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REVISION HISTORY 
As of March 2018, the instructions for the principal designated school official (PDSO) and 
designated school official (DSO) to use the School and Exchange Visitor Information System 
(SEVIS) have moved to the SEVIS Help Hub. This SEVIS School User Manual now serves 
solely as a quick, hyperlinked table of contents for finding both SEVIS school and student 
information. 

Version Date Name of Author(s) Summary of Changes 
1 03/01/2019 Blake Sidon Initial version 

     

    

    

 

https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/correction-requests/upload-evidence-for-correction-requests


SEVIS School User Manual 

3 
v.1.0 

March 1, 2019 

School official instructions for SEVIS functionality and information are located on the SEVIS 
Help Hub. Click on the topic heading to follow the hyperlink to the Help Hub for detailed 
assistance. 

SEVIS Basics 

System Access and Security 

• Terms and Conditions of Accessing SEVIS 
o Purpose of SEVIS 
o Privacy Act Considerations 
o Security Reminder 

• SEVIS Passwords 

• Log in and Out of SEVIS 

System Data Entry Standards 

• Names 

o Name Standards 
o Name Fields Job Aid 
o SEVIS Name Standards: Frequently Asked Questions (FAQ) 

• Addresses 
o Address Standards 
o Address FAQ 

• Email Standards  

• Error Messages 

Key SEVIS Pages  

• Elements of SEVIS Pages 

• SEVIS Listing of Schools 

• Student Information Page 

• Nonimmigrant Search 

• Alerts and Lists 

• SEVIS Downloads 

o Student Report for School Officials 

https://studyinthestates.dhs.gov/sevis-help-hub
https://studyinthestates.dhs.gov/sevis-help-hub
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/system-access-and-security
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/system-access-and-security/terms-and-conditions-of-accessing-sevis
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/system-access-and-security/sevis-passwords
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/system-access-and-security/log-in-and-out-of-sevis
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/system-data-entry-standards
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/system-data-entry-standards/name-standards
https://studyinthestates.dhs.gov/sevis-help-hub/learn-more/sevis-job-aids/name-fields-job-aid
https://studyinthestates.dhs.gov/sevis-help-hub/learn-more/sevis-faq/sevis-name-standards-faq
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/system-data-entry-standards/address-standards
https://studyinthestates.dhs.gov/sevis-help-hub/learn-more/sevis-faq/address-faq
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/system-data-entry-standards/email-standards
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/system-actions-and-messages/error-messages
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/key-sevis-pages
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/key-sevis-pages/elements-of-sevis-pages
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/key-sevis-pages/listing-of-schools
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/key-sevis-pages/student-information
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/key-sevis-pages/nonimmigrant-search
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/key-sevis-pages/alerts-and-lists
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/key-sevis-pages/sevis-downloads
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/reports/student-report-for-school-officials
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o DSO Reports  

• Mass Actions 
o Mass Registration 
o Mass Reprint 

• Broadcast Messages 

School Records 

School Certification 

• Form I-17 - Initial Certification 

• Form I-17 – Petition Updates 
o Form I-17 Petition Update – Overview 
o Form I-17 Petition Update – Contact Information  
o Form I-17 Petition Update – Programs of Study  

 Form I-17 Petition Update – Select Degrees 
 Form I-17 Listing of Available Degrees 

o Form I-17 Petition Update – Accreditations and Recognitions  
o Form I-17 Petition Update – School Calendar, Cost, and Demographics   
o Form I-17 Petition Update – Instructional Sites  
o Form I-17 Petition Update – Manage School Officials  
o Form I-17 Petition Update – Submit  

• Form I-17 – Recertification 
o Recertification Process 
o Next Steps 

• Form I-17 – Upload Evidence 
o Upload Evidence: SEVP Initial Certification 
o Upload Evidence: Form I-17 Petition Updates 
o Upload Evidence: SEVP Recertification 
o Upload Evidence: Requests for Evidence 
o Upload Errors 

