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1. INTRODUCTION

This manual was written as a resource 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 volumes in order
to delineate the Form I-17 and Form I-20 processes. This volume addresses the Form 1-17
process.

1.1 Purpose of SEVIS

SEVIS facilitates timely reporting and monitoring of international students, exchange visitors
(EVs), and their dependents in the United States. SEVIS is an Internet-based application for
electronically monitoring and reporting on foreign students, EVs, and their dependents in the
United States. SEVIS allows schools and program sponsors to transmit electronic information to
the Department of Homeland Security (DHS)—formerly the Immigration and Naturalization
Service (INS)—and 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 the DHS that require adjudication, 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 (ID)
and password enabling users to submit changes to the school’s electronic Form I-17, Petition for
Approval of School for Attendance by Non-Immigrant Students, in SEVIS.

1.2 Privacy Act Considerations

Access to SEVIS is restricted to authorized users. SEVIS contains confidential information
concerning foreign students, EVs, and their dependents. Unauthorized access to and disclosure
of this information could affect the privacy to which individuals are entitled under Section 552a
of Title 5, U.S. Code. This information is protected by the Privacy Act, as well as by Federal
and agency regulations. Exhibit 1, Criminal Penalties, provides information on the penalties for
unauthorized access and/or disclosure of this information.
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Exhibit 1: Criminal Penalties

Criminal Penalties

(1) Any officer or employee of an agency, who by virtue of employment or official position, has
possession of, or access to, agency records which contain individually identifiable information,
the disclosure of which is prohibited by U.S. Code Section 552a or by rules or regulations
established thereunder, and who knowing that disclosure of the specific material is so prohibited,
willfully discloses the material in any manner to any person or agency not entitled to receive it,
shall be guilty of a misdemeanor and fined not more than $5,000.

(2) Any officer or employee of any agency who willfully maintains a system of records without
meeting the requirement to publish a notice in the Federal Register regarding the existence and
character of the system of records, shall be guilty of a misdemeanor and fined not more than
$5,000.

(3) Any person who knowingly and willfully requests or obtains any record concerning an
individual from an agency under false pretenses shall be guilty of a misdemeanor and fined not
more than $5,000.

1.3 Glossary

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

2. DESCRIPTION OF SYSTEM FUNCTIONS

The following sections provide step-by-step instructions for using SEVIS. Included are
directions for updating a school’s Form I-17.

21 Overview of Screen Components

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

Exhibit 2, 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.

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 has two links: Listing of Schools and Listing of
Programs. You would then click on the Listing of Schools link to access the Listing of Schools
screen, which lists all schools and/or campuses to which you are assigned.
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Exhibit 2: Listing of Schools Screen

File Edit View Favorites Tools  Help | 4"

@Back - Q D @ ;j ‘ f)Search WFavontes eMecha @‘ = :ﬁ K _J ﬁ -ﬁ

ity US. I tion & '

g o éﬂ?:é?.:: ion Student & Exchange Visitor SEVIS
- N Information System

'“'\ Enforcement

* Indicates an\alert for that school
Name of Schiol Name of Campus Location {City fState) Role Commands
Mortgornery Uiversity Montgarnery University Washington) DC PDSO Search Mew Student Student Listz Feports
woodward Collehe woodward College Washington, \PC PDSO Search Mew Student Student Lists Reports
Navigation Browser
Bar Toolbar

Links

211 SEVIS Screen Components
The following is a list of components that may be available on SEVIS screens.

e Browser Toolbar—This is the toolbar 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:

— 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

e Links—Click on underlined text to advance to a different screen within SEVIS.
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21.2 Additional SEVIS Screen Components
Additional screen components that display on some SEVIS screens include the following:

e Scroll Bar—This is the part of a window that enables you to see additional information.
SEVIS uses scrollbars on the bottom and/or the right side of some windows.

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

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

— Command Buttons—Click to execute a command. For example, clicking the
| Print1-17 Form

| button enables you to print a copy of the Form I-17.

— Radio Buttons Click to make a selection. Only one radio button may be
selected at a time.

e Other Input methods
v

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

—  Drop-down lists [=Z]—Click the down arrow to display a list and then make a
selection.

213 Online Help Functions

Online Help is always available by clicking the Help link on the navigation bar at the top of
SEVIS screens. Doing so opens a new browser window containing Online Help. The left panel
(part of the window) contains a list of Online Help topics, and the right panel contains the text
associated with the Online Help topic selected.

2.1.3.1 View Online Help
To view Online Help text, perform the following:
1. In the left panel, click a folder to display a list of topics.

2. Click a topic name to view the Online Help text for that topic in the right panel.

2.1.3.2 Search Online Help
To search on a word or phrase, perform the following:

1. Click the Search button.

2. Type search criteria in the field provided and press Enter. The results of the search display
as a list of topics containing the word or phrase entered.

3. Click a topic name to view the Online Help text for that topic in the right panel.
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2.1.3.3 Hide/Show the Left Panel
To hide and show the left panel, perform the following:

1. Click the Hide (@) button in the upper-right corner of the left panel to hide the left panel.
2. Click the Contents (@), Index (@), or Search (@) button to restore the left panel.

2.1.3.4 Jumps and Pop-ups

Click an underlined word or phrase to see a pop-up explanation or jump to a new topic. To close
a pop-up, click anywhere else in the panel or, if using the Netscape browser, the Close (X)
button. To return from a jump, 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 you have finished viewing a web page, click the Back button on the browser
toolbar to return to Online Help, or click any Online Help topic.

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

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

It is important to note that you cannot print the entire Help, no matter which browser you are
using. You can only print the topic you are currently viewing (that is, one topic at a time).

