User Manual for Exchange Visitor
Program Sponsor Users (RO/AROQO)
of SEVIS Version 5.8: Volume I
Forms DS-3036 and DS-3037

April 18, 2008

“a/. Homeland

X Security




User Manual for Exchange Visitor Program Sponsor Users (RO/ARO)
of SEVISVersion 5.8: Volume | Forms DS-3036 and DS-3037

Revisions

The following revisions have been made to this manual for release 5.8:
e Section 2.3.3.12: Add an Existing Official asan ARO
— Anofficia’stitle can be updated
e Section 2.3.2.13: Update an Existing Officia’s Information
— Anofficia’stitle can be updated
e Section 2.7.5: Complete the Annual Report
— The due dates for the annual reports have been added
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1. INTRODUCTION

This manual iswritten as aresource for Exchange Visitor Program Sponsor users, that is,
Responsible Officers (ROs) and Alternate Responsible Officers (AROSs) of the Student and
Exchange Visitor Information System (SEVIS). It is presented in two separate volumesin order
to delineate the Form DS-2019, and Form DS-3036, DS-3037, and other program updates. This
volume addresses the procedures for performing program updates. This user manual reflects the
changesto SEVIS effective with Release 5.8.

1.1 Resources

To obtain administrative guidance on the Exchange Visitor Program, the Exchange Visitor
Program regulations (22 CFR Part 62), or program or exchange visitor iSsues or concerns,
contact the Office of Exchange Coordination and Designation, Bureau of Educational and
Cultural Affairs, Department of State:

e Academic and Government Programs Division (AG)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/AG - SA-44, Room 820

301 4th Street, SW

Washington, DC 20547

Telephone: 202-203-5029

Fax: 202-453-8640

Responsible for the administration and oversight of the following categories:
— Government Visitor

— International Visitor

— Professor

— Research Scholar

— Short-Term Scholar

— Specidist

— Student (College/University)

e Private Sector Programs Division (PS)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/PS - SA-44, Room 734

301 4th Street, SW

Washington, DC 20547

Telephone: 202-203-5096

Fax: 202-203-5087
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Responsible for the administration and oversight of the following categories:
— Alien Physician

— AuPar

— Camp Counselor

— Intern

— Student (Secondary/High School)

— Summer Work/Travel

— Teacher

— Tranee
To obtain technical assistance with SEVIS, contact the SEVIS Help Desk at 800-892-4829. The
SEVIS Help Desk is available from 8 am. to 8 p.m. Eastern Time, Monday through Friday.
Calls made at other times will be recorded for response the next business day.

All questions relative to regulation or policy must be directed to the appropriate Division within
the Office of Exchange Coordination and Designation.

See Attachment A, Resources, for additional resource information.

1.2 Purpose of SEVIS

SEV IS facilitates timely reporting and monitoring of international students, exchange visitors
(EVs), and their dependents in the United States. SEVISis an Internet-based application for
electronically monitoring and reporting on these individuals. SEV1S enables schools and
program sponsors to transmit electronic information to the Immigration and Customs
Enforcement (ICE) bureau and the Department of State (DoS) throughout a student’sor EV's
program in the United States.

SEVIS enables the submission of designation applications. Once designated as an Exchange
Visitor Program sponsor, users may update program sponsor information, submit updates to DoS
that require approval, and create and update J-1 EV and J-2 dependent records (that is, records of
an accompanying spouse and minor, unmarried children). The DoS Office of Exchange
Coordination and Designation has the capability to review and approve certain updates made to
program sponsor and EV records using SEV1S, and the ROs and AROs will be notified by email
of the results.

This manual contains instructions for accessing SEV IS with a permanent user identification (1D)
and password; creating and processing Forms DS-3036 and DS-3037 Exchange Visitor Program
Application; viewing aerts on EV's; and viewing and printing a variety of reports.

1.3 Privacy Act Considerations

Accessto SEVISisrestricted to authorized users. SEVIS contains confidential information
concerning internationa students, EV's, and their dependents. Unauthorized access to and
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disclosure of thisinformation could affect the privacy to which individuals are entitled under
Section 552a of Title 5, U.S. Code. Thisinformation is protected by the Privacy Act, aswell as
by Federal and agency regulations. Exhibit 1, Criminal Penalties, providesinformation on the
penalties for unauthorized access and disclosure of thisinformation.

Exhibit 1: Criminal Penalties

Criminal Penalties

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

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

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

1.4 Security Reminder

SEVIS was devel oped to maintain multiple levels of security in both the real-time and batch
systems to help protect against unauthorized access. One of the most important actions that you
can take isto safeguard your user 1D and password. Your SEVIS user ID and password are
intended for your use only. Do not share your user ID and password with any other person and
do not keep awritten record of your user ID and/or password in alocation that can be accessed
by others. For program sponsor officials, the Exchange Visitor Program regulations (22 CFR
62.71(b) and 62.79(a)(3)) specifically address thisissue.

If you suspect that your password has been compromised, you can reset it using the Request
Password Reset link on the SEVIS Login screen located at https.//egov.ice.qgov/sevig or the
Change Password link on the navigation bar. Alternatively, you can contact the SEVIS Help
Desk at 800-892-4829 to have your password reset.

If you believe that an unauthorized person has obtained access to international student or
exchange visitor datain one of your internal systems (e.g., local batch system) or if you believe
an unauthorized person has gained access to SEVIS, please notify the Department of Homeland
Security (DHS) Help Desk immediately at 888-347-7762. The DHS Help Desk is staffed 24
hours a day and can assist with security concernsonly. All other SEVIS concerns or questions
should still be directed to the SEVIS Help Desk at 800-892-4829. 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 RO and ARO(s) and program technical and security contacts, as appropriate.
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The DHS Help Desk will contact the Student and Exchange Visitor Program (SEVP) office
immediately. SEVP will work with you to take appropriate steps to protect and prevent loss of
SEVISinformation. Such actions to be taken may include issuing new SEVIS user IDs and
passwords as well as loading new security certificates for the SEVIS batch upload process, if
applicable. Additionally, school and sponsor officials who believe that their internal systems
may have been compromised should follow their local formal security procedures.

System security is a serious matter. SEVP is committed to addressing any system security
concerns or issues that may arise. If you need assistance, please contact the program office at
202-305-2346.

1.5 Acronyms and Abbreviations

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

1.6 Disclaimer

All persons, schools, programs, 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.

The term “status’ is used extensively throughout this manual. Unless otherwise noted, the term
“status’ refersto the EV or dependent’s statusin SEVIS.
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2. DESCRIPTION OF SYSTEM FUNCTIONS

The following sections provide step-by-step instructions for using SEVIS. Included are
directions for modifying the Form DS-3036, DS-3037, and other program updates. Instructions
for creating, issuing, and modifying Forms DS-2019 for EV's and dependents are discussed in
Volumell of this manual.

21 Overview of Screen Components

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

Exhibit 2, SEVIS Listing of Programs Screen and Screen Components, is an example of a screen
that displays when logged into SEVIS. It includes various options that are available on the
navigation bar and links that are available from within the list of program sponsors. The screen
components are labeled with the terms used in this manual.
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Exhibit 2: Listing of Programs Screen and Screen Components

‘3 SEVIS 1 Eligibility Launch Page - Microsoft Internet Explorer - IEI |£|
J File Edit ‘Wiew Favarites Tools  Help | ?,'
™ A = e ; 1 5 &
- | - v ) oL - -
J c Bla‘ck (= ) l_LI Ig u | v Search . Favorites {_} | =N H \_J ﬁ 3
JAddress 2_‘]https:j.fegov.ice‘gov,l’sevis;’ j Go
Kaw, [US. Immigrations ) ol o
\g nd Customs . SRR B i Student & Exchange Yisitor EVI
ey Enforcement A 7 - ] Information System

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

ARD, RO
Get Adobe Reaﬁﬁ

Listing of Programs
* Indicates an alert for that program
Mame of Program Location {City /State} Status Role Commands
Arnetican Au Pair Agencd Tne. Anytouwn, WA PROGRAM ACTIVE RO Search Mew Exchange Wisitor # plarks EW Lists Reports
Research Center Washington, DG PROGRAM ACTIVE ARC  Search Mew Exchange Visitor EV Lists Reports
Whizpering Pines Institut FAIRFAR, WA PROGRAM ACTIVE ARC Search Mew Exchange Wisitor EY Lists Reports

e

Navigation Bar

Browser Toolbar

SEVIS Role

211 SEVIS Screen Components
The following isalist of components that may be available on SEVIS screens.

e Browser Toolbar—The toolbar displayed by the browser used to access SEVIS.

e Navigation Bar—The navigation bar lists the role(s) for the logged-in user on the right
side and the following functions:

— Main—Used to access the Main screen or, if you perform as a program sponsor user
and a school user, the screen from which you select either the Listing of Programs
(Jvisa) or Listing of Schools (F and M visas) link to display the list of programs or
schools for which you are an authorized user

— Listing of Schools—Used to access the listing of schools for which you are
authorized if you are an RO or ARO and an official for a SEVIS school (that is,
Principal Designated School Official [PDSO] or Designated School Official [DSO])

— Listing of Programs—Used to access the listing of programs for which you are
authorized if you are an RO or ARO and an official for a SEVIS school (that is,
PDSO or DSO)
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2.1.2

— Help—Used to access Online Help for SEVIS

— Tutorial—Used to view a brief demonstration of how to use SEVIS

— Logout—Used to exit the system

— Message Board—Used to view SEVIS messages from DHS and/or DoS

— Change Password—Used to change your password (see Section 2.2.1.2, Change
Password Voluntarily, for instructions)

— Get Adobe Reader—Used to access the Adobe web site and download the latest
version of Adobe Reader (used for printing Forms), if Version 5.0 or higher is not
installed on the computer being used (see Appendix B, Download the Latest Version
of Adobe Reader, for instructions)

Additional SEVIS Screen Components

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

213

Scroll Bar—Thisisthe part of awindow that enables users to see additional information.
SEV IS uses scrollbars on the bottom or the right side of some windows.

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

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

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

— Command Buttons—Click to execute acommand. For example, clicking this button
[ Print Draft_| o\ ap)| s users to print adraft copy of a Form.

— Radio Buttons CI ick to make one selection. Only one radio button can be
selected at atime.

Other Input Methods
— Check Boxes o —Click to make one or more selections. Click the box again to
remove the check mark.

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

Online Help Functions

Online Help is always available by clicking the Help link on the navigation bar at the top of
SEVIS screens. Doing so opens a new browser window containing Online Help. The left panel
(part of the window) contains alist of Online Help topics, and the right panel contains the text
associated with the topic selected. Exhibit 3, Help Screen, is an example of the screen that
displays after clicking the Help link.
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Note: The Online Help requires the use of Java Script; it does not function properly if Java
Script is disabled.

Exhibit 3: Help Screen

| @ Conterits m Index @ Search

Help on Help

@ General Topics
D Help an Help
D SEVIS Owerview, Background [nfarmal

Systerm R equirsments STLJ DENT & EXCHANGE ViSITOR
Department af State [nformation

Help Irformation INFORMATION
Lag Inta/0ut of SEVIS
94

SYSTEM
Message Board Infarmation
Uszer ID and Password Information
Alert Information
Programs

Exchange Yigitors
Eatch Interface
[rata Definitions

How to Use SEVIS Help

Help is always available in SEVIS. Click the Help link on the navigation bar at the top of the screen to open this
new browser window. Then:

® The table of contents displays in the left panel; click a folder to display a list of topics. Click a topic nams
to view the Online Help texd for that topic in the right panel {this is the right panel).

aor

® Click the Index button. Enter a keyword or pariallcaussard.in the text box provided, or scroll through the
= lict us_in_g the scroll bar on the rieke=" B ""d-inthe_le_ft_ panel to view the

2.1.3.1 Online Help Table of Contents

To use the Online Help table of contents, perform the following:

1. Click the Contents (@) button.

2. Intheleft panel, click afolder to display alist of topics.

3. Click atopic name to view the Online Help text for that topic in the right panel.

2.1.3.2 Online Help Index
To use the index, perform the following:
Click the Index (m) button.

2. Enter akeyword or partial keyword in the text box provided and press the Enter key.
or

Scroll through the list using the scroll bar on the right side of the left panel.
3. Click akeyword in the |eft panel to view the Online Help text for the topic in the right panel.
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2.1.3.3 Search Online Help
To search on aword or phrase, perform the following:

1. Click the Search (@) button.

2. Type search criteriain the text box provided and press the Enter key. The search results
display in the left panel asalist of topics containing the word or phrase entered.

3. Click atopic name to view the Online Help text for that topic in the right panel.

2.1.3.4 Hide/Show the Left Panel
To hide and show the left panel of the Online Help screen, perform the following:

1. To hidetheleft panel, click the Hide (@) button in the upper-right corner of the left panel.

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

2135 Jumps

To use the jJump feature, perform the following:

1. When viewing the Online Help text for atopic in the right panel, click an underlined word or
phrase to jJump to a new topic.

2. Toreturn from ajump, click the Back button on the browser toolbar.

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

2.1.3.6 Close Online Help
To close Online Help, click the Close () button in the upper-right corner of the Help screen.

214 Print the Online Help Topics

Printing the Online Help is different for Internet Explorer and Netscape browser users. Itis
important to note that the entire Online Help cannot be printed, no matter which browser is used.
Only the topic currently being viewed can be printed (that is, one topic at atime).

2.1.4.1 Internet Explorer Users
Perform the following stepsto print an Online Help topic using Internet Explorer:
1. Click anywherein the right panel.

2. Click the Print ( o button on the browser toolbar. The topic currently being viewed prints
to the designated printer.

or
1. Click anywherein the right panel.
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2. Select Print from the File menu. A Print window displays.
If necessary, click the General tab to move it on top of the other tabs.

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

5. Click the Print ( ot button to print to the designated printer.

2.1.4.2 Netscape Users
Perform the following stepsto print an Online Help topic using Netscape:
1. Click anywherein the right panel.

2. Click the Print ( o button on the browser toolbar. The topic currently being viewed prints
to the designated printer.

or
1. Click anywherein the right panel.

