click this button to print a copy of the application.
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2. If you click the Submit button, the Submit Recertification Confirmation screen displays, as
depicted in Exhibit 38, Submit Recertification Confirmation Screen.

Exhibit 38: Submit Recertification Confirmation Screen

Submit Recertification Confirmation

After submitting this recertification application, PDS0s may continue to add officials, update officials, delete officials, and assign roles to
officials. No other adjudicated or non-adjudicated updates will be allowed until the recertification application has been adjudicated.

Are you sure you want to submit the recertification application?

e |f you do not wish to submit your recertification application at thistime, click the No
button. Page 5 displays. Save adraft copy of your application. Y ou may return at any
time before your certification expiration date and submit your recertification application.

e |f you do wish to submit your recertification application, click the Y es button and
proceed to Step 3.

3. If you click the Y es button, the Recertification Application (Form1-17) Has Been Submitted
screen displays with alink to the Pay.Gov web site. Exhibit 39, Recertification Application
(Form 1-17) Has Been Submitted Screen, provides an example of this screen. It isnot
required that you pay the fee at thistime; however, if you choose to, see Section 2.6,
Electronic Submission of Payment, for further instruction.

Exhibit 39: Recertification Application (Form I-17) Has Been Submitted Screen

Recertification Application (Form I-17) Has Been Submitted

You will receive an email confirming the submission of this recertification application. The email will contain additional
information on the application review process.

Submission of an electronic Form I-17 for SEYIS recertification and enrollment requires a fee payment, as specified in
the Department of Homeland Security interim rule, "Requiring Certification of all Service Approved Schools for Enrollment
in the Student and Exchange Yisitor Information System {SE¥IS)."

You must pay the fee at Pay.gov, our electronic payment web site. To pay the fee, access https:/ fwww.pay.qov/. In the
“Search Public Forms" box on the main page, type in SE¥IS, and click "Go." Click the "I-17 SE¥IS School Certification"
link from the list of forms displayed. This will bring you to the "DHS SEY¥IS School Certification Payment” page where you
can pay the fee.

Adjudication of the recertification application in SE¥IS will not proceed until the SE¥P Certification Branch receives
payment verification from Pay.gov. Then, an SE¥P Official will review the application and determine the school's eligibility
for continued enrollment in SE¥YIS. You will be notified of the eligibility decision via email. If further review is required to
determine the eligibility, DHS will contact you with additional instructions.

Pay.Gov Tracking ID:

Save Pay.Gov Tracking ID | Return to School View
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Note: Y our recertification application will not be considered Filed by DHS until both your
application and fee have been received.

e |If you choose to make payment at this time, see Section 2.6.3, Enter Pay.Gov Tracking
ID at Time of Submission of Recertification Application, for instruction on submitting
the payment tracking ID.

e If you choose not to pay the fee at thistime, click the Return to School View button.
The Listing of Schools screen displays. Y ou may return at alater date to record the
payment tracking ID by clicking the Enter Pay.Gov Tracking ID link on the School
Information screen. See Section 2.6.4, Enter Pay.Gov Tracking ID After Submission of
Recertification Application, for further details.

2.5.3.1 Add New Officials to a Submitted Recertification Application (Form I-17)
This section addresses adding new officials to a submitted recertification application that has not
yet been adjudicated. If you need to add officials to adraft recertification application, see
Section 2.5.2.4.1, Add New Officialsto a Draft Recertification Application (Form 1-17).

All PDSOs may add officials. Each school and campus must have one PDSO. PDSOs may also
add a maximum of nine DSOs for each school or campus of a school.

All school officials must be assigned to perform arole for at least one campus. Additionally, a
single official can be assigned arole, or different roles, at multiple campuses on the application.
PDSOs must assign SEV IS roles using the Assign Roles link on the School Official Information
screen (Section 2.5.3.5, Assign Campus Officials to a Submitted Recertification Application
[Form 1-17]).

Exhibit 40, School Information Screen With Change Officials Link, provides an example of a
School Information screen for a school that has submitted its recertification application but it has
not yet been adjudicated. The Change Officialslink alowsthe PDSO to add, delete, or update
officials and assign roles to officials while the school iswaiting for adjudication of its
recertification application.
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Exhibit 40: School Information Screen With Change Officials Link

Actions:
Cettification Expiration Date:
Schoal Status:
Current School Code:
Previous School Code:
Seeking Approval for:
Mailing Address:

Wiew Subritted
Recertification
Application

Enter Pav. Gov
Tracking ID

Change Officials Telephone Mumber:
Fax Mumber:

L ki Add H
Register for Batch acation =56
Brosessin Type of Institution:

Thiz Schoal is Engagad in:

School's Sessions are Primnarily Based on:

School Establizhed on:

School Gperates Under the Fallowing Authoriz ation:

School is Approved Under the Follawing Assaciation or Agency:
Areas of Study:

Degrees Available:

Higher Education Conferring Degrees:
Credit Transfer:

Sessions are Held:

Requirements for Adrmission:

Courses of Study and Tirme Mecessary to Cormplete:
Requirernents for Graduation:

Causes for Expulsion:

Average Annual Nurmbers:

Average Annual Cost of Room, Board, and Tuition Per
Student:

Campus Information
Makena University

School Code:

Mailing Address:

Location Address:

WASZ14FSFE5E000
3540 Hile Drive Washington, DC 20001
3540 Hilo Drive Washington, DC 20001

Dfficials: Official Name Tite
Ben Grady Dean of Admissions
Makana Makaiwi President

Print I-17 Form

Makena University

11/13/2005

APPROVED

WAS214FE7658000

N/ A

Academic and Language students
3540 Hilo Drive

Washington, DC 20001

3540 Hilo Drive

Washington, DC 20001

Public

HIGHER EDUCATION (issuing one or more of the following
degrees: associates, bachelors, masters, Ph.D.)
Semesters

06/27/1952

Federal Education Board

State Education Board

LIBERAL ARTS

AA DEGREE

BA DEGREE

MASTER OF ARTS

Higher education, it confers recognized bachelor's, master's,
professional, or divinity degrees.

Higher education, its credits are recognized by and
transferable to institutions of study which confer degrees.
Day

High school diploma, GED, placement test

120 credits

Successful completion of coursework

Felony conviction

Classes - 1,000

Students - 30,000

Teachers and Instructors - 1,050

Non-Teaching Employees - 200

$6,250.00

Telephone Number  Email Address Role
555-555-5555 ben.grady@rmu.edu [s3:1e]
555-555-5555 rmakana rmakaiwi@rnueda PDSO

Perform the following steps to add a new school official who is not a current user of SEVIS:

1. From the School Information screen, click the Change Officials link in the Actions menu.
The School Official Information screen displays. Exhibit 41, School Official Information
Screen for a Submitted Recertification Application, provides an example of this screen.
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Exhibit 41: School Official Information Screen for a Submitted Recertification

Application
. -- S
Aeysy US. Immigration i Fa b wi
;@j and Cus:o:?ns F K q F—I Student & Exchange Visitor EVI
Wi’/ Enforcement - | Information System

Logout

School Official Information

Official Name Titde Telephone Email Address Comman: d
Ben Grady Dean of Admissions 555-555-5555 ben.gradyi@mu.edu Update Celete
Makana Makaiwi President 555-555-5555 makana.makaiwi@mu.edu Update Delete

Add New Dfficial Add Existing Dfficial Assign Roles

Discard All Changes and Exit Save All Changes and Exit

Note: A school official who will be acting at more than one campus listed on the same
application is added only once. To allow an official aready listed on an application to act at
an additional campus listed on the same application, you should add to the official’sroles
using the Assign Roles link on the School Official Information screen (Section 2.5.3.5,
Assign Campus Officialsto a Submitted Recertification Application [Form 1-17]), rather than
adding thisindividual as a new/existing official.

2. Toadd anew school official, click the Add New Official link below thelist of officials
already registered to use SEVIS. The Add/Update Official screen displays. An example of
this screen is shown in Exhibit 42, Add/Update Official Screen.
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Exhibit 42: Add/Update Official Screen

= —
o

. M~ Student & Exchange Visitor SEVIS
L iy Information System

L -

Aaw US. Immigrati
;%. and Customs
s

nforcement

Add / Update Official

Required fields are marked with an asterisk (*).

*Last Name: I

*First Name: |

Middle Name: I

Sufﬁx:l - I
*The Official is: I - I
If LPR, enter A-Number : I

*Tltle:l
Contact Information:
* Address 1:]

Address Z:I
* City: |
* State: | =l
# Zip Coda: I— I_
* Telephone Mumber: d_) I_ = I_ ext. I_

* Email Address: |

Update cCancel

3. Belowisalist of the fields on the Add/Update Official screen and a brief description or
explanation for each field. An asterisk precedes the fields that must be completed. To add
an official, enter the following data:

Field Description/Explanation
* Last Name Enter the surname or family name of the school
official.
* First Name Enter the first name of the school official.
Middle Name Enter the middle name of the school official.
Suffix If applicable, select atitle, such as Junior, that may
display at the end of a person’s name.
* The Official is Select the appropriate option, U.S. citizen or LPR.

Note: All PDSOs and DSOs must be either U.S.
citizens or LPRs of the United States.

If LPR, enter A-Number Enter the alien number (in the following format:

A123456789) if the school official isan LPR of the
United States.

* Title Enter the title of the school official.