2.1.4.1 Internet Explorer Users
To print an Online Help topic using the Internet Explorer browser, perform the following:
1. Click anywhere in the right panel.

2. Click the Print ( & ) button on the browser toolbar. The topic you are currently viewing
prints to the designated printer.

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

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

4. Click the Print ( & ) button to print to the designated printer.
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2.1.4.2 Netscape Users
To print an Online Help topic using the Netscape browser, perform the following:
1. Click anywhere in the right panel.

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

or
1. Click anywhere in the right panel.
2. Select Print from the File menu. A Print window displays.

3. 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.

21.5 Tutorials

To view a SEVIS demonstration click the Tutorial link on the navigation bar. Follow the
instructions on the demonstration screens.

Note: The tutorial 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.

2.2 Accessing SEVIS

SEVIS requires the use of Internet Explorer Version 5.0 or higher or Netscape Version 4.7 or
higher, and Adobe Acrobat Version 5.0 or higher. You must have a user ID and password to
access SEVIS. When approved to use SEVIS, you receive two email messages, one containing
your user ID 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 use the link and
create your password, perform the following:

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

U.S. Immigratio N s

L
i A

,@Lﬁ and Customs
Wi’ Enforcement

T
: Ié E Student & Exchange Visitor
L] Information System

Welcome to the SEVIS system.

Usemame:l

Passwurd:l

Confirm passwurd:l

Set Password

2. Enter your user ID in the Username field.

3. Enter your password in the Password field. Refer to Section 2.2.1, Guidelines for
Passwords, for instructions on creating a password.

4. 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.immigration.gov/sevis/) to access SEVIS and perform all of your SEVIS-related
tasks.

2.21 Guidelines for Passwords
The guidelines for SEVIS passwords are as follows:

e Passwords must be 8 to 16 characters in length.

e Passwords must contain at least:

— One uppercase alphabetic character
— One lowercase alphabetic character
— One numeric character

e Special characters are optional; for example, @, #, $.

e Passwords are case sensitive. When you create a password using a mix of uppercase and
lowercase letters, it must always be entered that way. Below are some examples of
acceptable passwords:

— Passwordl
—  paSS#wrd3
— passW123$
—  555passWD
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—  (@pass4Wrd#

e SEVIS passwords have a maximum life span of 90 days. After this time, you will be
prompted to change your SEVIS password. (See Section 2.2.2, Change Password Every
90 Days, for further details.)

e You cannot reuse the previous six passwords.

e [fat any time, you suspect that your password has been compromised and you are unable
to change it using the Change Password link, use the Request Password Reset link or
contact the SEVIS Help Desk (1-800-892-4829) to have your password reset.

e SEVIS user IDs and passwords are suspended after three unsuccessful log-in attempts.
Use the Request Password Reset link on the SEVIS Login screen or contact the SEVIS
Help Desk (1-800-892-4829) to have your access reinstated.

2.2.2 Change Password Every 90 Days

You must change your password every 90 days. After 90 days, when you log into SEVIS, the
system will automatically prompt you to change your password. To change your password,
perform the following:

1. Enter your current password in the Old Password field.
2. Enter your new password in the New Password field.
Note: You 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 to display the SEVIS Login screen. Be sure to use your new password when
logging into SEVIS.

2.2.3 Change Password Voluntarily

You may voluntarily change your password as often as once a week, using the Change
Password link on the SEVIS Login screen. To change your password, perform the following:

1. Click the Change Password link on the SEVIS Login screen. The system displays the
Change Password screen.

2. Enter your SEVIS user ID in the User Name field.
3. Enter your current password in the Old Password field.
4. Enter your new password in the New Password field.
Note: You cannot reuse your previous six passwords.
5. Reenter your new password in the Confirm New Password field.

6. Click the Change Password button. The system displays the SEVIS Login screen. Be sure
to use your new password when logging into SEVIS.
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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 SEVIS Login screen, use the

Request Password Reset link or contact the SEVIS Help Desk (1-800-892-4829) to have
your password reset.

224 Request Password Reset

The Request Password Reset option is available for users to request a new SEVIS password.
Use this function for any of the following reasons:

¢ You have forgotten your SEVIS password.

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

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

2. 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: An email is sent to the email address associated with the SEVIS user ID. It provides
instructions for creating a new SEVIS password.

2.2.5 Log Into SEVIS

When you access SEVIS via the Internet (https://egov.immigration.gov/sevis/), a Security Alert
screen may display. Click the Yes 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 have to log in again
in order to use SEVIS.
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Exhibit 4: SEVIS Login Screen

Student & Exchange Visitor
Information System

To log into SEVIS, perform the following:
1. Access the SEVIS Login screen (https://egov.immigration.gov/sevis/).

2. Enter your user ID in the User Name field.
3. Enter your password in the Password field.
4

. Press Enter or click the Login button. The first 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 SEVIS Login screen has a Reset button that returns entries to their previous values.
The screen also includes a link to create a new account (addressed in further detail in the User
Manual for 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 2.2.3, Change Password Voluntarily, provides the instructions for using
the Change Password link. Section 2.2.4, Request Password Reset, provides the instructions for
using the Request Password Reset link.

10
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Exhibit 5: SEVIS Compliance Agreement Notice

U.S, Immigrationss 3 [ -
and Customs . = ¥ Student & Exchange Visitor
Enforcement ™, - Information System

School Official Compliance Agreement

1 Agree Logout

Exhibit 6, Main Screen for School and Program Sponsor User, is an example of the screen that
displays if you perform as both a school official and a program sponsor official. You must select
a link 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 2.

