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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 I-17 
process. 

1.1 Resources 

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

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

 School User Online Help is available by clicking the Help link in the navigation bar 

when logged into the SEVIS application. This Online Help is updated every release. 

 SEVIS Help Desk: (800) 892-4829, 8 a.m. to 8 p.m. Eastern Time, Monday through 

Friday. The SEVIS Help Desk is available to address SEVIS technical concerns or 
questions and password issues. 

 SEVIS Certification Branch email address: Schoolcert.SEVIS@dhs.gov. This 
address is available to receive emails regarding SEVIS certification questions. 

 I-901 Fee Payment email address: fmjfee.SEVIS@dhs.gov. This address is 
available to receive emails regarding I-901 fee questions and payment issues. 

 Student and Exchange Visitor Program (SEVP) Office: The SEVP Office 
provides user role clarification. Contact information can be found on the SEVP 

website (see below). 

 SEVP website: http://www.ice.gov/sevis/. It is recommended that you visit this site 

often to stay informed regarding events affecting SEVIS.  

 SEVIS Policy email address: sevis.source@dhs.gov. This address is available to 
receive emails concerning SEVIS policy and general SEVP questions. 

 Web-Based Training Course: 

http://www.ice.gov/sevis/schools/existing_schools/index.htm#. Click the DSO 

Training Course link to access the web-based training course for school officials. 

1.2 Purpose of SEVIS 

SEVIS is an Internet-based application that facilitates timely electronic reporting and monitoring 
of international students and exchange visitors (EVs) and their dependents in the United States. 
SEVIS enables schools and program sponsors to transmit electronic information to DHS and the 

Department of State throughout a student’s or EV’s program in the United States. 

SEVIS allows schools to submit school certification applications, update certification 

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

http://www.ice.gov/sevis/
http://www.ice.gov/sevis/schools/existing_schools/index.htm
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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 Nonimmigrant Students, in SEVIS. 

1.3 Privacy Act Considerations 

SEVIS is for the use of authorized users only. Individuals using SEVIS without authority, or in 
excess of their authority, are subject to having all of their activities on this system monitored and 

recorded by system personnel. In the course of monitoring individuals improperly using this 
system, or in the course of system maintenance, the activities of authorized users may also be 
monitored. Anyone using SEVIS expressly consents to such monitoring and is advised that if 

such monitoring reveals possible evidence of criminal activity, system personnel may provide 
the evidence of such monitoring to law enforcement officials. DHS has designated SEVIS to be a 

Privacy Act system of records and SEVIS information will be used and disclosed in accordance 
with 5 U.S.C. §552a, Privacy Act of 1974, as amended. 

1.4 Security Reminder 

SEVIS was developed to maintain multiple levels of security in both the real-time and batch 
systems to help protect against unauthorized access. One of the most important actions that you 

can take is to safeguard your user ID and password. Your SEVIS user ID and password are 
intended for your use only. Do not share your user ID and password with any other person and 

do not keep a written record of your user ID and/or password in a location that can be accessed 
by others. 

If you suspect that your password has been compromised, you can reset it using the Change 

Password link on the navigation bar or the Request Password Reset link on the SEVIS Login 
page located at https://egov.ice.gov/sevis. Alternatively, you can contact the SEVIS Help Desk at 
(800) 892-4829 (8 a.m. to 6 p.m. Eastern Time, Monday through Friday) to have your password 

reset. 

If you believe that an unauthorized person has obtained access to international student or 

exchange visitor data in one of your internal systems (for example, local batch system) or if you 
believe an unauthorized person has gained access to SEVIS, please notify the DHS Help Desk 
immediately at (888) 347-7762. The DHS Help Desk is staffed 24 hours a day and can assist 

with security concerns only. All other SEVIS concerns or questions should still be directed to the 
SEVIS Help Desk at (800) 892-4829 (8 a.m. to 6 p.m. Eastern Time, Monday through Friday). 

When calling the DHS Help Desk to report a security concern, it will be helpful to have the 
name(s) and contact information for the PDSO/DSO, Responsible Officer/Alternate Responsible 
Officer (RO/ARO), and school or program technical and security contacts, as appropriate. 

The DHS Help Desk will contact the SEVP immediately. SEVP will work with you to take 
appropriate steps to protect and prevent loss of SEVIS information. Such actions to be taken may 

include issuing new SEVIS user IDs and passwords as well as loading new security certificates 
for the SEVIS batch upload process, if applicable. Additionally, school and sponsor officials who 
believe that their internal systems may have been compromised should follow their local formal 

security procedures.  

https://egov.ice.gov/sevis
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System security is a serious matter. SEVP is committed to addressing any system security 

concerns or issues that may arise. 

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

1.5 Acronyms 

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

1.6 Disclaimer 

All people, schools, email addresses, and events depicted in this document are fictitious, and no 

similarity with any real persons or entities, living or deceased, is intended or should be inferred. 

1.7 Description of System Functions 

The Sections 2-9 provide step-by-step instructions for using SEVIS. The section on Update an 

Application (Form I-17) provides directions for updating a school’s application. The section on 
Recertification Application (Form I-17) Overview provides directions for initiating and 

submitting a recertification application. 

2 OVERVIEW OF SEVIS PAGE COMPONENTS 

This section explains the page components and functions that may be available on SEVIS pages. 

From the SEVIS Sign In page at https://egov.ice.gov/sevis/, enter your SEVIS User Name and 
Password to log in to SEVIS. The Accessing SEVIS section provides more details. 

Exhibit 1: SEVIS Sign In Page 

 

https://egov.ice.gov/sevis/
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Note: If you have access to more than one school/campus, when you log in all schools will be 

listed on the Main page, which is titled Listing of Schools. Also, if you are authorized as both a 
school official and a program sponsor official, you will first be directed to a page that has two 
links: Listing of Schools and Listing of Programs. You would then click the Listing of Schools 

link to access the Listing of Schools page, which lists all schools and/or campuses to which you 
are assigned. 

2.1 SEVIS Listing of Schools 

The SEVIS Listing of Schools page allows users to view and take action on any or all of the 
schools and campuses with which they are associated. It has the following features: 

Exhibit 2: Listing of Schools Page 

 

Feature Function 

1. Browser Toolbar Provides browser toolbar features used to access SEVIS. 

Note: Do not use the Back button on the browser toolbar to 
navigate through SEVIS. 

2. User Name Displays name of SEVIS user. 

3. Logout Used to exit SEVIS. 
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Feature Function 

4. SEVIS Roles Displays roles of SEVIS user. 

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

6. SEVIS ID Search Uses the SEVIS ID to search for a specific student or exchange 

visitor in any of the P/DSO and/or RO/ARO’s approved schools 
and programs. 

7. Navigation Bar Provides links to SEVIS pages: 

 Main – Returns user to Listing of Schools or Listing of 
Programs page.  

 Help – Opens the SEVIS Online Help page. 

 Message Board – Opens the Broadcast Message Board page. 

 Change Password – Opens the Change My Password page. 

Note: The Bar has been removed from many of the SEVIS 

screenshots used in this manual. 

8. Action Buttons Opens the corresponding SEVIS page for the selected campus: 

 Alerts – Opens the Alerts page. 

 Search – Opens the Search Students & Dependents page. 

 New Student – Opens the Create Student Record page. 

 Student Lists – Opens the Student Lists page. 

 Reports – Opens the DSO Reports page. 

 Downloads – Opens the SEVIS Downloads page. 

Note: Due to system limitations, the Alert button is always visible, 

even if a school does not have any pending alerts. 

9. School Drop-down 

Menu 

Lists all of the schools with which the P/DSO is associated. Click 
the drop-down arrow to select the school whose record(s) you want 

to access. 

10. School Name 

Hyperlink 

Opens the school’s Form I-17 page. 

11. School Campuses 

List 

Lists all of the campuses of the selected school where the P/DSO is 

associated. It displays: 

 Name of Campus 

 Campus Code 

 Location of the campus by city and state 

 Role of the current SEVIS user 

Select a particular campus by clicking the radio button before the 

campus name. 
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Feature Function 

12. Symbols Legend Explains the warning/alert symbols that may appear with a specific 

school or campus. 

2.2 Standard Page Components 

Additional page components, which are standard windows functionality, display on some SEVIS 
pages. They include:  

 Scroll Bar: This is the part of a window that enables you to see additional information. 

SEVIS uses scroll bars on the bottom and/or the right side of some windows to navigate 
to a different part of a large page. 

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

 Links: Click on underlined text to advance to a different page within SEVIS. 

 Buttons: These buttons allow you to process data and move between pages. SEVIS uses 

the following types of buttons: 

o Command Buttons: Click to execute a command. For example, clicking the  

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

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

 Other Input Methods 

o Check Boxes: Click to make one or more selections. 

o Drop-Down Lists: Click the down arrow to display a list and then make a selection. 

2.3 Navigation Bar – SEVIS ID Search 

The Navigation Bar – SEVIS ID Search uses the SEVIS ID to search for a student or exchange 
visitor in any of the P/DSO and/or RO/ARO’s approved schools and programs. This search 
function is always available in the Navigation Bar for any user in SEVIS.  

Exhibit 3: Navigation Bar – SEVIS ID Search Field 

 

Enter the nonimmigrant’s SEVIS ID number and click Search icon. The SEVIS ID field features 

include: 
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 The “N” and any leading zeros are optional. 

 To erase the entire field, place the cursor in the box and click the X on the right side of 
the field. 

 An Alert message appears with an invalid entry: 

o If you enter an incorrectly formatted SEVIS ID, you will receive an error message 

advising of the incorrect entry. 

Exhibit 4: Invalid SEVIS ID Entry Alert Message 

 

o If SEVIS cannot find a matching SEVIS ID number, you will receive a no matching 

record found message. 

Exhibit 5: No Matching Records Found SEVIS ID Message 

 

2.4 Expand/Collapse Views 

Many SEVIS pages allow a user to expand or collapse part of the page to hide or display more 
information. Use the expand and collapse icons to change the views. 

Icon Purpose  

 

Expand Icon 
Expands the section to display additional information, if 
available. 
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Icon Purpose  

 
Collapse Icon Close the section to hides additional information. 

2.4.1 Expanded View 

When opening a SEVIS action page, an expanded view of the nonimmigrant’s personal 
information displays. 

Exhibit 6: Expanded View of Nonimmigrant’s Personal Information 

 

To hide the nonimmigrant’s personal information, click the red, collapse icon to close the 
section. 

2.4.2 Collapsed View 

In the collapsed view, the nonimmigrant’s personal information is hidden, which gives more 

room on the page without having to use the scroll bar. 
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Exhibit 7: Collapsed View of Nonimmigrant’s Personal Information 

 

To view additional nonimmigrant’s personal information, click the green, expand icon to open 
the section, if available. 

3 ONLINE HELP FUNCTIONS 

Online Help is always available by clicking the Help link on the navigation bar at the top of 
SEVIS pages. This opens a new browser window containing Online Help. The left pane (part of 

the window) contains a list of Online Help topics, and the right pane contains the text associated 
with the Online Help topic selected. 
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Exhibit 8: Help Page 

 

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

3.1 Online Help Table of Contents 

To use the Online Help, perform the following steps: 

1. Click the Help link on the navigation bar. The Online Help opens in a new browser 

window and the table of contents displays in the left pane. 

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

3. Click Contents in the upper-left side of the navigation pane to access the table of 
contents from the index or search pane. 

3.2 Online Help Index 

To use the index, perform the following steps: 

4. Click Index in the upper-left side of the navigation pane to access the index. 

5. Click a letter of the alphabet to display the index entries for words beginning with the 
letter selected. 

6. Click a topic name to view the Online Help text for that topic in the right pane.  

7. Click Index in the navigation pane to access the index from the contents or search 
pane. 
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3.3 Search Online Help 

To search on a word or phrase, perform the following steps: 

1. Click Search in the upper-left side of the navigation pane to access the search 
function. 

2. Click a letter of the alphabet to display the Online Help topics that contain a word that 
begins with the letter selected. 

3. Click a topic name to view the Online Help text for that topic in the right pane. If a 
topic title is followed by numbers, click a number to view a topic that contains the 
word that you are searching for. You may also click one number, then press and 

release the Shift key and then press and release the Enter key to scroll through the 
topics containing the word that you are searching for. 

4. Click Search in the navigation pane to access the search function from the contents or 
index pane. 

3.4 Hide/Show the Left Pane 

To hide and show the left pane, perform the following steps: 

1. To hide the left pane, click the Hide link in the upper-left corner of the right pane. 

2. Click the Show link to restore the left pane. 

3.5 Jumps 

Click an underlined word or phrase to see a jump to a new topic. 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 finished viewing the page, click the Close button in the upper-right corner of the browser 
window. 