*  Addressl Enter the first line of the address for this school
official.
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Field Description/Explanation

Address?2

Enter the second line, if needed, of an address,
typically a building name or post office box number.

* City Enter the appropriate city.

* State Select the appropriate state.

* Zip Code Enter avalid five-digit postal code; the last four digits
are optional.

* Telephone Number Enter avalid telephone number for this school
official.

* Email Address Enter avalid electronic mail address. The school

official’s SEVIS user ID and password instructions
are mailed to this address; therefore the address
entered must be secure. Notification of adjudication
results for updates to the application will also be sent
to thisemail address.

Note: Email addresses are not secure if they can be
accessed by more than one person (for example,
info@ABCcollege.edu).

4. Click one of the following buttons from the Add/Update Official screen:

Update

Click this button to save the data that you have entered for this school
official. The School Official Information screen displays. Note that the
official has been added to the list.

See Section 2.5.2.5.4, Assign Campus Officials to a Submitted
Recertification Application (Form I-17), in order to assign the appropriate
role (PDSO or DSO) to the new user at the school’ s campus(es). The new
user must be assigned arole at least at one campus. If the new user will
not be performing arole at a particular campus, click the No Role radio
button.

Cance

Click this button to return to School Official Information screen without
saving the data for this official.

5. Click one of the following buttons from the School Official Information screen:

Save All Click this button to save the data that you have entered regarding the

Changesand | school officials and/or their roles.

Exit Note: Your changes will not be considered submitted until you click the
Save All Changes and Exit button. If you exit the School Official
Information screen in another manner, your changes will be lost.
A success screen displays informing you that you need to print, sign, and
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send a copy of the updated application to the SEVP Program Office. Click
the Print Recertification [-17 button.

Discard All Click this button to cancel all changes that you have made to the school
Changesand | officialsand/or their roles. The School Information screen displays and no
Exit changes have been saved to the SEV IS database.

2.5.3.2 Add Existing Officials to a Submitted Recertification Application

(Form 1-17)
This section addresses adding an existing official to arecertification application that has been
submitted and not yet adjudicated. If you need to add officials to adraft recertification
application, see Section 2.5.2.4.2, Add Existing Officials to a Draft Recertification Application
(Form1-17).

An existing official isan active SEVIS user, someone who has a permanent SEVIS user ID.

SEVIS allows the addition of existing officials who may perform tasks for multiple schools

and/or programs. Adding an existing official isthe process of authorizing a current SEVIS user

to perform as a PDSO or DSO for your school or campus. Perform the following steps to add an

existing official:

1. From the School Information screen, click the Change Officials link in the Actions menu.
The School Official Information screen displays.

Note: A school official who will be acting at more than one campus listed on the same
application is added only once. To allow an official aready listed on an application to act at
an additional campus listed on the same application, you should add to the official’ sroles
using the Assign Officials link on the School Official Information screen (Section 2.5.3.5,
Assign Campus Officialsto a Submitted Recertification Application [Form 1-17]), rather than
adding thisindividual as a new/existing official.

2. Toadd an existing school official, click the Add Existing Official link below the list of
officials already registered to use SEVIS. The Add Existing Official screen displays. An
example of this screen is depicted in Exhibit 43, Add Existing Official Screen.

Exhibit 43: Add Existing Official Screen

& - -
& Us, immigraioi) - "—
1 .] and Customs 3 | S5 Student & Exchange Visitor S s
‘% Enforcement A day, Information System EVI
Logout
Add Existing Official
Required fields are marked with an asterisk { *).
The official is a current user. Enter the official’s user name.
#User Name: |
Search Official Cancel
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3. Enter the official’s SEVIS user ID in the User Name field.

4. Click the Sear ch Official button. If the user ID isfound in SEVIS, the Add Existing Official
- <Official’s Name> screen displays the name, title, telephone number, and email address for
this official.

5. Click one of the following buttons from the Add Existing Official - <Official’s Name>
screen:

Add Official | Click this button to save the data that you have entered for this school
official. The School Official Information screen displays. Note that the
official has been added to the list.

See Section 2.5.2.5.4, Assign Campus Officialsto a Draft Recertification
Application (Form 1-17), in order to complete the process and assign the
appropriate role (PDSO or DSO) to the new user at the school’s
campus(es). The new user must be assigned arole at |east at one campus.
If the new user will not be performing arole at a particular campus, click
the No Role radio button.

Cancd Click this button to return to School Official Information screen without
saving the data for this official.

6. Click one of the following buttons from the School Official Information screen:

Save All Click this button to save the data that you have entered regarding the
Changesand | school officials and/or their roles.
Exit Note: Y our changes will not be considered submitted until you click the

Save All Changes and Exit button. If you exit the School Official
Information screen in another manner, your changes will be lost.

A success screen displays informing you that you need to print, sign, and
send a copy of the updated application to the SEVP Program Office. Click
the Print Recertification [-17 button.

Discard All Click this button to cancel all changes that you have made to the school
Changesand | officialsand/or their roles. The School Information screen displays and no
Exit changes have been saved to the SEV IS database.

2.5.3.3 Update an Official’s Information for a Submitted Recertification
Application (Form 1-17)

This section addresses updating an official’ s information for a recertification application that has

been submitted and not yet adjudicated. If you need to add officials to adraft recertification

application, see Section 2.5.2.4.3, Update an Officia’s Information for a Draft Recertification

Application (Form 1-17).
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Only a PDSO may update the information for an existing official. To change or update the
information of an existing school official, perform the following steps:

1. From the School Information screen, click the Change Officials link in the Actions menu.
The School Official Information screen displays.

2. Click the Update link to the right of the name of the person whose information you wish to
update. The system displays the Add/Update Official screen. Exhibit 44, Add/Update
Official Screen, isan example of the screen.

Exhibit 44: Add/Update Official Screen

T

t o ek ul — S

) [ I Student & Exchange Visitor S EVI s
L e | Information System

7
Agy US. Immigration
\%. and Customs
Yimeo Enforcement

Logout

Add / Update Official

Required fields are marked with an asterisk { *).

#Last Name:IMakaiwi

*First Name: [Makana

Middle Name: I

Sufﬁx:l vl
#The Official is: IU.S. Citizen 'I
If LPR, enter A-Number : I

*Tltle:lPresidant
Contact Information:
* Address 1:[29887 Hilo Drive

Address 2: I

& City:lWashington

* State:| DISTRICT OF COLUMBILA =1

* Zip Code:lZDDDl I
# Telephone Number: ||555 )|555 - |5555 ext.l

* Email Address:Imakana.makaiwi@mu.edu

Update Cancel

3. Make the necessary changes to the user’ sinformation. See Section 2.5.3.1, Add New
Officials to a Submitted Recertification Application (Form 1-17), for detailed instructions for
each field.

4. Click one of the following buttons from the Add/Update Official screen:

Update Click this button to update this school official’sinformation. The School
Official Information screen displays.

Cancd Click this button to return to School Official Information screen without
updating this school official’s information.
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5. Click one of the following buttons from the School Official Information screen:

Save All Click this button to save the data that you have entered regarding the
Changesand | school officials and/or their roles.
Exit Note: Your changes will not be considered submitted until you click the

Save All Changes and Exit button. If you exit the School Official
Information screen in another manner, your changes will be lost.

A success screen displays informing you that you need to print, sign, and
send a copy of the updated application to the SEVP Program Office. Click
the Print Recertification [-17 button.

Discard All Click this button to cancel all changes that you have made to the school
Changesand | officialsand/or their roles. The School Information screen displays and no
Exit changes have been saved to the SEV IS database.

2.5.3.4 Delete an Official From a Submitted Recertification Application

(Form 1-17)
This section addresses deleting an official from arecertification application that has been
submitted and not yet adjudicated. If you need to delete officials from a draft recertification
application, see Section 2.5.2.4.4, Delete an Official From a Draft Recertification Application
(Form1-17).

Deleting an officia completely removes the individual from the application (Form [-17). The
official will no longer be able to perform SEVIS tasks for your school.

Note: To remove the official asa PDSO or DSO for a specific campus, use the Assigning
Campus Officials screen, rather than deleting the official. See Section 2.5.3.5, Assign Campus
Officialsto a Submitted Recertification Application (Form [-17).

To delete a school official’s record from your school’ s application, perform the following steps:

1. From the School Information screen, click the Change Officials link in the Actions menu.
The School Official Information screen displays.

2. Click the Delete link to the right of the name of the person who you would like to delete
from this school. The Delete Official screen displays. Exhibit 45, Delete Official Screen, is
an example of the screen.
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Exhibit 45: Delete Official Screen

—
) [ Ji4 Student & Exchange Visitor SEVIS
JL Sty Information System

=
b= y US, Immigration
@ and Customs
S’ Enforcement

Logout

Delete Official

Last Mame: Makaiwi
First Name: Makana
Middle Name:
Suffix:
The Officialis : U.5. Citizen
Contact Information:
Address 1: 29827 Hilo Drive
Address 2:
City: Wwashington
State: DC
Zip Code: 20001
Telephone Number: 555-555-5555 ext.
Email Address: makana. makaiwi@mu.edu

Delete Cancel

3. Click one of the following buttons from the Delete Official screen:

Delete Click this button to delete this official’ s record from your school’s

Official application. The School Official Information screen displays and this
official no longer displays on thelist.