Exhibit 6: Main Screen for School and Program Sponsor User

ULS, Immigrationss : A -
and Customs . ~a v, Student & Exchange Visitor
Enforcement - - 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 har at the top of any screen.

2.3 Log Out of SEVIS

To exit SEVIS at any time, click Logout on the navigation bar as shown in Exhibit 7, SEVIS
Navigation Bar. 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 Logout link.

11
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Exhibit 7: SEVIS Navigation Bar

U!s.Immlngllo 2 N ICﬁ—

.| and Customs
/ Enforcement

Student & Exchange Yisitor
Information System

WARNING: If you click the Close (Xl) 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 already logged on with this user name.”

24 Changing Your School’s 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 Form I-17 by clicking on the link for a school. Exhibit 8, Listing
of Schools Screen, is an example of the screen that displays for a school official who is a PDSO
at two schools.

Exhibit 8: Listing of Schools Screen

s ULS, ImmigrationSs
J .| and Customs
Y’ Enforcement

Student & Exchange Visitor
Information System

Main | Help | Tuterial | Logout

Listing of Schools

* Indicates an alert for that school

Mame of School Hame of Campus Location (City fState) Role Commands
Montgormery University Mantgormery University wWazhington, DC PDSO Search Mew Student Student Lists Reports
Woodward College woodward Callegs Washington, DC PDSO Search Mew Student 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 also click the Listing of Programs or Listing of Schools link on the
navigation bar.

Certain fields on the Form I-17 can be updated without DHS approval. If the updated field does
not require adjudication, SEVIS informs you that the update was completed 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.

12
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Once DHS adjudicates the updates to the Form I-17, the following outcomes are possible:

If the updates are approved, the PDSO receives approval notification via email.

If additional information is required for processing the updates, the PDSO receives 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 PDSO will receive notification via email. This
email 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.

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

e Edit School—This link is always available. It allows you to edit the school’s
information on the electronic Form I-17.

e View Submitted Update—This link is only available if you have submitted changes to
your school’s electronic Form I-17 that have not yet been adjudicated by DHS.

e View Draft Update—This link is only available if you have made changes to your
electronic Form I-17 but have not yet submitted them to DHS.

o Register for Batch Processing—This link is always available for PDSOs. See
Section 2.5, Register to Use SEVIS Batch Interface, for more details.
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Exhibit 9: Edit School Screen

US, Immigratio 2 N 7 N
and Customs . 3 ' Student & Exchange Visitor

Enforcement 3 - - A Information System

Main | Help | Tuterial | Logout

Print I11T Form

Woodward College

Actions:
Edit Schoal Schoal Statuz: APPROYED

Register far Previous Schoal Cade: N/A

Batch
i Mailing Address: 1851 Danbury Court
Processing g Yy
Washington, DC 20001
Phone:
Fax:

Type of Institution: Public

School's Seszions are Primarily Bazed on: Semesters

Schoaol Operates Under the Following None
Authaorization:

Areas of Study: LIBERAL ARTS

Credit Transfer: Higher education, its credits are recognized by
and transferable to institutions of study which
confer degreas.

Requirernents for Admiszion: High School Diploma

Requirernents for Graduation: Completion of coursework

Average Annual Humbers: Classes - 100
Students - 3,000
Teachers and Instuctors - 100

Non-Teaching Employess - 20

Campus Information
Woodward College
School Code: WASZ214F526284000
Location Address: 1351 Danbury Court “Washington, DC 20001
Official Name Titde Telephone Email Address

0&/1 72004 (Thursday)
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241

Guidelines for Updating a Form 1-17

The following guidelines are applicable to submitting changes to your school’s Form [-17:

2.4.2

Viewing

You can view your school’s record with the approved school data.

You can view the pending updates to your school’s Form I-17 while it is awaiting
adjudication. The system will highlight the fields that are pending adjudication.

While changes are pending adjudication, the applicable check boxes and radio
buttons and the text boxes will be read-only or inactive.

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. However, you may make additional updates to fields that do

not require adjudication.

Updates to all other fields regarding the school’s information can be submitted by
either a PDSO 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.

Updating Certification Page 1

The Listing of Schools screen contains a list of each school or campus for which you act as a
designated official. To access the Form I-17 for a school or campus, perform the following:

1. On the Listing of Schools screen, click the link for the school whose Form I-17 you wish to
view. The system displays the data for the selected school.

2. To update the Form I-17, 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 certification application.
Exhibit 10, SEVIS Certification Page 1, is an example of Page 1 of the electronic Form I-17.
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Exhibit 10: SEVIS Certification Page 1

U.S, Immigrati
and Customs
Enforcement

Student & Exchange Visitor
Information System

Main | Help | Tuterial | Logout

Contact Information page [1 of 5]
Required fields are marked with an asterisk (*)

v

2. * Name of School System:

IWoodward Callage

woodward Callege

3. Mailing Address of the School:
* Address 1:|1851 Danbury Court
Address Z:I

3 City:lWashington
* State: DISTRICT OF COLUMBLA =1

* Zip Cude:l20001 I
Fax Numher:(l b] I - I
e -

15851 Danbury Court

Waszhington

DISTRICT OF COLUMBILA =1

3. #* School Type:lpub“c Institution vI

Name and Address of Owner (For PRI¥NATE Schools ONLY!):

*Private School
Dwner Name:

* Address 1 :I

Address 2:|
* City:|
* States| =1
* Zip Cnde:l I
Save Draft Reset Values Hext Print I11T Form

Public Reporting Burden

A person is not required to respond to a collection of information unless it displays a currenty walid OME control numbear.
Public reporting burden for this collection of informiation is estimmated to average 60 minutes per response, including time
for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing
and reviewing the collection of informiation. Send comments regarding this burden estimate or any other aspect of this
collection of information, including suggestions for reducing this burden, to: Immigration and Naturalization Service,
HOQPDI, 425 I Street, N.W., Room 4307y, Washington, DC 20536; OME No.: 1115-0252. DO NOT MAIL YOUR APPLICATION
TO THIS ADDRESS.