3.6 Close Online Help 

Close Online Help by clicking the Close button in the upper-right corner of the Help page. 

3.7 Printing Online Help Topics 

You cannot print the entire Online 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). 

To print an Online Help topic using the Internet Explorer browser, perform the following steps: 

1. Click anywhere in the right pane. 

2. Click the Print icon in the browser toolbar. The topic you are currently viewing 

prints to the default printer. 

You may also print an Online Help topic using the following procedures: 

1. Click anywhere in the right pane. 



User Manual for School Users of SEVIS: Form I-17 

12 v 1.1 

March 18, 2016 

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.  

3.8 Tutorials 

To view a SEVIS demonstration, click the Tutorial link on the navigation bar. Follow the 
instructions on the demonstration pages. To close the demonstration at any time, click the Close 
button in the upper-right corner of the page. You must have Adobe Flash Player installed on your 

computer in order to view the tutorial. 

Note: If you do not already have Adobe Flash Player installed on your computer, refer to the 

instructions in Appendix B, Download the Latest Version of Adobe Flash Player. 

4 ACCESSING SEVIS 

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

Note: If you do not already have Adobe Acrobat Version 5.0 or higher installed on your 
computer, refer to the instructions in Appendix C, Download the Latest Version of Adobe 

Acrobat Reader. 

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 
steps: 

1. Click the link contained in the email message. The system displays the Set Password 
page. 
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Exhibit 9: Set Password Page 

 

2. Enter your user ID in the Username field. 
3. Enter your password in the Password field. Specific password guidelines are 

provided in the email message you received from SEVIS. The section on Guidelines 

for Passwords provides general password guidelines. 
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 page. 

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

4.1 Guidelines for Passwords 

4.1.1 General Password Information 

As a U.S. government system, SEVIS must conform to the federal government’s security 
procedures. Every user who accesses SEVIS must follow these procedures. SEVIS User IDs are 
assigned to each user. Each user must keep the User ID secure and create a good, strong 

password. Do not share your SEVIS User ID and password. Keep your SEVIS User ID and 
password secure.  

4.1.2 Password Standards 

Must Contain Must NOT Contain 

 8-16 characters 

 At least one alphabetic character 

 One numeric character 

 One of the following special 

characters: @, #, or $ 

 Non-numeric characters in the first 
and last positions 

 Two consecutive identical characters 

 More than three consecutive characters 
from the previous password 

 Dictionary word or proper noun 

 Not be the same as the User ID 

https://egov.ice.gov/sevis
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Note: Do not re-use any of the past eight passwords.  
 
 

Passwords are case sensitive. If you create a password using a mix of upper and 
lowercase letters, you must always enter it the same way. 

4.1.3 Password Reminder 

Every 90 days your SEVIS password must be changed. When you log into SEVIS after 75 days 
(and up until 90 days), SEVIS displays a message. It asks if you would like to change your 

password.  

Exhibit 10: Password Change Reminder 

 

If you click No, you are logged into SEVIS. If you click Yes, the Change Password page opens. 

(See Change Password, Step 2, for more information.)  

Note: When you log into SEVIS after 90 days, you have no choice. You must immediately 

change your password. 

 
 

Log into SEVIS at least every 45 days. This keeps your SEVIS User ID active. If 
your User ID is active, you can reset your own password.  

 

Individuals who have not logged into SEVIS in 90 days must call the SEVIS Help 
Desk at 1-800-892-4829 to regain access. 

4.1.4 Change Password 

Use the Change Password function in SEVIS, if your password has been compromised or you 
want to voluntarily change it. 

To change a password voluntarily:  

1. Log into SEVIS. The SEVIS Navigation Bar displays on the SEVIS Listing of Schools 

page (or any other page).  



User Manual for School Users of SEVIS: Form I-17 

15 v 1.1 

March 18, 2016 

Exhibit 11: Change Password Link 

 

 

 

 

  

2. Click Change Password. The Change Password page opens.  

Exhibit 12: Change Password Fields 

3. Complete all three fields:  

*User Name: Your User ID.  

*New password: A unique password. Follow the password 
standards to develop a password.  

*Confirm new password: The same unique password entered in the field 

above it.  

 
If you change your mind and do not want to change your password, click on another link 
in the SEVIS header to leave this page. 

4. Click Change Password to submit the change. A Change password confirmation 

message opens.  
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Exhibit 13: Change Password Confirmation 

 
Passwords are case sensitive. If you create a password using a mix of upper and 
lowercase letters, you must always enter it the same way. 

 

Note: Use the new password the next time you want to log into SEVIS.  

 
 

If you have trouble using SEVIS to change a password, contact the SEVIS Help Desk at 
1-800-892-4829. 

4.1.5 Password Reset 

Reset your password from the SEVIS log in page if: 

 You forgot your password. 

 Your SEVIS account is locked due to three unsuccessful login attempts. 

 Your password was compromised and the Change Password function cannot be used. 

 You want to change your password without logging in to SEVIS. 

 You are a PDSO who has not logged in to SEVIS in 45 days. 

To reset your own SEVIS password: 

1. Open the SEVIS Login page. [SEVIS URL: https://egov.ice.gov/sevis] 

https://egov.ice.gov/sevis
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Exhibit 14: SEVIS Sign In Page with Forgot Your Password Link 

 

2. Click the Forgot Your Password link. The Request Password Reset page opens.  
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Exhibit 15: Request Password Reset Page 

 

3. Select the radio button of your User Type. An expanded Request Password Reset 
page opens with instructions. 
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Exhibit 16: Request Password Reset Page with Instructions 

 

4. Enter your User ID in the SEVIS User Name field.  

5. Click Submit. The Request Password Reset message confirms your request is being 
processed. SEVIS will email instructions for creating a new password. 

Note: An email will be sent to the email address associated with this SEVIS user name. It will 
provide instructions for creating a new SEVIS password. The email will be valid for 30 days. A 

password must be created within 30 days of the date on the email. 

Exhibit 17: Reset Password Reset OK 

 

Note: You do not have to click OK. However, if you do, the SEVIS Login page re-opens.  

6. Locate and open the email message from SEVIS. It contains the link necessary to 
reset your password. Click the link located at the bottom of the message. 

7. Click the reset password link. The Change Password page opens.  
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Exhibit 18: Change Password Fields 

 

 

8. Enter information into the three required fields.  

*User Name: Your User ID.  

*New password: A unique password, Follow the password standards 

to develop a password.  

*Confirm new password: The same unique password entered in the field 

above.  

  
9. Click Change Password or Cancel: 

 Change Password: Submits the change. SEVIS does one of the following: 

o Displays the Change password confirmation message, which indicates the 

password was changed successfully. Go to Step 9. 

Exhibit 19: Change Password Confirmation 

 

o Displays the message: “User is inactive due to 45 days of inactivity. Contact 
your PDSO or RO to request a password reset.” 

 Cancel: Returns the user to the SEVIS Login page. 

10. Click Ok. The SEVIS Login page opens. Use your new password to log into SEVIS. 

 
If you have trouble using SEVIS to reset a password, contact the SEVIS Help Desk: 
1-800-892-4829. 

4.1.6 PDSO Password Reset for a DSO 

PDSOs can request a password reset for DSOs who have not logged in to SEVIS in 45 days. 

As a PDSO, to request a password reset for a DSO: 
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Navigate to the School Information page 

Exhibit 20: Request Password Reset for DSOs Link 

 

1. Click the Request Password Reset for DSOs  link. It is located on the left side of the 
page. The School Official Information page opens.  

Exhibit 21: Request Password Reset 

 

2. Click the Request Password Reset link for the person who needs a password reset. It 

is located in the Command column. The Request Password Reset page opens.  

Note: The Request Password Request link only displays for DSOs who have not logged into 

SEVIS for more than 45 days.  
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Exhibit 22: Request Password Reset 

 

 

 

3. Click Request Password Reset. The School Official Information page opens.  

Note: The Request Password Reset link is now gone from next to the DSO’s name, on which 
you just requested a password reset.  

  

Exhibit 23: Request Password Reset Link Disappears 

4. SEVIS will: 

 Send the DSO an email with a link to create a new SEVIS password.  

 If the DSO does not create a new password within 30 days of the date on the email, 
the reset link is no longer available to a PDSO. The DSO must then contact the 
SEVIS Help Desk that will send them an email with another reset link. 

 Send an email to each PDSO for all the school/campuses to which the DSO is 

associated. The email states: 

o Name of the SEVIS user. 
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o “This is to advise you that a password reset request has been submitted for 

the user named above. This request was submitted because the user has not 
logged into SEVIS in 45 days or longer.”  

o The user will receive an email with a link to a secure site that will allow 

him/her to reset their password and regain access to the system.  

o If the user is no longer associated with your school or program, you need to 

remove the user from your list of officials. 

4.2 Log into SEVIS 

When you access SEVIS via the Internet (https://egov.ice.gov/sevis), a Security Alert page may 

open. Click the Yes button to continue to the SEVIS Login page. 

Note: After creating your password, you will use the SEVIS website to access SEVIS and 

perform all of your SEVIS-related tasks. 

Note: After 18 minutes of inactivity, a message will display informing you that your session is 
about to expire. Click OK to continue working in SEVIS. If you click this button after 20 

minutes of inactivity, a message will display to inform you that your session has expired. Click 
OK to open the SEVIS Login page. Any unsaved data will be lost. 

Exhibit 24: SEVIS Login Page 

 

https://egov.ice.gov/sevis
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To log into SEVIS, perform the following steps: 

1. Access the SEVIS Login page (https://egov.ice.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 system displays the Listing of Schools 
page for the school user. 

Note: The SEVIS Login page has 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. The section on Password Reset provides the instructions for using the Forgot 

Your Password link. 

In the page 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. 

Exhibit 25: Main Page for School and Program Sponsor User 

 

REMINDER: You must log into SEVIS RTI at least once every 45 days to keep your SEVIS 
user ID active. 

4.3 Log Out of SEVIS 

To exit SEVIS at any time, click the Logout link on the 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. 

https://egov.immigration.gov/sevis/
https://egov.immigration.gov/sevis/
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Exhibit 26: Logout Link 

 

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

4.4 Inactive User Alert 

When logging into the system as the PDSO or DSO, you are provided with a listing of schools or 

campuses for which you have been identified as an acting official. If an alert exists for the 
PDSO, DSOs, students, or dependents at the school, the *Alerts link displays. Alerts are status 

reminders or notices that an action should be taken. See Volume II of this user manual for details 
regarding the alerts for students. 

The “PDSO/DSO Users Who Have Not Logged In to SEVIS in 30 Days” alert is an indicator 

that, according to the information currently in the system, an official has not logged into SEVIS 
recently. To view the list of officials, perform the following: 

1. Click the *Alerts link on the Listing of Schools page. The Alerts for <name of 
school> page displays. 

2. Click the PDSO/DSO Users Who Have Not Logged In to SEVIS in 30 Days  link to 

view the list of officials. If the official does not log into SEVIS for more than 45 
days, his/her access will be inactivated. 

5 UPDATE AN APPLICATION (FORM I-17) 

After logging into the system, the Listing of Schools page displays. The PDSO and DSO can 
perform updates to a school’s application by clicking the appropriate link in the Name of School 

column.  
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Exhibit 27: Listing of Schools Page 

 

Note: To return to the Listing of Schools page, when on other pages 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 application 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. Those sections/fields/actions that require adjudication by SEVP will be identified within 

the system. 

You DO NOT need to send any additional information to DHS unless specifically contacted and 

requested to do so. 

As DHS adjudicates the updates to the application, the following outcomes are possible: 

 If the updates are approved, the school officials receive approval notification via 

email.  

 If additional information is required for processing the updates, the school officials 

receive an email specifying the missing or problematic information.  

 If the requested updates are denied, the school officials receive notification via email. 

This email will include basic information regarding the reasons for denial and, if 
necessary, a DHS user will contact the school officials with more specific information 

regarding the denial. 

The fields that require adjudication are as follows:  

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

 Name of School System 

 Name of Main Campus 

 Mailing Address of the School 

 Location of the School (if different from the mailing address) 

 School Type  
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 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 

 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 

 Courses of study and time necessary to complete each 

 Average Annual Number of classes, teachers or instructors, students, and non-

teaching employees 

 Addition of an existing official if not a current PDSO or DSO  

Note: Only the PDSO may submit this change. 

 Addition of a new official  

Note: Only the PDSO may submit this change. 

 Update to an existing official's last, first or middle name  

Note: Only the PDSO may submit this change. 

 Adding or deleting campuses 

 Campus Name 

 Campus Mailing Address 

 Campus Location Address 

Click on the name of the school from the Listing of Schools page. The School Information page 

opens. The following links may display on this page depending on your role and previous actions 
taken: 

 Edit School: This link is always available unless you have submitted your 

recertification application. It allows you to edit the school’s information on the 
electronic Form I-17. See the sections Update Page 1 of an Application (Form I-17) 

through Submit Updates to an Application (Form I-17) for more details. 