Cancd Click this button to return to School Official Information screen without
deleting this official’ s record from your school’ s application.

4. Click one of the following buttons from the School Official Information screen:

Save All Click this button to save the data that you have entered regarding the
Changesand | school officials and/or their roles.
Exit Note: Y our changes will not be considered submitted until you click the

Save All Changes and Exit button. If you exit the School Official
Information screen in another manner, your changes will be lost.

A success screen displays informing you that you need to print, sign, and
send a copy of the updated application to the SEVP Program Office. Click
the Print Recertification |-17 button.

Discard All Click this button to cancel all changes that you have made to the school
Changesand | officialsand/or their roles. The School Information screen displays and no
Exit changes have been saved to the SEV IS database.

2.5.3.5 Assign Campus Officials to a Submitted Recertification Application
(Form 1-17)

This section addresses assigning roles to officials on a recertification application that has been

submitted and not yet adjudicated. If you need to assign roles for a draft recertification

82
umschl_6.0_update 022009.doc CSY00.60010-01.UK0-EDS
Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volumel Form|-17

application, see Section 2.5.2.5.4, Assign Campus Officials to a Draft Recertification
Application (Form 1-17).

Exhibit 46, SEVIS Roles and Responsibilities, lists the various tasks that school officials may
perform using SEVIS. An*“X” in the column indicates that the school official whosetitle
displays at the top of the column may perform the task listed.

Exhibit 46: SEVIS Roles and Responsibilities

SEVIS Task PDSO DSO
Add and delete campuses (Form 1-17) X
Add, delete, update, save, and submit changes to the information X
for school officials, including assigning roles (Form 1-17)
Update, save, and submit changes to the information for schools X X
(Form 1-17)
Initiate, save, complete, and submit recertification application X
(Form 1-17)
Print the Form 1-17 X X
Create and save records for students and dependents (Form 1-20) X X
Update records for students and dependents (Form 1-20) X X
Submit records for students and dependents (Form [-20) X X
Print student and dependent draft 1-20 Forms X X
Print student and dependent 1-20 Forms X X
View al student and dependent records for their schools X X
Receive SEVIS derts X X
View and print reports X X
Register schools to use the SEV IS batch interface X

If you have added new officials to your recertification application and need to assign them roles,
or need to change an existing official’ srole, perform the following steps as applicable:

1. From the School Information screen, click the Change Officials link in the Actions menu.
The School Official Information screen displays.

2. Click the Assign Roleslink under thelist of officials. The Campus Information screen
displays.

3. Click the Assign Roleslink to the far right of the appropriate campus. The Officials for
<Campus Name> screen displays.

4. Click aradio button (PDSO or DSO) to theright of the official’s name. Click the No Role
radio button for officials who will not perform SEV IS tasks for this specific campus.

5. Click one of the following buttons from the Officials for <Campus Name> screen:

Submit Click this button to accept the official roles assignments. The Campus
Information screen displays. Click the Return to Officials List button.
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The School Official Information screen displays.

Cance

Click this button to return to Campus Infor mation screen without
adding/changing any role assignments.

6. Click one of the following buttons from the School Official Information screen:

Save All Click this button to save the data that you have entered regarding the

Changesand | school officials and/or their roles.

Exit Note: Your changes will not be considered submitted until you click the
Save All Changes and Exit button. If you exit the School Official
Information screen in another manner, your changes will be lost.
A success screen displays informing you that you need to print, sign, and
send a copy of the updated application to the SEVP Program Office. Click
the Print Recertification [-17 button.

Discard All Click this button to cancel all changes that you have made to the school

Changesand | officialsand/or their roles. The School Information screen displays and no

Exit changes have been saved to the SEV IS database.

2.6 Electronic Submission of Payment

If you are updating your application (Form I-17) and adding a new campus, changing the
public/private school type indicator, or changing a private school owner’s name, or if you are
submitting your recertification application, you will need to also submit payment through the
Pay.Gov web site. Y ou may use a plastic card or Automated Clearing House (ACH) to
electronically submit payment to DHS using the Pay.Gov web site.

Notification of payment due depends on the type of application:

e |f you are submitting an updated application that requires a payment in order to
adjudicate, you will receive an email notification providing the amount due, any relevant
information, and alink to the Pay.Gov web site.

e |f you are submitting a recertification application, you may receive notification severa

ways:

— After you click the Submit button, the Recertification Application (Form1-17) Has
Been Submitted screen displays with payment information and alink to the Pay.Gov
web site. You are not required to submit payment at thistime. However, DHS will
not begin the adjudication process until they have received notification from Pay.Gov
that payment has been received.

— When your application is received by the system, an email notification is sent to all
PDSOs and DSOs informing them that their application has been submitted. This
email notification provides payment information and alink to the Pay.Gov web site.
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— DHS may send afollow-up payment request email, which provides payment
information and alink to the Pay.Gov web site.

To use the Pay.Gov web site, perform the following steps:

1. On the Recertification Application (Form1-17) Has Been Submitted screen or the email
notification, click the https.//www.pay.gov/ link. The DHS Pay.Gov home page displays, as
shown in Exhibit 47, Pay.Gov Home Page.

Exhibit 47: Pay.Gov Home Page

SM
Home
Login
Username: . Information
What is Pay.gov? for Government Agencies
Password #= Pay.gov can be used to make secure electronic payments to Federal Govermment Agencies.
Payments can be made directly from your bank account or by credit/debit card.
) Frequently Used
Login | Forms
£ gt {72z sweed” Enter "SEVIS” in the Search T oAramens
N - i (i
Find Public Forms Public Forms text box. ment? SBA Payments
by Form Marme o — neted to ﬁléuuts it the F Borrower and
by Agency Name LR Eo:‘npe & 9[9“}3"9 ;F‘ ormad\osn ;m _tsu mit the otrm. Lender Payments.
Search PublicFormes 2 Enter payment information and Submit your payment. e
EI US Customs and
Searching Hel Border Protection
- . What Federal Agencies Can | Pay?
Public Resources n List Pay Excise Taxes, apply
Resources Sdency List for CDSOA Distribution.
Accessibility Staternent
Motices & Agreements US Courts
Privacy & Security Palicy A ;
Public R P Fay aviolation notice
CURlC Repors Should | Register? received on Federal
Sitemap N OOV i 5 property.
Help R | Will you use Pay.gov often? .
Contact Us @ gu you wan:(tu save your Profile; . 5 Department of Justice
Frequently Asked Questions C|U' YIEI:I trac y;ur anmems or set up recurring payments?
Information Ick hete tn Reqistel MCIF (GLASS) and
Anency Information DADG Accounts
Owenview o
Irnplermenting All other Forms
Docurmentation
Press fAricles
"”l’ “ou have sccessed & United States Governmert computer spplicetion. Unauthorized use of this application iz & violstion of federal v and may
subject youto civil and criminal penatties. This application system is montored. Communications made using this application may be disclozed in
! I"’"‘I“'::h‘: accordance with federal k.
TFIRSTGOV
All infarmation provided on this wehsite copyright @ 2005,
United States Deparment of the Treasury, Financial Management Service,
401 14th Street S, Washinaton, DC 20227, Emailemoney@ims treas.qov
Contact Us | Frequently Asked Questions | Motices & Aqreements | Accessibility Palicy | Privacy and Security Policy
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2. Enter “SEVIS’ in the Sear ch Public Formstext box in the left-hand panel in the Find
Public Forms menu.

3. Click the Go button. The Search Public Forms screen displays, as depicted in Exhibit 48,
Search Public Forms Screen.

Exhibit 48: Search Public Forms Screen

SM

%y"@v Provided by the US Department of the Treasury

Home > Search Forms for "SEWIS" |
Login '

Username: Search Public Forms
o Your search for "SEVIS” returned 1 result.
Password:

Results: 1 af 1

Login Hide Details

Eorgat our Password?
117 SEVIS School Certifications

Find Public Forms Miew PDF
by Farm MName Farm Mumber: | 17 CERTIFICATION OMB MNumber: 11150070
by Agency Narme DHS SEVIS 117 SCHOOL CERTIFICATION FEE REMITTANCE
Search Public Forms Immigration Services < Department of Homeland Security
SEVIS EI https:/fnin. pay. gov/paygowformsforminstance. html?agencyFormld=445133
hing Help
Public Resources Results: 1071
Resources

Accessibility Staternent
Motices & Agreerments

Frivacy & Security Policy
Fublic Reports

Sitermap e

4. Clickthel 17 SEVIS School Certificationslink. The DHS SEVIS School Certification

Payment screen displays, as depicted in Exhibit 49, DHS SEVIS School Certification
Payment Screen.
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Exhibit 49: DHS SEVIS School Certification Payment Screen

EM
%ym Provided by the US Department of the Treasury
/Home = | 17 SEVIS School Cerifications

DHS SEVIS SCHOOL CERTIFICATION PAYMENT

“Please note that all fields with an asterisk are required.
School Name * | |

School District / Affiliation / System :| |
School Code * :|:| *Pleaze enter "NONE” if School Code has not been assigned.
School Address * :| |
School City * | |
School State * 1 |

School Zip / Postal Code * l:l
School Contact Prefix ::}

School Contact First Name * :|

School Contact Middle Name :|

School Contact Last Name * :|
School Contact Phone Mumber * : |

Payment Type ™ € Gredit Card C acH

Amount * :l:l

N By checking this box, and submitting this payment, | confirm | understand
the Form I-17 Petition for Approval of School for Aftendance by
Nonimmigrant Student filing fee of $1700 is non-refundable, per Federal
Regulation 8 CFR 103.2(a). | also understand the site visit fee(s) of $655
per campus, is non-refundable once the site visit inspection has taken
place. If paying fee(s) with a credit card, | agree to pay the amount of the
transaction according to my card issuer agreement.