0&/1 72004 (Thursday)
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You may add or delete the current information to reflect changes to the Form I-17. Below is a
list 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 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 Form I-17 should be used to request
the addition or removal of the types of programs (F or
M) in which the school wishes to 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 Form I-17.

Note: Updates to this field require review and approval
by DHS.

*

2. Name of School System

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

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

*

2a. Name of Main Campus

Enter the name of the school or campus that is
considered the primary campus on the Form I-17. 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 Campus fields.

Note: Updates to this field require DHS review and
approval.
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Section/Field

Description/Explanation

3. Mailing Address of the
School

This is the address to which mail for the main campus
should be sent. This address may contain a post office
box number. The zip code must be a valid five-digit
postal code; the last four digits are optional.

Note: There is a separate field on a following page in
which the mailing address(es) of additional campus(es)
should be entered.

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

4. Location of the School

The physical location of the main campus, if different
from its mailing address. This address may not contain
a post office box number.

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

5. School Type

A school may be either public or private.

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

If Private is selected, you must complete the name and address fields:

*Private School Owner
Name

If the owner is a person, this field displays his or her
name. Ifthe owner is an institution (for example, a
company or a non-profit organization such as a church),
the name of the institution will display in this field.

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

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

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

*City The unabbreviated name of a city.

*State The appropriate state.

*Zip Code The zip code must be a valid five-digit postal code; the

last four digits are optional.
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3. Select one of the following buttons:

Save Draft

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 Form I-17. 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 there is an invalid
entry, SEVIS will return a validation message. It also allows you to review
the information before moving on.

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, ensures that all the required fields have been completed, and
advances you to Page 2 of the Form I-17. If you have entered an invalid
value in a field, SEVIS will return a validation message.

Print I-17 Form

Click this button to print a copy of the Form I-17.

243 Updating Certification Page 2

The current data for Page 2 of the school’s Form I-17 is displayed on Certification Page 2.
Exhibit 11, SEVIS Certification Page 2, is an example of the page.
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Exhibit 11: SEVIS Certification Page 2

Main | Help | Tutorial | Logout

Program/jCourse [2 of 5]
Required fields are marked with an asterisk(*)

1 e

i i B Y

12/08/1618

ag

T T d |
)|

1

06/17/2004 (Thursday)
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You may add or delete the current information to reflect changes to the Form I-17. Below is a
list 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. This school is engaged 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: Updates to this field require DHS review and
approval.

* 7. This school’s sessions are | Check all options that apply. If Other is selected, you

based on 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. Date registration begins For each session currently offered by a school during the

for EACH session during | calendar year, the month and day on which it begins

a calendar year (fill out must be shown. For example, a semester system school

only those necessary) 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, Date school was The date on which the school began operations.

established

* 10. The school operates under | A summary description of the authority, if any, under

the following federal, which the school operates. If none, enter “None” in the
state, local, or other text box.
authorization

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

. The school has been

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

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

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

. Areas of study (check all

that apply)

A school must offer one or more areas of study. Select
only the areas of study available to 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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Section/Field Description/Explanation

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

Select one of the following buttons:

Save Draft

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 Form I-17. 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 there is an 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 Form I-17.

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 is lost.

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, ensures that all the required fields have been completed, and
advances you to Page 3 of the Form I-17. If you have entered an invalid
value in a field, SEVIS will return a validation message.

Print I-17 Form

Click this button to print a copy of the Form I-17.

244 Updating Certification Page 3

The current data for Page 3 of your school’s Form I-17 is displayed on Certification Page 3.
Exhibit 12, SEVIS Certification Page 3, is an example of the page.
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Exhibit 12: SEVIS Certification Page 3

Contact Information page [3 of 5]
Required fields are marked with an asterisk (*)

o

1|

)|

1|

06/17/2004 (Thursday)
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You may add or delete the current information to reflect changes to the Form I-17. Below is a
list 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 elementary schools). High schools or
secondary schools that offer a degree should select
Other and enter “high school diploma,” or a similar
appropriate description. If your school does not issue
degrees, enter “None” in the text box.

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

*

14. Select as appropriate

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

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

If the school is engaged in
elementary or secondary
education

An elementary/secondary school “does” or “does not”
qualify its graduates for acceptance by accredited
schools of higher education. The field is blank for
schools engaged in higher education,
vocational/technical schools, and English Language
schools.

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

If the school is engaged in
higher education

A college/university “does” or “does not” confer
recognized degrees. Its credits “are” or “are not”
transferable to degree-conferring institutions. Both
fields in this section must be completed if the school is
engaged in higher education. These fields are blank for
elementary/secondary, technical/vocational, and English
Language schools.

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

Note: Updates to this field require DHS review and
approval.
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Field

Description/Explanation

If the school is engaged in
vocational or technical
education

A technical/vocational school “does” or “does not”
qualify its graduates for employment in the occupations
for which preparation is offered. This field is blank for
elementary/secondary schools, colleges/universities, and
English Language schools.

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

The school (is, is not)
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 “is not” even though the
school may provide remedial English instruction for
students whose English skills are weak.

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

*

15. Sessions are held as
follows

Every school conducts its classes during the day and/or
at night.