 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. 

 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 for adjudication. 

 Apply for Recertification: This link is only available to the PDSO of the main 

campus if this school is due for recertification. See the section on Recertification 
Application (Form I-17) Overview for more details. 
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 View Submitted Recertification Application: This link is only available if you have 

submitted your school’s recertification application and it has not yet been adjudicated 
by DHS. 

 Register for Batch Processing: This link is always available for PDSOs. See the 
section on Register to Use SEVIS Batch Interface for more details. 

 View Event History: This link is always available for PDSOs and DSOs. Event 

history is a list of the changes to a school’s SEVIS record. See the section on View 
Event History for more details. 

 Password Reset for DSOs: This link is available to PDSOs. See the section on 
Password Reset for DSOs for more details. 
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Exhibit 28: School Information Page 

 

Note: Users may click an official’s email address link on the School Information page to quickly 
initiate an email to the selected official. 
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5.1 Guidelines for Updating an Application (Form I-17) 

The following guidelines are applicable to submitting changes to your school’s application: 

 Viewing 

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

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

adjudication. 

 Additional Changes 

o Once you submit an update for the school that requires DHS adjudication, you 
may not submit another update that requires DHS adjudication until the previous 

request has been adjudicated. The applicable check boxes, radio buttons, and text 
boxes will be read-only or inactive. However, you may make additional updates 
to fields that do not require adjudication. 

o 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.  

 Recertification 

o All updates pending adjudication will be canceled once the PDSO of the main 

campus submits the school’s recertification application. See the section on Initiate 
and Submit a Recertification Application (Form I-17) for more details.  

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

The Listing of Schools page contains a list of each school or campus for which you act as a 

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

1. On the Listing of Schools page, click the link for the school whose application you 

wish to view. The system displays the data for the selected school. 

2. To update the application, click the Edit School link on the left side of the page. The 

system displays the existing data for the school on Page 1 of the application.  

Note: The sections/fields designated with a dark circle (●) in SEVIS require adjudication by 
SEVP. 
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Exhibit 29: Contact Information (Page 1 of 5) 

 

3. You may add or delete the current information to reflect changes to the application 
(Form I-17). Below is a list of the sections/fields on this page and a brief description 
or explanation for each section/field. An asterisk (*) precedes the fields that must be 

completed. To update Page 1, you may make changes to any of the following data: 

Section/Field Description/Explanation 

1. *Approval for Attendance 

of Students Under 

Click in the appropriate checkbox(es). Academic and 

language nonimmigrant students can be admitted to 
schools approved under Section 101(a) (15) (f) of the 

Immigration and Nationality Act. Vocational students can 
be admitted to schools approved under Section 101(a) (15) 
(m). The application should be used to request the addition 

or removal of the types of programs (F or M) in which the 
school wishes to enroll or discontinue enrolling foreign 

students. Schools can request certification to enroll either 
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Section/Field Description/Explanation 

or both types of students.  

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

Note: 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 I-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 application. This also prints on 
Forms I-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. 

3. Mailing Address of the 

School 

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

number. 

Note: There is a separate field on a following page in 
which the mailing addresses of additional campuses should 

be entered. 

Note: Updates to this field require DHS review and 

approval. 

 *Address 1 Enter the first line of the address for the main campus.  

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

 *City Enter the appropriate city. 

 *State Select the appropriate state. 

 *Zip Code Enter the zip code, which must be at least a valid five-digit 
postal code; use of a nine-digit zip code is optional. 
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Section/Field Description/Explanation 

 Fax Number Enter a valid fax number for the main campus. 

 Telephone Number Enter a valid telephone number for the main campus. 

4. Location of the School  The physical location of the main campus. This address 

may not contain a post office box number.  

Note: Updates to this field require DHS review and 

approval. 

 Address 1 Enter the first line of the location address for the main 
campus.  

 Address 2 Enter the second line, if needed, of an address, typically a 

building name. 

 City Enter the appropriate city. 

 State Select the appropriate state. 

 Zip Code Enter the zip code, which must be at least a valid five-digit 
postal code; use of a nine-digit zip code is optional. 

5. *School Type A school may be either public or private. 

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

 Name and Address of 

Owner 

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

 *Private School Owner 

Name 

If the owner is a person, enter his/her name. If the owner is 
an institution (for example, a company or a nonprofit 
organization such as a church), enter the name of the 

institution. 

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

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

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

numbers should be used only in mailing addresses. 

 *City  Enter the unabbreviated name of a city. 

 *State Select the appropriate state. 

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

4. Click one of the following buttons: 
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 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 application. 

SEVIS automatically saves data when you click the Next button. However, saving prior to 
moving on to the next page ensures that all required fields have been completed because if 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; it ensures that all the required fields have been completed, and advances you 
to Page 2 of the application. 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 application. 

5.3 Update Page 2 of an Application (Form I-17)  

The current program/course data for your school are displayed on Page 2 of the application 
(Form I-17).  
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Exhibit 30: Program/ Course Information (Page 2 of 5) 
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1. You may add or delete the current information to reflect changes to the application. 

Below is a list of the sections/fields on this page and a brief description or 
explanation for each section/field. An asterisk (*) precedes the fields that must be 
completed, and a dark circle (●) designates the fields that require review and approval 

by DHS when updated. 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 

based on 

Check all options that apply. If Other is selected, you 
must enter an explanation in the text box. The text box 

should also be used to notify DHS when the school has 
more than 20 session begin dates to enter in Section 8, 
“date registration begins.” 

8. *Date registration begins 

for EACH session during a 

calendar year 

For each session currently offered by a school during the 

calendar year, select the month and day on which it 
begins. For example, a semester system school would 

show at least two month/day pairs. If you need to enter 
more than 20, make a note to that effect in the Other 

(Explain) text box of Section 7, “This school’s sessions 

are based on,” and a DHS official will contact you for 
more information, if necessary. 

9. *Date school was 

established 

Enter the date on which the school began operations in 

MM/DD/YYYY format. 

10. *Accreditations and 

Recognitions 

Enter the national, regional, state, or other recognitions 
that cover the programs of study listed on the Form I-17. 

Either select from the drop-down list or select “None” 

for each of the following categories:  

 Department of Education Recognized 

Accrediting Agencies 

 SEVP-Identified Accrediting Agencies 

 State Recognitions 

For Licenses and Other Recognitions, select “Add 

Selection”, to add recognitions not listed on the drop-
down lists. Check “None” or “Not Required” if 

applicable. 
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Section/Field Description/Explanation 

11. *FAA Certification An indication of whether the school holds Federal 

Aviation Administration (FAA) certification (Part 141, 
Part 142, or Part 141 and 142). If the school holds FAA 
certification, the FAA certification number and the 

effective and expiration dates must be provided. 

12. *Areas of study A school must offer one or more areas of study. Select 
only the areas of study available to foreign students.  

Note: Select “Language” only if the school offers a 
stand-alone English language training program.  

 

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.  

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

2. Click 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 application. 
SEVIS automatically saves data when you click the Next button. However, saving prior to 
moving on to the next page ensures that all required fields have been completed because if 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 
application.  

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

 Reset Values: Click this button to return all new entries on the page to their 

previous values. 

 Next: Click this button to automatically save the data that you have added or 

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

SEVIS will return a validation message. 

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

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

The current program/course data for your school are displayed on Page 3 of the application. 
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Exhibit 31: Program/Course Information (Page 3 of 5) 

 

1. You may add or delete the current information to reflect changes to the application. 
Below is a list of the sections/fields on this page and a brief description or 
explanation for each section/field. An asterisk (*) precedes the fields that must be 

completed, and a dark circle (●) designates the fields that require review and approval 
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by DHS when updated. 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, 
generally you should complete only one of the fields 

listed for Section 14.  

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

 If the school is engaged 

in elementary or 

secondary education 

If your school provides elementary/secondary education, 

select “does” or “does not” to indicate if your school 
qualifies its graduates for acceptance by accredited 

schools of higher education. Leave this field blank if 
your school is engaged in higher education, 
vocational/technical training, or English Language 

training.  

Note: Updates to this field require DHS review and 

approval. 

 If the school is engaged 

in higher education 

As a college/university, select “does” or “does not” to 
indicate if your school confers recognized degrees. Also 
indicate if its credits “are” or “are not” transferable to 

degree-conferring institutions. Both fields in this section 
must be completed if your school is engaged in higher 

education. Leave these fields blank if your school is 
engaged in elementary/secondary, technical/vocational, 
or English Language education.  

Note: 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 

As a technical/vocational school, select “does” or “does 

not” to indicate if your school qualifies its graduates for 
employment in the occupations for which preparation is 
offered. Leave this field blank if your school is engaged 

in elementary/secondary, college/university, or English 
Language education.  

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

 The school (is, is not) 

engaged in English 

language training 

This field only applies to stand-alone, accredited English 

language training schools or programs. 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.” Leave 
this field blank if your school is engaged in 

elementary/secondary, college/university, or 
vocational/technical education. 

Note: Updates to this field require DHS review and 

approval. 

15. *Sessions are held as follows Select whether your school conducts its classes during 
the day and/or at night.  

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 website. However, reference to a website 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 

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

complete each.  

Note: The text may be truncated on the printed 

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

Note: Updates to this field require DHS review and 
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Field Description/Explanation 

approval. 

18. *Requirements for 

graduation 

Summarize your 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. 

You may also reference additional sources of 
information, such as a college catalog or website. 
However, reference to a website 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 Provide the general reasons that would be considered 

causes for a student to be expelled from your school.  

Note: The text may be truncated on the printed 
Form I-17 if it 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 Enter the average annual number of classes, 

teachers/instructors, students, and non-teaching 
employees for a given school. These figures may be 
estimates if your 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. 

Note: Updates to this field require DHS review and 

approval. 

21. *Approximate annual cost 

of room, board, tuition, etc. 

per student 

Enter the approximate amount of money an individual 
student spends at your 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. 

2. 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 application. 

SEVIS automatically saves data when you click the Next button. However, saving prior to 
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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 

application.  

WARNING: Be sure to save the data entered on this page before selecting the Prev button. If 

you do not save first, the new data that you entered on this page are lost. 

 Reset Values: Click this button to return all new entries on the page to their 

previous values. 

 Next: Click this button to automatically save the data that you have added or 

changed; it ensures that all the required fields have been completed, and advances 
you to Page 4 of the application. 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 application. 

5.5 Update Page 4 of an Application (Form I-17)  

The current list of officials for this school is shown on Page 4 of the application. 

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

Exhibit 32: School Official Information (Page 4 of 5) 

 

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

 Add new officials to the application for this school or campus. A school official who 

performs duties for more than one campus listed on the same application is added 
only once. To allow an official already listed on a school’s application to perform 

SEVIS duties for an additional campus listed on the same application, you should add 
to the official’s roles using Page 5 of the electronic application. 

 Add existing school officials to the school’s application. Existing school officials are 
those who have a SEVIS ID and are currently associated with another school or 

program—not an existing user in your school or program. You will assign these users 
additional roles using Page 5 of the electronic application. See the section on Assign 
or Reassign Campus Roles for more information. 

 Update an official’s information in SEVIS. 

 Delete an official in SEVIS. 
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Note: During an I-17 application update, a new or existing official cannot be assigned as a 

PDSO if not already an approved PDSO or DSO. 

Note: Prior to the departure of a PDSO from your school, he/she should access SEVIS and 
assign the PDSO role to an existing DSO. Then, the departing PDSO should assign 

himself/herself the role of DSO. The new PDSO may then access SEVIS and delete the departing 
official’s record from SEVIS.  

If the PDSO has left the school, attempt to contact the person and request that he/she log into 
SEVIS and assign the role to an existing DSO. If you encounter problems attempting to assign a 
new PDSO to your school, contact the SEVIS Help Desk at 1-800-892-4829 (8 a.m. to 6 p.m. 

Eastern Time, Monday through Friday). 

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

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

 Next: The data have been saved. Click this button to advance to Page 5 of the 
application. 

Note: Be sure to add new or existing officials to the application before advancing to Page 5. 

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

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

The current list of campuses for this school is shown on Page 5 of the school’s application. Only 
a PDSO may add, update, or delete a campus, and assign officials. 

Exhibit 33: Campus Information (Page 5 of 5) 

 

Using Page 5 of the Form I-17, the PDSO may add, update, or delete campuses and assign or 

reassign school officials to their SEVIS roles. The following sections provide instructions for 
adding, updating, or deleting campuses and assigning SEVIS roles. 