Make Payment
PDF Preview |

It may take several minutes to process the form. Please be patient.

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted and pages being loaded
incorrectly. Please use the links provided whenever possible.

Allinformation provided on this website copyright @ 2004,

United States Department of the Treasury, Financial Management Service,

401 14th Street SW, Washington, DC 20227, Email.emoney@fms treas.gov

Contact Us | Frequently Asked Questions | Notices & Agreements | Accessibility Policy | Privacy and Security Palicy
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preceded by an * (asterisk).

5. Below isadescription of the fields on this screen. At aminimum, complete al fields

Field

Description/Explanation

* School Name

Enter the name of the school system. That isthe same
information entered in Field 2 on the first page of the
electronic certification application, not the name of the
main campus.

School If necessary, enter the name of the district, affiliation,
District/Affiliation/System or system associated with the school.
* School Code Enter your DHS-assigned school code (in

AAA214Fnnnnnxxx format).

* School Address

Enter the address of the school.

* School City

Enter the city in which the school is located.

* School State

Enter the state in which the school islocated.

* School Zip/Postal Code

Enter avalid five-digit zip code for the city in which
the school islocated. Nine-digit zip codes are optional.

School Contact Prefix

Select aprefix: Mr., Mrs., Ms., Miss, or Dr.

* School Contact First Name

Enter the first name of the SEVIS point of contact
(POC) at the school.

Thisfield may contain the name of the person making
payment, or the name in which the plastic card was
issued.

If the bank account from which the payment is being
drawn is the name of an institution, enter NFN in this
field and enter the name of the institution in the School
Contact Last Namefield.

School Contact Middle Name

Enter the middle name of the SEV1S POC at the school.

Thisfield may contain the name of the person making
payment, or the name in which the plastic card was
issued.

If the bank account from which the payment is being
drawn is the name of an institution, leave thisfield
blank and enter the name of the institution in the
School Contact Last Namefield.
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Field Description/Explanation

* School Contact Last Name Enter the last name of the SEVIS POC at the school.

Thisfield may contain the name of the person making
payment, or the name in which the plastic card was
issued.

If the bank account from which the payment is being
drawn is the name of an institution, enter the name of
theinstitution in thisfield.

* School Contact Phone Enter the phone number for the SEVIS POC at the
Number school.
* Payment Type Click the appropriate radio button, Credit Card or

ACH. Section 2.6.1, Enter Payment Information Via
Pastic Card, provides details on submitting your
payment through Pay.Gov using a plastic card.

Section 2.6.2, Enter Payment Information Payment Via
ACH, provides details on submitting your payment

through Pay.Gov using ACH.

* Amount Enter the amount being submitted to DHS. Do not
enter adecimal point or cents.

* Check Box Click the check box to indicate that you understand the

filing fee requirements.

6. Click one of the following buttons:

M ake Payment Click this button the continue processing your payment. The Enter
Payment Information screen displays. Continue to Section 2.6.1 or
2.6.2 for the remaining instructions on paying viaplastic card or ACH,
respectively.

PDF Preview Click this button to generate this screen in Portable Document Format
(PDF) format. Note: This does not complete the process. Y ou would
still need to click the M ake Payment button to continue submitting
your certification fee.

Reset Click this button to clear the data from the fields.

2.6.1 Enter Payment Information Via Plastic Card

Pay.Gov allows you to pay your certification fee with aplastic card. If you selected the Credit
Card radio button on the DHS SEVIS School Certification Payment screen, this section provides
instruction on completing the payment process via plastic card. (If paying viaACH, see

Section 2.6.2, Enter Payment Information Payment ViaACH.)
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After clicking the M ake Payment button (see Step 6 of Section 2.6), the Enter Payment

Information screen displays, as depicted in Exhibit 50, Enter Payment Information Screen—
Pastic Card.

90
umschl_6.0_update 022009.doc CSY00.60010-01.UKO-EDS

Update February 20, 2009



User Manual for School Users of the Student and Exchange Visitor
Task Order No. HSCETC-08-J-00011 Information System Version 6.0: Volumel Form|-17

Exhibit 50: Enter Payment Information Screen—Plastic Card

5M
%ym Provided by the Depariment of the Treasury.
/Hume = Online Payment
Online Payment

Step 1: Enter Payment Information 1
Pay Via Plastic Card (PC) {ex: American Express, Diners Club, Discover, Mastercard, VISA)

. . . . - &
Required fields are indicated with a red asterisk

Account Holder Name: ITUd Hufrman
Payment Amount: $550.00

Billing Address: |4EE4 Glendale Drive

&

Billing Address 2:|
City: IWashingtDn

State / Province: IDC

Zip / Postal Code: IEDDD1

Country:l ﬂ * _
B VISA @ BUEX | 9B, | oseeer

Card Type: I

&
Card Number: I (Cam ruesber ralue should rot cortzin spaces or dashes)

Expiration Date:l 'I *fl 'I *

School Name:l

School District/Affiliation/System: I

School Cotle:l

School Atltlress:l

School City:l

School State:l

School Zip/Postal Cotle:l

School Contact First Name:l

School Contact Middle Name:l

School Contact Last Name:l

School Contact Phone Numher:l

Amount: I

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.
Continue with Flastic Card Payment | Cancel Return To *our Form

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

All information provided on this wehsite copyright @ 2004,

Linited States Deparment ofthe Treasury, Financial Management Service,

401 14th Street SW, Washington, DC 20227, Email.emoneyi@fms treas goy

Contact Us | Frequently Azked Questions | Motices & Agreerments | Accessibility Policy | Privacy and Security Policy
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1. Below isadescription of the fields on this screen. At aminimum, complete all fields

preceded by an * (asterisk).

Field

Description/Explanation

* Account Holder Name

Thisfield is pre-populated. If the information is not
correct, make the necessary changes.

Payment Amount

Thisfield is pre-populated and cannot be altered.

* Billing Address

Thisfield is pre-populated. If the information is not
correct, make the necessary changes.

Billing Address 2

Enter additional billing address information, if needed.

City

Thisfield is pre-populated. If the information is not
correct, make the necessary changes.

State/Province

Thisfield is pre-populated. If the information is not
correct, make the necessary changes.

Zip/Postal Code

Thisfield is pre-populated. If the information is not
correct, make the necessary changes.

Country Select the country to which the account holder’ s bills
are sent.
* Card Type Select the type of plastic card.

* Card Number

Enter the plastic card number. Do not include hyphens
Oor spaces.

* Expiration Date

Select the month and year in which the card expires.

School Name

Enter the name of the school system. That isthe same
information entered in Field 2 on the first page of the
electronic certification application, not the name of the
main campus.

School
District/Affiliation/System

If necessary, enter the name of the district, affiliation,
or system associated with the school.

School Code

Enter your DHS-assigned school code (in
AAA214Fnnnnnxxx format).

School Address Enter the address of the school.
School City Enter the city in which the school is located.
School State Enter the state in which the school islocated.

School Zip/Postal Code

Enter avalid five-digit zip code for the city in which
the school islocated. Nine-digit zip codes are optional.
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Field

Description/Explanation

School Contact First Name

Enter the first name of the SEVIS POC at the school.

Thisfield may contain the name of the person making
payment, or the name in which the plastic card was
issued.

If the bank account from which the payment is being
drawn is the name of an institution, enter NFN in this
field and enter the name of the institution in the School
Contact Last Namefield.

School Contact Middle Name

Enter the middle name of the SEVIS POC at the school.

Thisfield may contain the name of the person making
payment, or the name in which the plastic card was
issued.

If the bank account from which the payment is being
drawn is the name of an institution, leave thisfield
blank and enter the name of the institution in the
School Contact Last Namefield.

School Contact Last Name

Enter the last name of the SEVIS POC at the school.

Thisfield may contain the name of the person making
payment, or the name in which the plastic card was
issued.

If the bank account from which the payment is being
drawn is the name of an institution, enter the name of
theinstitution in thisfield.

School Contact Phone Number

Enter the phone number for the SEVIS POC at the
school.

Amount

Enter the amount being submitted to DHS. Do not
enter adecimal point or cents.

2. Click one of the following buttons:

Continue Click this button to continue the plastic card payment process.

With Plastic | Section 2.6.1.1, Authorize Payment Via Plastic Card, provides

Card instructions on authorizing your certification payment via plastic card.

Payment

Cancd Click this button to stop the process and return to the Form Search Results
screen.

Returnto Click this button to stop the process and return to the DHS SEVIS School

Your Form Certification Payment screen.
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2.6.1.1 Authorize Payment Via Plastic Card

After clicking the Continue With Plastic Card Payment button (see Step 2 of Section 2.6.1),
the Authorize Payment screen displays, as depicted in Exhibit 51, Authorize Payment Screen—
Pastic Card. (Information on this screen has been redacted for privacy reasons.)