2. Select Print from the File menu. A Print window displays.

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

4. Click OK to print to the designated printer.

21.5 Tutorial

To view a SEVIS demonstration, click the Tutorial link on the navigation bar. Follow the
instructions on the screens of the demonstration. Click the Close (Xl) button in the upper-right
corner of the window to close the demonstration at any time.

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

Note: Adobe Flash Player must be installed on the computer in order to view the tutorial. If
Adobe Flash Player is not installed on the computer being used, see Appendix C, Download the
Latest Version of Adobe Flash Player, for downloading instructions.

2.2 Accessing SEVIS

A user ID and password are required to access SEVIS. The system also requires use of the
following:

e Internet Explorer Version 5.0 or higher or Netscape Version 4.7 or higher
e Adobe Reader Version 5.0 or higher—If Adobe Reader Version 5.0 or higher is not

installed on the computer being used, see Appendix B, Download the Latest Version of
Adobe Reader, for instructions.

10
April 18, 2008



User Manual for Exchange Visitor Program Sponsor Users (RO/ARO)
of SEVISVersion 5.8: Volume | Forms DS-3036 and DS-3037

e Laser printer—Laser Postscript printer with 32MB of random access memory (RAM)
(96MB is recommended) or a Laser printer with 32MB of RAM (64MB is
recommended).

e Adobe Flash Player—Adobe Flash Player must be installed on the computer in order to
view thetutorial. If Adobe Flash Player is not installed on the computer being used, see
Appendix C, Download the Latest Version of Adobe Flash Player, for downloading
instructions.

An authorized user must have a permanent user ID and password to access SEVIS. When
approved to use SEVIS, you will receive an email message containing your user 1D and a second
message containing a secure link to SEVIS. The secure link is associated with your user ID only
and is active for 30 days. It can only be used to create a password for your user ID.

To usethe link and create your password, perform the following:

1. Click thelink contained in the email message. The system displays the Set Password screen.
Exhibit 4, SEV1S—Set Password Screen, is an example of the screen.

Exhibit 4: SEVIS—Set Password Screen

s gD __ T —
and Customs ; 3 Vgt Student & Exchange ¥isitor SEVIS
forcement ; Information System

Confirm password: I
Set Password

Enter your user ID in the Username field.

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

Enter the password again in the Confirm Password field.

Click the Set Password button. The system displays a message stating that you have
successfully created a password. If the password is not successfully created, a message
indicating the reason will display and you will be able to enter the appropriate data.

6. Once the password is successfully created, click OK and the system will display the SEVIS
Login screen. Exhibit 5, SEVIS Login Screen, is an example of the screen.

o

Note: After creating your password, use the SEVIS Login screen (https://egov.ice.gov/sevis) to
access SEVIS and perform all of your SEVIS-related tasks.
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REMINDER: You mustloginto SEVIS at least once every 90 days to keep your SEVIS
password active.

Exhibit 5: SEVIS Login Screen

igratio L2 % -
3 s i " Student & Exchange Visitor . Yi R
Enforcement g .‘f \-‘ Information System j ‘_ =

221 Guidelines for Passwords
The email you receive from SEVIS when approved to use the system, and the Online Help,

provide specific requirements for SEVIS passwords. General guidelines for SEVIS passwords
areasfollows:

e You cannot reuse any of your previous Six passwords.

e SEVIS passwords have a maximum life span of 90 days. When logging into SEVIS after
90 days, the system automatically displays the Change Password screen. See
Section 2.2.1.1, Change Password Every 90 Days, for instructions.

e Protect your password. If you suspect that your password has been compromised and
you are unable to change it using the Change Password link or the Request Password
Reset link, contact the SEVIS Help Desk at 800-892-4829 to have your password reset.
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e SEVISuser IDs and passwords are suspended after three unsuccessful log-in attempts.
Use the Request Password Reset link on the SEVISLogin screen (see Section 2.2.1.3,
Request Password Reset, for instructions) or contact the SEVIS Help Desk at
800-892-4829 to have your access to SEVIS reinstated.

e Do not share your user ID and password. At no time and under no circumstances is your
SEVISuser ID and password to be shared with anyone, either on atransitory or
permanent basis (see 22 CFR 62.71(b), Control and Production of the Electronic
Form DS-2019, and 62.79(a)(3), Sanctions).

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

REMINDER: You must loginto SEVIS at least once every 90 daysto keep your SEVIS
password active.

2.2.1.1 Change Password Every 90 Days

Y ou must change your password every 90 days. After 75 days, when you log into SEVIS, the
system displays a message asking if you would like to change your password at that time. If you
click:

e Yes, the Change Password screen will display.

e No, you will belogged into the system.

After 90 days, when logging into SEVIS, the system automatically displays the Change
Password screen and you must change your password.

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

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

2. Enter your new password in the New Password field.
Note: Y ou cannot reuse any of your previous six passwords.
WARNING: Be careful when entering a password.

e Caps Lock—Passwords are case sengitive. If the Caps Lock key on the keyboard is
turned on and you intend to enter “abcdeF9#”, the system reads the following
password: ABCDEf9#. To SEVIS, these passwords are not the same.

e Numeric Keypad—If using the numeric keypad to enter numbers, be sure to turn on
the Num Lock key. Otherwise, enter numbers using the keys above the top row of
alphabetic characters on the keyboard.

Enter your new password again in the Confirm New Password field.

4. Click the Change Password button. The system displays a message stating that the
password has been changed. If the password is not successfully created, a message stating
the reason displays and you will be able to enter the appropriate data.
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5. Click OK to access SEVIS.

Note: If at any time, you suspect that your password has been compromised and you are not
ableto changeit using the Change Password link or the Request Password Reset link,
contact the SEVIS Help Desk at 800-892-4829 to have your password reset.

REMINDER: You must loginto SEVIS at least once every 90 daysto keep your SEVIS
password active.

2.2.1.2 Change Password Voluntarily
Y ou may change your password using the Change Password link on the navigation bar.

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

To change your password, perform the following:
1. Loginto SEVIS.

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

Enter your current password in the Old Password field.

Enter your new password in the New Password field.

Note: You cannot reuse any of your previous six passwords.

Enter the new password again in the Confirm New Password field.

6. Click the Change Password button. The system displays a message stating that the
password has been changed.

7. Click OK to return to SEVIS.
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REMINDER: You mustloginto SEVIS at least once every 90 daysto keep your SEVIS
password active.

2.2.1.3 Request Password Reset

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

e You have forgotten your SEVIS password.

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

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

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

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

1. Click the Request Password Reset link on the SEVIS Login screen. The Request Password
Reset screen displays.
Enter your SEVIS user ID in the User Name field.

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

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

REMINDER: You must loginto SEVIS at least once every 90 days to keep your SEVIS
password active.

222 Additional Information About the SEVIS Login Screen
Additional information about the SEVIS Login screen follows:

e Reset button—Click this button to clear all entries on the screen.
e Register for New Account link—Thislink isused to create atemporary user ID and

password and compl ete the Form DS-3036, Exchange Visitor Program Application. This
link is not used to obtain a permanent user 1D and password.

e Request Password Reset link—Usethislink if you have forgotten your password or
your SEVIS account islocked. See Section 2.2.1.3, Request Password Reset, for
instructions.

Note: After 20 minutes of inactivity, your session will time out and you will haveto login again
in order to use SEVIS. Thiswill also happen if you log out of the system improperly; that is,
using the Close button in the upper-right corner of the browser window. Always use the Logout
link on the navigation bar to properly exit SEVIS.
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223 Log Into SEVIS

After creating your initial password, you will use the SEVIS Login screen to access SEVIS and
perform all of your SEVIS-related tasks.

Tolog into SEVIS, perform the following:

1. Accessthe SEVISLogin screen at https.//egov.ice.gov/sevis/. A Security Alert window
displays.

2. Click Yes to continue to the SEVIS Login screen (see Exhibit 5).

Enter your user ID in the User Name field.

Enter your password in the Password field.
WARNING: Be careful when entering a password.

e Caps Lock—Passwords are case sensitive. If the Caps Lock key on the keyboard is
turned on and you intend to enter “abcdeF9#”, the system reads the following
password: ABCDEf9#. To SEVIS, these passwords are not the same.

e Numeric Keypad—If using the numeric keypad to enter numbers, be sureto turn on
the Num Lock key. Otherwise, enter numbers using the keys above the top row of
alphabetic characters on the keyboard.

5. Pressthe Enter key or click the Login button. The system displays the Paperwork
Reduction Act notice.

6. Read theinformation and click the I Have Read and Understand This Notice button to
continue. One of the following will occur:

e |f there are message board postings, the Message Board screen will display.
e |f there are no message board postings and you are authorized as an:
— RO or ARO only, the Listing of Programs screen will display.

— RO or ARO and a school officia (that is, PDSO or DSO), the Main screen will
display. You must select alink to view the Listing of Programs screen or the Listing
of Schools screen.

REMINDER: You must loginto SEVIS at least once every 90 daysto keep your SEVIS
password active.

224 Log Out of SEVIS

To exit SEVIS at any time, click the Logout link on the navigation bar. Exhibit 6, Navigation
Bar—Logout Link, shows the location of the link.

WARNING: If you click the Close button in the upper-right corner of 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 will display: “A user isaready logged on with
thisuser name.” Use the Logout link on the navigation bar to properly exit SEVIS.
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Exhibit 6: Navigation Bar—Logout Link

&S Us. immigraioil ‘ n "—
| d Customs SRS - g Student & Exchange Visitor
N emel = Information System

Get Adobe Reader

Ny

Note: If the system should lockup at any time, click the Close () button in the upper-right
corner of the browser window to exit SEVIS. If you try to access the system before the end of

20 minutes, the following message will display: “A user is aready logged on with this user
name.”
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2.3 Updating Program Information (Forms DS-3036 and DS-3037)
SEVIS enables ROs and AROs to use the Form DS-3037 to update program information and
perform tasks such as requesting brochures; requesting an allotment of Forms DS-2019; and
adding, updating, and deleting AROs. To perform these tasks, begin by selecting the appropriate
program sponsor in the Name of Program column on the Listing of Programs screen. Exhibit 7,
Listing of Programs Screen—Program Links, is an example of the screen.

Exhibit 7: Listing of Programs Screen—Program Links

F—i Student & Exchange Visitor
— Information System
Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader
Listing of Programs
* Indicates an alert for that program
Name of Program Location {CityfState) Status Role Commands
Arnerican Au Pair Agency, Inc Anytown, VA PROGRAM ACTIVE RO Search Mew Exchange Wisitor — * Alerks EV Lists Reports
izpering Pines Institute FAIRFAR, VA PROGRAM ACTIVE  ARO Search Mew Exchange Wisitor — * Alerks EV Lists Reports
\ Program
Links
.-"""’-.-'_'_'_7 I

Certain program information can be updated by the RO or an ARO without DoS approval.
However, submitted changes for other updates must be reviewed and approved by DoS. The
tasks requiring DoS approval aso require you to print the Form DS-3036 or DS-3037 and submit
the Form and supporting documentation, if any, to DoS. Once DoS reviews and approves or
denies the change or request, the program sponsor record is updated, as necessary.

Exhibit 8, Program Sponsor Information Screen, is an example of the screen that provides links
to submit requests to DoS and make changes to the program information. The screen contains
summary information for the selected program, including program officials' information. The
left side of the screen contains three menus: Actions, Edits, and Lists/Reports. The options, or
links, on each menu provide you with the capability to complete a variety of tasks. The
procedures for making requests and/or changes to program information are described in the
following sections.
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Exhibit 8: Program Sponsor Information Screen

b4 Student & Exchange Visitor S

ity Information System

ey US. Immigratiol
and Customs
%% Enforcement

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Actions: Research Center

Change Program
Sponsor Mame

Request Allotrment
of 05-2019

Prograrn Murmber: G-7-00932
Prograrm Statuz: ACTIVE

Narme of Sponsoring Organization: Research Center

9000 Center Drive

Business Address;
Washington , DC 20001
PO Box 9000

Mailing Address:
Washington , DC 20001
Approved Categories: Research Scholar, Professor

Request Brachures
Cancel Program
Pending Reguests

Approved Occupational Categories:

Feaqister for Batch
Murmnber of DS-2019 forms from the Most Recent Allotrnent: 20

Processing
Edits: Murnber of DS-2019 Farms Remaining: 7
Date of Original Designation: 05/15/2006
Add/Update . .
Officials Date of Most Recent Redesignation: 05/15/2007

Annual Reporting Cycle: ACADEMIC
Murnber of Adtive 11 Exchange Visitors: 44
Murnber of Active 12 Exchange Visitors: 12

Updste Address

Lists / Reports:
s b Exch Official Inforgnation
Search Exchange .

2arth txchands Official Name

Visitor Tite Telephone Fax Mumber Email Address Role

Number
Dean of International Students 222-333-4444 april.day @wpi.edu ARO
Dean of Students 111-666-6666  111-666-6661  david derki@wpiedu ARO

Create Exchange April  Day
Wisitor David Derkie

Exchange Visitor
Lists

Reports Amendment Link

2.31 Actions Menu
The Actions menu may contain the following options (listed in aphabetical order):

e Amendment
e Cancel Program
e Change Program Sponsor Name
e Pending Requests
e Redesignation
e Register for Batch Processing
e Request Allotment of DS-2019
e Reqguest Brochures
These options are discussed in detail in the subsequent sections.

23.1.1 Amendment

The Amendment option enables a program sponsor to add more categoriesto itsinitial
designation, as long as those categories comply with DoS business rules (see Attachment B,
Participation by Category Matrix).
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The amendment processis similar to the initial designation process. An RO or ARO must
complete and submit an amendment to the program’ s original Form DS-3036 using SEVIS. The
completed application must also be printed and mailed with supporting documentation to DoS.
No feeisrequired and only one request can be submitted at atime. If the application is
approved, the program’ s designation will be updated to include the additional categories.

2.3.1.1.1 CoMPLETE AMENDMENT PAGE 1

To complete Page 1 of the Amendment request, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program whose current program designation is being amended. The Program Sponsor
Information screen displays.