5.6.1 Add a New Campus 

SEVIS enables the PDSO to add to the application (Form I-17) campuses that are located in the 
same DHS jurisdiction as the main campus. If your school has campuses that are located in other 

DHS jurisdictions (for example, different states), separate applications must be 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 application for all campuses or file separate 

applications. 
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Note: When adding another campus, review and update all pages of the application to reflect any 

new information specific to the campus being added. 

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

1. From the Campus Information (Page 5 of 5) page, click the Add New Campus link 
below the list of registered campuses.  

Exhibit 34: Add Campus Page 

 

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

(*) precedes the fields that must be completed. 

Section/Field Description/Explanation 

*Campus Name Enter the name of the new campus. This also prints on 

Forms I-20 issued from this campus. 

1. Mailing Address Section Enter the address to which mail for this campus should be 

sent. This address may contain a post office box number. 

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

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

*City Enter the appropriate city. 

*State Select the appropriate state. 

*Zip Code Enter a valid five-digit postal code; use of a nine-digit zip 
code is optional. 
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Section/Field Description/Explanation 

Fax Number Enter a valid fax number for this campus. 

Telephone Number Enter a valid telephone number for this campus. 

2. Location Section The physical location of the new campus, if different from its 

mailing address. This address may not contain a post office 
box number.  

Address 1 Enter the first line of the address for this campus.  

Address 2 Enter the second line, if needed, of an address, typically a 

building name. 

City Enter the appropriate city. 

State Select the appropriate state. 

Zip Code Enter a valid five-digit postal code; use of a nine-digit zip 
code is optional. 

3. Click one of the following buttons: 

 Add Campus: Click this button to add this campus to your school’s application. 

Page 5 of the application displays and the name of the campus that was added 
displays on the list. 

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

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

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

5. See the section on Assign or Reassign Campus Roles to complete the process and 

assign school officials roles (PDSO or DSO) at the new campus(es). 

5.6.2 Update a Campus 

The PDSO and DSO may update campus information, which will require review and approval by 

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

1. From the Campus Information (Page 5 of 5) page, click the Update link to the right 

of a campus name. The Update Campus – <Name of Campus> page displays. 

2. Make the necessary additions and/or changes to the data. See the section on Add a 
New Campus, which provides detailed instruction for each field. 

3. Click one of the following buttons: 

 Update Campus: Click this button to update the information for this campus. 

Page 5 of the application displays. 

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

address. 
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 Cancel: Click this button to return to Page 5 of the application without updating 

the information for this campus. 

5.6.3 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 DHS.  

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

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

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

pending reinstatement. 

2. Click one of the following buttons: 

 Delete Campus: Click this button to delete this campus. A confirmation page 
displays to verify that you wish to proceed with the campus deletion request. 
Click the Yes button and Page 5 of the application displays. Otherwise, click the 

Cancel button to return to Page 5 of the application without submitting the 
campus deletion request.  

Note: If your campus deletion request is approved, you will no longer be able to view, access, or 
print any of the student records associated with this campus. Prior to submitting this request, you 
should transfer out any student records you may need in the future (for example, students in 

Active status who wish to continue their education at your main campus or a student in 
Terminated or Completed status, who wishes to apply for reinstatement to attend another 

school). 

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

this campus. 

5.6.4 Assign Campus Officials 

Campus Information (Page 5 of 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 application (Form I-17). 

5.6.5 View Draft Form I-17 Update 

Before submitting your updated I-17 application for adjudication by SEVP, it is recommended 
you review all of your changes for accuracy and completeness. To review any I-17 updates, 

perform the following steps: 

1. Click Listing of Schools from the SEVIS Home page. The Listing of Schools page 

opens.  
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Exhibit 35: Listing of Schools Page 

 

2. Click on the name of the school whose updates you want to review from the Listing of 
Schools page. The School Information page displays.  

Exhibit 36: School Information Page 

 

3. Click the View Draft Update link. The View Draft Update page opens. Any updated 
information is highlighted yellow. 
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Exhibit 37: View Draft Update Page 
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4. Review the updated information for accuracy. 

5. Click Return to School View. 

6. If the information needs further editing, return to School Information page and click 
Edit School.  

5.6.6 Submit Updates to an Application (Form I-17) 

In order to complete the update process, you need to submit your application. Once all changes 

have been made to your application and you have finished adding campuses and assigning roles 
to school officials, click one of the following buttons: 

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

 Next: Click this button to advance submitting the updated I-17. The system displays 
the Submit I-17 Confirmation page.  

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

Exhibit 38: Submit I-17 Certification Page 

 

Click one of the following buttons: 

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

 Submit: The data is saved. Click this button to forward changes to the application to 
DHS for review and approval. The I-17 Application Has Been Submitted confirmation 

page displays, with the message that all non-adjudicated changes have been made. 
Any changes that require adjudication will be reviewed by SEVP. Click the Return 

to School Listings button to exit the page. 

 Cancel: Click this button to delete all changes and updated information that have not 

been submitted. A confirmation page displays informing you that all changes made to 
the application since the last submission will be deleted. Click the Yes button to 
proceed with canceling the update to your application. The Listing of Schools page 

displays. Click the No button to return to Page 5 of the application without canceling 
the changes. 

If you added campuses, changed the private school owner’s name, or changed the public/private 
school type indicator, you will need to pay a fee through Pay.Gov. See the section on Electronic 
Submission of Payment for instructions on submitting payment. 
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5.7 View Pending Updates 

To view pending Form I-17 updates: 

1. Navigate toteh School Information page 

 

Exhibit 39: School Information Page 

 

 

2. Click View Submitted Update. The Update page opens. Any pending changes are 
highlighted in yellow. 
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Exhibit 40: Update page 
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5.8 DHS Adjudication 

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

 If the updates are approved, the school officials receive approval notification via 

email.  

 If additional information is required for processing the updates, the school officials 

receive an email specifying the missing or problematic information.  

 If the requested updates are denied, the school officials 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. 

5.9 View Event History 

Event history is a list of the changes to a school’s SEVIS record. From the School Information 
page, click the View Event History link. The Event History page opens. 

The Event History page includes: 

 Event Name: A brief description of the change to the SEVIS record. 

 Event Date: The date the change occurred. 

 Performed By: This data can be any of the following: 

o Name of the school official who made the change to the record. 

o “DHS Official” for events performed by a DHS user. 
o  “SEVIS Maintenance” if the change occurred because of automated system 

processing or because of a manual data change (data fix). 

Click the Return button to go back to the School Information page. 

6 MANAGE SCHOOL OFFICIALS 

6.1 General Information about Managing School Officials 

A Student and Exchange Visitor Program (SEVP) certified school must have a principal 

designated school official (PDSO) for each campus, as long as the school is permitted to admit F 
or M students. The school may also have as many designated school officials (DSO) as needed to 

manage the F or M program. PDSOs and DSOs are: 

 Approved by SEVP. 

 The only people at the school authorized to use SEVIS. 

  
DSOs cannot share their SEVIS log in information. 
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PDSOs can do everything a DSO can do, but also have additional duties, such as ensuring the 

school’s Form I-17 accurately lists the school’s officials. PDSOs update the Form I-17 to: 

 Add officials to the school so they can carry out duties in SEVIS. 

 Assign or reassign the roles officials have at each of the school’s campuses. 

 Update school official information, such as: 

o Name changes 

o Title 

o Email address or telephone 

o Campus role 

 Delete officials who leave the school or who no longer need SEVIS access for the school. 

These four easy functions—whether alone, in combination, or in sequence—are all a PDSO 
needs to keep the listing of officials on the Form I-17 up to date, even in complex cases.  

 Job Aid: Update School Officials – This job aid lists several scenarios and provides 
step-by-step guidance on what steps to take. 

 Staffing requirements and duties 8 CFR 214.3(l)(ii) 

SEVP Fact Sheet 1506-08: Designated School Official Submissions 

6.1.1 Importance of Careful Planning 

When a PDSO makes a change to a school’s Form I-17, which then needs to be reviewed and 

adjudicated by SEVP, SEVIS locks the Form I-17. SEVIS also locks the form when a PDSO 
submits a Form I-17 to recertify the school. Once locked, you cannot access the Form I-17 
unless: 

 The pending update is canceled by SEVP at the request of the school. 

 SEVP adjudicates the update or recertification petition. 

 

For quicker processing of PDSO/DSO updates: 

 File PDSO/DSO updates separately from other types of Form I-17 updates. 

 Collect any required supporting evidence, including the signed Form I-17, 
prior to submitting the update in SEVIS. 

 Email all evidence to SEVP right after submitting the request in SEVIS. 

6.1.2 Regulations and SEVP Guidance 

PDSOs must read and understand the regulations and SEVP guidance on managing school 

officials. The Form I-17 must be updated within 21 days of any change in school or official 
information. 

https://studyinthestates.dhs.gov/sevis-help-hub/learn-more/sevis-job-aids/sevis-job-aid-pdso-and-dso-functions
https://studyinthestates.dhs.gov/sites/default/files/Update%20School%20Officials%20Job%20Aid.pdf
http://www.ecfr.gov/cgi-bin/text-idx?SID=7825e91eab8016426cc9ee6e082a4f2e&mc=true&node=se8.1.214_13&rgn=div8
https://www.ice.gov/doclib/sevis/pdf/dsoUpdateProcessFactsheet.pdf
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Designated Officials 8 CFR 214.3(l) 

SEVP Fact Sheet 1506-08: Designated School Official Submissions 

6.2 Add School Official 

Before adding a DSO to a Form I-17, know whether the person is a new official or an existing 
official. It affects the process slightly. 

Type of Official Implications 

New Official:  This is someone who has never been an authorized school or sponsor 

official in SEVIS. 

 SEVP must adjudicate this addition to the Form I-17. 

 You must submit: 

o Signed Form I-17  

o Proof of citizenship or lawful permanent residence 

o If the name on the documents differs from the name in SEVIS, 
copy of document granting the name change 

 SEVIS will email the new official with: 

o A user name 

o Instructions for creating a password and accessing SEVIS 

Existing Official:  This is someone who is or has been a PDSO, DSO, RO, or ARO at 
another school or sponsor. 

Note: If the new official cannot remember his or her previous SEVIS 
user name, add the person as a new official. 

 If the person is not listed on a Form I-17 or Form DS-3036 at 
another school or sponsor when he or she is added to the Form I-17, 

SEVP must approve the addition. 

 If the person is an active user in SEVIS when he or she is added to 
the Form I-17, SEVIS immediately accepts the change. The new 

official has access to the school in SEVIS.  

 You must submit: 

o Signed Form I-17 and 

o Proof of citizenship or lawful permanent residency 

o If the name on the documents differs from the name in SEVIS, 
copy of document granting the name change 

 The new official will keep his or her SEVIS user name.  

Note: If the new DSO is also a responsible officer or alternate 
responsible officer for a sponsor, he or she will be able to access 

both J and F/M SEVIS with a single logon. 

http://www.ecfr.gov/cgi-bin/text-idx?SID=7825e91eab8016426cc9ee6e082a4f2e&mc=true&node=se8.1.214_13&rgn=div8
https://www.ice.gov/doclib/sevis/pdf/dsoUpdateProcessFactsheet.pdf
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Type of Official Implications 

 SEVIS will notify the new DSO of the new role at the school. 

 

6.2.1 Process at a Glance: Add School Official 

 

1. PDSO adds 
new official to 
Form I-17 as 
either New 
Official or 

Existing Official 

2. PDSO assigns 
role for each 

campus served 
and prints Draft 
Form I-17 and 

submits  

3. PDSO and 
new official sign 

Form I-17 

4. PDSO scans 
and emails 

Form I-17 and 
supporting 

documents to 
SEVP 

6.2.2 Proof of U.S. Citizenship/Lawful Permanent Residence Status 

When adding someone to your school’s Form I-17 as a DSO or PDSO, submit documents 

establishing their status as a U.S. citizen or lawful permanent resident (LPR): 

Status of Official Acceptable Document(s) 

U.S. Citizen:  U.S. passport or passport card (can be expired) 

 U.S. birth certificate 

 Naturalization or Citizenship Certificate 

Note: Officials only need to provide one of the 
documents listed above to prove U.S. citizenship. 

Lawful Permanent Resident:  Unexpired Alien Registration Card 

 
If the name on their citizenship/LPR documents does not match the name to be used in SEVIS, 

also submit copies of legal documents; such as, marriage certificates, divorce decrees, or court 
orders; showing the legal name change. 

6.2.3 Add School Official 

To add a school official: 

1. Navigate to the School Official Information page of the Form I-17 (Page 4). 



User Manual for School Users of SEVIS: Form I-17 

56 v 1.1 

March 18, 2016 

Exhibit 41: School Official Information Page 

 

 

  

2. Click either Add New Official or Add Existing Official.  

a. If you clicked Add New Official, the Add New Official page opens. 