Exhibit 51: Authorize Payment Screen—Plastic Card

/Home = Online Payment

Online Payment
Step 2: Authorize Payment 2
Payment Summary  Edit this information

Address Information Account Information Payment Information
Account Holder Name: Tod Darin Hufman Card Type: Visa Payment Amount: $580.00
Billing Address: 46534 Glendale Drive Card Number: [EE Transaction Date and Time: 09/06/2005 13:39 EOT

Billing Address 2: Expiration Date: 7 /2007
City: Washington School Name:
State / Province: DC School District/Affiliation/System:
Zip / Postal Code: 20001 School Code:
Country: USA School Address:
School City:

School State:

School Zip/Postal Code:
School Contact First Name:
School Contact Middle Name:
School Contact Last Name:
School Contact Phone Number:
Amount:

Email Confirmation Receipt
Ta have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation belaw.

Email A(I(Iress:l

Confirm Email A(I(Ires:l
Authorization and Disclosure

. . . . . *
Required fields are indicated with a red asterisk
. . N . *
| authorize a charge to my card account for the above amount in accardance with my card issuer agreemant. [

Press the "Submit Payment” Button only once. Pressing the button maore than once could result in multiple transactions
Submit Payrment | Cancel | Return To Your Farm

Note: Please avoid navigating the site using your browser's Back Buttan - this may lead to incomplete data being transmitted and pages being loaded incorrectly.
Please use the links provided whenever possible.

All infarmation provided on this wehsite copyright @ 2005,

United States Deparment of the Treasury, Financial Management Service,

401 14th Street S, Washinaton, DC 20227, Emailemoney@ims treas.qov

Contact Us | Frequently Asked Questions | MNotices & Adreernents | Accessibility Policy | Privacy and Secutity Policy

1. Thisscreen provides summary information of the data entered on the previous screens. |If
any information isincorrect, click the Edit ThisInformation link at the top of the screen.

2. If you wish to receive an email confirmation of this payment, enter your email addressin the
Email Addressfield and reenter it in the Confirm Email Addressfield.

3. Click the check box to authorize a charge to your card account.
Click one of the following buttons:

| Submit Payment | Click this button to finalize the payment process.
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Cancd Click this button to stop the process and return to the Form
Search Results screen.

Return to Your Form | Click this button to stop the process and return to the DHS SEVIS
School Certification Payment screen.

2.6.2 Enter Payment Information Via ACH

Direct payment of fees may be made via accounts with American Banking Association routing
numbers (for example, an existing U.S. checking or savings account from which the funds will
be drawn). If you selected the ACH radio button on the DHS SEVIS School Certification
Payment screen, this section provides instruction on completing the payment process via ACH.
(If paying viaplastic card, see Section 2.6.1, Enter Payment Information Via Plastic Card.)

After clicking the M ake Payment button (see Step 6 of Section 2.6), the Enter Payment
Information screen displays, as depicted in Exhibit 52, Enter Payment Information Screen—
ACH.
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Exhibit 52: Enter Payment Information Screen—ACH

%y’@v Provided by the Depariment of the Treasury.

/Home = Online Payment

The system has populated the Payment Date with the next available payment date.
Online Payment
Step 1: Enter Payment Information 1
Pay Via Bank Account {ACH) About ACH Debit

. . - . . *
Required fields are indicated with a red asterisk

Account Holder Name: ITDd Darin Hufrman ®

Payment Amount: $580.00

Account Type: hd

Routing Numl)er:l *

Account Numher:l *

Confirm Account Numl)er:l *
Check Numl)er:l

Routing Mumber ACcount Mumber Check Number

*

d02R9LEPAIE I9aLaraPaqol a2y

Payment Date: 09/03/2005

School Name:l

School District/Affiliation/System: I
School CO(Ie:I

School A(I(Iress:l

School City:l

School Stnte:l

School Zip/Postal CO(Ie:I

School Contact First Name:l
School Contact Middle Name:l
School Contact Last Name:l
School Contact Phone Numl)er:l
Amount: I

Select the"Continue with ACH Payment” button to continue to the next step in the ACH Debit Payment Process.
Continue with ACH Payrment | Cancel | Return To Your Form

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted and pages being loaded incorrectly.
Please use the links provided whenever possible.

All infarmation provided on this website copyright @ 2008

United States Departrment of the Treasury, Financial Management Service,

401 14th Street SWW, VWashington, DC 202327, Email emoney@@ims treas.qoy

Contact Us | Freguently Asked Questions | Motices & Agreements | Accessibility Policy | Privacy and Security Policy

1. Click the About ACH Debit link at the top of the screen for detailed information regarding
debit payments.
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preceded by an * (asterisk).

2. Below isadescription of the fields on this screen. At aminimum, complete all fields

Field

Description/Explanation

* Account Holder Name

Thisfield is pre-populated. If the information is not
correct, make the necessary changes.

Payment Amount

Thisfield is pre-populated and cannot be altered.

* Account Type

Select the type of bank account from which the funds
will be drawn. The options are: Personal Checking,
Personal Savings, or Business Checking.

* Routing Number

Enter the routing number for your bank. Itisthefirst
set of numbers imprinted in the bottom left corner of
your check.

* Account Number

Enter the number for the account from which the
payment will be made. It isthe second set of numbers
imprinted in the bottom left corner of your check.

* Confirm Account Number

Reenter your account number.

* Check Number

Enter the check number. It isthe third set of numbers
imprinted in the bottom left corner of your check.

Note: Leavethisfield blank if the Account Typeis
Savings Account.

Payment Date

Thisfield is pre-populated with the next available
payment date and cannot be altered.

School Name

Enter the name of the school system. That isthe same
information entered in Field 2 on the first page of the
electronic certification application, not the name of the
main campus.

School
District/Affiliation/System

If necessary, enter the name of the district, affiliation,
or system associated with the school.

School Code

Enter your DHS-assigned school code (in
AAA214Fnnnnnxxx format).

School Address Enter the address of the school.
School City Enter the city in which the school is located.
School State Enter the state in which the school islocated.

School Zip/Postal Code

Enter avalid five-digit zip code for the city in which
the school islocated. Nine-digit zip codes are optional.
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Field

Description/Explanation

School Contact First Name

Enter the first name of the SEVIS POC at the school.

Thisfield may contain the name of the person making
payment, or the name in which the plastic card was
issued.

If the bank account from which the payment is being
drawn is the name of an institution, enter NFN in this
field and enter the name of the institution in the School
Contact Last Namefield.

School Contact Middle Name

Enter the middle name of the SEVIS POC at the school.

Thisfield may contain the name of the person making
payment, or the name in which the plastic card was
issued.

If the bank account from which the payment is being
drawn is the name of an institution, leave thisfield
blank and enter the name of the institution in the
School Contact Last Namefield.

School Contact Last Name

Enter the last name of the SEVIS POC at the school.

Thisfield may contain the name of the person making
payment, or the name in which the plastic card was
issued.

If the bank account from which the payment is being
drawn is the name of an institution, enter the name of
theinstitution in thisfield.

School Contact Phone Number

Enter the phone number for the SEVIS POC at the
school.

Amount

Enter the amount being submitted to DHS. Do not
enter adecimal point or cents.

3. Click one of the following buttons:

Continue Click this button to continue the ACH payment process. Continue to

With ACH Section 2.6.2.1, Authorize Payment Via ACH.

Payment

Cancd Click this button to stop the process and return to the Form Search Results
screen.

Return to Click this button to stop the process and return to the DHS SEVIS School

Your Form Certification Payment screen.
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2.6.2.1 Authorize Payment Via ACH

After clicking the Continue With ACH Payment button (see Step 3 of Section 2.6.2), the
Authorize Payment screen displays, as depicted in Exhibit 53, Authorize Payment Screen—
ACH. (Information on this screen has been redacted for privacy reasons.)

Exhibit 53: Authorize Payment Screen—ACH

SM

/Hume = Online Payment

Online Payment
Step 2: Authorize Payment 2
Payment Summary  Editthis inforrmation

Payment Date: 03/05/2005
School Name:
School District/Affiliation/System:
School Code:
School Address:
School City:

Account Helder Name: Tod Darin Hufrman
Payment Amount: $580.00

Account Type: Personal Checking

School State:

Routing Number: NN chool State

School Zip/Postal Code:

Account Number: School C lla First N
chool Contact Fi ame:
Check Number: N ) .

School Contact Middle Name:
School Contact Last Name:
School Contact Phone Number:

Amount:
Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and corfirrmation below,
Email Address: I

Confirm Email A(I(Irem:l

Authorization and Disclosure
. . . . . *
Required fields are indicated with a red asterisk
. . . *

| agree to the authorization and disclosure language. ™
Authorization and Disclosure--Consuwmers and Businesses &

The debit transaction(s) to which you are agreeing are handled on behalf of Federal agencies by "Pay.gow, ™ which
consists of services offered by the U.3. Treasury Department's Financial Managewent Service. As used in this
document, "we™ or "us" refers to the Financial Management Z3ervice and its agents and contractors operating
Pay.gov. "You" refers to the end-user reading this docuwent and agreeing to it prior to engaging in a debit
transaction.

I. Consumers

L. Authorization

Fou acknowledge that you have read and understand the consumer disclosure language and authorize the Federal
Reserve financial institution of Cleveland to debit the named financial institution account. This authorization is
to remain in full force and effect until we have received notification of its termination in such time and in such
manner @s to afford Pay.gov a reasonsble opportunity to act on it, or unless otherwise terminated for any reason

by Payv.gov.