2. Click the Amendment link on the Actions menu to display the first page of the three-page
electronic Form DS-3036, as depicted in Exhibit 9, Amendment Page 1. The screen includes
current data for the selected program.

Exhibit 9: Amendment Page 1

ey US. Immigratiol
and Customs
%/ Enforcement

Student & Exchange Visitor EVI
Information System

Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader
U.5. Department of State, Exchange Visitor Program Application-D5-3036
Office of Exchange Coordination and Designation, OMB Approval No.1405-0147, Expiration Date:07-31-2007
Amendment [page 1 of 3]
Required fields are marked with an asterisk (*).
Existing Program Mumber: G-7-00932
Marme of Sponsoring Grganization: Research Center

1.Business Address of Sponsoring Drganization :
Address : 9000 Center Drive
City : Washington
State: DC
Z2ip Code : 20001

2.Mailing Address of Sponsoring Organization (if different from Business Address) :

Address : PO Box 9000
City : Washington
State: DC
Zip Code: 20001

3.Type of Application : Amendment

4.*Name and Title of CED (or equivalent) :

*Last Name : IWenzeI

*First Name t [Donald

Middle Name : I Suffix : I ;I
*Tite : IPresident

5.%Program Sponsoris a:

U.5. Federal Government Agency Yas
'For-Profit' Drganization No
Save Draft Reset Values Hext Print Draft
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3. If necessary, modify Section 4, Name and Title of CEO [Chief Executive Officer] (or
equivalent).

4. Click one of the following buttons:

Save Draft | After completing the required fields on Page 1, click this button to save the
data entered on this page.

Note: You do not need to click this button before advancing to the next
page of the Form DS-3036. SEVIS automatically saves data when the
Next button is clicked.

Reset Values | Click this button to return all unsaved entries on the page to the previous
values.

Next Click this button to automatically save the data entered on Page 1 and
advance to Page 2 of the amendment request.

Print Draft | Click this button to print a draft copy of the amendment request.

It is recommended that you print the draft Form DS-3036 prior to
submission of the Form in SEVIS. Printing the draft Form allows you to
review a paper copy of the datafor accuracy. Necessary corrections may
be made prior to submission of the Form. See Section 2.4, Print a Form
DS-3036, Form DS-3037, or Draft Form, for printing instructions.

2.3.1.1.2 COMPLETE AMENDMENT PAGE 2

Exhibit 10, Amendment Page 2, is an example of the screen used to enter information regarding
the category(ies) to be added. Refer to Attachment B, Participation by Category Matrix, for
guidance on which categories may be added to the program.

Note: The Exchange Visitor Program regulations provide for specific categories for education
and cultural exchanges. Each of the 15 categories has specific requirements, set forth in

22 CFR Part 62 Subpart B. Currently designated sponsors with approval to accept participantsin
certain categories cannot amend their programs. Although SEVIS may enable you to complete
and submit an amendment request, these programs should not be amended. DoS will deny the
amendment request. The categories that cannot be amended are as follows:

e AlienPhysician

e AuPair

e Camp Counselor

e Secondary Student

e Summer Work/Travel

e Teacher
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Exhibit 10: Amendment Page 2
:."""' '—
1}

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

Message Board | Change Password Get Adobe Reader
Amendment [page 2 of 3]
Required fields are marked with an asterisk (*).

[y, US. Immigration
\g. and Customs
vimeee Enforcement

7. *Participation by Category (Indicate total ber and approximate duration of participation in each category.):

Type Number Duration Type Number Duration
Alien Physician | | [ MoNTH(S) | Short-Term Scholar | | [MonTH(S) =]
Au Pair | | [MoNTH(S) ~| Spacialist | | |MONTH(S) =]
Camp Counselor | | [monTHis) -] gohlll‘:;re“;"'University | | [monTHis) =]
Government ¥isitor | | |MONTH(S) | student, Secondary | | MonTH(S) = |
Intern | | |MonTH(E) | Summer Work/Travel | | |monTHs) = |
International Visitor | | [monTH(S) =] Teacher | | [monTHis) =]
Professor | | [MonTH(E) =] Trainee | | [monTHes) =
Research Scholar | | | MoNTH(S) ~|

#. *Dccupational Category (if the category selected is Trainee or Intermn):
o Agriculture, Foresty and Fishing
o Arts and Culture
I_ Aviation
if selected, enter
FAA Certification Number

under 14 CFR part 14l:| Expiration date: I (MMADDAYYYY)

if FAA certified, select

o Accredited with one of the "Mationally Recognized Accrediting Agencies and Associations' or a member of the Council on
Post Secondary Accreditation

(" Applied for Accreditation
' tlear Selection
Construction and Building Trades
Education, Social Sciences, Library Science, Counseling and Social Services
Health Related Dccupations
Hospitality and Tourism

Inf L:1 Media and €. ications

t, Busi 2 C ce and Finance

Public Administration and Law

i S e S S

The Sciences, Engineering, Architecture, Mathematics and Industrial Dccupations

Save Draft Previous Reset Values | Hext Print Draft

1. Below isalist with explanations of the sections/fields on this screen. An asterisk (*)
precedes the sections and fields that must be completed. To complete this screen, enter the
following data:

Section Description/Explanation

* 7. Participation by Category | You may request authorization to sponsor EVsin 1 or
(Indicate total number more of 15 categories. For each additional category
and approximate duration | being applied for, enter the number of EV's expected in
of participation in each that category in the Number column. Do not include
category) the previously approved categories for the program.

In the next box, enter the duration of the EV
participation (that is, the amount of time required to
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Section

Description/Explanation

complete the program), then select the appropriate time
period: days, weeks, months, or years.

Note: Theregulations (22 CFR 62.8) require program
sponsors other than the Federal Government to have no
fewer than five EV's per calendar year for a minimum of
3 weeks.

Below isalist of the categories, including a brief description and/or explanation of each.

Category

Description/Explanation

Alien Physician

Note: This category is mutually
exclusive; currently designated
sponsors with approval to accept
participants in this category cannot
amend this program.

The Educational Commission for Foreign Medical
Graduates (ECFMG) is the only sponsor authorized to
use this category.

This category (22 CFR 62.27) isfor foreign physicians
pursuing American medical board certification through
graduate education or training at accredited U.S. schools
of medicine, or other U.S. ingtitutions, through a
Clinical Exchange Program.

All foreign physicians in this category must successfully
complete ECFM G-administered examinations that
measure their command of the medical sciences. All
foreign physicians are subject to the Two-Y ear
Home-Country Physical Presence Requirement as
stipulated in Section 212 (e) of the Immigration and
Nationality Act and Public Law 94-484.

Note: The Jvisadoes not provide for programs with
hands-on or direct-patient contact, such as veterinarian,
dental, or nursing training.

The maximum duration of participation for the alien
physician category shall not exceed 7 years.

Au Pair

Note: This category is mutually
exclusive; currently designated
sponsors with approval to accept
participants in this category cannot
amend this program.

The Au Pair Program (22 CFR 62.31) isdesigned to
give foreign national s the opportunity to live with an
American host family and participate directly in the
home life of that family while providing limited
child-care services. The au pair participant is also
required to enroll in an accredited U.S. post-secondary
educational institution for not less than 6 hours of
academic credit or its equivalent.

The EduCare Program component of this category limits
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Category

Description/Explanation

work hours to 30 hours per week, and requires 12 hours
of academic credit or its equivalent.

The maximum duration of participation for this program
shall not exceed 1 year.

Camp Counselor

Note: This category is mutually
exclusive; currently designated
sponsors with approval to accept
participantsin this category cannot
amend this program.

The Camp Counselor Program (22 CFR 62.30)
facilitates the entry of foreign nationals to serve as
counselorsin U.S. summer camps.

Under no circumstances shall program sponsors
facilitate the entry into the United States of a participant
for whom a camp placement has not been pre-arranged.

The maximum duration of participation for this program
shall not exceed 4 months. No extensions will be
permitted.

Government Visitor

This category (22 CFR 62.29) isreserved for use by
Federal, State, or local Government agencies.

Participation in this category is for participants who are
recognized as influential or distinguished persons, and
who are selected by a Federal, State, or local
Government agency to participate in observation tours,
discussions, consultations, professional meetings,
conferences, workshops, and travel.

The maximum duration of participation for this category
shall not exceed 18 months.

Intern

Note: Currently designated
sponsors with approval to accept
participantsin this category can
submit an amendment to add
occupational categoriesonly.

Anintern (22 CFR 62.22) is aforeign national who
either:

e Iscurrently enrolled in and pursuing studies at a
degree- or certificate-granting post-secondary
academic institution outside the United States
or

e Graduated from such an institution no more than
12 months prior to his or her exchange visitor
program begin date
and who enters the United States to participatein a
structured and guided work-based internship program in
his or her specific academic field.
The maximum duration of participation for this category
shall not exceed 12 months.
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Category Description/Explanation
Note: For program exclusions, see 22 CFR 62.22(j).
International Visitor This category (22 CFR 62.28) isreserved for use by the

U.S. Department of State. International visitors are
potential or recognized leadersin their own countries.

The maximum duration of participation for this category
shall not exceed 1 year.

Professor This category (22 CFR 62.20) is for individuals who are
involved primarily in teaching, lecturing, observing, or
consulting at accredited post-secondary educational
institutions, museums, libraries, or similar institutions.
A professor may also conduct research, unless
disallowed by the program sponsor.

The maximum duration of participation for this category
shall not exceed 60 months.

Research Scholar Research scholars (22 CFR 62.20) primarily conduct
research, observe, or consult in connection with a
research project at research institutions, corporate
research facilities, museums, libraries, accredited
post-secondary educational institutions, or similar types
of ingtitutions. The research scholar may also teach and
lecture (unless disallowed by the program sponsor)
provided that these activities are incidental and do not
extend the period of participation beyond the maximum
duration.

The maximum duration of participation for this category
shall not exceed 60 months.

Short-Term Scholar A short-term scholar (22 CFR 62.21) is a professor,
research scholar, or person with similar education or
accomplishments coming to the United States on a
short-term visit to lecture, observe, consult, train, or
demonstrate specia skills at research institutions,
museums, libraries, accredited post-secondary
educational institutions, or similar organizations.

The maximum duration of participation for this category
shall not exceed 6 months. No extensions will be
permitted.
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Category

Description/Explanation

Specialist

This category (22 CFR 62.26) is for experts who will
exhibit specialized knowledge or skillswhilein the
United States. Such exchanges are primarily
non-academic and provide opportunities to increase the
exchange of knowledge and ideas between American
and foreign specialists.

The maximum duration of participation for this program
shall not exceed 1 year.

Student: College/University

College and University Students (22 CFR 62.23).
Participants in this category must be pursuing a full
course of study at accredited post-secondary educational
ingtitutions in the United States. Academic training is
permitted, if approved by the program sponsor, but
study must be the primary purpose of the EV’s program
in the United States. Students are eligible for
participation when they are not substantially supported
by personal funds and when they meet the funding
requirements outlined in 22 CFR 62.23(c)(4).

The maximum duration of participation for college and
university studentsis unlimited, aslong asthey are
enrolled full timein programs that lead to a degree. If
enrolled in a non-degree program, the duration of
participation shall not exceed 24 months, including
academic training.

Student: Secondary

Note: This category is mutually
exclusive; currently designated
sponsors with approval to accept
participantsin this category cannot
amend this program.

Secondary School Students (22 CFR 62.25). A
separate application (Form DS-3036) must be compl eted
for this subcategory, which affords students an
opportunity to study in an accredited U.S. secondary
school while living with an American host family.
Participants in this category must meet the following
three requirements:

1. Secondary students who have not completed more
than 11 years of primary and secondary schooling,
excluding kindergarten, in their home country

2. Atleast 15 but not more than 18-1/2 years of age on
the date the student will begin his or her program

3. Without previous participation asan EV for high
school studiesin the United States

Factors such as English language proficiency, maturity,

character, and scholastic aptitude are critical.

The maximum duration of participation for secondary
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Category

Description/Explanation

school students (high school students) is a minimum of
1 academic semester and a maximum of 1 academic
year.

Summer Work/Travel

Note: This category is mutually
exclusive; currently designated
sponsors with approval to accept
participants in this category cannot
amend this program.

The Summer Work/Travel Program (22 CFR 62.32) is
designed to provide foreign post-secondary students the
opportunity to work and travel in the United States for a
4-month period during summer vacations.

The maximum duration of participation for this program
shall not exceed 4 months. No extensions will be
permitted.

Teacher

Note: This category is mutually
exclusive; currently designated
sponsors with approval to accept
participants in this category cannot
amend this program.

This category (22 CFR 62.24) isfor individual s teaching

full-time in an accredited primary or secondary

educational institution. A participant in this category

must satisfy all of the following:

1. Meet the qualifications for teaching in primary or
secondary schoolsin his or her home country

2. Satisfy the standards of the U.S. state in which he or
she will teach

3. Have aminimum of 3 years of teaching or related
professional experience

Copies of the approval |etters obtained from the State
Department of Education for each state in which foreign
teachers will be placed must be submitted to DoS with
this application.

The maximum duration of participation for this category
shall not exceed 3 years.

Trainee

Note: Currently designated
sponsors with approval to accept
participantsin this category can
submit an amendment to add
occupational categoriesonly.

A trainee (22 CFR 62.22) is aforeign national who has
either:
e A degreeor professional certificate from a post-
secondary academic institution outside the
United States and at least 1 year of prior related
work experience in his or her occupational field
in his or her home country
or

e Fiveyearsof work experiencein hisor her
occupational field

and who enters the United States to participatein a
structured and guided work-based training program in
his or her specific occupational field.

Although training often occursin aworkplace setting,
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Category

Description/Explanation

the training must be bona fide, and not merely
employment. A generic training plan for each requested
training occupational category and duration of training
being offered must be submitted with the amendment
application. Designated program sponsors are required
to ensure that individualized Trainee/Internship
Placement Plans (Form DS-7002) are prepared for
selected trainees and forwarded to them prior to entry
into the United States. Sponsors must also ensure
continuous supervision and periodic evaluations are
completed.