• Form I-17 – Pay Fees 

• Form I-17 – View and Print 

https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/reports/dso-reports
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/key-sevis-pages/mass-actions
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/mass-registration
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/certificates-of-eligibility/coe-form-i-20-mass-reprint
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/key-sevis-pages/broadcast-messages
https://studyinthestates.dhs.gov/sevis-help-hub/school-records
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-initial-certification
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-overview
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-overview
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-contact-information
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-contact-information
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-programs-of-study
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-programs-of-study
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-select-degrees
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-listing-of-available-degrees
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-accreditations-and-recognitions
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-accreditations-and-recognitions
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-calendar-cost-and-demographics
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-calendar-cost-and-demographics
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-instructional-sites-campuses
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-instructional-sites-campuses
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-manage-school-officials
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-manage-school-officials
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/update-school-information/form-i-17-petition-update-submit
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-recertification
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-recertification#recertification_process
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-recertification#next_steps
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-upload-evidence
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-upload-evidence#upload_evidence_sevp_initial_certification
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-upload-evidence#upload_evidence_form_i17_petition_updates
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-upload-evidence#upload_evidence_sevp_recertification
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-upload-evidence#upload_evidence_requests_for_evidence
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-upload-evidence#upload_errors
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-certification/form-i-17-pay-fees
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/form-i-17-view-and-print
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School History 

• View School History 

• Use Event History 

PDSO/DSO Annual Verification 

DSO Reports 

• SEVIS Batch (future article) 

Student Records 

F/M SEVIS Statuses 

Create Initial Certificate of Eligibility (COE) (Form I-20) 

• System Data Entry Standards 

• General Information 

• Create Initial Form I-20 
o Class of Admission and Personal Information Page 
o Contact and Program Information Page 
o Dependents Page 
o Financial Information Page 
o Remarks about the Student 
o Save Draft I-20 
o Issue and Print the Certificate of Eligibility (Form I-20) 
o Reprint Form I-20 

Manage Program Dates, Registration and Course Load 

• Understanding SEVIS Program and Session Dates 

• Manage Initial Program and Session Dates 

• Cancel SEVIS Record in Initial Status 

• Registration 

• Reduced Course Load (RCL) 

• Extending the F-1 Student Form I-20 

https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-history
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-history#view_school_history
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/school-history#event_history_functionality
https://studyinthestates.dhs.gov/sevis-help-hub/school-records/pdsodso-annual-verification
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/reports/dso-reports
https://studyinthestates.dhs.gov/sevis-help-hub/student-records
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-status/fm-sevis-statuses
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/certificates-of-eligibility/create-initial-coe-form-i-20
https://studyinthestates.dhs.gov/sevis-help-hub/sevis-basics/system-data-entry-standards
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/certificates-of-eligibility/create-initial-coe-form-i-20#create_initial_form_i20
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/dependents
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/dependents
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/update-student-records/financial-information
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/certificates-of-eligibility/sevis-remarks-on-the-coe-form-i-20
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/certificates-of-eligibility/create-initial-coe-form-i-20#save_draft_i20
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/certificates-of-eligibility/create-initial-coe-form-i-20#issue_and_print_the_certificate_of_eligibility_form_i20
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/certificates-of-eligibility/reprint-form-i-20
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/certificates-of-eligibility/reprint-form-i-20
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/understanding-sevis-program-and-session-dates
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/manage-initial-program-and-session-dates
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/cancel-sevis-record-in-initial-status
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/registration
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/reduced-course-load
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/extend-f-1-student
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• Extending the M-1 Student Form I-20 

• Shorten Program 

• Terminate Student/Dependent 

• Terminate a Completed or Canceled Record 

Update Student SEVIS Records  

• Personal Information 

• Program Information 

• Travel, Visa, and Passport Information 

• Financial Information 

• Dependents  

• Report School Disciplinary Action as Result of Student Crime 

F/M Student Employment 

• Student Employment Overview 

• F-1 Off-Campus Employment and International Organization Internship 

• Practical Training 
o F-1 Curricular Practical Training (CPT) 
o F-1 Optional Practical Training (OPT) 
o F-1 Cap Gap Extension  
o F-1 STEM Optional Practical Training (OPT) Extension 
o F-1 Add, Edit, Delete Optional Practical Training (OPT) Employer 
o M-1 Practical Training 
o Practical Training Indicators and Dates 