E. Disclosure

Wiew Authorization and Disclosure in a separate window.

Press the "Submit Payment” Button only once. Pressing the button more than once could result in multiple transactions.
Submit Payment I Cancel | Feturn Tao Your Farm |

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted and pages being loaded incorrectly.
Please use the links provided whenever possible.

All information provided on this website copyright @ 2004,

United States Department of the Treasury, Financial Management Service,

401 14th Street 3W, YWashington, DC 20227, Email emoneyigfims treas.qov

Contact Us | Frequently Asked Questions | Motices & Agreements | Accessibility Policy | Privacy and Security Policy
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1. Thisscreen provides summary information of the data entered on the previous screens. |If
any information isincorrect, click the Edit ThisInformation link at the top of the screen.

2. If you wish to receive an email confirmation of this payment, enter your email addressin the
Email Addressfield and reenter it in the Confirm Email Addressfield.

3. Click the check box to indicate your agreement with the authorization and disclosure
language.

4. Click one of the following buttons:

Submit Payment Click this button to finalize the payment process.

Cancd Click this button to stop the process and return to the Form
Search Results screen.

Return to Your Form | Click this button to stop the process and return to the DHS SEVIS
School Certification Payment screen.

2.6.3 Enter Pay.Gov Tracking ID at Time of Submission of Recertification
Application

When you submit your recertification application, the Recertification Application (Form[-17)

Has Been Submitted screen displays, as depicted in Exhibit 54, Recertification Application

(Form 1-17) Has Been Submitted Screen. At thistime you can submit your payment through the

Pay.Gov web site and record the payment tracking ID.

Exhibit 54: Recertification Application (Form I-17) Has Been Submitted Screen

Recertification Application (Form I-17) Has Been Submitted

You will receive an email confirming the submission of this recertification application. The email will contain additional
information on the application review process.

Submission of an electronic Form I-17 for SE¥YIS recertification and enrollment requires a fee payment, as specified in
the Department of Homeland Security interim rule, "Requiring Certification of all Service Approved Schools for Enrollment
in the Student and Exchange Yisitor Information System {SE¥IS)."

You must pay the fee at Pay.gov, our electronic payment web site. To pay the fee, access https:/ fwww.pay.qov/. In the
“Search Public Forms" box on the main page, type in SE¥IS, and click "Go." Click the "I-17 SE¥IS School Certification™
link from the list of forms displayed. This will bring you to the "DHS SEYIS School Certification Payment” page where you
can pay the fee.

Adjudication of the recertification application in SE¥IS will not proceed until the SEYP Certification Branch receives
payment verification from Pay.gov. Then, an SEYP Official will review the application and determine the school's eligibility
for continued enrollment in SEYIS. You will be notified of the eligibility decision via email. If further review is required to
determine the eligibility, DHS will contact you with additional instructions.

Pay.Gov Tracking ID:

Save Pay.Gov Tracking ID | Return to School View

Perform the following steps to record your payment tracking ID:

1. Click the https://www.pay.gov link to make your payment through the Pay.Gov web site.
The web site will display in a separate browser window.

2. Follow the directionsin Section 2.6, Electronic Submission of Payment, to submit your
payment. At the end of the process, a payment tracking ID will display.
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3. Return to the Recertification Application (Form1-17) Has Been Submitted screen and enter
the payment tracking ID in the Pay.Gov Tracking ID field.

4. Click one of the following buttons:

Save Pay.Gov Click this button to save the payment tracking ID to SEVIS. The
Tracking 1D School Information screen displays.

Return to School Click this button to return to the School Information screen without
View saving the payment tracking ID.

264 Enter Pay.Gov Tracking ID After Submission of Recertification
Application

If the payment tracking ID was not entered on the Recertification Application (FormI-17) Has

Been Submitted screen, you may enter the payment tracking 1D using this function. Once the

payment tracking ID has been entered (either at time of recertification application submission or

afterwards), the payment tracking ID cannot be updated. The link will no longer be available.

Perform the following stepsif you need to make your payment through the Pay.Gov web
site and submit your payment tracking ID after you have submitted your recertification
application:

1. From either the email notification you received when your application was submitted or (if
applicable) the payment request email sent by DHS, click the link to the Pay.Gov web site.
The web site will display in a separate browser window.

2. Follow the directions in Section 2.6, Electronic Submission of Payment, to submit your
payment. At the end of the process, a payment tracking ID will display. Write this 1D down
S0 you can accurately record it in SEVIS.

3. From the Listing of Schools screen, click the appropriate link in the Name of School column.
The School Information screen displays. Note that the Enter Pay.Gov Tracking ID link is
now in the Actions menu. Exhibit 55, School Information Screen With Enter Pay.Gov
Tracking ID Link, provides an example.

Perform thefollowing step if you have made your payment through the Pay.Gov web site
previously but still need to submit your payment tracking ID:

1. From the Listing of Schools screen, click the appropriate link in the Name of School column.
The School Information screen displays. Note that the Enter Pay.Gov Tracking ID link is
now in the Actions menu. Exhibit 55, School Information Screen With Enter Pay.Gov
Tracking ID Link, provides an example.
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Exhibit 55: School Information Screen With Enter Pay.Gov Tracking ID Link

Actions:
View Submitted

Recertification

Application
Change Cfficials

Enter Pay.Gov Tracking 1D
link

Certification Expiration Date

Enter Pay. Gaw
Tracking ID

Fegister for Batch
Processing

Average Annual Cost of Room, Board, and Tuition Pe
Studant

Campus Information
Makena University

School Code:

Mailing Address:

Location Address:

oOfficials:

WASZ14FE7E658000

Official Name
Ben Grady
Makana Makaiwi

Titde
Dean of Admission:
President

Print I-17 Form

Makena University

School Status:
Current School Code:
Previous School Code;
Seeking Approval for:
Mailing Address:

Telephone Murnber:
Fax Murnber:
Location Address:

Type of Institution:
Thiz Schoal iz Engaged in:

School's Sessians are Primarily Based on:

School Established an:

Schoal Operates Under the Following Autherization:

Schoal is Appraved Under the Following Assaciation or Agency:
Araas of Study:

Degrees Available:

Higher Education Conferring Degrees:
Credit Transfer:

Sessions are Held:

Requirernents for Admission:

Courses of Study and Time Mecessary to Complete:
Requirernents for Graduation:

Causes for Expulsion:

Ayerage Annual Mumbers:

3540 Hilo Drive Washington, DT 20001
3540 Hilo Drive Washington, DT 20001

11171372005

APPROVED

WASZ14FE7638000

N/A

Academic and Language students
3540 Hilo Drive

Washington, DC 20001

3540 Hilo Drive

Washington, DC 20001

Public

HIGHER EDUCATION (issuing one or more of the following
degrees: associates, bachelors, masters, Ph.D.)
Semesters

06/27 /1952

Federal Education Board

State Education Board

LIBERAL ARTS

AA DEGREE

BA DEGREE

MASTER OF ARTS

Higher education, it confers recognized bachelor's, master's,
professional, or divinity degrees.

Higher education, credits are recognized by and
transferable to institutions of study which confer degrees.
Day

High school diploma, GED, placement test

120 credits

Successful completion of coursework

Felony conviction

Classes - 1,000

Students - 30,000

Teachers and Instructors - 1,050

MNon-Teaching Employees - 200

r$6,250.00

Telephone Mumber Email Address Role
B 555-555-5555 ben,grady@ru.edu DS
555-355-3555 makana.makaiwi@mu.edu PDSO

2. Click the Enter Pay.Gov Tracking ID link. The

Pay.Gov Tracking ID screen displays, as

depicted in Exhibit 56, Pay.Gov Tracking ID screen.

Exhibit 56: Pay.Gov Tra

cking ID screen

Application Type: RECE|

Pay.Gov Tracking ID

Makena University

RTIFICATION

Pay.Gov Tracking ID: |

Save Pay.Gov Tracking ID

Cancel
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3. Enter the number provided in Step 2 in the Pay.Gov Tracking I D field.
4. Click one of the following buttons:

Save Pay.Gov Click this button to save the payment tracking ID to SEVIS. The

Tracking 1D School Information screen displays.

Cancd Click this button to return to the School Information screen without
saving your payment tracking ID to SEVIS.

2.7 Register to Use SEVIS Batch Interface

Schools may use the batch data exchange to interface with SEVIS. Authorized organizations can
utilize systems external to SEVIS to collect and update student and dependent (visatypes F and
M) records and upload the records to SEVIS. Organizations may develop systems in-house or
purchase third-party products to communicate with SEVIS and upload and download
information (system-to-system). The batch data exchange (batch interface) processisthe
method for automated exchange of data between SEV1S and schools using the Internet. This
exchange requires the registration, in SEVIS, of acampusthat has avalid digital certificate.

If a school wishes to use the batch interface, the PDSO must register the campus and ensure that
the campus has avalid digital certificate. Schools that include multiple campuses must register
each campus.

Note: Prior to registering the campus for use with SEVIS, download the digital certificate files
with the“.cer” and “.pem” extensionsto a secure location. The procedures to download the
certificate files will vary depending on the type of browser being used.

To register acampus that has avalid digital certificate, a PDSO performs the following steps:

1. Navigate to the School Information screen for the school to be registered. This screen can be
reached from the Listing of Schools screen by clicking the appropriate link in the Name of
School column.