Program Exclusions: Refer to 22 CFR 62.22(j) for
program exclusions.

Maximum Duration of Participation: Refer to 22
CFR 62.22(Kk) for the maximum duration or participation
permitted for the Trainee category.

2. Below isan explanation of Section 8, Occupational Category, on Page 2 of the electronic
Form DS-3036. This section must be completed if the Trainee or Intern category is
selected in Section 7, Participation of Category. To complete Section 8, perform the

following:

Section

Description/Explanation

*

8. Occupational Category
(if the category selected
is Trainee or Intern)

Trainee or Intern may be selected on an amendment
application only if the program is currently designated for
that category and the program sponsor wishes to add
occupational categories. When Traineeor Internis
selected in Section 7 of the electronic Form, one or more
occupational categories must be specified. Do that by
clicking the box next to the name of the occupational
category or categories that are being applied for.

The following guidelines aso apply to Section 8 if
Aviation is selected:

e Enter the Federal Aviation Administration (FAA)
certification number and the certification expiration
date.

e Specify that the program is accredited, or that an
accreditation application has been submitted by
selecting one of the radio buttons:

— Accredited with one of the *Nationally
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Section Description/Explanation

Accrediting Agencies and Associations' or a
member of the Council on Post Secondary
Accreditation

— Applied for Accreditation

e If necessary, click the Clear Selection radio button
to remove this information from the screen.

Note: Refer to the Statement of Policy on J-1 Flight
Training Programs published in the Federa Register (FR)
on January 24, 2006 (71 FR 3913) for additional
information.

3. Click one of the following buttons:

Save Draft

Click this button to save the data entered on this page.

Previous

Click this button to return to the previous page of the amendment request.

WARNING: Be sure to save the data entered on this page before selecting
the Previous button. The data entered on this page will be lost if they are
not saved first.

Reset Values

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

Next

Click this button to automatically save the data entered and advance to
Page 3 of the amendment request.

Print Draft

Click this button to print a draft copy of the amendment request.

It is recommended that you print the draft Form DS-3036 prior to
submission of the Form in SEVIS. Printing the draft Form allows you to
review a paper copy of the data for accuracy. Necessary corrections may be
made prior to submission of the Form. See Section 2.4, Print aForm
DS-3036, Form DS-3037, or Draft Form, for printing instructions.
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2.3.1.1.3 COMPLETE AMENDMENT PAGE 3
Exhibit 11, Amendment Page 3, is an example of Page 3 of the amendment request.

Exhibit 11: Amendment Page 3

—
N {d = Student & Exchange Visitor EVI
A R Ay, Information System

-

Aoy, US. Immigratio
\g. and Customs

%> Enforcement

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

Get Adobe Reader

Amendment [page 3 of 3]
Required fields are marked with an asterisk {*).

? #Method of selection and armrangements for Financial Support of Exchange Visitor while in the U.5.(specify source and amount
° of funding, as appropriate]) (Maximum. 500 chars):

“rou may find it difficult or impossible to supply all required infarmmation in —
this space, Briefly address the requested information [see next text bax), =

10. *Purpose or Objective (Maximum. 500 chars):

If necessary, provide a brief explanation in the text box and =
enter, "Additional supparting documentation to be supplied by mail." -

11. *0Outline of Proposed Activiies (Maximum. 500 chars):

“rou may find it difficult or impossible to supply all required infarmation in -
thiz space. Briefly address the requested information (see next text box), -

12. *Arrangements for Supervision (Maximum. 500 chars):

If necessary, provide a brief explanation in the text box and —
enter, "Additional supparting documentation to be supplied by mail." -

13. *Role of Dther Organizations Associated with Programs (7 a»yp) (Maximum. 500 chars):

Completion of this field iz mandatory; enter NAA if it doas not apply. ﬂ

14. *Drganization

I hereby certify that I am an officer of the above named organization with the title of Presid

i that I am authorized by the IBoard of Directors i to sign this certification and bind the
organization and that a true copy of such autherization is on file with the Office of Exchange Coordination and Designation or
is attached.

Save Draft Previous Reset Values Submit Print Draft

1. Below isalist with explanations of the sections on this screen. All of the sections must be
completed for the new categories being applied for. To complete this screen, enter the
following data:

Section Description/Explanation
* 9., Method of Selection and Use the text box to address, at |east briefly, each of the
Arrangements for Six categories listed below.

Financial Support of 1. Selection of Exchange Visitors (22 CFR 62.10(a))
E h Vo ot hol . .
thXch?g.ge pror wifie m 2. Program Costs/Fees and Deposits/Refunds

3. Program Funding/Financial Support
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Section

Description/Explanation

4. Health Care Insurance (22 CFR 62.14)
5. Orientation (22 CFR 62.10)
6. Consortium Information

Mail the relevant documents with the signed and
notarized copy of the Form DS-3036 and other
supporting documentation within 30 calendar days of
submitting the electronic Form DS-3036 in SEVIS.

Note: No more than 500 characters can be entered into
this text box and you may find it difficult or impossible
to supply all the requested information in this space. In
such cases, provide a brief explanation for each of the
Six categoriesin the text box, and enter the following
statement as necessary: Additional supporting
documentation to be supplied by mail.

*

10. Purpose or Objective

Provide information about the purpose and objectives of
the program. Explain how the program will promote
better understanding and improve communications
between people in the United States and other nations of
the world through international educational and cultural
exchange.

Note: No more than 500 characters can be entered into
thistext box, and you may find it difficult or impossible
to supply al the requested information in this space. In
such cases, provide a brief explanation in the text box
and enter the following statement: Additional
supporting documentation to be supplied by mail.

*

11. Outline of Proposed
Activities

Provide an outline of proposed cross-cultural activities
for each category selected. While there isno set number
of such activities required, program sponsors must offer
areasonable number of cross-cultural activities, such as
sports, cultural, and social activities. Describe the
planned cross-cultural activities that would acquaint
participants with American society, culture, and
institutions.

Note: Due to the nature of the Short-Term Scholar
category, such cross-cultural activities are encouraged
but not required.

Note: No more than 500 characters can be entered into
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Section

Description/Explanation

thistext box, and you may find it difficult or impossible
to supply al the requested information in this space. In
such cases, provide a brief explanation in the text box
and enter the following statement: Additional
supporting documentation to be supplied by mail.

*

12. Arrangements for
Supervision

Provide the following information regarding the
supervision, direction, evaluation, and monitoring of the
programs (22 CFR 62.10).

e Describe provisions for the supervision,
evaluation, and monitoring of the participants
and host families, as applicable. For Secondary
School Programs, also include information on
the approximate ratio of program sponsor
representatives to students within the 150-mile
radius specified by regulations
22 CFR 62.25(d)(2).

e Provide details on, in case of emergency, how
participants can easily contact the sponsor.

e Provide details regarding where participants will
stay while in the United States. Include
information on arrangements or procedures to be
used to place prospective participants in private
homes, as applicable.

e |f there are written materials that define precisely
the purpose and objectives of the program, as
well asthe financial arrangements under which
the program is to be administered, enclose a
copy with the application.

e Post-secondary educational institutions shall
include a copy of any current agreements, if
applicable.

Note: No more than 500 characters can be entered into
thistext box, and you may find it difficult or impossible
to supply all the requested information in this space. In
such cases, provide a brief explanation in the text box
and enter the following statement: Additional
supporting documentation to be supplied by mail.
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Section Description/Explanation
* 13. Role of Other Provide the names and addresses of the organization’s
Organizations Associated | foreign affiliates/partners/offices, if any, and the names
with Programs (if any) of their key officers who may be associated with the

overall administration of the program. In addition,
include alist of domestic affiliated organizations and
companies, if any, with whom the organization is
cooperating in exchange activities. Adviseif any of
these organizations have their own designations to carry
out an exchange program.

Note: Completion of thisfield is mandatory; enter
“N/A” if it does not apply.

Note: No more than 500 characters can be entered into
thistext box, and you may find it difficult or impossible
to supply al the requested information in this space. In
such cases, provide a brief explanation in the text box
and enter the following statement: Additional
supporting documentation to be supplied by mail.

*

14. Organization In the empty text box, fill in the title of a person or

group (for example, Board of Trustees or Board of
Directors). Do not enter a person’s name.

Note: Thisinformation may be obtained from your
organization’ s Articles of Incorporation.

2. Click one of the following buttons:

Save Draft

Click this button to save the data entered on this page.

Previous

Click this button to return to the previous page of the amendment request.

WARNING: Be sure to save the data entered on this page before selecting
the Previous button. The data entered on this page will be lost if they are
not saved first.

Reset Values

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

Submit

Click this button to submit the amendment request to DoS for review. Once
submitted, the amendment application cannot be changed; it can only be
viewed and printed. See Section 2.3.1.1.4, Submit the Amendment Request,
for additional information.

Print Draft

Click this button to print a draft copy of the amendment request.

It is recommended that you print the draft Form DS-3036 prior to
submission of the Form in SEVIS. Printing the draft Form allows you to
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review a paper copy of the data for accuracy. Necessary corrections may be
made prior to submission of the Form. See Section 2.4, Print a Form
DS-3036, Form DS-3037, or Draft Form, for printing instructions.

2.3.1.1.4 SuBMIT THE AMENDMENT REQUEST

The amendment processis similar to the initial designation process. The RO or ARO must
complete and submit an amendment to the program’ s original designation using SEVIS. Thereis
no fee for submitting an amendment request, and only one amendment request can be submitted
at atime.

The completed application must also be printed, signed, notarized, and mailed with supporting
documentation to the appropriate address. (See Section 1.1, Resources, or Attachment A,
Resources, for the appropriate address.) DoS must receive these materials before the request will
be reviewed.

Note: The submitter of the request will receive email notification when DoS notesin SEVIS
receipt of the completed, signed, and notarized application, and the supporting documentation.

DoSwill use SEVISto view and process the amendment request; the following outcomes are
possible:

e Approved—The submitter of the request will receive approval notification by email.
The additional categories will be added to the program.

e Request for Information—Additional information is required for processing the
request. The submitter of the request will receive an email stating that additional
information is required for the review to continue. A letter outlining the need for
additional information will be sent by fax or the U.S. Postal Service. When DoS marks
in SEVIS that the information has been received, an email will automatically be sent to
the submitter of the request stating that the material has been received and the review
process will continue.

e Denied—The RO will receive notification by a mailed letter that will provide specific
information regarding the basis for denial. There are no means to appeal this decision.

Note: An application that is denied cannot be appeal ed.

2.3.1.2 Cancel Program

An Exchange Visitor Program with a SEV IS status of Active may cancel its participation as a
designated program. Sponsors who wish to discontinue participation in the Exchange Visitor
Program must inform DoS of this decision. The program statuses, and a description of each, are
asfollows:

e Active—A sponsor continues to actively administer its Exchange Visitor Program.
e Withdrawn— The organization has requested to withdraw as the sponsor of an

Exchange Visitor Program. Thisis accomplished using the Cancel Program function in
SEVIS (see the instructions below).
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Note: Once aprogram is canceled, additional program participants cannot be added, and
extension and change of category requests cannot be submitted.

e Canceled—SEVIS automatically assigns this status to the program when DoS:
1. Determinesthat there are no active SEVIS records for EVs
2. Marksin SEVIS that the program is canceled

Note: When DoS marksin SEVIS that the program is canceled, the remaining SEVIS
officials (RO and AROSs) will receive an email informing them that their accessto SEVIS
for the canceled program has been deactivated.

To cancel aprogram, perform the following:

1.

On the Program Sponsor Information screen, click the Cancel Program link. The system
displays the Cancel Program screen.

Click the Cancel Program button.

WARNING: The program will be canceled immediately when the Cancel Program button
isclicked.

Note: Proper steps must be taken to transfer the existing participants out of the program.

Y ou may also allow the EVsto complete their programs, at which time their records will
become Inactive. When DoS notesin SEVIS that there are no Active EVsin the program,
the remaining users (RO and AROSs) will receive an email informing them that their accessto
SEV IS for the canceled program has been deactivated.

2.3.1.3 Change Program Sponsor Name

A program sponsor requesting a name change must submit a signed and notarized Form DS-3037
and new Articles of Incorporation to DoS. However, change of ownership requires the
completion and submission of a new Designation Application (Form DS-3036).

To submit arequest to change the name of the sponsor organization, perform the following:

1.

On the Listing of Programs screen, click the link in the Name of Program column for the
program requesting a name change. The Program Sponsor Information screen displays.

2. Click the Change Program Sponsor Name link on the Actions menu.

Enter the required information.

4. Click the Change Name button. A message displays stating that the request has been

successfully submitted to SEVIS.

On the message screen, click the Print DS-3037 button to print a copy of the Form. (See
Section 2.4, Print a Form DS-3036, Form DS-3037, or Draft Form, for printing instructions.)

The signed and notarized Form and new Articles of Incorporation must be mailed to DoS.
See Section 1.1, Resources, or Attachment A, Resources, for the appropriate address.
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Following receipt of the Form and the Articles of Incorporation, DoS will process the request.
The following outcomes are possible:

e Application Approved—The submitter of the request will receive approval notification
by email.

¢ Additional Information Required—The submitter of the request will receive an email
stating that additional information must be provided so that DoS can continue processing
therequest. A letter outlining the need for additional information will be sent by fax or
the U.S. Postal Service. When DoS receives the information and updates the request in
SEVIS, the system will send an email to the submitter of the request stating that the
material has been received and the review process will continue.

e Application Denied—The RO will receive notification by amailed letter that will
provide specific information regarding the basis for denial.

2.3.1.4 Pending Requests

SEVIS provides you with the capability to view, print, and delete requests that are pending.
Such requests include a request for Forms DS-2019 and adding program sponsor officials.

To view the requests that are pending, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program whose pending requests you wish to view, print, or delete. The Program Sponsor
Information screen displays.

2. Click the Pending Request link on the Actions menu. Exhibit 12, Pending Requests Screen,
is an example of the screen that displays.