*

16. Requirements for
admission

You must include a summary of your school’s
requirements for admission. If there is information that
you wish to include that does not fit in this field, make a
note of that fact in this field. You may also reference
additional sources of information, such as a college
catalog or web site. However, reference to a web site or
other source of the school’s requirements is not
sufficient for completion of this field. 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 is longer than the available space.
However, DHS and school officials are able to view the
entire text in SEVIS.

*

17. Courses of study and time
necessary to complete
each

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 I-17 if it is longer than the available space.
However, DHS and school officials are able to view the
entire text in SEVIS.

*

18. Requirements for
graduation

A summary of a school’s requirements for graduation.
If there is information that you wish to include that does
not fit in this field, make a note of that fact in this field.
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Field

Description/Explanation

You may also reference additional sources of
information, such as a college catalog or web site.
However, reference to a web site or other source of the
school’s requirements is not sufficient for completion of
this field. 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 is longer than the available space.
However, DHS and school officials are able to view the
entire text in SEVIS.

* 19, Causes for expulsion

The general reasons that would be considered causes for
a student to be expelled from the school.

Note: The text may be truncated on the printed

Form I-17 if it is longer than the available space.
However, DHS and school officials are able to view the
entire text in SEVIS.

* 20. Average annual number of

The average annual number of classes,
teachers/instructors, students, and non-teaching
employees for a given school. These figures may be
estimates if the school does not maintain a running
average for each category.

Note: This field should include an estimate of actual

classes taught rather than course types or programs
offered.

* 21. Approximate annual cost
of room, board, tuition,
etc. per student

The approximate amount of money an individual student
spends at the school, per year, for room, board, tuition,
and related fees.

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

Select from one of the following buttons:

Save Draft

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 Form I-17. 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 there is an invalid
entry, SEVIS will return a validation message. It also allows you to review
the information before moving on.
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Prev (Previous) | Click this button to return to the previous page of the Form I-17.

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 is lost.

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, ensures that all the required fields have been completed, and
advances you to Page 4 of the Form I-17. If you have entered an invalid
value in a field, SEVIS will return a validation message.

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

245 Updating Certification Page 4

The current list of officials for this school is shown on Page 4 of the Form I-17. Exhibit 13,
SEVIS Certification Page 4, is an example of this screen.

Note: Only a PDSO may add or delete school officials, and update their records in SEVIS.

Exhibit 13: SEVIS Certification Page 4

Ay, US. Immigration
i %] and Customs 3
ey Enforcement

o~ _
Ié F Student & Exchange Visitor SEVIS
Yy Information System
f .-

Main | Help | Tutorial | Logout

Certification - School Official Information page [4 of 5]

Official Name Tite Telephone Email Address Command
Corey Butler President 555-555-5555 ext, Corey, Butler,com Update Delete
Cee Freedman Cean 555-555-5555 ext Cee.Freedman.cam Update Delete
Add Wew Official Add Existing Official
Prev Hext Print I-17 Form

Using Page 4 of the electronic Form I-17, the PDSO may do the following:

e Add new officials to the Form I-17 for this school or campus. A school official who
performs duties for more than one campus listed on the same Form I-17 is added only
once. To allow an official already listed on a school’s Form to perform SEVIS duties for
an additional campus listed on the same Form, you should add to the official’s roles using
Page 5 of the electronic Form I-17.

e Add existing school officials to the school’s Form I-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 Form I-17.

e Update an official’s information in SEVIS.
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e Delete users from SEVIS.

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

Note: Prior to the departure of a PDSO from your school, he or 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 official’s record from SEVIS (click the Delete link next to the user’s name on Page 4
of the Form). If the PDSO has left the school, attempt to contact the person and request that he
or she log into SEVIS and assign the role to an existing DSO. If you encounter problems
attempting to assign a new PDSO to your school, contact the SEVIS Help Desk at
1-800-892-4829.

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 Form I-17.

Next The data have been saved. Click this button to advance to Page 5 of the
Form I-17. Note: Be sure to add existing officials to the Form I-17 before
advancing to Page 5. See Section 2.4.5.2, Adding Existing Officials to
Your School’s Form I-17, for instructions on adding existing officials.

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

2.4.5.1 Adding New Officials to Your School’s Form I-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
Form I-17 is added only once. To allow an official already listed on a school’s Form to perform
SEVIS duties for an additional campus listed on the same Form, you should add to the official’s
roles using Page 5 of the electronic Form I-17, rather than adding this individual as an existing
official on Page 4.

To add new school officials, perform the following:

1. Click the Add New Official link below the list of officials already registered to use SEVIS.
The system displays a screen that enables you to add a new official. Exhibit 14, SEVIS
Certification Page 4—Adding Official, is an example of the screen.
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Exhibit 14: SEVIS Certification Page 4—Adding Official

= T
Ay, US. Immigration 3 | o
.@ and Customs , RS b Pt I F Student & Exchange Visitor EVI
LS Enforcement ] = | Information System
Main | Help | Tuterial | Logout

Certification - Add Official
Required fields are marked with an asterisk {*)

* Last Name:l

* First Name:l

Middle Name:l

Sufﬁx:l vI

* The Officialis: { W.5. Citizen { LPR

If LPR, please enter A-numbear: al

& Tltle:l
Contact Information:
* pddress l:l

Address Z:I
* City: |
* State: | =l
* Zip Cude:l_ I_
* Telephone Numher:l_- I_- I— ext.l—

* Email Address:l

Add Official Cancel

0&/1 72004 (Thursday)

Below is a list of the fields on the Adding 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 a title, 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 lawful
permanent resident (LPR).