2. Onthe School Information screen, click the Register for Batch Processing link.

3. Carefully read the “ Acceptance of DHS Regulations and SEVIS Batch Interface Security
Requirements” on the Batch Process Registration screen. (Y ou should print this screen for
future reference.) If you agree to the terms, click the Accept button. The Upload Certificate
screen displays.

4. Select the campus you wish to register for batch processing. Y ou may use the Ctrl key to
select multiple campuses.

5. Usethe Browse button to locate either the file with the “.cer” extension or the file with the
“.pem” extension. Highlight the file name and click the Open button. The Upload
Certificate screen displays with the path name shown in the text box.
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6. Click the Upload Certificate button.

If the certificate and the PDSO’ s credentials are confirmed by SEVIS, a Confirmation screen
displays. However, if the system cannot validate the certificate and credentials, an error message
displays. Only digital certificatesissued by VeriSign are valid for use with SEVIS.

Note: The SEVIS web site (http://www.ice.gov/sevis/school s/batch.htm) contains additional
information regarding the SEVIS Batch Interface process.

3. OPERATING INSTRUCTIONS

3.1 Initiate Operation

SEVIS requires the use of Internet Explorer Version 5.0 (or higher), or Netscape Version 4.7 (or
higher), Adobe Acrobat Version 5.0, and a Laser printer —a Laser Postscript printer with 32 MB
of RAM (96 MB isrecommended) or a Laser printer with 32 MB of RAM (64 MB is
recommended).

Note: If you do not already have Adobe Acrobat Version 5.0 or higher installed on your
computer, refer to the instructions in Appendix D, Download the Latest Version of Adobe
Acrobat Reader.

You must also have a SEVIS user ID and password to access the system. When you access
SEVIS, the SEVISLogin screen displays. To log into SEVIS, perform the following steps:

1. Enter your user ID inthe User Name field.

2. Enter your password in the Password field.

3. PressEnter or click the Login button. The system displays a security message.
4. Click Yesand the Listing of Schools screen displays.

3.2 Maintain Operation
After 20 minutes of inactivity, the session will time out and you must log on again to use SEVIS.

WARNING: If you click the Close () button on the browser window, you must wait 20
minutes before you can log back into SEVIS. If you try to access the system before the end of
20 minutes, the following message displays: “A user is aready logged on with this user name.”
Use L ogout on the navigation bar to properly exit SEVIS.

3.3 Terminate and Restart Operations

You may log off SEVIS at any time by clicking the L ogout link on the navigation bar. To close
the browser window, click the Close () button in the upper-right corner of the browser toolbar.
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Should there be an unscheduled termination of your SEVIS session due to external causes such
as atimeout, power failure, or a computer malfunction, you must repeat the log-in procedures.

4, ERROR HANDLING

SEVISincludes automatic validation of the data entered into many fields. For example, if you
do not enter adate in the correct format, the system will prompt you to correct the error by
providing the proper format. These messages are self-explanatory and are not addressed in this
manual.

The system also includes a SEVIS Connection Error. The message reads. “Y our connection to
SEVIS was unsuccessful. Please try your request again. If the error persists and you need
assistance, please contact the SEVIS Help Desk at 1-800-892-4829.” The SEVIS Help Desk is
available 8 am. to 8 p.m. Eastern Time, Monday through Friday.

Y ou will be redirected to the SEVIS Login screen in 10 seconds. When returned to the SEVIS
Login screen, you should log into the system and continue working. 1f the message displays
again, contact the SEVIS Help Desk.

5. HELP FACILITIES

To report SEVIS-related issues or problems, contact the SEVIS Help Desk at (800) 892-4829
during the hours of 8 am. to 8 p.m. Eastern Time, Monday through Friday. Calls made at other
times are recorded for a response on the next business day.
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ACH Automated Clearing House

ARO Alternate Responsible Officer

DHS U.S. Department of Homeland Security

DSO Designated School Official

EV Exchange Visitor

ID identification

LPR Lawful Permanent Resident

MB megabyte

NFN no first name

PDF Portable Document Format

PDSO Principal Designated School Official

POC point of contact

RAM random access memory

RO Responsible Officer

SEVIS Student and Exchange Visitor Information System
SEVP Student and Exchange Visitor Program

A-1
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Netscape has modified its printing procedures for Version 7.0. For best results when printing, it
is recommended that you make the following changes to the browser print settings for Netscape:

1. Click File on the Netscape menu bar.

2. Select Page Setup. The Page Setup window displays, as shown in Exhibit B—1, Netscape
Page Setup Window—Format & Options Tab.

Exhibit B-1: Netscape Page Setup Window—Format & Options Tab

Page Setup il

Formak & Options T Margins & Header/Fooker ]

— Farmat

Orientation: O Porkrait @ Landscape

Scale: [0 | % Shrink To Fit Page Width

— Options

[ Print Background {calars & images)

[ (04 ] [ Cancel ]

3. OntheFormat & Optionstab, click the Landscape radio button.

4. Ensurethereisacheck mark inthe Shrink To Fit Page Width check box.

5. Ensurethereisnot acheck mark in the Print Background (color & images) check box.

6. ClicktheMargins& Header/Footer tab. The Margins & Header/Footer tab comesinto
focus, as depicted in Exhibit B—2, Netscape Page Setup Window—Margins & Header/Footer
Tab.
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Exhibit B—2: Netscape Page Setup Window—Margins & Header/Footer Tab

Page Setup il

Format 2 Options T Margins & Header/Footer ]

— Margins (inches)

Top:
Left: . Right
'

Battam!

— Headers & Footers

[ blark-  w| | -blank-  [*]| [ blank-  |+]
Left: Center: Right:
| -blank~  |w| | -blank~  |w| | -blank- ]

[ Ok ] [ Cancel ]

7. Set theleft and right marginsto “0.5” and the top and bottom marginsto “0.25.”

8. Within the Headers & Footer s section, ensure that al drop-down lists are “--blank--." If the
drop-down lists are not set to “--blank--,” click on the down arrow and select “--blank--.”

9. Click OK.

10. Click either the Print ('ﬁ ) button on the browser toolbar or select Print from the File menu.
The Print window displays, as depicted in Exhibit B3, Print Window.
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Exhibit B—3: Print Window

Y12th floar laser_99.apps2.

11. Ensure that the appropriate printer is selected in the Name list. If not, select the correct
printer from the list.

12. Click OK on the Print window and the report prints to the designated printer.
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In order to view the tutorial, you must have Adobe Flash Player installed on your computer.
Perform the following steps to download the latest version of Adobe Flash Player:

1. Click the Get Plug-Inslink on the SEVIS navigation bar. The SEVIS Plug-Ins screen will
display

2. Click the Adobe Flash button. A message will display indicating that you are leaving
SEVIS.

3. Click OK and the Adobe Flash Player web page (http://www.adobe.com/go/getflashplayer)
will display in anew browser window.

4. Follow the instructions on the Adobe Flash Player web page to install the Flash Player.
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SEVIS enables you to print forms to a designated printer through Adobe Reader. Perform the
following steps to download the latest version of Adobe Reader:

1. Click the Get Plug-Inslink on the SEVIS navigation bar. The SEVIS Plug-Ins screen will
display.

2. Click the Get Adobe Reader button. A message will display indicating that you are leaving
SEVIS.

3. Click OK and the Adobe Reader web page
(http://www.adobe.com/products/acrobat/readstep2.html) will display in a new browser
window.

4. Follow theinstructions on the Adobe Reader web page to install the Adobe Reader.
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DRAFT

START HERE- Please read instructions before beginning. Please type or print in

black ink.

THIS SECTION IS TO BE COMPLETED BY THE SCHOOL.  If more space is needed to
answer fully any items on this form, use a separate sheet; identify each answer with the letter and
number of the corresponding item and sign and date each sheet. Indicate that an item is not

applicable with “N/A™. If the answer is “none.” please write “none.” This application must be filed

with the required evidence as noted below, be properly signed. and submutted with the correct fee.

To the Immigration and Naturalization Service:

1. Petition is made for approval, or continuation of approval, of the institution as a school for
attendance by nonimmigrant alien students under (Complete as appropriate):
a.[JSection 101(a)(15)(F) of the Act (academic and language smdents).
b.[JSection 101(a)(15)(M) of the Act (vocational students),
c.[JBoth of the above sections of the Act.

FOR INS USE ONLY
School Code 214F

Approval for attendance of students under:
1. O Section 101(a)(13)(F) of the Act
2. [0 Section 101(a)(13)(M) of the Act

3. [0 Both of the above sections of the Act.

Thus Request is to:
1. O Create a file.
2. O Update a file.