Exhibit 42: Add Official Page 
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i. Enter information about the new official. 

Field Description 

* Last Name Enter the new official’s last name as it appears on the proof of 
U.S. citizenship or lawful permanent residence, or a document 
showing legal name change.  

* First Name Enter the new official’s first name as it appears on the proof of 
U.S. citizenship or lawful permanent residency, or a document 
showing legal name change. 

 Middle Name Enter the new official’s middle name, if any. 

 Suffix Enter suffix, if any. 

* The Official is Select either U.S. citizen or lawful permanent resident. 

 If LPR,  

enter A-number 

Enter the alien number (in the following format: A123456789), 
if the school official is an LPR of the United States. 

* Title Enter the new official’s title at the school. 

* Address 1 Enter the street address of the new official’s work site. 

 Address 2 Enter any additional address information for the new official’s 

work site. 

* City Enter the city where the new official works. 

* State Enter the state where the new official works. 

* Zip Code Enter the zip code where the new official works. 

* Telephone Number Enter the new official telephone number. 

* Email Address Enter the new official’s email address. This cannot be an email 
address that is shared with other people. 

 
ii. Click Add Official. The School Official Information page opens with the new 

official listed. 

b. If you clicked Add Existing Official, the Add Existing Official page opens. 
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Exhibit 43: Add Existing Official Search Page 

 

 

i. Enter the person’s SEVIS user name.  

ii. Click Search Official. The Add Existing Official - <Name> page opens. 

Exhibit 44: Add Existing Official Results Page 

 

iii. Review the information to be sure the official is the one you want to add.  

 

SEVIS displays the official’s current information in SEVIS. If the 

information reflects contact information at another school, you can edit the 
information. To edit, click Update in the command column on the School 

Official Information page.  

iv. Click either Add Official or Cancel. 
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 Add Official: Adds the official to the Form I-17 and returns the user to the 

School Official Information page where the newly added official is listed. 

 Cancel: Returns the user to the School Official Information page. 

Exhibit 45: School Official Information Page with Added Official 

 

3. Click Next. The Campus Information page opens. 

Exhibit 46: Campus Information Page 

 

4. Click the Officials link in the Command column for the campus to assign the role for that 
campus. The Assigning Campus Officials page opens. 
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Exhibit 47: Assigning Campus Officials Page 

 

 

5. Click the radio button for the role the individual is to hold.  

6. Click one of the following: 

 Accept Changes: Saves the changes and returns the user to .the Campus Information 

page. 

 Reset Values: Returns the radio button selections to their original position. 

 Cancel: Returns the user to the Campus Information page without saving the 
changes. 

7. Click Print to print the Form I-17. 

 

The form will print with “Draft” written on it. This is the version of the form 
that must be signed, scanned, and emailed to SEVP with the new official’s 

proof of U.S. citizenship or lawful permanent residence. 

8. Collect the required signatures. 

9. Click Next. The Submit I-17 Confirmation page opens. 
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Exhibit 48: Submit I-17 Confirmation Page 

 

 

10. Click one of the following: 

 Prev: Takes the user to the previous page. 

 Submit: Submits the petition. 

 Cancel: Cancels the changes. 

11. Collect the required signatures on the Form I-17. 

12. Email the signed Form I-17 and the proof of U.S. Citizenship or lawful permanent 
residency to SEVP. 

6.2.4 Notification of New Officials 

SEVIS sends new officials two emails: 

 The first email provides the user name assigned to the individual. 

Exhibit 49: Email Notification of User Name and Role 
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 The second email provides instructions for creating the initial password, including 

SEVIS’ password standards and a unique link created specifically for that official to 
create a password. 

Exhibit 50: Email Notification of Password Requirements 

 

When the official clicks the link in the email, the Welcome to the SEVIS system page 
opens. The official enters their user name and creates their password. 

Exhibit 51: Change Password Page 

 

 

 

The new official has 30 days to create the password and access SEVIS. 

The first time a new school official logs into SEVIS, the School Official Compliance 

Agreement page opens. 
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Exhibit 52: School Official Compliance Agreement Page 

 

6.2.5 Adding School Officials When the Form I-17 is Locked or the PDSO is NOT 
Available 

New officials cannot be added to the Form I-17 if one of the following scenarios occurs: 

 Form I-17 is locked because of a pending update or pending Recertification. 

 PDSO is not available to submit.  

 

Available resources: 

 SEVP Fact Sheet 1506-08: Designated School Official Submissions  

 SEVIS Job Aid: Update School Officials  

 

To add an official when either of the conditions applies: 

1. Either PDSO or the head of the school should collect and scan proof of U.S. citizenship 

or lawful permanent residency from the new official. 

2. Prepare the required statement on school letterhead, which includes: 

 Explanation for why the update cannot be submitted in SEVIS 

 School Name and School Code 

 Name of new P/DSO to be added 

 Indicate if new P/DSO is an active PDSO or DSO at another school 

 Position title of new P/DSO 

 Role assignment (PDSO or DSO) for each campus the official will serve 

 New official’s work address 

 Telephone number 

 Email address of any new P/DSO 

https://www.ice.gov/doclib/sevis/pdf/dsoUpdateProcessFactsheet.pdf
https://studyinthestates.dhs.gov/sites/default/files/Update%20School%20Officials%20Job%20Aid.pdf
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 What to do with old PDSO – changing role to DSO? For all campuses? Remove from 

Form I-17? 

 Existing Official Username, if applicable 

3. Print the current Form I-17. By hand, modify the form to reflect any changes to school 

officials that need to be made. Collect the appropriate signatures. Scan the form. 

 

Notify SEVP if the PDSO has left the school or if no one is able to access 

the Form I-17. 

  

4. Email the statement and the scanned documents to 

FormI17SupportingEvidence@ice.dhs.gov 

 

 

List the school name and the school code in the subject line of the email. 

 

SEVP will review the email and supporting documents. If the request is approved, the new 
official will be notified of their role and how to access SEVIS. 

6.3 Assign or Reassign Campus Roles 

Use this process to change the role of officials at individual campuses of your school without 
removing them as an official at your school. These changes are not adjudicated by SEVP and 

take effect immediately. School officials will notice the reassignments when they next log in to 
SEVIS. 

Examples:  

 Current PDSO takes maternity or paternity leave and another DSO at the school will 

serve as acting PDSO until the new parent returns.  

 PDSO leaves the school and current DSO takes over as PDSO. 

 DSO or PDSO is reassigned to another campus. 

Note: Each campus must have one PDSO, and this person may be a PDSO at multiple campuses. 
There is no limit on the number of DSOs a school can have per campus. However, SEVIS will 

print a maximum of thirty officials per campus. 

  

 

Limitation on the printed Form I-17: 

SEVIS will only print up to 30 school officials per campus on the Form I-17. If more 

officials are needed, contact SEVP. 
 

  

mailto:FormI17SupportingEvidence@ice.dhs.gov
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6.3.1 Assign Roles 

To assign or reassign campus roles: 

1. Navigate to the Campus Information page of the Form I-17 (Page 5). 

Exhibit 53: Campus Information Page 

 

 

 

2. Click Officials link for the campus where the official’s role is to be changed. The Assign 
Roles page opens. 

Exhibit 54: Assigning Campus Officials Page 

 

Every official must be assigned at least one role at one campus listed on the 

application. If an official is not assigned a role, you cannot submit these changes to 
the Form. 

3. Click Accept Changes. The Campus Information page opens again. 

4. Click Next. The Submit I-17 Confirmation page opens. 
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Exhibit 55: Submit I-17 Confirmation Page 

 

5. Click Submit. SEVIS accepts the changes and notifies the official of the changed role(s). 

6. Print the Form I-17, collect the required signatures, and email the signed Form I-17 to 
SEVP. 

6.3.2 PDSO vs. DSO Roles and Responsibilities 

The following table 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. 

Exhibit 56: SEVIS Roles and Responsibilities 

SEVIS Task PDSO DSO 

Initiate and submit recertification application (Form I-17). 
 

(Main 

Campus) 

 

Add and delete a campus (Form I-17). 
 

(Main 

Campus) 
 

Add, delete, update, save, and submit changes to the information 

for school officials, including assigning roles (Form I-17). 

 
(Main 

Campus) 
 

Verify PDSOs/DSOs annually.  
(Verification period – December 2nd to March 2nd of each year)   

Register schools to use the SEVIS batch interfaces.   

Submit student and dependent data corrections to SEVIS, 

including:   
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SEVIS Task PDSO DSO 

 Transfer out the record of a student, who has just 

transferred in from another school, while that record is 
still in Initial status. 

 Request to change a SEVIS record back to Initial status 
within 15 days of it changing to Canceled or Active. 

 Request a program extension within 15 days of a record 
expiration. 

Update, save, and submit changes to the information for schools 

(Form I-17).   

Print the Form I-17.   

Submit correction requests and data fixes for students and 
dependents to SEVIS Help Desk, including but not limited to: 

 Request Change to Program Dates  

 Request Change to Student Status 

 Request Change to Student Request 

 Request Change to Termination Reason 

  

View and print reports.   

Request Mass Form reprints and downloads.   

Receive SEVIS Alerts and take action, if necessary.   

Draft, save and submit records for students and dependents  
(Form I-20).   

Print student and dependent draft and submitted Forms I-20.   

View all student and dependent records for their schools.   
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SEVIS Task PDSO DSO 

Update records for students and dependents (Form I-20), 

including:  

 Actions: 

o Authorize To Drop Below Full Course  

o Change Education Level  

o Complete Program  

o Disciplinary Action  

o Extend Program  

o Registration  

o Shorten Program  

o Terminate Student  

o Transfer Out  

 Edits: 

o Dependents  

o Financial Information  

o Personal Information  

o Program Information  

 Employment/Training:  

o CPT Employment Authorization  

o Off-Campus Employment  

o OPT Request  

o Employment Information  

  

 
7. Click one of the following buttons: 

 Accept Changes: Click this button to accept the new or changed role 

assignments. Page 5 of the application displays. 

 Reset Values: Click this button to return all fields to their previously saved 

values. 

 Cancel: Click this button to return to Page 5 of the application without assigning 

or changing any roles. 

6.4 Update School Officials 

Use this process to update information about a school official. This process does not require 
SEVP adjudication. The Form I-17 remains unlocked. 

To update a school official: 

1. Navigate to the School Official Information page of the Form I-17 (Page 4). 
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Exhibit 57: School Official Information Page 

 

 

2. Click Update. The Update Official page opens. 

Exhibit 58: Update Official Page 

3. Update the information, as needed.  

4. Click Update. The School Official Information page opens. 

5. Click Next. The Campus Information page opens. 
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Exhibit 59: Campus Information Page 

 

 

 

 

SEVP must adjudicate any name change. Proof of legal name change must be 
emailed to SEVP along with the signed Form I-17. 
Email evidence of U.S. citizenship to SEVP when a PDSO or DSO changes 

status from lawful permanent resident to U.S. citizen. 
 

6. Click Next. The Submit I-17 Confirmation page opens. 

Exhibit 60: Submit I-17 Confirmation Page 

7. Click Submit.  

 If the change does not involve a name change, SEVIS updates the official’s 

information. If this is the only change included in the submission, the Form I-17 
remains unlocked for other updates. 

 If the change involves a name change, SEVIS locks the Form I-17. No additional 
updates can be made until SEVP adjudicates the update. 

6.5 Delete School Official 

Use this process to remove an official from all of the school’s campuses. The deleted official will 
lose SEVIS access upon submission. This process does not require SEVP adjudication. The 

Form I-17 remains unlocked. 
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Do not use this process if the official is being removed from a role at one campus, but 

still needs SEVIS access for another campus. In this instance, simply reassign campus 
roles. 

 

To delete a school official: 

1. Navigate to the School Official Information page of the Form I-17 (Page 4). 

Exhibit 61: School Official Information Page 

 

 

2. Click Delete next to the name of the official you want to delete. The Delete Official 
<Name> page opens. 

Exhibit 62: Delete Official Page 
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3. Click Delete Official. SEVIS no longer displays the official on the School Official 

Information page.  

Exhibit 63: School Official Information Page without Deleted Official 

 

 

 

 
Although the official is no longer listed on the School Official Information 
page, the official does not lose SEVIS access until the Form I-17 is submitted. 

4. Click Next. The Campus Information page opens. 

Exhibit 64: Campus Information Page 

5. Click Next. The Submit I-17 Confirmation page opens. 
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Exhibit 65: Submit I-17 Confirmation Page 

 

6. Click Submit. SEVIS removes the official’s access to all of the school’s campuses in 
SEVIS.  

6.6 Email Documents to SEVP 

Immediately scan the signed Form I-17 and supporting documents, and then email the following 
documents to FormI17SupportingEvidence@ice.dhs.gov: 

 Signed Form I-17 

 Proof of U.S. citizenship or lawful permanent residence in the United States 

 If the prospective DSO’s name on the citizenship or LPR document does not match the 
name entered in SEVIS, also send legal evidence of the name change, such as a court 
order or a marriage certificate. 