Exhibit 12: Pending Requests Screen

Student & Exchange Visitor EVI
Information System

Main | Help | Tutorial | Logout

Message Board | Change Password

Research Center

Request Type Submitted By Submitted Date Status Commands

REPLACE RO Ann Kelly 01/27/2008 PEMDING DECISION Miew Celete Print
AMEMDMENT Ann Kelly 0z/12/2008 PEMDING DECISION Miew

Return

3. Click one of the following links, if available, in the Commands column:
e View—Click thislink to view the request that has been submitted to DoS.
e Delete—Click thislink to delete the request that has been submitted to DoS.
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e Print—Click thislink to print a copy of the selected request. See Section 2.4, Print a
Form DS-3036, Form DS-3037, or Draft Form, for printing instructions.

2.3.1.5 Redesignation

Programs are approved to operate for a specific period of time. Six months before a program’s
approval to operate expires, SEVIS will provide an aert indicating that the expiration date is
nearing. Another alert will display 3 months prior to the date of expiration.

Note: When thereisan aert for a program, the *Alerts link will display on the Listing of
Programs screen. SEVIS does not send email notification for alerts. Y ou must use SEVISto
view and process alerts. (See Section 2.5, Alerts, for additional information about SEVIS alerts.)
Exhibit 13, Listing of Programs Screen—Alerts Link, shows the location of the *Alerts link on
the screen.

Exhibit 13: Listing of Programs Screen—Alerts Link

. Immigration £ F o :—
b o F—I Student & Exchange Visitor S

Customs

nforcement Information System

M | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

Listing of Programs

* Indicates an alert for that program
MName of Program Location {City fState) Status Role Commands
Arnerican Au Pair Agency, Inc. Anytown, VA PROGRAM ACTIVE RO  Search Mew Exchange Wisitor
i ines Institute FAIRFAR, WA PROGRAM ACTIVE  ARO Search Mew Exchange Wisitor

To view thelist of aertsfor aprogram, click the *Alerts link. Exhibit 14, Alertsfor American
Au Pair Agency, Inc., is an example of the screen that displays the alerts for this program. The
alert in Exhibit 14 indicates that the American Au Pair Agency is 6 months or less away from
program expiration.
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Exhibit 14: Alerts for American Au Pair Agency, Inc.

Immigratio 1 _
Customs N F-i Student & Exchange Visitor EVI
reement . b J s - -l Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

American Au Pair Agency, Inc.
Program Number: P-4-00447

Alerts for American Au Pair Agency, Inc.

The following alerts deserve your attention:

‘ 6 months before end of program’s designation length ,

__
You have 4 Exchange Yisitor{s} Nearing the Program End Date in 60 Days or Less

A sponsor who has submitted a redesignation request, including supporting documentation, may
continue to operate the program until DoS notifies the program of a decision to extend or
terminate its length of designation.

Note: The required non-refundable fee must be submitted via the Pay.gov web site, and a copy
of the confirmation page submitted to DoS before this request will be processed. See
22 CFR 62.17, Fees and Charges, for the amount due for redesignation.

The subsequent sections provide instructions for completing and submitting the redesignation
application in SEVIS.

2.3.1.5.1 COMPLETE THE REDESIGNATION APPLICATION

To complete the redesignation process, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program requesting redesignation. The Program Sponsor Information screen displays.

2. Click the Redesignation link on the Actions menu. Exhibit 15, Redesignation Screen, isan
example of the screen that displays.
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Exhibit 15: Redesignation Screen

o
R y ULS. Immigration
] % and Customs

Student & Exchange Visitor EVI
v/ Enforcement Information System
Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader
U.5. Department of State, Exchange Visitor Program Application-D5-3036
Office of Exchange Coordination and Designation, OMB Approval No.1405-0147, Expiration Date:07-21-2007
Redesignation
Required fields are marked with an asterisk {*).
Prograrn Murmber: P-4-00447

Hame of Sponsaring Organization: American Au Pair Agency, Inc.

1. *Type of Application: Redesignation

2. *Organization

I hereby certify that I am an officer of the above named organization with the title of i that I am authorized by

the | ; %o sign this cartification and bind the organization and that a tue copy of such authorization is on fila with
the Office of Exchange Coordination and Designation or is attached.

Submit Cancel

3. Enter the required information, specifically your title in relation to the sponsoring
organization and the name of the authorizing body (for example, Board of Trustees).

4. Click the Submit button to submit the redesignation request to DoS.

Note: Click the Cancel button to return to the Program Sponsor Information screen without
submitting the redesignation request.

5. On the message screen that displays, click the Print DS-3036 button and print a copy of the
Form. This Form must be signed, notarized, and mailed to DoS.

See Section 2.4, Print a Form DS-3036, Form DS-3037, or Draft Form, for printing
instructions.

6. Accessthe Pay.gov web site (https.//www.pay.gov/) and submit your electronic payment
following the instructions provided by DoS. A copy of the Pay.gov confirmation page
showing payment of the required non-refundable fee, and the signed and notarized
application must be received by DoS before the review process will begin.

See Section 2.3.1.5.3, Submit the Redesignation Request, for additional information.

2.3.1.5.2 ELECTRONIC SUBMISSION OF PAYMENT

DoS has entered into an agreement with the U.S. Department of Treasury’s Financial
Management Service (FMYS) to participate in an electronic payment system known as “Pay.gov.”
All Exchange Visitor Program fee payments must be submitted via the Pay.gov web site.
Currently, the following requests, which are processed using SEVIS, require payment of a non-
refundable fee:

e Redesignation
e Change of Category
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e Extension Beyond the Maximum Duration of Participation
e Reinstatement

¢ Reinstatement — Update SEVIS Status

Pay.gov is a secure, Government-wide financial management transaction portal managed by
FMS, and developed in cooperation with Cleveland Federal Reserve Bank and Bank of America.
The Department accepts payments from checking and savings accounts via Automated Clearing
House (ACH) at Cleveland Federal Reserve Bank and credit card collections with settlement
provided by Bank of America. The ACH isafunds transfer network that provides for interbank
clearing of electronic entries by participating financial institutions.

Y our organization must identify at least two Pay.gov usersto DoS to register to use the
“Exchange Visitor Program (EVP) Fee Payment” form viaPay.gov. Thisformis private and
exclusively for the use of J-1 designated sponsors to submit requests for services (i.e.,
redesignation, extensions, reinstatements, reinstatement — update SEV IS status, and change of
category). Please contact DoS at 202-203-5096 to obtain registration information and
instructions for submitting payments electronically via Pay.gov.

Note: “ECFMG Sponsorship” and “Permission to Issue” requests are not CURRENTLY
processed using SEVIS. However, fee payments for “ECFMG Sponsorship” and “Permission to
Issue” must also be made via the Pay.gov web site.

2.3.1.5.3 SuBMIT THE REDESIGNATION REQUEST

Following the submission of the redesignation request in SEVIS, asigned and notarized copy of
the request (Form DS-3036), and a copy of the Pay.gov confirmation page showing payment of
the required fee, must be mailed to DoS. See Section 1.1, Resources, or Attachment A,
Resources, for the appropriate address.

DoS will use SEVISto view and process the redesignation request; the following outcomes are
possible:

e Approved—The RO and the submitter of the request, if different, will receive approval
notification by email. The email will contain the length of time (1 or 2 years) for which
the program has been approved.

DoS will send aletter of redesignation by fax or the U.S. Postal Service. The
redesignation term will take effect on the date that appears on the redesignation |etter.

¢ Request for Information—Additional information is required for processing the
request. The submitter of the request will receive an emalil stating that additional
information is requested. A letter outlining the need for additional information will be
sent by fax or the U.S. Postal Service. When DoS receives the information and updates
the redesignation request in SEVIS, an email will be automatically sent to the individual
who submitted the request stating that the material has been received and the review
process will continue.
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e Denied—The RO will receive notification by a mailed letter that will provide specific
information regarding the basis for denial. There are no means to appeal this decision.

Note: A redesignation request that is denied cannot be appeal ed.

2.3.1.6 Register for Batch Processing

Program sponsors and schools may use the batch data exchange to interface with SEVIS.
Authorized organizations can utilize systems external to SEV IS to create and update student,
EV, and dependent (visatypes F, M and J) 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 programs, using the Internet. This exchange requires the registration of a
digital certificate in SEVIS for those organizations that want to use batch.

The RO or an ARO for a program wishing to use batch must register the digital certificate.
Organizations that sponsor multiple programs must register the digital certificate for each
program.

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

To register adigital certificate, perform the following:
1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program that is being registered. The Program Sponsor Information screen displays.

2. Click the Register for Batch Processing link on the Actions menu. The system displays the
Acceptance of Batch Interface Security Requirements screen.

3. After reading the requirements, click the Accept button to proceed with the registration
process. The system displays the Batch Process Registration screen. (If the Reject button is
clicked, the system will display the Program Sponsor Information screen.)

4. To select the path name of the program’ s digital certificate, click the Browse button and
locate the files with the “.cer” or “.pem” extension.

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

6. Click the Upload Certificate button. If the certificate and the RO or ARO’s credentials are
confirmed by SEVIS, a Confirmation screen displays. However, if the system cannot
validate the certificate and credentials, an error message will display. Remember, only
digital certificatesissued by VeriSign are valid for use with SEVIS.
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Note: The SEVP web site and the Online Help contain additional information regarding the
SEVIS Batch Interface process. The Universal Resource Locator (URL) for the batch
information is http://www.ice.gov/sevis/schools/batch.htm.

REMINDER: You must loginto SEVIS at least once every 90 daysto keep your SEVIS
password active. Using only batch will not keep your SEVIS password active.

2.3.1.7 Request Allotment of Forms DS-2019

DoS alots a specific number of Forms DS-2019 to each Exchange Visitor Program. For an EV
beginning a new program, when his or her Form is submitted, SEV IS automatically reduces the
currently allotted total by one. SEVIS aso increments the allotment of Forms by one when the
status of an EV (record isin Initia status) is changed to Invalid with the reason of “Form
Canceled,” or the system changes the status of the EV to Invalid.

Each program may apply for an additional allotment as needed. SEVIS provides program
sponsors a notice alerting them that 80% or more of their electronic Form DS-2019 allotment has
been used; the alert shows the number of Forms remaining. However, arequest for an allotment
of Forms DS-2019 may be submitted to DoS at any time. DoS has the discretion to determine
the number of Forms to provide to the program sponsor.

Note: When thereisan alert for a program, the *Alerts link will display on the Listing of
Programs screen. SEVIS does not send email notification for alerts. Y ou must use SEVISto
view and process alerts. (See Section 2.5, Alerts, for additional information about SEVIS alerts.)
Exhibit 16, Allotment Alert, is an example of the alert generated by SEVIS when a sponsor has
used 80% or more of their alotment of Forms.
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Exhibit 16: Allotment Alert
=~ _
ICE

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

Message Board | Change Passwaord Get Adobe Reader

.-

American Au Pair Agency, Inc.
Program Mumber: P-4-00447

Alerts for American Au Pair Agency, Inc.

The following alerts deserve your attention:

‘ 9DS-2019 Allotment{s} Remaining ’

You have 1 Exchange Yisitor(s} Nearing the Program End Date in 60 Days or Less

04/19/2007 (Thursday)

Note: Program sponsors may no longer request additional Forms on the annual report. A
request for an additional allotment of Forms must be submitted in SEVIS. If necessary, DoS will
contact the RO to discuss the request.

Note: When using the Request Allotment feature to request an increase in the number of
program participants, written justification must also be submitted to DoS. See Section 2.3.2,
Request an Increase in the Number of Program Participants, for instructions on requesting
approval to increase the number of program participants.

To request additional Forms DS-2019, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program requesting an allotment of Forms. The Program Sponsor Information screen
displays.

2. Click the Request Allotment of DS-2019 link on the Actions menu. The Request Allotment
screen displays.

Enter the number of Forms requested.

Click the Request Allotment button.

Note: If unable to submit this request, view the Pending Requests list for this program to
determine whether another official has already submitted the request. Only one request can
be processed at atime.
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This action must be reviewed and approved by DoS; the following outcomes are possible:

e Approved—An email is sent to inform the submitter of the request that the request has
been approved. The number of Forms allotted to the sponsor isincluded in the email.

e Request for Additional Information—Additional information is required for processing
the request. The submitter of the request will receive an email that identifies the
information that is requested. When DoS receives the information, the review process
will continue.

e Denied—An email is sent to inform the RO and the submitter of the request, if different,
that the request has been denied. DoS will send aformal letter by fax or the U.S. Postal
Service explaining the reason the request was denied.

2.3.1.8 Request Brochures

All Exchange Visitor Program sponsors may request copies of the “ Exchange Visitor Welcome”
and “Au Pair” brochures. To request copies of one or both of these brochures, perform the
following:

1. Onthe Program Sponsor Information screen, click the Request Brochures link.

2. Enter the number of brochures requested and click the Request Brochures button. When
DoS processes this request, SEV IS automatically sends an email to the submitter of the
request to confirm receipt of the sponsor’s request and to inform him or her that the
brochures are being mailed.

2.3.2 Request an Increase in the Number of Program Participants

This section explains the procedures for requesting an increase in the alotment of
Forms DS-2019 for the purpose of expanding the number of participantsin a program.

DoS is vested with the discretion to determine the number of participantsin a given sponsor’s
program. In determining this number, the Department considers current program size, projected
expansion of program size, and the current administration of the specific program. The
Department is particularly concerned with requests for a significant expansion in arelatively
short period of time. Requesting an increase in the number of program participants is a two-step
process, including:

e An électronic submission through SEVIS
e Written justification

WARNING: DoS must receive the written justification within 30 calendar days of submission
of therequest in SEVIS. Otherwise, the request will be denied. See Section 2.3.1.7, Request
Allotment of Forms DS-2019, for the procedures for the electronic submission of arequest for an
allotment of Forms.
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When making arequest for an increase in the number of Forms, information that demonstrates
the ability to select, place, and supervise additional EV's must be submitted to DoS. The request
must be:

1. Prepared on the program sponsor’s letterhead, and
2. Mailed or faxed to the Office of Exchange Coordination and Designation for processing

The written justification must address the following:
1. Thereason for the request for program expansion

2. Staff increases relevant to this anticipated program increase including before and after
staffing patterns/personnel structures

3. Confirmation/assurance that the new employees/representatives have been adequately trained
in order to assume their respective duties and responsibilities associated with this program
expansion

4. Current financial information (including year-end financial statements/reports and a
proposed business plan)

5. Any other information on how this program growth will be absorbed

Mail the materialsto DoS; see Section 1.1, Resources, or Attachment A, Resources, for the
appropriate address. Additional contact information can be found on the Internet (Office of
Exchange Coordination and Designation,

http://exchanges.state.gov/educati on/jexchanges/contact.htm).