2. Name of school:

3. Mailing address of school:

=

This school 1s a:
a. OJPublicly owned institution
b.OPrivate Institution

5. This school 1s engaged in:

a. Private elementary school
Private middle school
Private high school (grades 9- 12)
Public high school (grades 9-12)
Wocational or technical education
(other than high school)
Flight training
Language training
Higher education (issuing one or more of the following degrees: Associate,
Bachelor's. Master's, PhD)
i. O Other

Oo0 0oooo

Boa

Fee Stamp:

o

This school’s sessions are based on:
a. O Semesters
b.OTrimesters

c. [Quarters
d.[dJOther

7. Provide the date (month and day) registration begins for EACH session during a calendar year,
including the summer session if your school has one. (Format mm/dd)

Action Stamp:

a f. k. p.
b. -8 L q
c. h. m. I.
d. i 1 5.
e i 0. t.
8. Date school was established: 9. Location of school: (if different from mailing address)

10. Name and address of owner:

11. Petition is for:
a. [JInitial approval
b.JContinuation of approval Please complete the following:
(1.) Date of original approval
(ii.) INS school code

Continued on next page

Received Trans In
Ret’d Trans. Out Complete
Remarks
Page 1
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12. The School operates under the following federal, state, local or other license or approva

(if none, write “none”):

3. The scheol has been approved by the following nationally recognized accrediting association or agency (if none, write “none”):

4. Nature of subject matter taught (check as many as are appropriate):

Liberal Arts

Fine Arts

Language

Religious
Professional Studies
Vocational or Technical Training
Flight Training
Science

Education

Business
Engineering

Other

TETCE@ A oo o
000000000000

15. List the degrees available from the school:

16. Check as appropriate and explain further if necessary:
If the school is engaged in elementary or secondary education, it [] does [] does not qualify its graduates for acceptance by accredited schools
of higher educational level.

If the school is engaged in higher education, it [ does [ does not confer recognized bachelor’s, master’s, doctor’s, professional. or divinity
degrees. Its credits [] are [J are not transferable to institutions of study which confer such degrees.

If the school is engaged in vocational or technical education, it [J does [ does not qualify its graduates for employment.

[ The school is engaged in English language training.

17. Sessions are held as follows: a. [J Day only b. [ Night only c. [ Day and night

18. Requirements for admission:

19. Courses of study and time necessary to complete each:

20. Requirements for graduation: 21. Causes for expulsion:
22, Average annual number of: a. Classes: b. Students:
c. Teachers or instructors: d. Non-teaching employees:

23. Approximate annual total cost of room., board, tuition, etc.. per student :
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If the school is approved, THE PETITIONER AGREES:

1. Upoen acceptance of any nonimmigrant alien student, to furnish that student a Certificate of Eligibility (Form I-20 A/B for an F-1 student or Form
1-20 M/N for an M-1 student).

2. Tokeep records containing the following specific information and documents relating to each nonimmigrant F-1 or M-1 student to whom the
school issues a Form I-20 A/B or I-20 M/N. while the student is attending the school and until the school notifies the Service, in accordance with
regulations at 8 CRF 214 3, that the student is no longer pursuing a full course of study. The school must keep a record of having complied with
the reporting requirements for at least one year. If a student who 1s out of status is restored to status, the schooel the student is attending is
responsible for maintaining these records following receipt of notification from the Service that the student has been restored to status. The
school must keep and make available to the Service upon request the following information and documents for each nonimmigrant F-1 and/or M-1
student:

The adnmission number from the student’s Form I-20 ID copy.

Country of citizenship.

Address and telephone number in the United States.

Status, i.e. full-time or part-time.

Course load.

Date of commencement of studies.

Degree program and field of study.

Expected date of completion.

Nonimmigrant classification.

Termination date and reason. if known.

The documents which show the scholastic ability and financial status on
which the student’s admission to the school was based.

Information specified by the Service as necessary to identify the student
and to determine the student’s immigration status.

e WD O =] O LA L RO e

==

—
r2

3. That in any advertisement, catalog, brochure, literature, or other material produced by or for this school, any statement which may appear
concerning approval for admittance by nonimmigrant students must be limited to the following: “This school 15 authorized under Federal law to
enroll nonimmigrant students.”

I certify that I am authorized to execute this petition. Iunderstand that unless this institution fully complies with all terms as described on this form,
approval may be withdrawn pursuant to § CFR 214 .4

Dated at: . this day of

Signature:

Name and Title:

(CORPORATE SEA

OF INSTITUTION)
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Instructions:

(1) Form I-17. Supplement A, listing up to ten designated school officials for each school or campus within a school system (except an elementary or
secondary system as noted below), must be attached to each Form I-17, Petition for Approval of School for Admittance by Nonimmigrant Students. If
there is a change in designated school officials, a new Supplement A must be completed and submitted to the Immigration and Naturalization Service
Office having jurisdiction over the school within thirty days.

(2) “Deesignated school officials™ (DSO) means a regularly employed member of the school administration whose office is located at the school and
whose compensation does not come from commissions for recruitment of foreign students. A DSO may not delegate this designation to any other
person. An individual whose principal obligation to the school is to recruit foreign students for compensation may not be a DSO. The president.
owner, or head of a school system must designate a principal DSO. The principal DSO is required to have a thorough knowledge of the regulations,
policies and procedures governing nonimmigrant students, and is responsible for ensuring that each additional DSO has a thorough knowledge of the
SaMme.

Each school or institution must have one principal D50, and may have up to ten DSO’s at any one time, except at the discretion of the district director
of the INS office having jurisdiction over the school. In a multi-campus institution, each campus must have a principal DSO. In an elementary or
secondary school system. however, the entire school system is limited to a total of ten designated officials at any one time.

I, THE UNDERSIGNED, have read the Immigration and Naturalization Service’s regulations relating to nonimmigrant students, namely § CFR
214.1, 8 CFR 214.2(f). and/or 8 CFR. 214.2(m); the Service’s regulations relating to change of nonimmigrant classification for students, namely 8 CFR

248; the Service’s regulations relating to school approval and withdrawal of school approval, namely 8 CFR 214.3 and 214 4, and intend to comply
with these regulations at all times.

Designated Official: (Print or Type)
Last and First Name: Title: Signature: Telephone Number: Role:

Olnitial Designation OReplacement for prior designated official [ Correction to previous designation

Designated Official: (Print or Type)
Last and First Name: Title: Signature: Telephone Number: Role:

E—
[ Initial Designation [ Replacement for prior designated official [ Correction to previous designation

Designated Official: (Print or Type)
Last and First Name: Title: Signature: Telephone Number: Role:

[ Initial Designation [ Replacement for prior designated official O Correction to previous designation

Designated Official: (Print or Type)
Last and First Name: Title: Signature: Telephone Number: Role:

[ Initial Designation [ Replacement for prior designated official [ Correction to previous designation

Designated Official: (Print or Type)
Last and First Name: Title: Signature: Telephone Number: Role:

[ Initial Designation [ Replacement for prior designated official [ Correction to previous designation

Designated Official: (Print or Type)
Last and First Name: Title: Signature: Telephone Number: Role:

[ Initial Designation [ Replacement for prior designated official [ Correction to previous designation

Designated Official: (Print or Type)
Last and First Name: Title: Signature: Telephone Number: Role:

[ Initial Designation [ Replacement for prior designated official [0 Correction to previous designation
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Designated Official: (Print or Type)

Last and First Name: Title: Signature:

Telephone Number: Role:

O Iitial Designation [ Replacement for prior designated official

[ Correction to previous designation

Designated Official: (Print or 1-",1109)

Last and First Name: Title: Signature:

Telephone Number: Role:

O Initial Designation [ Replacement for prior designated official

[ Correction fo previous designation

Designated Official: (Print or El:pe’)

Last and First Name: Title: Signature:

Telephone Number: Role:

O Initial Designation

[ Replacement for prior designated official

[ Correction to previous designation

L the undersigned president, owner, or head of the schooel or school system named below certify that the above individuals are designated school
officials of the school or school system. Further, I certify that I will be responsible for providing the resources and trainmg necessary for these

officials to implement properly the above referenced regulations.

Name (Print or Type) Title (Print or Type)

Signature

Name of School System. School, or Campus (list all schools or
campuses and their three-digit suffixes for which the above Date:
officials are designated if for more than one school or campus but
not for the entire school system).

INS FILE No. if known:

(If a multi-campus institution or school system use the 3 digit suffix
for the main or initial campus.)

Address of School System, School, or Campus:
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Instructions — Form I-17 Supplement B must be completed and submutted with Form I-17 if a school system or multi-campus institution 1s
seeking approval for 2 number of schools for admittance by nonimmigrant students. Furnish all known information for each school or campus
within the system. If more space is needed to list all schools, attach additional forms as necessary, and number each at the bottom. If an approved
school system wishes to update or correct the information on its original Supplement B, a new Form I-17, must be submitted, without fee,
accompanied by Supplement B, and. if applicable, Supplement A. Please PRINT or TYPE all information on this form.

Request Action:
a.
b.
c.
d.

O
O
]
O

Initial approval for the following school(s) or campus(es).

Addition of the following school(s) or campus(es) to the list of approved institutions within the above school system.
Removal of the following school(s) or campus(es) from the list of approved institutions within the above school system.
Change or correction in the following information relating to school(s) or campus(es) which have been approved.

Fill in only the information which is to be added to or adjusted in the INS records, and the school’s three-digit suffix:

1. Scheol or Campus Name:

2. School or Campus 3-digit suffix:

3. Mailing Address: (include Zip Code)

4. Location: (if different from mailing address)

1. School or Campus Name:

2. School or Campus 3-digit suffix:

3

3. Mailing Address: (inciude Zip Code)

4. Location: (if different from mailing address)

1. School or Campus Name:

2. School or Campus 3-digit suffix:

3

3. Mailing Address: (inciude Zip Code)

4. Location: (if different from mailing address)

1. School or Campus Name:

2. School or Campus 3-digit suffix:

3. Mailing Address: (include Zip Code)

4. Location: (if different from mailing address)
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