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

If LPR, please enter You must enter the A-Number if the school official is
A-Number an LPR of the United States. Enter only the numeric
portion of the school official’s alien number.
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Field Description/Explanation

* Title Enter the title of the school official.

* Address 1 Enter the first line of the address for this school
official.

Address 2 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 The zip code must be a valid five-digit postal code;
the last four digits are optional.

* Telephone Number Enter a valid telephone number for this school
official.

* Email Address Enter a valid 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. For a PDSO, notification of
adjudication results for updates to the Form I-17 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).

Note: All school officials must be assigned to perform a role for at least one campus. You
assign SEVIS roles of PDSO and DSO for each campus on Page 5 of the Form.

Select 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 certification application displays and the
information for the official that was added is included on the list of
officials. To add other school officials, click the Add New Official link
again and repeat the process described above.

Cancel

Click this button to return to Page 4 of the Form I-17 without saving the
data for this official.

2.4.5.2 Adding Existing Officials to Your School’s Form I-17

An existing official is an active SEVIS user, someone who already 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 is the process of authorizing a current SEVIS user
who is not already listed on the school’s Form I-17 to perform as a 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
Form I-17 is added only once. To allow an official already listed on a school’s Form to perform
SEVIS duties for an additional campus listed on the same Form, you should add to the official’s
roles on Page 5 of the electronic Form I-17, rather than adding this individual as an existing
official on Page 4.

To add an existing official, perform the following:

1. Click the Add Existing Official link below the list of officials already registered to use
SEVIS. The Adding Existing Official screen displays. Exhibit 15, SEVIS Certification
Page 4—Adding Existing Official, is an example of the screen.

Exhibit 15: SEVIS Certification Page 4—Adding Existing Official

& us. Immigraioi) - _
~g and Customs  SNEEE > . I F Student & Exchange Visitor EVI
Wimess Enforcement =y ¥ - V4 1y Information System
g - = L. -
Main | Help | Tutorial | Logout

Certification - Add Existing Official
Required fields are marked with an asterisk {*)
The Official has an existing accountin SEVIS. Please enter the account information below.

*Account Username:l

Search Official Cancel |

2. Inthe Account Username ficld, enter the SEVIS user ID—the ID that the official uses to
access SEVIS.

3. Click the Search Official button. If the official has a record in SEVIS, the Certification—
Add Existing Official screen displays the name, title, telephone number, email address, and
role for this official.

4. If this is the official whom you wish to add, click the Add Official button. The system
displays Page 4 of the certification application and the official’s name displays in the list of
school officials.

Note: All school officials must be assigned to perform a role for at least one campus.
Additionally, a single official can be assigned a role, or different roles, at multiple campuses on
the Form I-17. You may assign SEVIS roles of PDSO or DSO for each campus on Page 5 of the
electronic Form.
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2.4.5.3 Update an Official’s SEVIS Record

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

1. 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 16, SEVIS Certification
Page 4—Update Official, is an example of the screen.

Exhibit 16: SEVIS Certification Page 4—Update Official

—
. b Vot Iq F Student & Exchange Visitor S EVI s
° =1y Information System
Main | Help | Tuterial | Logout

Certification - Official Update of Corey Butler
Required fields are marked with an asterisk (*)

*Last Name:lButIer

I . . ]
Sy US. Immigration s
\ %) and Customs 3 ;
A5

e/ Enforcement

*First NamE:ICDrE','

Middle Name:l

Suf‘ﬁx:l vI

*The Dfficialis: (* L.S. Citizen {  LPR

If LPR, please enter A-number: AI

*Tltle:lpresident
Contact Informiation:
* Address 1:|184 Palrmer Drive

Address 2:|

£3 City:lWashington

# State: | DISTRICT OF COLUMBIA =

* Zip Cnde:l2DDDl I
* Telephone Mumber: (1555 )|555 -|5555 ext.l

* Email Addr\ess:Icorey.butler@wwc. carn

Cancel

06;’1';;’2004 [Thursday)

2. Make the necessary changes to the user’s record. See Section 2.4.5.1, Adding New Officials
to Your School’s Form I-17, for detailed instructions.

3. Click the Update button to save the changes. The system displays Page 4 of the Form I-17.

2.4.5.4 Delete Officials From SEVIS
Deleting an official completely removes the individual’s record from the Form I-17. The official
will no longer be able to perform SEVIS tasks for your school.

Note: To remove the official as a PDSO or DSO for a specific campus, use the Assigning
Campus Olfficials page, rather than deleting the official. See Section 2.4.6.4, Assign Campus
Officials.
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To delete a school official, perform the following:

1. 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, SEVIS Certification
Page 4—Delete Official, is an example of the screen.

Exhibit 17: SEVIS Certification Page 4—Delete Official

| q‘"\ U.S, Immigrati . o 3 o
; and Cusm%ns ; b o Student & Exchange Visitor
i Enforcement - f 8 Information System

Main | Help | Tutorial | Logout

Certification - Official Delete of Dee Freedman
Last Name: Freedman

Middle Name:

The Dfficial is: U. S, Citizen

Contact Information:
Address: 1551 Danbury Court

State: D C

Telephone Number: (555] 555 - 5555 ext,

lea.freedm: '|'<'|_T]'|_~, edu

Delete Official | Cancel |

2. If this is the official who you wish to delete from this school, click the Delete Official button
to confirm the deletion. The system displays Page 4 of the Form I-17, and the official’s
name is no longer included in the list of users.