2.3.3 Edits Menu

The two options available on the Edits menu are Add/Update Officials and Update Address (of
program). Both options are discussed in detail in the following sections.

2.3.3.1 Add/Update Officials

Y ou may update an existing official’ sinformation in SEVIS, and add new or existing officials.
Also, the RO and ARO may submit arequest to replace the RO. The Official Information screen
is used to add/update officials. Exhibit 17, Official Information Screen, is an example of the
screen.

Note: Each program sponsor must have 1 RO and up to 10 AROs; however, DoS reserves the
right to limit the number of AROs.
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Exhibit 17: Official Information Screen
J.S, Immigration "‘ &l v ..
v, TP Y A °" oo mation Sestort SEVIS

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

Official Information

Official Role Titde leph b Fax b Email Address Actions
Name
april Day RO Dean of International 555 533.4444 aptil.day@aapa.com Replsce  Updats

P i Students . . B £
g:i‘iﬂa ARO Dean of Students 111-666-6666 E66-666-6661  david derkie@aapa.com Update Delete
windy Assistant ta the Dean )

-222- dy. h .

Mard  ARO O Edieation 222-222-2223 windy, march@aapa.com Update Delete

I Add New Official I I Add Existing Official I

Cancel

2.3.3.1.1 Abpbp A NEw OFFICIAL AS AN ARO
All program sponsor personnel who will access SEVIS and perform tasks must have arecord in
SEVIS. A new ARO is someone who does not have arecord in SEVIS, and does not have a

SEVISuser ID and password. Each program sponsor may have up to 10 AROs; however, DoS
reserves the right to limit the number.

To add anew ARO, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program to which anew ARO is being added. The Program Sponsor Information screen
displays.

2. Click the Add/Update Officials link on the Edits menu. The Official Information screen
displays (Exhibit 17).

3. Click the Add New Official link below the Official Name column. Exhibit 18, Add Officia
Screen, is an example of the screen that displays.
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Exhibit 18: Add Official Screen

= ~

1S, Immigra < 3 s al wl
nd (‘usm%ns h ' Q; F‘i Student & Exchange Visitor
reement T = o | Information System

Main | Help | Tutorial | Logout
Message Board | Change Password Get Adobe Reader

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

Existing Program Mumber: P-4-00447
Mame of Spansoring Organization: American Au Pair Agency, Inc.

* Last Name : |

* First Name : I

Middle Name : | Suffix : =
* The Official is : I =1
#* If LPR, enter A-Number : I

* Role = IARO -

*Tltle:l

# Telephone Number : (l )| | ext.
Fax Number : (I )I = I

* Email Address : |

Add Official Cancel

4. Enter the following information (an asterisk (*) precedes the fields that must be completed).

Field Description/Explanation
*  Last Name Enter the surname or family name of a person.
* First Name Enter the first name of a person.
Middle Name Enter the middle name of aperson. Thisfield may be

left blank if the person has no middle name, or the
middle name is unknown.

Suffix Enter atitle, such as Junior, that may display at the
end of aperson’s name.
* The Official is Select the appropriate option, United States Citizen

or Legal Permanent Resident (LPR).

Note: All program sponsor officials must be citizens
or LPRs of the United States.

* If LPR, enter A-Number Enter the alien number if the prospective ARO isan
LPR. Enter the complete A-Number, including
the“A” (for example, A123456789).

If an error message displays stating that the
A-Number is not valid, you may have entered an
eight-digit number. The system requires a nine-digit
number. Take the following actions:

1. Check the original number carefully. If it has
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Field

Description/Explanation

nine digits, correct the SEVIS entry.

2. If it haseight digits, it may be avalid number.
Enter it into SEVIS by adding a zero to the
beginning of the number (many existing
A-Numbers are only eight digits long), for
example, A012345678.

3. If it haslessthan eight digits, it isinvalid. Query
the prospective official to obtain hisor her valid
A-Number.

* Role

Select the ARO role for the official.

* Title

Enter the name of the position held by the person
representing the sponsor. Titles should be given in
full, without abbreviations (for example, Chief
Executive Officer, not CEO).

* Telephone Number

Enter avalid telephone number, including the
three-digit area code and an extension, if applicable.

Fax Number

Enter afax number, including area code, for afax
machine. While thisis not mandatory, itis
encouraged to assist in communicating with DoS.

* Email Address

Enter avalid electronic mail address. SEVIS
correspondence will be sent to this email address,
including the SEVIS user ID and password
instructions for new users.

Note: Anemail addressis not secureif it can be
accessed by more than one person (for example,
info@ABCcollege.edu).

5. Click the Add Official button at the bottom of the screen. A message displays stating that
the request has been successfully submitted to SEVIS.

6. On the message screen, click the Print DS-3037 button. See Section 2.4, Print a Form
DS-3036, Form DS-3037, or Draft Form, for printing instructions. The printed Form
includes a section to be filled out and signed by the new ARO, certifying his or her
citizenship status. This Form DS-3037 must be notarized before it is submitted to DoS. If
the Certification of Citizenship Form is notarized using an ink stamp, it may be faxed to
DoS, and the original must be submitted by mail. (Seethe DoS web site for contact
information: http://exchanges.state.gov/education/jexchanges/contact.htm.) If the Formis

notarized with an embossed stamp, it must be mailed to DoS.
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Note: To meet regulatory requirements, the prospective ARO must satisfy the Notary Public
that he/sheisa U.S. citizen or LPR. The Notary Public can advise what information they will
accept as proof of citizenship or LPR status.

Note: If the Form isnot printed immediately after submitting the request in SEVIS, it may
be printed by accessing the Program Sponsor Information screen. Click the Pending
Requests link on the Actions menu, and then click the Print link for the appropriate request.

7. Mail the completed Form to DoS; see Section 1.1, Resources, or Attachment A, Resources,
for the appropriate address.

DoSwill use SEVISto review and process this request; the following outcomes are possible:

e Approved—The submitter of the request will automatically receive approval notification
by email. The new ARO will receive two email messages from SEVIS, one containing
his or her SEVIS user 1D and the second providing instructions for creating a SEVIS
password.

e Request for Information—Additional information is required for processing the
request. A letter outlining the need for additional information will be sent by fax or the
U.S. Postal Service. When DoS receives the information, the review process will
continue.

e Denied—The submitter of the request will receive email notification about the denial
decision. He or she will also receive afax or mailed letter providing specific information
regarding the denial decision.

2.3.3.1.2 ADD AN EXISTING OFFICIAL AS AN ARO

All program sponsor personnel who will access SEVIS and perform tasks must have
authorization to use SEVIS. Each program sponsor may have up to 10 AROs; however, DoS
reserves the right to limit the number.

There are program sponsor and school personndl (that is, RO, ARO, and PDSO/DS0) who
already have access to SEVIS because of their affiliation with another program or school. They
are considered existing officials.

Note: An official who performs duties for more than one Exchange Visitor Program sponsor or
who isaPDSO or DSO for aschool can have only one title, telephone number, fax number, and
email addressin SEVIS. Therefore, if you are adding an existing official so that he or she can
access other sponsor or school records with one SEVISID, the information associated with the
current SEVIS ID will populate all relative fields for other programs and schools. If you update
these fields, the new data will be the same for all sponsors and schools with which the official is
associated. Also, for PDSOs and DSOs, the title entered will print on all student Forms I-20.
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To add an existing official and assign him or her to arole as an ARO, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program to which the ARO is being added. The Program Sponsor Information screen

displays.
2. Click the Add/Update Officials link on the Edits menu. The Official Information screen
displays.

3. Click the Add Existing Official link below the Title column. The system displays the Add
Existing Official screen.

Enter the active user’'s SEVIS user ID in the User Name field.

5. Click the Add Official button. The system displays the Add Existing Official screen.
Exhibit 19, Add Existing Official Screen, is an example of the screen.

Exhibit 19: Add Existing Official Screen

~~ "—
-~

P 1] Student & Exchange Yisitor EVI

e ity Information System

L -

| Help | Tutorial | Logout fqt-app2
Message Board | Change Password Get Adobe Reader

Add Existing Official
Required fields are marked with an asterisk {*).

Existing Program Murnber: P-4-00447
Marme of Sponsoring Organization: American Au Pair Agency, Inc.
Last Name : HAFER
First Name : MARY
Middle Name :
Suffix :
The Official is : U.5. Citizen

Role : ARD

Tile: [Directar of International Students

* Role : IARO -
* Telephone Number : (Illl )Illl = |1111 ext. 222
Fax Number : (Illl )Illl —|2222

* Email Address : Imary. hafer@stu, corn

Add Official Cancel

02/21/2008 (Thursday)

6. Make the necessary changes to the official’s data.

Note: An official who performs duties for more than one Exchange Visitor Program sponsor
or who isaPDSO or DSO for aschool can have only one title, telephone number, fax
number, and email addressin SEVIS. If these fields are updated, the new data will be the
same for all sponsors and schools with which the official is associated. Also, for PDSOs and
DSOs, the title entered will print on all student Forms 1-20.

7. Click the Add Official button. The system displays a message stating that the request has
been successfully submitted to SEVIS, and
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If the existing official isan RO or ARO, the application is automatically approved.
When the official accesses SEVIS, he or she will have access to the new program.

If the existing official isaPDSO or DSO, click the Print DS-3037 button on the message
screen and print the Form. (See Section 2.4, Print a Form DS-3036, Form DS-3037, or
Draft Form, for printing instructions.) The Form DS-3037, including the signed and
notarized Citizenship Certification Form, must be submitted to DoS for review. If the
Form DS-3037 is notarized using an ink stamp, then it may be faxed to DoS, and the
origina must be submitted viamail. If the Form is notarized with an embossed stamp, it
must be submitted to DoS.

8. Mail the original signed and notarized Form DS-3037 for a PDSO or DSO to DoS. See
Section 1.1, Resources, or Attachment A, Resources, for the appropriate address.

Note: If the Formisnot printed immediately after submitting the request in SEVIS, it can be
printed by accessing the Program Sponsor Information screen. Click the Pending Requests
link on the Actions menu, and then click the Print link for the appropriate request.

DoSwill use SEVISto review and process this request; the following outcomes are possible:

Approved—The submitter of the request and the newly added ARO will automatically
receive approval notification by email. The next time the ARO logsinto SEVIS, he or
she will have access to the data for the additional program.

Request for Information—Additional information is required for processing the
request. A letter outlining the need for additional information will be sent by fax or the
U.S. Postal Service. When DoS receives the information, the review process will
continue.

Denied—The submitter of the request will receive email notification about the denial
decision. He or she will also receive afax or mailed letter providing specific information
regarding the denial decision.

2.3.3.1.3 UPDATE AN EXISTING OFFICIAL’S INFORMATION

Updating an active official’ sdatain SEVIS includes changing his or her name, telephone or fax
number, and/or email address. Changes to the official’ s telephone number, fax number, and
email address take effect immediately. However, changing the officia’s name (for example, the
official got married) requires review and approval by DoS.

To update an officia’s record, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program whose official’s record is being updated. The Program Sponsor Information screen
displays (Exhibit 8).

2. Click the Add/Update Officials link on the Edits menu. The Official |nformation screen
displays (Exhibit 17).
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3. Click the Update link to the right of the name of the official whose information is being
updated. The Update Official screen displays.

Note: Only an RO can update the RO’ s information.

Note: An official who performs duties for more than one Exchange Visitor Program sponsor
or who isaPDSO or DSO for a school can have only one title, telephone number, fax
number, and email addressin SEVIS. If these fields are updated, the new data will be the
same for al programs and schools with which the official is associated. Also, for PDSOs
and DSOs, the title entered will print on all student Forms 1-20.

4. Make the necessary changes to the official’ s data.

WARNING: |If the official’ s name and other data must be updated, make all changes except
the name change and click the Update Official button. Those changes will take effect
immediately. Name-change requests must be reviewed and approved by DoS (for example,
the user changed his or her first, middle, or last name).

5. Click the Update Official button. A message displays stating that the request has been
submitted. If thetitle, telephone number, fax number, and/or email address fields were
updated, those changes will take effect immediately.

6. When submitting a request for a name change, click the Print Form DS-3037 button on the
message screen to print the Form. See Section 2.4, Print a Form DS-3036, Form DS-3037, or
Draft Form, for printing instructions.

7. The RO must sign Page 2 of the Form (Certification of Citizenship), and the proposed
official must have the Form DS-3037 notarized before submitting it to DoS. (If the
Certification of Citizenship Form is notarized using an ink stamp, then it may be faxed to
DoS, and the original must be submitted by mail. If the Form is notarized with an embossed
stamp, it must be mailed to DoS.)

Note: If changing only the official’s middle name and/or suffix, those changes do not print
on the Form; however, they do require DoS approval.

[oe]

. Mail the original signed and notarized Form to DoS; see Section 1.1, Resources, or
Attachment A, Resources, for the appropriate address.

DoSwill use SEVISto review and process this request; the following outcomes are possible:

e Approved—The submitter of the request and the ARO whose name has been changed
will automatically receive approval notification by email.

e Request for Information—Additional information is required for processing the
request. A letter outlining the need for additional information will be sent by fax or the
U.S. Postal Service. When DoS receives the information, the review process will
continue.

e Denied—The submitter of the request will receive email notification about the denial
decision. He or she will also receive afax or mailed letter providing specific information
regarding the denial decision.
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2.3.3.1.4 DELETE AN EXISTING ARO

Deleting an officia will remove the individual’s record from association with a specific

Exchange Visitor Program atogether and the official will no longer be able to perform SEVIS

tasks for that program sponsor. To delete an official, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
sponsor whose ARO you wish to delete. The Program Sponsor |nformation screen displays.