  

List the school name and the school code in the subject line of the 
email. 

 

SEVP will deny the update if the required documents are not emailed 
to FormI17SupportingEvidence@ice.dhs.gov. 

6.7 Required Signatures 

When updating school officials, the following signatures are required: 

Action Required Signatures 

Add DSO  Form I-17, Page 3: PDSO 

 Form I-17A, Page 4 for each campus: PDSO 

 Form I-17A for each campus: new DSO 

Add PDSO If the PDSO will stay at the school: 

 Form I-17, Page 3: PDSO 

 Form I-17A, Page 4 for each campus: Head of school 

mailto:FormI17SupportingEvidence@ice.dhs.gov
mailto:FormI17SupportingEvidence@ice.dhs.gov
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Action Required Signatures 

 Form I-17A for each campus: new PDSO 

If PDSO is leaving the school” 

 Form I-17, Page 3: Head of school 

 Form I-17A, Page 4 for each campus: Head of school 

 Form I-17A for each campus: new PDSO 

Edit School Official 

Information 

Signatures required for name change only: 

 Form I-17, Page 3: PDSO 

 Form I-17A, Page 4 for each campus: PDSO 

 Form I-17A for each campus: official whose name changed 

Change roles Change in DSO campus assignments: 

 Form I-17, Page 3: PDSO 

 Form I-17A, Page 4 for each campus: PDSO 

 Form I-17A for each campus: DSO 

Change in PDSO assignment: 

 Form I-17, Page 3: PDSO 

 Form I-17A, Page 4 for each campus: Head of school 

 Form I-17A for each campus: new DSO 

Delete Official No signature required 

 

7 PDSO/DSO ANNUAL VERIFICATION 

7.1 Annual Verification Overview 

SEVIS is a federal database subject to the Federal Information Security Management Act 
(FISMA). FISMA requires the annual review and verification of every user with access to a 
federal system. Users must have both a business need and the authorization for system access. 

SEVIS users must comply with FISMA. That means all Principal Designated School Officials 
(PDSOs) and Responsible Officers (ROs) must verify annually that every PDSO, Designated 

School Official (DSO), RO, and Alternate Responsible Officer (ARO) who has SEVIS access: 

1. Is still employed by the organization and continues to be a PDSO, DSO, RO, or ARO. 

2. Requires continued access to SEVIS. 
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SEVP strongly encourages schools and sponsors 
to complete the verification process as soon as 
possible after December 2. The process is easy. 

There is no value to postponing the task. 

 

7.1.1 Key Facts 

SEVIS P/DSO Verification 

Frequency of Verification Annually 

Length of Verification Period 3 months 

Verification Period  December 2 to March 2 

 December 3 to March 2 (if March 2 falls 
in a leap year) 

Notification Methods  A message upon logging into SEVIS 

 An email from SEVP 

7.1.2 Annual Verification Period at a Glance 

 

December 2 

• Verification 
period begins 

• School/sponsor 
officials notified 
of verification 
requirement 

Verification Period 

• PDSO and ROs log 
in to SEVIS; verify 
officials 

• Reminder 
notifications sent 
to unverified 
institutions 

March 2 

• Verification 
deadline 

• Officials can still 
access SEVIS 

March 3 

• DSOs and AROs 
at unverified 
schools and 
sponsors lose 
SEVIS access 

• Batch capability 
lost 

7.1.3 Officials Authorized to Complete the DSO Verification 

  

Only PDSOs can validate DSOs. 

If a school does not have a PDSO to complete the verification, it must act 
immediately. It must add a PDSO who can submit the verification. A DSO Update 

Process Fact Sheet is available to help with the process. Click here to read it: 
(http://www.ice.gov/doclib/sevis/pdf/dsoUpdateProcessFactsheet.pdf). The fact 

sheet describes in detail how to initiate a change of PDSO. 

http://www.ice.gov/doclib/sevis/pdf/dsoUpdateProcessFactsheet.pdf
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7.2 Basic Verification Process 

1. Log into SEVIS.  

 PDSOs see the message shown below: 

o During the verification period 

o Until all schools/campuses and associated DSOs are verified  

Exhibit 66: Message Board with Annual Verification Notice 

 

 

 The required to verify link is enabled for PDSOs. 

 DSOs see the same message. However, the required to verify link is not enabled. 

2. Click the required to verify link. The DSO Verification page opens: 

Exhibit 67: Annotated DSO Verification Page 

The DSO Verification page contains:  
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A. A list of all the schools for which you are the PDSO 

B. Names and contact information for school officials. This includes phone numbers 
and email addresses 

Note: This is a good time to verify contact information. Update the school’s Form I-17 to make 

corrections. Changes to contact information are immediate. 

C. Last day of the verification period 

3. Begin the verification process for the displayed school, OR, click on the school name 
of another school/campus to verify.  

Note: By default, the information for the first school or campus on the list displays on the DSO 

Verification page. However, PDSOs can verify schools or campuses in any order.  

Exhibit 68: Campus Listing of School Officials on DSO Verification 
Page 

 

4. Click the radio button next to your name as PDSO.  

This radio button is not pre-populated. By clicking this radio button, you are verifying 
that you:  

 Are still employed by the school/campus as a PDSO. 

 Need continued SEVIS access. 

Note: If you click Submit without populating the radio button next to your name, the following 

error message box opens: 
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Exhibit 69: Error Message DSO Verification 

 

 

5. Click Yes or No next to the name of each DSO:  

 Yes indicates the person is employed at the school/campus and requires continued 

SEVIS access as a DSO. 

 No indicates the person no longer serves as a DSO employed at the school.  

Note: Clicking No displays a warning message. The message states: The above user will no 
longer be able to access SEVIS as an official for <name of the school>. 

Exhibit 70: Campus Listing of School Officials on Verification Page 
with Warning Message 

 

CAUTION: Check your entries on this page carefully before clicking Submit. Once 

you click Submit that DSO can no longer access SEVIS. Their access is disabled 
immediately. They are only allowed to finish an active session. No other warning 
messages will let you know an official has been removed. 

Note: You can make a change at any time before you click Submit by clicking Clear Selection 
to start over. 

6. Click Submit. 

Note: “Yes” or “No” must be selected for each listed individual.  

 If the PDSO clicks Submit without populating the radio button next to every 
name or the PDSO radio button, the following error message box opens. It states: 
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Exhibit 71: Error Message – DSO Verification 

 

 Click OK.  

 Once the PDSO designates every user as either “Yes” or “No”, SEVIS allows the 

PDSO to submit the verification. A completion message box opens. It states: 

o The name of the school/campus 

o The date and time of verification  

 

As the officials at each school or campus are verified, that school or campus is 
removed from the School Name – Campus Name list.  

7. Return to Step 4 to repeat the process for each remaining school or campus on the list.  

Once every school or campus is verified, no more names are shown under the School 

name – Campus Name list. 

SUCCESS: You are done until next year.  

SEVIS will notify all school and sponsor officials when the verification process is finished. 

7.3 Variations on the Process 

7.3.1 Schools with a PDSO, but no DSOs 

Only the PDSO’s name will display on the list of school officials requiring verification. The 
PDSO must click the radio button next to their name. This verifies the need for continued SEVIS 
access. 

7.3.2 Multiple Campuses Schools with Different PDSOs at Different Campuses 

Any PDSO can complete the verification process for any or all of a school’s campuses. This 

includes verifying other PDSOs. Schools must decide how to manage the verification process for 
the school and its campuses. 
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7.3.3 PDSOs/DSOs Who Use the Same User Name and Password as ROs/AROs 

Many organizations manage both F/M and J programs. Users who access both F/M and J SEVIS 
with the same SEVIS User ID will see two sets of messages on the Message Board. 

Exhibit 72: Message Board with Both F/M and J Verification Notices 

 

Click the required to verify link for the PDSO (the top message). The DSO Verification page 
opens. 

Note: PDSO/DSOs who are also ROs/AROs, but who have different SEVIS user names for F/M 
SEVIS and J SEVIS, will only see one notification message on the Message Board. 

7.4 Failure to Verify by March 2 

A school is “done” with the verification process when the officials at ALL of its campuses are 
verified by March 2. 

 
Failure to complete the verification process results in EVERY SEVIS official for that 
school on EVERY campus being locked out on March 3. 

Even DSOs at previously verified campuses will be locked out of SEVIS. Access to SEVIS will 
be restored only after a PDSO verifies their continued need for SEVIS access. 

A school is considered out of compliance with record keeping and reporting regulations, if all its 
officials are not verified by March 2. It may be withdrawn from participation in the Student and 
Exchange Visitor Program. 

7.5 Notifications to School Officials 

School officials will be notified of the need to complete the verification process. 
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7.5.1 Notifications within SEVIS 

SEVIS reminds PDSOs and DSOs of the verification deadline in two locations: 

1. Message Board: 

Exhibit 73: Message Board with Verification Notice Displayed 

 

2. School Information Page: The School Information page displays three DSO 
verification-related items: 

Exhibit 74: Part of Campus Info Page Showing Verification Info 

 

A. Reminder Message: Displays during the verification period. Only the PDSO has 

an active link to access the DSO Verification page. 

B. Next User Verification Date: Indicates the next verification deadline date. 

C. Campuses Verified: Shows how many of the schools’ campuses have been 
verified.  

 This indicator displays during the verification period. 

 DSOs can use this information to monitor the PDSO’s progress in completing 
the annual verification. 
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7.5.2 SEVIS-Generated Emails 

 60 days before Deadline: 

Subject: PDSO/DSO and RO/ARO Annual Verification 60 Day Count Down 

Text: This email serves as a reminder that 60 days remain in the Student and 
Exchange Visitor Program (SEVP) Annual PDSO/DSO and RO/ARO 
Verification Period. All SEVP-certified schools and Department of State (DoS)-
designated sponsors must complete the PDSO/DSO and RO/ARO Annual 
Verification by March 2, <year>. 
As a federal database, the Student and Exchange Visitor Information System 
(SEVIS) is subject to the Federal Information Security Management Act 

(FISMA). FISMA requires the annual review and verification that all users who 
access federal systems have both the business need and the authorization to 
access the system. To comply with FISMA, principal designated school officials 
(PDSOs) and responsible officers (ROs) must annually verify that every PDSO, 
designated school official (DSO), RO and alternate responsible officer (ARO) 
who has access to SEVIS: 
1. Is still employed by the organization and continues to be the nominated 
PDSO, DSO, RO or ARO. 
2. Requires continued access to SEVIS. 
The verification period began on December 2nd and will end March 2, <year>.  

If your institution does not have a PDSO/RO or if your PDSO/RO will not be 
available during the verification period, begin the process of designating 
another individual to act in the capacity of a PDSO or RO. Call the SEVIS Help 
Desk (1-800-892-4829) for assistance, if needed. 
Additional information and resources on the annual verification process is 
available on Study in the States (https://studyinthestates.dhs.gov/sevis-help-
hub/update-records/manage-school-records/pdsodso-annual-verification). 

 

 45 and 10 Days Before Deadline: 

For Schools 

Subject: PDSO/DSO Annual Verification <45 or 10> Day Count Down 

Text: PDSO/DSO Annual Verification <45 or 10> Day Count Down 
This email serves as a reminder that <45 or 10> days remain in the Student and 
Exchange Visitor Program (SEVP) Annual PDSO/DSO Verification Period. All 
SEVP-certified schools must complete the Annual Verification by March 2, 
<year>. 
As a federal database, the Student and Exchange Visitor Information System 

(SEVIS) is subject to the Federal Information Security Management Act 
(FISMA). FISMA requires the annual review and verification that all users who 
access federal systems have both the business need and the authorization to 
access the system. To comply with FISMA, principal designated school officials 
(PDSOs) must annually verify that every PDSO and designated school official 
(DSO) who has access to SEVIS: 
1. Is still employed by the organization and continues to be the nominated 
PDSO or DSO. 
2. Requires continued access to SEVIS. 
This verification period began December 2, <year> and will end March 2, 

<year>.  
Note: The PDSO must log in to SEVIS in order to see the verification prompts.  
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• If you remember your user ID but have forgotten your password, please click 
Request Password Reset on the SEVIS Login page.  
• If you have forgotten both your user ID and your password, please contact the 
SEVIS Help Desk at 800-892-4829, for a user ID and password reset. 
Important: Consequences of not Verifying by March 2nd  
• DSOs at schools with any unverified officials lose access to SEVIS  
• Batch access is lost 

• The only further action PDSOs can take is to verify their DSOs.  
• School is considered out of compliance with reporting requirements and may 
receive a Remedial Action Plan 

 

For Programs 

Subject: RO/ARO Annual Verification <45 or 10> Day Count Down 

Text: RO/ARO Annual Verification <45 or 10> Day Count Down 
This email serves as a reminder that <45 or 10> days remain in the Student 
and Exchange Visitor Program (SEVP) Annual RO/ARO Verification Period. 
All program sponsors complete the RO/ARO Annual Verification by March 2, 
<year>. 