2.4.6 Updating Certification Page 5

The current list of campuses for this school is shown on Page 5 of the school’s Form I-17.
Exhibit 18, SEVIS Certification Page 5, is an example of this screen. Only a PDSO may add or
delete a campus, and assign officials.
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Exhibit 18: SEVIS Certification Page 5

Ay, US. Immigration -
;.@L and Customs — - I E Student & Exchange Visitor EVI
Wimee’ Enforcement = . N Information System
- L, .
Main | Help | Tuterial | Logout

Certification - Campus Information page [5 of 5]

Campus Name Mailing Address Location Command
Woodward College 1851 Danbury Court Washington, DC 20001 Wazhingtan, DC Officials
Add New Campus

Prev Submit Cancel Print 1117 Form

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

Using Page 5 of the Form I-17, the PDSO may add or delete new campuses and assign or
reassign school officials to their SEVIS roles. The following sections provide instructions for
adding campuses and assigning SEVIS roles.

2.4.6.1 Add New Campus

SEVIS enables the PDSO to add to the 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 Forms I-17 must be completed for the
schools and campuses within each district. Multi-campus schools that have campuses located in

a single DHS district may either file a single Form I-17 for all campuses or file separate
Forms I-17.

Note: When adding another campus, review and update all pages of the Form I-17 to reflect any
new information specific to the campus being added.

When you add campuses to the Form I-17, DHS must review and approve the changes. To add a
campus to the school’s Form I-17, perform the following:

1. Click the Add New Campus link below the list of registered campuses on Page 5 of the
electronic Form. Exhibit 19, SEVIS Certification Page 5—Add Campus, is an example of
the screen that displays.
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Exhibit 19: SEVIS Certification Page 5—Add Campus

£ U.S, Immigrationss 3 (N -
and Customs - = ¥ Student & Exchange Visitor

Enforcement o - Information System
o TN : : :

Main | Help | Tuterial | Logout
Certification - Add Campus
Required fields are marked with an asterisk {*)

Mailing Address:
* Address l:l

Address 2:|
* City: |
* State:| =1
*Zip codes| |
|
phone Number: ()| |  ext.|

———

Add Campus | Cnn:el|

0&/17/2004 (Thursday)

2. Enter the information regarding the new campus. Note: The name and mailing address
specified here will print on Forms 1-20 issued from the campus.

3. Click the Add Campus button. The system displays Page 5 of the certification application,
and the name of the campus displays on the list.
Note: A DHS user will contact the PDSO for any necessary supporting documentation.

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:

1. Click the Update link to the right of a campus name on Page 5 of the electronic Form. The
Campus Update screen displays.

2. Make the necessary additions and/or changes to the data.

3. Click the Update Campus button. The system saves the changes and displays Page 5 of the
electronic Form.

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

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

To request a campus deletion from your school’s Form I-17, perform the following steps:

1. Click the school name link on the Listing of Schools screen. The certification application for
your school displays.

2. Click the Edit School link. Advance to Page 5 of the certification application.
3. Click the Delete link to the right of a campus name. The Campus Deletion screen displays.

WARNING: You must not attempt to delete a campus at which SEVIS student records are
still active or pending reinstatement.

4. If this is the campus that you wish to delete, click the Delete Campus button. A
confirmation screen displays to verify that you wish to proceed with the campus deletion
request. Click the Yes button and Page 5 of the certification application displays.

Otherwise, click the Cancel button to return to Page 5 of the certification application without
submitting the campus deletion request.

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 campus. Prior to submitting this request, you
should transfer any records you may need in the future.

2.4.6.4 Assign Campus Officials

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

Note: Each official must be assigned to at least one campus on the Form I-17.

In SEVIS, the PDSO is usually the contact person for the original submission of the Form I-17.
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 SEVIS student records, and issuing

Forms [-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 whose title
displays at the top of the column may perform the task listed.

37
July 9, 2004



User Manual for School Users of the
Student and Exchange Visitor Information System: Volume I Form I-17

Exhibit 20: SEVIS Roles and Responsibilities

SEVIS Task PDSO DSO

Add and delete campuses (Form I-17)
Add, delete, update, save, and submit changes to the information
for school officials, including assigning roles (Form I-17)

Update, save, and submit changes to the information for schools
(Form I-17)

Print the Form I-17

Create and save records for students and dependents (Form 1-20)
Update records for students and dependents (Form 1-20)

Submit records for students and dependents (Form 1-20)

Print student and dependent draft I-20 Forms

Print student and dependent I-20 Forms
View all student and dependent records for their schools

Receive SEVIS alerts

sltsitsitalislisiisitaliaI S

View and print reports

PR R R R | A AR

Register schools to use the SEVIS batch interface

To authorize your school officials to perform as a PDSO or DSO when using SEVIS, perform
the following for each campus listed on the Form I-17:

1. Click the Officials link to the right of the campus name. The Assigning Campus Officials
screen displays. An example is shown in Exhibit 21, SEVIS Certification Page 5—Assign
Officials Screen.

Note: This screen lists all officials associated with the school. You must choose the role
that each official will play at each campus.

Exhibit 21: SEVIS Certification Page 5—Assign Officials Screen

T
Iq F Student & Exchange Visitor SEVIS
=iy Information System
L -

Assigning Campus Officials
Campus Name: Woodward College
Mailing Address: 1851 Danbury Court
Washington, DC 20001

250 . . .\ - 32
Sy US. Immigration s
d .| and Customs 3 —

E

LY Enforcement

Main | Help | Tutorial | Logout

Officials Currenty Assigned

DOfficial Manme Tide PD50 D50 No Role

Corey Buter President o e 'S

Dee Freedman Dean ' o 'S
Accept Changes Reset Values Cancel
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2. Click a radio button (PDSO or DSO) to the right of the official’s name. Select the No Role
radio button for officials who will not perform SEVIS 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 Form I-17. If an official is not assigned a role, you
cannot submit these changes to the Form.