• View Employment Information 

• Unemployment Counter 

• SEVIS and the SEVP Portal 

Actions to Take at the End of an Authorized Period or Program of Study 

• Extend F-1 Student 

• Extend M-1 Student 

• Shorten Program 

https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/extend-m-1-student
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/shorten-program
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/completions-and-terminations/terminate-a-studentdependent
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/corrections-by-pdso-or-dso/terminate-a-completed-or-cancelled-record
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/update-student-records
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/update-student-records/personal-information
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/update-student-records/program-information
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/update-student-records/travel-visa-and-passport-information
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/update-student-records/financial-information
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/dependents
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/update-student-records/report-school-disciplinary-action-as-result-of-student-crime-conviction
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/student-employment-overview
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/f-1-off-campus-employment-and-international-organization-internship
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/f-1-curricular-practical-training-cpt
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/f-1-curricular-practical-training-cpt
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/f-1-optional-practical-training-opt
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/f-1-optional-practical-training-opt
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-status/f-1-cap-gap-extension
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/f-1-stem-optional-practical-training-opt-extension
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/f-1-stem-optional-practical-training-opt-extension
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/f-1-add-edit-delete-optional-practical-training-opt-employer
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/m-1-practical-training
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/m-1-practical-training
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/view-employment-information
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/unemployment-counter
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/sevis-and-the-sevp-portal
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/extend-f-1-student
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/extend-m-1-student
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/manage-program-dates-registration-and-course-load/shorten-program
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• F-1 Optional Practical Training (OPT) 

• M-1 Practical Training 

• F-1 Cap Gap Extension  

• Complete Program 

• Change Education Level 

• Reinstatement Print COE (Form I-20) 
o General Information 
o Recommend Reinstatement 

Transfers 

• F-1 Students 
o Manage Transfer of F-1 SEVIS Record 
o Initiate Transfer of F-1 SEVIS Record 
o Complete Transfer of F-1 SEVIS Record 

• M-1 Students 
o Manage Transfer of M-1 SEVIS Record 
o Initiate Transfer of M-1 SEVIS Record 
o Complete Transfer of M-1 SEVIS Record 

• Initiate Transfer for Students in Initial Status 

Corrections and Correction Requests 

• Corrections by PDSO or DSO 
o PDSO Record Correction 
o Terminate a Completed or Canceled Record 

• Correction Requests (CR) 
o Correction Requests Overview 
o Correct Program Dates 
o Change to Student Status 
o Change to Termination Reason 
o Correct SEVIS Status of USCIS Request  
o Upload Evidence for Correction Requests 

Student Event History 

https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/f-1-optional-practical-training-opt
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-student-employment/m-1-practical-training
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/fm-status/f-1-cap-gap-extension
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/completions-and-terminations/complete-program
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/certificates-of-eligibility/change-education-level
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/certificates-of-eligibility/reinstatement-print-coe-form-i-20
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/transfers
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/transfers/manage-transfer-of-f-1-sevis-record
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/transfers
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/transfers/complete-transfer-of-f-1-sevis-record
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/transfers/manage-transfer-of-m-1-sevis-record
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/transfers/initiate-transfer-of-m-1-sevis-record
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/transfers/complete-transfer-of-m-1-sevis-record
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/transfers/initiate-transfer-for-students-in-initial-status
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/corrections-by-pdso-or-dso
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/corrections-by-pdso-or-dso/pdso-record-correction
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/corrections-by-pdso-or-dso/terminate-a-completed-or-cancelled-record
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/correction-requests/upload-evidence-for-correction-requests
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/correction-requests-overview
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/correction-requests/program-dates
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/correction-requests/change-to-student-status
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/correction-requests/change-to-termination-reason
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/correction-requests/correct-sevis-status-of-uscis-request-user-guide
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/corrections-and-correction-requests/correction-requests/upload-evidence-for-correction-requests
https://studyinthestates.dhs.gov/sevis-help-hub/student-records/update-student-records/student-event-history
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