2. Click the Add/Update Officials link on the Edits menu. The Official Information screen
displays.

3. Click the Delete link to the right of the email address of the official whose accessto SEVIS
you wish to delete. The Delete Official screen displays.

4. Review the datathat display on the screen. Be surethat thisisthe official whose accessto
SEVISisto be terminated.

5. Enter areason for deleting this official in the text box provided. Completion of thisfieldis
optional.

6. Click the Delete Official button. The deletion will take effect immediately.

Note: If thisisthe only ARO for the program, the system displays awarning. Every
Exchange Visitor Program must have 1 RO and up to 10 AROs. Continue to delete the
ARO, or click the Cancel button to return to the Official Information screen without taking
any action on the official.

2.3.3.1.5 REPLACE THE RO WITH AN EXISTING SEVIS USER

The RO or an ARO for the program may submit a request to replace the RO. When the request
is submitted by an ARO or an RO submits a request to be replaced by a PDSO or DSO, the
request must be reviewed and approved by DoS. However, if the RO submits arequest to be
replaced by an existing RO or ARO, the replacement takes effect immediately.

To request to replace the RO with an existing SEV IS user, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program whose RO you wish to replace. The Program Sponsor Information screen displays.

2. Click the Add/Update Officials link on the Edits menu. The Official Information screen
displays.

3. Click the Replace link to the right of the current RO’s email address. The Replace RO
screen displays, as shown in Exhibit 20, Replace RO Screen.
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Exhibit 20: Replace RO Screen
—

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

Message Board | Change Password Get Adobe Reader

Replace RO
Required fields are marked with an asterisk (*).

Existing Program Mumber: P-1-00468
Marme of Sponsorin g COrganiza tion: Whispering Pines Institute

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

#*User Name: I

Replace RO Cancel

If this Official has NOT participated in SEVIS, enter the account information below.

* Last Name : I

* First Name : I

Middle Name : | Suffix : =

* The Official is : I ;I
* If LPR, enter A-Number : I
Role : RO

*Tithe : |

* Telephone Number : (I )I = I ext.
Fax Number : (I )I = I

* Email Address : |

Replace RO Cancel

04/24/2007 (Tuesday)

Enter the current SEVIS user’s ID in the User Name field near the top of the screen.

Click the Replace RO button below the User Name field to display summary information on
the existing user.

6. If thisisthe official who will replace the RO, click the Replace RO button. The following
will occur:

e If RO submitstherequestin SEVIS, and the new RO is:

— Already an RO or ARO (for another program) or an ARO for this program, the
Submit Successful screen will display a message stating that the replacement will take
effect immediately. The new RO and the outgoing RO will aso receive email
notification of this change. When the new RO logsinto SEVIS, the new program will
be included on the Listing of Programs screen.

— A PDSO or DSO only, the Submit Successful screen will display a message stating
that the submitter of the request will receive an email when the request has been
processed. Continue with Step 7 below.
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e If an ARO submitstherequest in SEVIS, and the new RO is:

— Already an RO or ARO (for another program) or an ARO for this program, the
Submit Successful screen will display a message stating that the submitter of the
request will receive an email when this request has been processed. Continue with
Step 7 below.

— A PDSO or DSO only, the Submit Successful screen will display a message stating
that the submitter of the request will receive an email when the request has been
processed. Continue with Step 7 below.

7. Click the Print DS-3037 button on the message screen to print the Form (see Section 2.4 for
printing instructions).

Note: The signed and notarized Form DS-3037 must be sent to DoS. If the Formis
notarized using an ink stamp, it may be faxed to DoS, and the original must be submitted by
mail. If the Form is notarized with an embossed stamp, it must be mailed to DoS.

8. Mail the original signed and notarized Form DS-3037 to DoS; see Section 1.1, Resources, or
Attachment A, Resources, for the appropriate address.

If the request must be processed by DoS, the following outcomes are possible:

e Approved—The submitter of the request and the new RO will automatically receive
approval notification by email.

¢ Request for Information—Additional information is required for processing the
request. A letter outlining the need for additional information will be sent by fax or the
U.S. Postal Service. When DoS receives the information, the review process will
continue.

e Denied—The RO will receive email notification about the denial decision. He or she
will also receive afax or mailed letter providing specific information regarding the denial
decision.

2.3.3.1.6 REPLACE THE RO WITH A NEW SEVIS USER
An existing RO or ARO may submit arequest to replace the RO with anew SEVIS user,

someone Who is not authorized to use SEVIS. The request must be reviewed and approved by
DoS.

To request the replacement of an RO with anew SEVIS user, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program whose RO is being replaced. The Program Sponsor Information screen displays
(Exhibit 8).

2. Click the Add/Update Officials link on the Edits menu. The Official Information screen
displays (Exhibit 17).

3. Click the Replace link to the right of the current RO’s email address. The Replace RO
screen displays (Exhibit 20).
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4. Complete the following information on the lower part of the screen (an asterisk (*) precedes

the fields that must be completed):

Field Description/Explanation
*  Last Name Enter the surname or family name of a person.
* First Name Enter the first name of a person.
Middle Name Enter the middle name of aperson. Thisfield may be

left blank if the person has no middle name, or the
middle name is unknown.

Suffix

Select atitle, such as Junior, that may display at the end
of aperson’s name.

* The Official is

Select the appropriate option, U.S. Citizen or LPR.
Note: All program sponsor officials must be citizens
or LPRs of the United States.

* If LPR, enter A-Number

Enter the alien number if the prospective RO is an
LPR. Enter the complete A-Number, including the“A”
(for example, A123456789).

If an error message displays stating that the A-Number
isnot valid, you may have entered an eight-digit
number. The system requires a nine-digit number.
Take the following actions:

1. Check the original number carefully. If it had nine
digits, correct the SEVIS entry.

2. If it had eight digits, it may be avalid number.
Enter it into SEVIS by adding a zero to the
beginning of the number (many existing
A-Numbers are only eight digits long), for example,
A012345678.

3. If it had lessthan eight digits, itisinvalid. Query
the prospective official to obtain hisor her valid
A-Number.

Role This screen is used to submit arequest to replace the
RO; this option cannot be changed.
* Title Enter the name of the position held by the person

representing the sponsor. Titles should be given in full,
without abbreviations (for example, Chief Executive
Officer, not CEO).

* Telephone Number

Enter avalid telephone number, including the
three-digit area code and an extension, if applicable.

Fax Number

Enter afax number, including area code, for afax
machine. While thisis not mandatory, it is encouraged
to assist in the communication between DoS and your
organization.

56
April 18, 2008




User Manual for Exchange Visitor Program Sponsor Users (RO/ARO)
of SEVISVersion 5.8: Volume | Forms DS-3036 and DS-3037

Field Description/Explanation

* Email Address Enter avalid electronic mail address. SEVIS
correspondence will be sent to this email address,
including the SEVIS user ID and password instructions
for new users.

Note: Anemail addressis not secureif it can be
accessed by more than one person (for example,
info@ABCcollege.edu).

5. Click the Replace RO button at the bottom of the screen. A message displays stating that
the information has been successfully submitted to SEVIS.

6. To print the Form, click the Print DS-3037 button on the message screen (see Section 2.4 for
printing instructions). The printed Form includes a section to be filled out and signed by the
prospective RO, certifying his or her citizenship status. DoS will not begin processing this
request until they receive the signed and notarized Form. If the Citizenship Certification
Form is notarized using an ink stamp, it may be faxed to DoS (see the DoS web site for
contact information: http://exchanges.state.gov/education/jexchanges/contact.htm), and the
original Form must be submitted by mail. If the Form is notarized with an embossed stamp,
it must be mailed to DoS.

Note: If the Formisnot printed immediately after submitting the request in SEVIS, it can be
printed by accessing the Program Sponsor Information screen. Click the Pending Requests
link on the Actions menu, and then click the Print link for the appropriate request.

7. Mail the Form DS-3037, along with the signed and notarized Certification Citizenship Form,
to DoS. See Section 1.1, Resources, or Attachment A, Resources, for the appropriate
address. The signed and notarized Form must be submitted to DoS before the review process
will begin.

DoS will use SEVISto review and process this request; the following outcomes are possible:

e Approved—The submitter of the request will automatically receive approval notification
by email. The new RO will receive two email messages from SEVIS, one containing his
or her SEVIS user ID and the second providing instructions for creating a SEVIS
password.

e Request for Information—Additional information is required for processing the
request. A letter outlining the need for additional information will be sent by fax or the
U.S. Postal Service. When DoS receives the information, the review process will
continue.

e Denied—The RO will receive an email notification and a mailed letter that will provide
specific information regarding the denial decision.
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2.3.3.2 Update Address for the Program Sponsor

Program sponsors may change the address for their organization at any time. To update the

organization’ s address, perform the following:

1. Onthe Listing of Programs screen, click the link in the Name of Program column for the
program whose address you wish to update. The Program Sponsor Information screen
displays.

2. Click the Update Address link on the Edits menu. The system displays the Update Address
screen.

3. Make the necessary changes to the address and click the Update Address button. This
request will take effect immediately; it does not require review by DoS.

234 Lists/Reports Menu
When on the Program Information screen, the options available on the Lists/Reports menu

provide another method of accessing certain SEVIS functionality. Each option is described
below.

e Search Exchange Visitor—Click thislink to access the Search module. Step-by-step
details for performing a search are contained in Volume Il of this manual.

e Create Exchange Visitor—Click thislink to access the first page of the Form DS-2019
and begin to create arecord for anew EV. Instructions for creating anew EV record are
contained in Volume |1 of this manual.

e Exchange Visitor Lists—Click thislink to access the Exchange Visitors and Dependents
Menu screen. Explanations and instructions for processing the lists on this menu are
contained in Volume |1 of this manual.

e Reports—Click thislink to access the Reports module. See Section 2.7, Reports, for
additional information about SEV IS reports.

24 Print a Form DS-3036, Form DS-3037, or Draft Form

The Print DS-3036, Print Draft, and Print DS-3037 buttons are located on various SEVIS
screens. Selecting one of these buttons will open Adobe Reader, from which a copy of the
selected Form may be sent to a designated printer.

Note: If Adobe Reader Version 5.0 or higher is not installed on the computer being used, see
Appendix B, Download the Latest Version of Adobe Reader, for instructions.

To print acopy of a Form, perform the following:

1. Click the Print DS-3036, Print Draft, or Print DS-3037 button. Another browser window
opens and the Form displays using Adobe Reader, from which a copy of the Form may be
sent to a designated printer.

Note: During the launch of Adobe Reader, aFile Download window may display. To
prevent this window from displaying in the future, click in the box next to “always ask
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before opening this type of file” to remove the check mark. Select the Open button to view
the application.

. When the Form displays in the Adobe Reader window, use the scroll bar on the right side of
the window to view additional pages.

. Click the Print (| & button on the Adobe Reader toolbar. The Print window displays.

Ensure the name of the printer you wish to useislisted in the Name field of the Print
window. If it does not show the correct printer, click the down arrow to the right of the field
and select the correct printer.

5. Click OK and the Form prints to the designated printer.
6. Click the Close (Xl) button on the Adobe Reader window to close the window.
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2.5 Alerts

Alerts are notices to users identifying tasks that need to be completed in SEVIS. In most cases,
these alerts are indicators that, according to the information currently in the system, adeadline is
approaching for some type of process. For example, 6 months before a program’ s designation
expires, SEVIS provides an dert indicating that the redesignation date is nearing. Another aert
will display 3 months prior to the redesignation date.

Note: When an alert exists, the *Alerts link will display on the Listing of Programs screen.
SEVIS does not send email notification for alerts. Y ou must access SEVISto view and process
aerts.

Exhibit 21, Listing of Programs Screen—Alerts Link, shows the location of the *Alerts link on
the screen. If there are no alerts for a program, the *Alerts link will not display on the Listing of
Programs screen.

Exhibit 21: Listing of Programs Screen—Alerts Link

Student & Exchange Visitor EVI
iy Information System

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

Listing of Programs

* Indicates an alert for that program
MName of Program Location (City /State) Status Role Commands

Arnerican Au Pair Agency, Inc, Anytown, VA PROGRAM ACTIVE RO Search Mew Exchange Wisitor # plerts §EV Lists Reports
ispering Pines Institute FAIRFAK, WA PROGRAM ACTIVE  ARQ Search Mew Exchange Visitor * plerts §EV Lists Reports

"

Exhibit 22, Alertsfor Leveleer School, is an example of an alerts screen. In Exhibit 22, the first
alert isareminder that the program has 3 months before its designation expires. The other aert

isfor an EV. Click thelink to view thelist of EVs. SeeVolume ll for details on processing the
EV derts.
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Exhibit 22: Alerts for Leveleer School
N —
H

™7 o
k Student & Exchange Visitor

=1y Information System
-

Main | Help | Tutorial | Logout

Message Board | Change Password Get Adobe Reader

Leveleer School
Program Number: P-1-01071

Alerts for Leveleer School

The following ale jon:
3 months before end of program’s designation length
You have 1 Saved Recor Not Submitted for 15 Days

04/24/2007 (Tuesday)

_F-—"'-H_H—)____
R

Below is an alphabetical listing of the Exchange Visitor Alerts, including the alert title,
description, and explanation of the action required.

Note: Alertsfor EVsand dependents are discussed in detail in Volume Il of this manual.

Alert Description Action Required
3 Months Before End | Thisreminder displays Compl ete the redesignation process in
of Program’s 3 months before the end SEVIS, and submit a signed and
Designation Length of aprogram’s notarized copy of the request
(See Section 2.3.1.5, designation. (Form DS-3036) to DoS.
Redesignation, for
details on the
redesignation process.)
6 Months Before End | Thisreminder displays Compl ete the redesignation process in
of Program’s 6 months before the end SEVIS, and submit a signed and
Designation Length of aprogram’s notarized copy of the request
(See Section 2.3.1.5, designation. (Form DS-3036) to DoS.
Redesignation, for
details on the
redesignation process.)
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Alert Description Action Required
80% of Program’s Thisreminder displays Compl ete the allotment request in
Allotment for when aprogram hasused | SEVIS.
DS-2019s Used 80% or more of itstotal
(See Section 2.3.1.7, allotment of

Request Allotment of
Forms DS-2019, for
details on requesting
additional forms.)