3. Click the Accept Changes button, and the system displays Page 5.

See Section 2.4.6.5, Submitting Changes to the Form I-17, for instructions for completing this
process.

2.4.6.5 Submitting Changes to the Form 1-17

When you have finished adding campuses and assigning roles to school officials, click one of the
following buttons on Page 5:

Prev (Previous) | Click this button to return to the previous page of the Form I-17.

Submit Click this button to forward the changes to the Form 1-17 to DHS for
review and approval and/or to save data in the SEVIS database.

Cancel Click this button to delete all changes and updated information that has not
been submitted.

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

To submit changes to the Form I-17, click the Submit button on Page 5 of the certification
application. The system displays a message indicating that the updates to the Form I-17 have
been successful. However, if you made changes to certain fields or added campuses, DHS will
have to adjudicate those changes. Once DHS adjudicates the updates to the Form I-17, the
following outcomes are possible:

o If'the updates are approved, the PDSO receives approval notification via email.

e [fadditional information is required for processing the updates, the PDSO receives an
email specifying the missing or problematic information. Official notification of the
request for further evidence may also be sent via mail.

e I[fthe requested updates are denied, the PDSO will receive notification via email. This
email 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 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 (visa types 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
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information (system-to-system). The batch data exchange (batch interface) process is the
method for automated exchange of data between SEVIS and schools using the Internet. This
exchange requires the registration of a digital certificate in SEVIS.

If a school wishes to use the batch interface, the PDSO must register the digital certificate for
his/her school. Schools that include multiple campuses must register the digital certificate for
each campus.

Note: Prior to registering the digital certificate for use with SEVIS, download the certificate
files with the “.cer” and “.pem” extensions to a secure location. The procedures to download
the certificate files will vary depending on the type of browser being used.

To register a digital certificate, a PDSO will perform the following:

1. Access SEVIS and click the name of the school that you wish to register. The SEVIS School
Detail screen displays.

2. Select the Register for Batch Processing link, and the system displays the Acceptance of
Batch Interface Security Requirements screen.

3. After reading the requirements, click the Accept button to proceed with the registration
process. The system displays the Batch Process Registration screen.

4. Select the path name of the school’s digital certificate. Click the Browse button, and locate
the files with the “.cer” and “.pem” extensions.

5. Highlight the file name and click the Open button. The Upload Certificate screen displays
with the path name shown in the text box.

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 certificates issued by VeriSign are valid for use with SEVIS.

Note: The SEVIS web site (http://uscis.gov/graphics/shared/sevis/index.htm) contains
additional information regarding the SEVIS Batch Interface process.

3. OPERATING INSTRUCTIONS

3.1 Initiate Operation

You will access the SEVIS Internet using Internet Explorer Version 5.0 or higher or Netscape
Version 4.7 or higher. You must also have a SEVIS user ID and password to access the system.

When you access SEVIS, the SEVIS Login screen displays. To log into SEVIS, perform the
following:

1. Enter your user ID in the User Name field.
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2. Enter your password in the Password field.
3. Press Enter or click the Login button. The system displays a security message.

4. Click Yes and 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 (XI) 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 already logged on with this user name.”
Use Logout 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 Logout link on the navigation bar. To close
the browser window, click the Close (Xl) button on the browser toolbar.

Should there be an unscheduled termination of your SEVIS session due to external causes such
as a timeout, power failure, or a computer malfunction, you must repeat the log-in procedures.

4, ERROR HANDLING

SEVIS includes automatic validation of the data entered into many fields. For example, if you
do not enter a date 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: “Your 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.”

You 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. If 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 1-800-892-4829
during the hours of 8 a.m. and 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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DHS Department of Homeland Security

DO District Office

DSO Designated School Official

EV Exchange Visitor

ID identification

INS Immigration and Naturalization Service

LPR Lawful Permanent Resident

PDSO Principal Designated School Official

SEVIS Student and Exchange Visitor information System
A-l
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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

S koW

Page Setup Window—Format & Options Tab.

Exhibit B-1: Netscape Page Setup Window—Format & Options Tab
g

Formak & Options T Margins & Header/Fooker ]

— Farmat

Orientation: O Porkrait @ Landscape

Scale: [0 | % Shrink To Fit Page Width

— Options

[] Print Background {colors & images)

[ (0] 4 ] [ Cancel ]

On the Format & Options tab, click the Landscape radio button.
Ensure there is a check mark in the Shrink To Fit Page Width check box.
Ensure there is not a check mark in the Print Background (color & images) check box.

Click the Margins & Header/Footer tab. The Margins & Header/Footer tab comes into

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

x
Faormak 2 Options T Marains & Header/Foaker ]
— Margins (inches)
Top:
Left: : : Right:
i i
S ;
Bothom:
— Headers & Footers
[ -blank-  |w| [ -blank-  |w]| | -blank- ||
Left: Center: Right:
[ blark-  w| | -blank-  [*]| [ blank-  |+]
[ (0] 4 ] [ Cancel ]

7. Set the left and right margins to “0.5” and the top and bottom margins to “0.25.”

8. Within the Headers & Footers section, ensure that all 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 () 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

W12th floor lazer_90.appss.

Tk ErEmes:
s = ] e | e = e =

(e selected ITareE:

' o I Frarme sermarste
(0 Bachframe sepanatel

11. Ensure that the appropriate printer is selected in the Name list box. 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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