As a federal database, the Student and Exchange Visitor Information System 
(SEVIS) is subject to the Federal Information Security Management Act 
(FISMA). FISMA requires the annual review and verification that all users who 
access federal systems have both the business need and the authorization to 
access the system. To comply with FISMA, responsible officers (ROs) must 
annually verify that every RO and alternate responsible officer (ARO) who has 
access to SEVIS: 
1. Is still employed by the organization and continues to be the nominated RO 
or ARO. 
2. Requires continued access to SEVIS. 

This verification period began Dec. 2, <year> and will end March 2, <year>.  
Note: The RO must log in to SEVIS in order to see the verification prompts.  
• If you remember your user ID but have forgotten your password, please click 
Request Password Reset on the SEVIS Login page.  
• If you have forgotten both your user ID and your password, please contact 
the SEVIS Help Desk at 800-892-4829, for a user ID and password reset. 
Important: Consequences of not Verifying by March 2nd  
• AROs at sponsors with any unverified officials lose access to SEVIS  
• Batch access is lost 
• The only further action ROs can take is to verify their AROs 

 

 30 and 15 Days Before Deadline: 

Subject: RE: Take Action to Maintain SEVIS Access. 

Text: *** DO NOT RESPOND TO THIS EMAIL *** 

 

This is a reminder from SEVP. The PDSO must log into SEVIS and verify 

that all DSO(s) still require access to SEVIS and remain employed by your 
school. 
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Users not verified by 03/02/<year> will be locked out of SEVIS. For batch 

schools, this could affect the ability to submit batch updates. 

 5 Days Before Deadline: 

Subject: RE: CRITICAL -- Take Action to Maintain SEVIS Access. 

Text: *** DO NOT RESPOND TO THIS EMAIL *** 

 

This is a reminder from SEVP. The PDSO for campus: <name of campus> 
must log into SEVIS and verify that all DSO(s) listed for your campus still 

require access to SEVIS and remain employed by your school. 

Users not verified by 03/02/<year> will be locked out of SEVIS. For batch 
schools, this could impact the ability to submit batch updates. 

If locked out, regaining SEVIS access will require evidence of continuing 
employment and need for access to SEVIS. 

 1 Day After Deadline:  

Subject: RE Verification Deadline - SEVIS DSO Access Blocked. 

Text: *** DO NOT RESPOND TO THIS EMAIL *** 

 

The purpose of this email is to inform you that you no longer have access to 

<name of campus> because a PDSO associated with that school has not 
verified your information in the SEVIS system. If you need continued 
access to the school, please contact the PDSO of your campus to inform 

them that you no longer have access to SEVIS. The PDSO must verify all 
school users. 

 
Please do not contact the SEVIS Help Desk regarding this matter unless 
your PDSO is unavailable. 

7.5.3 Broadcast Messages 

SEVP will send two broadcast messages to schools: 

 30 days before the verification period starts 

 Day before the verification period starts 
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8 RECERTIFICATION APPLICATION (FORM I-17) OVERVIEW 

A school must apply for recertification 2 years after DHS approves their initial certification 
application (and every 2 years thereafter). The PDSO of the main campus initiates and submits 
the recertification application electronically through SEVIS before DHS can begin adjudication. 

Once the recertification application has been submitted, and DHS receives all required 
documentation, an Adjudicator will mark the application Filed. School officials will receive an 

email notification when their application status is set to Filed. 

One hundred eighty (180) days prior to the school’s certification expiration date, the following 
occurs: 

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

 When the PDSOs and DSOs log into SEVIS, the Recertification Application page 
displays, stating that they are associated with a school that requires recertification. 

Click the Continue button and the Listing of Schools page opens. The recertification 
process does not need to be immediately initiated; this notification is merely a 

reminder that it needs to occur within the next 180 days. The notification page will 
continue to display upon login to all PDSOs and DSOs until the recertification 
application has been set to Filed. 

Exhibit 75: Recertification Notification Page 

 

 On the Listing of Schools page, a star symbol displays to the left of the school’s name 
indicating that it needs to be recertified. This indicator is visible to all PDSOs and 

DSOs. 
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Exhibit 76: Listing of Schools Page with Recertification Symbol 

 

 For the PDSO of the main campus, the Apply for Recertification link displays in the 
Actions menu on the School Information page. 



User Manual for School Users of SEVIS: Form I-17 

87 v 1.1 

March 18, 2016 

Exhibit 77: School Information Page – Apply for Recertification Link 

 

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

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

application. 

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

print the approved certification application until the recertification application is submitted. After 
the recertification application is submitted, they will be able to view and print the recertification 

application. 

Additionally, after the recertification application is submitted school officials may not make any 
additional changes to the recertification application.  

8.1 Initiate and Submit a Recertification Application (Form I-17) 

IMPORTANT: If your school has submitted updates to the Form I-17, and the sections/fields 

marked with a circle (●) are modified, the I-17 will require adjudication by SEVP. When you 
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submit the recertification application, any pending updates to your approved application will be 

canceled. 

Only the PDSO of the main campus may submit a recertification application. Perform the 
following steps to initiate the recertification application: 

1. From the School Information page, click the Apply for Recertification link. The 
Apply for Recertification message page displays informing you that all pending I-17 

updates must be adjudicated before submitting the recertification application. 

Exhibit 78: Apply for Recertification Page 

 

2. Click either the Submit or Cancel button. 

 Click the Submit button to submit the recertification application. All pending 
updates will be canceled. The Recertification Application Has Been Submitted 

confirmation message page displays. 

 Click the Cancel button if you want to wait until your pending updates are 

complete. You are returned to the School Information page without initiating the 
recertification application. 



User Manual for School Users of SEVIS: Form I-17 

89 v 1.1 

March 18, 2016 

Exhibit 79: Recertification Application Submission Page 

 

3. Click the Return to School View button. The Listing of Schools page opens. 

9 REQUEST FOR EVIDENCE-EDIT SCHOOL 

When a DHS official reviews a school’s initial, updated or recertification application (I-17) and 
requires additional information from the PDSO, they may update the school’s application status 
to Request for Evidence (RFE).  

The DHS official has the option to request any additional information by either regular mail or 
by returning the submitted electronic application for update. Either RFE action provides a 

system-generated email to the PDSO that details the required additional information, and contact 
information for the DHS official. 

If you are logged in as the PDSO of the main campus and a DHS official has returned your 

electronic I-17 application for update, the RFE–Edit link displays in the Actions menu. Perform 
the following steps to edit your school's application: 

1. From the School Information page, click the RFE-Edit link to open the first of five 
pages of school data. 

2. Enter any changes on the applicable pages. 

3. Click the Submit button. The I-17 Application Has Been Submitted confirmation 
page opens. 

4. Click the Return to School Listing button to return to the Listing of Schools page. 

10 PAY FEES RELATED TO THE FORM I-17 

Any fee payments relating to the Form I-17, including changes of location or ownership, require 

payment through the Pay.Gov website. You may use a plastic card or Automated Clearing House 
(ACH) to electronically submit payment to DHS via Pay.Gov website. 
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To use the Pay.Gov website: 

1. On the email notification, click the https://www.pay.gov/ link. The DHS Pay.Gov 
home page opens. 

Exhibit 80: Pay.gov Home Page 

 

2. Enter “SEVIS” in the Search Public Forms text box in the left-hand pane in the 
Find Public Forms menu. 

3. Click the Go button. The Search Public Forms page opens. 

https://www.pay.gov/
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Exhibit 81: Search Public Forms Page 

 

4. Click the I-17 SEVIS School Certifications link. The DHS SEVIS School 
Certification Payment page opens. 
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Exhibit 82: DHS SEVIS School Certification Payment Page 
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5. Below is a description of the fields on this page. At a minimum, complete all fields 

with an asterisk (*). 

Field Description/Explanation 

* School Name Enter the name of the school system. That is the same 

information entered in Field 2 on the first page of the 
electronic certification application, not the name of the 

main campus. 

School District/ 

Affiliation/System 

If necessary, enter the name of the district, affiliation, or 
system associated with the school. 

* School Code Enter your DHS-assigned school code (in 
AAA214Fnnnnnxxx format). 

* School Address Enter the address of the school. 

*School City Enter the city in which the school is located. 

*School State Enter the state in which the school is located. 

*School Zip/Postal Code Enter a valid five-digit zip code for the city in which the 
school is located. Nine-digit zip codes are optional. 

School Contact Prefix Select a prefix: Mr., Mrs., Ms., Miss, or Dr. 

*School Contact First Name Enter the first name of the SEVIS point of contact 
(POC) at the school. 

This field may contain the name of the person making 
payment, or the name in which the plastic card was 

issued.  

If the bank account from which the payment is being 
drawn is the name of an institution, enter NFN (no first 

name) in this field and enter the name of the institution 
in the School Contact Last Name  field. 

School Contact Middle Name Enter the middle name of the SEVIS POC at the school. 

This field may contain the name of the person making 
payment, or the name in which the plastic card was 

issued.  

If the bank account from which the payment is being 

drawn is the name of an institution, leave this field blank 
and enter the name of the institution in the School 

Contact Last Name field. 

*School Contact Last Name Enter the last name of the SEVIS POC at the school. 

This field may contain the name of the person making 

payment, or the name in which the plastic card was 
issued.  



User Manual for School Users of SEVIS: Form I-17 

94 v 1.1 

March 18, 2016 

Field Description/Explanation 

If the bank account from which the payment is being 
drawn is the name of an institution, enter the name of 
the institution in this field. 

*School Contact Phone 

Number 

Enter the phone number for the SEVIS POC at the 
school. 

*Payment Type Click the appropriate radio button, Credit Card or 
ACH. The section on Enter Payment Information via 
Plastic Card provides details on submitting your 

payment through Pay.Gov using a plastic card. The 
section on Enter Payment Information via ACH 

provides details on submitting your payment through 
Pay.Gov using ACH. 

*Amount Enter the amount being submitted to DHS. Do not enter 

a decimal point or cents.  

*Check Box Click the check box to indicate that you understand the 

filing fee requirements. 

 
6. Click one of the following buttons: 

 Make Payment: Click this button the continue processing your payment. The 
Enter Payment Information page opens. Continue to sections Enter Payment 

Information via Plastic Card or Enter Payment Information via ACH for the 
remaining instructions on paying via plastic card or ACH, respectively. 

 PDF Preview: Click this button to generate this page in Portable Document 
Format (PDF) format. 

Note: This does not complete the process. You would still need to click the Make Payment 

button to continue submitting your certification fee. 

10.1 Enter Payment Information via Plastic Card 

Pay.Gov allows you to pay your certification fee with a plastic card, if you selected the Credit 

Card radio button on the DHS SEVIS School Certification Payment page. This section provides 

instruction on completing the payment process via plastic card. (If paying via ACH, see the 
section on Enter Payment Information Payment via ACH for instructions.) 

After clicking the Make Payment button, which is Step 6 of section Electronic Submission of 

Payment, the Enter Payment Information page opens. 
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Exhibit 83: Enter Payment Information Page - Plastic Card 
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1. Below is a description of the fields on this page. At a minimum, complete all fields 

indicated by an asterisk (*). 

Field Description/Explanation 

*Account Holder Name This field is pre-populated. If the information is not 

correct, make the necessary changes. 

Payment Amount This field is pre-populated and cannot be altered. 

*Billing Address This field is pre-populated. If the information is not 
correct, make the necessary changes. 

Billing Address 2 Enter additional billing address information, if needed. 

City This field is pre-populated. If the information is not 
correct, make the necessary changes. 

State/Province This field is pre-populated. If the information is not 
correct, make the necessary changes. 

Zip/Postal Code This field is pre-populated. If the information is not 

correct, make the necessary changes. 

Country Select the country to which the account holder’s bills are 

sent. 

*Card Type Select the type of plastic card. 

*Card Number Enter the plastic card number. Do not include hyphens 

or spaces. 

*Expiration Date Select the month and year in which the card expires. 

School Name Enter the name of the school system. That is the same 
information entered in Field 2 on the first page of the 
electronic certification application, not the name of the 

main campus. 

School District/ 

Affiliation/System 

If necessary, enter the name of the district, affiliation, or 

system associated with the school. 

School Code Enter your DHS-assigned school code (in 
AAA214Fnnnnnxxx format). 

School Address Enter the address of the school. 

School City Enter the city in which the school is located. 

School State Enter the state in which the school is located. 

School Zip/Postal Code Enter a valid five-digit zip code for the city in which the 
school is located. Nine-digit zip codes are optional. 

School Contact First Name Enter the first name of the SEVIS POC at the school. 
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Field Description/Explanation 

This field may contain the name of the person making 
payment, or the name in which the plastic card was 
issued.  

If the bank account from which the payment is being 
drawn is the name of an institution, enter NFN in this 

field and enter the name of the institution in the School 

Contact Last Name field. 

School Contact Middle Name Enter the middle name of the SEVIS POC at the school. 

This field may contain the name of the person making 
payment, or the name in which the plastic card was 

issued.  

If the bank account from which the payment is being 
drawn is the name of an institution, leave this field blank 

and enter the name of the institution in the School 

Contact Last Name field. 

School Contact Last Name Enter the last name of the SEVIS POC at the school. 

This field may contain the name of the person making 
payment, or the name in which the plastic card was 

issued.  

If the bank account from which the payment is being 

drawn is the name of an institution, enter the name of 
the institution in this field. 

School Contact Phone Number Enter the phone number for the SEVIS POC at the 

school. 

Amount Enter the amount being submitted to DHS. Do not enter 

a decimal point or cents.  

 
2. Click one of the following buttons: 

 Continue With Plastic Card Payment: Click this button to continue the plastic 
card payment process. The section on Authorize Payment via Plastic Card 

provides instructions on authorizing your certification payment via plastic card. 

 Cancel: Click this button to stop the process and return to the Form Search 

Results page. 

 Return to Your Form: Click this button to stop the process and return to the 

DHS SEVIS School Certification Payment page. 

10.1.1 Authorize Payment via Plastic Card 

After clicking the Continue with Plastic Card Payment button, which is Step 2 of the section 

Enter Payment Information via Plastic Card, the Authorize Payment page opens.  
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Note: The information on this page has been redacted for privacy reasons. 

Exhibit 84: Authorize Payment Page - Plastic Card 

 

1. This page provides summary information of the data entered on the previous pages. If 
any information is incorrect, click the Edit This Information link at the top of the 

page. 

2. If you wish to receive an email confirmation of this payment, enter your email 

address in the Email Address field and reenter it in the Confirm Email Address 
field. 

3. Click the check box to authorize a charge to your card account. 

4. Click one of the following buttons: 

 Submit Payment: Click this button to finalize the payment process. 

 Cancel: Click this button to stop the process and return to the Form Search 
Results page. 
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 Return to Your Form: Click this button to stop the process and return to the 

DHS SEVIS School Certification Payment page. 

10.2 Enter Payment Information via ACH  

Direct payment of fees may be made via accounts with American Banking Association routing 
numbers (for example, an existing U.S. checking or savings account from which the funds will 
be drawn). If you selected the ACH radio button on the DHS SEVIS School Certification 

Payment page, this section provides instruction on completing the payment process via ACH. (If 
paying via plastic card, see the section on Enter Payment Information via Plastic Card for 

instructions.) 

After clicking the Make Payment button, which is Step 6 of section Electronic Submission of 
Payment, the Enter Payment Information page opens. 

Exhibit 85: Enter Payment Information Page – ACH 
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1. Click the About ACH Debit link at the top of the page for detailed information 

regarding debit payments. 

2. Below is a description of the fields on this page. At a minimum, complete all fields 
indicated by an asterisk (*). 

Field Description/Explanation 

*Account Holder Name This field is pre-populated. If the information is not 

correct, make the necessary changes. 

Payment Amount This field is pre-populated and cannot be altered. 

*Account Type Select the type of bank account from which the funds will 

be drawn. The options are: Personal Checking, Personal 
Savings, or Business Checking. 

*Routing Number Enter the routing number for your bank. It is the first set 
of numbers imprinted in the bottom left corner of your 
check. 

*Account Number Enter the number for the account from which the 
payment will be made. It is the second set of numbers 

imprinted in the bottom left corner of your check. 

*Confirm Account Number Reenter your account number. 

Check Number Enter the check number. It is the third set of numbers 

imprinted in the bottom left corner of your check. 

Note: Leave this field blank if the Account Type is 

Savings Account. 

Payment Date This field is pre-populated with the next available 
payment date and cannot be altered. 

School Name Enter the name of the school system. That is the same 
information entered in Field 2 on the first page of the 

electronic certification application, not the name of the 
main campus. 

School District/ 

Affiliation/System 

If necessary, enter the name of the district, affiliation, or 

system associated with the school. 

School Code Enter your DHS-assigned school code (in 

AAA214Fnnnnnxxx format). 

School Address Enter the address of the school. 

School City Enter the city in which the school is located. 

School State Enter the state in which the school is located. 
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Field Description/Explanation 

School Zip/Postal Code Enter a valid five-digit zip code for the city in which the 
school is located. Nine-digit zip codes are optional. 

School Contact First Name Enter the first name of the SEVIS POC at the school. 

This field may contain the name of the person making 
payment, or the name in which the plastic card was 

issued. 

If the bank account from which the payment is being 
drawn is the name of an institution, enter NFN in this 

field and enter the name of the institution in the School 

Contact Last Name field. 

School Contact Middle Name Enter the middle name of the SEVIS POC at the school. 

This field may contain the name of the person making 
payment, or the name in which the plastic card was 

issued.  

If the bank account from which the payment is being 

drawn is the name of an institution, leave this field blank 
and enter the name of the institution in the School 

Contact Last Name field. 

School Contact Last Name Enter the last name of the SEVIS POC at the school. 

This field may contain the name of the person making 

payment, or the name in which the plastic card was 
issued.  

If the bank account from which the payment is being 

drawn is the name of an institution, enter the name of the 
institution in this field. 

School Contact Phone 

Number 

Enter the phone number for the SEVIS POC at the 
school. 

Amount Enter the amount being submitted to DHS. Do not enter a 

decimal point or cents.  

 

3. Click one of the following buttons: 

 Continue With ACH Payment: Click this button to continue the ACH payment 
process. See the section Authorize Payment via ACH for more information. 

 Cancel: Click this button to stop the process and return to the Form Search 
Results page. 

 Return to Your Form: Click this button to stop the process and return to the 
DHS SEVIS School Certification Payment page. 
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10.2.1 Authorize Payment via ACH  

After clicking the Continue with ACH Payment button, which is Step 3 of section Enter 
Payment Information via ACH, the Authorize Payment page opens.  

Note: Information on this page has been redacted for privacy reasons. 

Exhibit 86: Authorize Payment Page – ACH 
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1. This page provides summary information of the data entered on the previous pages. If 

any information is incorrect, click the Edit This Information link at the top of the 
page. 

2. If you wish to receive an email confirmation of this payment, enter your email 

address in the Email Address field and reenter it in the Confirm Email Address 
field. 

3. Click the check box to indicate your agreement with the authorization and disclosure 
language. 

4. Click one of the following buttons: 

 Submit Payment: Click this button to finalize the payment process. 

 Cancel: Click this button to stop the process and return to the Form Search 

Results page. 

 Return to Your Form: Click this button to stop the process and return to the 

DHS SEVIS School Certification Payment page. 

11 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 
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, in SEVIS, of a campus that has a valid digital certificate. 

If a school wishes to use the batch interface, the PDSO must register the campus and ensure that 

the campus has a valid digital certificate. Schools that include multiple campuses must register 
each campus. 

Note: Prior to registering the campus for use with SEVIS, download the digital certificate files 
with the “.cer” and “.pem” 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 campus that has a valid digital certificate, a PDSO performs the following steps: 

1. Navigate to the School Information page for the school to be registered. This page can 

be reached from the Listing of Schools page by clicking the appropriate link in the 
Name of School column. 

2. On the School Information page, click the Register for Batch Processing link. 

3. Carefully read the “Acceptance of DHS Regulations and SEVIS Batch Interface 
Security Requirements” on the Batch Process Registration page. (You should print 

this page for future reference.) If you agree to the terms, click the Accept button. The 
Upload Certificate page displays. 

4. Select the campus you wish to register for batch processing. You may use the Ctrl 

key to select multiple campuses. 
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5. Use the Browse button to locate either the file with the “.cer” extension or the file 

with the “.pem” extension. Highlight the file name and click the Open button. The 
Upload Certificate page 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 page 
opens. However, if the system cannot validate the certificate and credentials, an error message 

opens. Only digital certificates issued by VeriSign are valid for use with SEVIS. 

Note: The SEVIS website (http://www.ice.gov/sevis/schools/batch.htm) contains additional 
information regarding the SEVIS Batch Interface process. 

12 OPERATING INSTRUCTIONS 

12.1 Initiate Operation 

SEVIS requires the use of Internet Explorer Version 5.0 (or higher), Adobe Acrobat Version 5.0, 
and a Laser printer – a Laser Postscript printer with 32 MB of RAM (96 MB is recommended) or 

a Laser printer with 32 MB of RAM (64 MB is recommended). 

Note: If you do not already have Adobe Acrobat Version 5.0 or higher installed on your 
computer, refer to the instructions in Appendix C, Download the Latest Version of Adobe 

Acrobat Reader. 

You must also have a SEVIS user ID and password to access the system. When you access 

SEVIS, the SEVIS Login page opens. To log into SEVIS, perform the following steps: 

1. Enter your user ID in the User Name field. 

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 page opens. 

12.2 Maintain Operation 

After 18 minutes of inactivity, a message will display informing you that your session is about to 
expire. Click OK to continue working in SEVIS. If you click this button after 20 minutes of 

inactivity, a message will display to inform you that your session has expired. Click OK to open 
the SEVIS Login page. Any unsaved data will be lost. 

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

Logout on the navigation bar to properly exit SEVIS. 

12.3 Terminate and Restart Operations 

You may log off SEVIS at any time by clicking the Logout link on the navigation bar. Click the 
Close button in the upper-right corner of the browser toolbar to close the browser window. 

http://www.ice.gov/sevis/schools/batch.htm
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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. 

13 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.” The SEVIS Help Desk is 
available 8 a.m. to 6 p.m. Eastern Time, Monday through Friday. 

You will be redirected to the SEVIS Login page in 10 seconds. When returned to the SEVIS 
Login page, you should log into the system and continue working. If the message displays again, 
contact the SEVIS Help Desk. 

14 HELP FACILITIES 

To report SEVIS-related issues or problems, contact the SEVIS Help Desk at (800) 892-4829 

during the hours of 8 a.m. to 8 p.m. Eastern Time, Monday through Friday. 
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Appendix A: Acronyms and Abbreviations 

Acronym 

Abbreviation 
Definition 

ACH Automated Clearing House 

ARO Alternate Responsible Officer 

DHS Department of Homeland Security 

DoS Department of State 

DSO Designated School Official 

EV Exchange Visitor 

ID Identification 

LPR Lawful Permanent Resident 

MB Megabyte 

NFN No First Name 

PDF Portable Document File 

PDSO Principal Designated School Official 

POC Point Of Contact 

RAM Random Access Memory 

RFE Request for Evidence 

RO Responsible Officer 

RTI Real-Time Interactive 

SEVIS Student and Exchange Visitor Information System 

SEVP Student and Exchange Visitor Program 

U.S. United States 

U.S.C. United States Code 
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Appendix B: Download the Latest Version of Adobe Flash Player 

In order to view the tutorial, you must have Adobe Flash Player installed on your computer. 
Perform the following steps to download the latest version of Adobe Flash Player: 

1. Click the Get Plug-Ins link on the SEVIS navigation bar. The SEVIS Plug-Ins page will 

open. 

2. Click the Adobe Flash button. A message will display indicating that you are leaving 

SEVIS. 

3. Click OK and the Adobe Flash Player web page (http://get.adobe.com/flashplayer/) will 
open in a new browser window.  

4. Follow the instructions on the Adobe Flash Player web page to install the Flash Player. 

 

http://get.adobe.com/flashplayer/
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Appendix C: Download the Latest Version of Adobe Acrobat Reader 

SEVIS enables you to print forms to a designated printer through Adobe Reader. Perform the 
following steps to download the latest version of Adobe Reader: 

1. Click the Get Plug-Ins link on the SEVIS navigation bar. The SEVIS Plug-Ins page will 

open. 

2. Click the Get Adobe Reader button. A message will display indicating that you are 

leaving SEVIS. 

3. Click OK and the Adobe Reader web page (http://get.adobe.com/reader/) will open in a 
new browser window.  

4. Follow the instructions on the Adobe Reader web page to install the Adobe Reader. 

 

http://get.adobe.com/reader/
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Appendix D: Sample Certification Application (Form I-17) 
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