Forms DS-2019. The
alert shows the number of
Forms remaining.

Annual Report
Reminder (30 days
prior to due date)
(See Section 2.7.5,
Compl ete the Annual
Report, for instructions
on completing and
submitting the Annual

This reminder displays
30 days prior to the annual
report due date. It will
display for 30 days
beginning on the second
day of the month that the
report is due to DoS.

Generate and print the report using
SEVIS. Submit the report to DoS each
year by the date stipulated on the
program’ s designation or

redesignation |etter.

Report to DoS.)

Child Dependent(s) Thisreminder displays90 | An RO or ARO may notify the EV to
Nearing Their 21st days prior to adependent | take appropriate action, such as
Birthday in 90 Days child' s 21st birthday. request change of status for the

dependent, or have the dependent
prepare to leave the United States.

Exchange Visitor(s) 15
Days Beyond Effective
Date of Transfer

This reminder displaysfor
the receiving sponsor
when the EV’s statusis
Transferred and the
current date is greater than
or equal to 15 days after
the effective date of
transfer identified in
SEVIS.

Validate the transfer EV’s program
participation; otherwise, the system
will automatically set the status of the
EV and dependents, if any, to No
Show 30 days after the effective date
of transfer identified in SEVIS. See
the Transferred Satus Exchange
Visitors and Dependents list or the
Exchange Visitor Information screen
to view the effective date of transfer.

Exchange Visitor(s) 15
Days Beyond Program
Start Date

Thisreminder displays
only when an EV record
has a status of Initial and
itis 15 days or more after
the EV’ s program begin
date identified in SEVIS.

An RO or ARO may setthe EV's
status to Active (if the EV reports,
validate his or her program
participation), No Show, or Invalid. In
addition, the RO or ARO may amend
the program start date and/or end date
if it is known that the EV will be
arriving at alater date.
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Alert Description Action Required
Exchange Visitor(s) 15 | Thisreminder displays An RO or ARO may setthe EV’s
Days Beyond Program | only when an EV record | statusto Active (if the EV reports,
Start Date With has a status of Initial and | validate his or her program
Approved Change of it is 15 days after the participation), No Show, or Invalid. In
Status change of status request addition, the RO or ARO may amend

was approved. the program start date and/or end date
if it is known that the EV will be
arriving at alater date.
Exchange Visitor(s) 25 | Thisreminder displaysfor | Validate the transfer EV’s program
Days Beyond Effective | the receiving sponsor participation; otherwise, the system

Date of Transfer

whenthe EV’s status is
Transferred and the
current date is 25 days or
more after the effective
date of transfer identified
in SEVIS.

will automatically set the status of the
EV and dependents, if any, to No
Show 30 days after the effective date
of transfer identified in SEVIS. See
the Transferred Status Exchange
Visitors and Dependents list or the
Exchange Visitor Information screen
to view the effective date of transfer.

Exchange Visitor(s) This reminder displays An RO or ARO may complete an

Nearing the Program | 60 daysprior tothe EV’'s | extension within the maximum

End Date in 60 Days or | program end date listed in | duration of participation or submit a

Less SEVIS. request to DoS for an extension
beyond the maximum duration of
participation. If no action istaken by
an RO or ARO, the EV’ s status will
change from Active to Inactive the day
after the program end date identified
in SEVIS.

Out of Country This reminder displays An RO or ARO may update the out of

Exchange Visitors

30 days prior to the out of
country end date for
professor and research
scholar EVswho are
currently participating in
their programs outside the
United States.

country end date. If no action istaken
by an RO or ARO, the out of country
reason will be removed fromthe EV’s
SEVIS record on the out of country
end date. The EV's SEVIS status will
remain Activeif the EV’s program end
dateislater than the out of country
end date.
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Alert

Description

Action Required

Professor(s)/Research
Scholar(s) in a G-7
Program Within 90
Days of Program End
Date

(See 22 CFR 62.20 for
additional information.)

Thisreminder displays for
professor and research
scholar EVsin programs
with a program seria of
G-7. Their statusin
SEVISisActive, their
programis5 years or

more in length, and it will
end in 90 days or less.

An RO or ARO may submit arequest
to DoS for an extension beyond the
maximum duration of participation. If
no action is taken by an RO or ARO,
the EV’s status will change from
Active to Inactive the day after the
program end date identified in SEVIS.

Professor(s)/Research
Scholar(s) in a G-7
Program Within 180
Days of Program End
Date

(See 22 CFR 62.20 for
additional information.)

Thisreminder displays for
professor and research
scholar EVsin programs
with a program seria of
G-7. Their statusin
SEVISisActive, their
programis5 years or

more in length, and it will
end in 180 days or less.

An RO or ARO may submit arequest
to DoS for an extension beyond the
maximum duration of participation. If
no action is taken by an RO or ARO,
the EV’ s status will change from
Activeto Inactive the day after the
program end date identified in SEVIS.

Saved Record(s) not
Submitted for 15 Days

Thisreminder displays
when EV recordsarein
Draft status and the
current date is 15 days or
more past the date of the
last updatein SEVIS.

Complete and submit the recordsin
SEVIS. Otherwise, the system will
automatically delete any recordsin
Draft statusif action has not been
taken on the records within 45 days.
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2.6 Exchange Visitor Lists

SEVIS enables you to quickly accesslists of EVsto view using the EV Lists link on the Listing
of Programs screen. From these lists, you may also access EV recordsto process. Theselists
provide a quick method for program sponsor officials to access EV and dependent records.

Exhibit 23, Listing of Programs Screen—EV Lists Link, shows the location of the EV Lists link
on the screen. To view the availablelists, click the EV Lists link on the Listing of Programs
screen. Detailed explanations of the lists are provided in Volume I of this manual.

Exhibit 23: Listing of Programs Screen—EV Lists Link

.

e W

F-I Student & Exchange Visitor
- Tty Information System
-
Main | Help | Tutorial | Logout ARO
Message Board | Change Password Get Adobe Reader
Listing of Programs

* Indicates an alert for that program

U.S. Immigration 3
and Customs i
Enforcement

Name of Program Location {City fState) Status Role Commands
Research Center washington, DC PROGRAM ACTIVE ARQ Search Mew Exchange VWisitor * Alertsl EVW Lists eports
Sunnydale Schoaol Sunnydale, DC PROGRAM ACTIVE ARQ Search Mew Exchange VWisitor * Alertdl EW Lists eports
Whizpering Pines Institute FAIRFAX, WA PROGRAM ACTIVE ARO  Search Mew Exchange Visitor * plertl EV Lizts Meports
...--—"'F—._'_— _..---"'""’r—__ -
,__——"‘"".-— o
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2.7 Reports

SEV IS provides the capability to generate and print a variety of reports that reflect current
SEVISinformation for the data elements that are included in the report. Please note that the
types of reports currently available are subject to change as aresult of enhancementsto the

reporting capabilities of the system.

Below is an alphabetical list with descriptions of the reports that are available at thistime.

Title of Report

Description

400 Report - Profile of Sponsor
Activity

Provides detailed information about the program sponsor
over a specific time period, between 1 and 5 years, based
on the start and end dates sel ected.

Annual Report - J1 Exchange
Visitor Program U.S. Department
of State

Provides the annual report for the program. This report
must be generated and mailed to DoS each year by the
date stipulated on the program sponsor’ s designation or
redesignation letter. See section 2.7.5, Complete the
Annua Report, for instructions on completing and
submitting the Annual Report to DoS.

Note: SEVIS automatically displays an alert to the RO
and AROs 30 days prior to the annual report due date
reminding the sponsor to complete and submit the report
to DoS.

Category Levels - Counts for
Category by Purpose Code and
Country

Provides detailed information about EV category levels
by purpose code and country.

Country Levels Report - Country
Levels by Program Sponsor

Provides detailed information about the program’sEV's
based on the visa type selected.

DoS No Show Report

Provides information about nonimmigrants in No Show
status for the program based on the visa type, start date,
and end date selected.

EV Enter POE Before/After
Program Start Date Report

Providesinformation for the selected program about EV's
who entered the port of entry (POE) either before or after
their program’s start date.

Secondary Student Placement
Report

Provides information about secondary student placements
for the program based on the start date and end date
selected.

The following sections contain the instructions for generating and printing reports using either
the Internet Explorer or Netscape browsers. Section 2.7.5, Complete the Annual Report,
contains instructions for completing and submitting the Annual Report.
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271 Generate a Report

Reports are snapshots of parts of the SEVIS database. They reflect current SEVIS information
for the data elementsincluded in the report. To generate areport, perform the following:

1. Onthe Listing of Programs screen, click the Reports link for a specific program. The
system displays the RO/ARO Reports screen, as shown in Exhibit 24, Reports Screen.

Exhibit 24: Reports Screen

| Student & Exchange Visitor S EVIS

orcement | Py Information System
= ‘_
Message Board | Change Password Get Adobe Reader

Main | Help | Tutorial | Logout

RO/ARO Reports

Format: @ HTML © Text

Click on Help (above) and zearch an Printing Reports to find the proper page settings for printing SEVIS reports,

Submit

SEVYIS Reports

% 400 Report - Profile of sponsor activity

el Category Levels - Counts for category by purpose code and country

8 Country Levels Report - Country levels by program sponzor

" Annual Feport - J1 Exchange Visitor Program U, 5, Department of State
9 Secondary Student Placement Report

" Dos No Show Report

" BV Enter POE BeforefAfter Program Start Date Report

04/24/2007 (Tuesday)

2. Toselect areport title, click the radio button adjacent to the report title.

Select an output format: HTML (Hypertext Markup Language, a web-page format) or Text
(aformat that can be easily pasted into aword processor for additional formatting and
editing).

4. Click the Submit button. If there are no search criteriafor the selected report, the report will
be generated and will display in a new browser window.

5. If search criteriamust be chosen for the selected report, the RO/ARO Reports—Report
Criteria screen will display in the browser window. Select the search criteria, and click the
Submit button to generate the report, which will display in a new browser window.

2.7.2 Print a Report

The procedure for printing reports is different depending on the browser used (Internet Explorer
or Netscape). The procedures for printing reports using both browsers are described below.
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2.7.2.1 Printing a Report Using the Internet Explorer Browser
To print areport using Internet Explorer, perform the following:
1. For best results when printing, make the following changes to the print settings:

a) Click the File menu on the Internet Explorer toolbar.

b) Select Page Setup. The Page Setup window displays, as shown in Exhibit 25, Internet
Explorer Page Setup Window.

Exhibit 25: Internet Explorer Page Setup Window

Page Setup HE
— Paper
Size:
[Letter 817211 in =
Source:
If—'«utn Select j

—Headers and Footers
Header

Footer

— Onentation Marging [inches)
" Partrait Left: IEI.E" Right: IEI.E"

& | andscape Top:

Botton: 025"

IEI. 25"
0K I Cancel | Frinter... |

c) If necessary, delete all datathat display in the Header field.
d) If necessary, delete all datathat display in the Footer field.
€) Inthe Orientation section, click the Landscape button.
f) Set the top and bottom marginsto 0.25" and the left and right marginsto 0.5".
g) Click OK.
2. Select Print from the File menu to display the Print window.

Ensure the name of the printer listed in the Name field is the printer from which the report
should print. If it does not show the correct printer, click the down arrow to the right of the
field and select the correct printer.

4. Click OK and the report will be printed on the designated printer.
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5. Click the Close (Xl) button in the upper-right corner of the browser to close the window and
return to SEVIS.

2.7.2.2 Printing a Report Using the Netscape Browser
To print areport using Netscape, perform the following:

1. For best results when printing, make the following changes to the browser print settings for
Netscape:

a) Click the File menu on the Netscape toolbar.

b) Select Page Setup. The Page Setup window displays, as shown in Exhibit 26, Netscape
Page Setup Window.

Exhibit 26: Netscape Page Setup Window

Page Setup

— Page Options —Sample [B.50 % 11.00]——

v Black text

™ Elack lines = —

[ Last page first

™ Print backgrounds

—Marging [Inches)
Top: ID.25" Left: 0.50"

Bottom: 0.25" Right: Q.50

—Header

[ Documenttile [ Document location [URL)

— Footer

[~ Pagerumber [~ Pagetotal [ Date printed

ak. I Cancel |

c) If necessary, click to remove the check mark in the Beveled lines check box.
d) Click to place acheck mark in the Black text check box.
€) Set the top and bottom marginsto 0.25" and the left and right marginsto 0.5".
f) If necessary, click to remove the check mark next to all optionsin the Header section.
g) If necessary, click to remove the check mark next to al optionsin the Footer section.
h) Click OK.

2. Select Print from the File menu to display the Print window.
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Ensure the name of the printer listed in the Name field is the printer from which the report
should print. If it does not show the correct printer, click the down arrow to the right of the
field and select the correct printer.

Click the Properties button and select the Paper tab.

In the Orientation section, click the Landscape radio button.

Click OK to accept the Landscape setting.

Click OK on the Print window, and the report will be printed on the designated printer.

Click the Close (XI) button on the browser window to close the window and return to
SEVIS.

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

2.7.3 Copy and Paste a Report

Reports can be generated using the “ Text” format option. Perform the following steps to copy
and paste the report into another application:

1.

Generate (in HTML format) and print the report so that you can see the layout of the report
and the column labels. See Sections 2.7.1 and 2.7.2 for instructions on generating and
printing reportsin SEVIS. Exhibit 27, SEVIS 400 Report — Profile of Sponsor Activity
Report—HTML Format, is an example of areport generated using the HTML format.
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Exhibit 27: SEVIS 400 Report — Profile of Sponsor Activity Report—HTML Format

SEVIS 400 Report - Profile of Sponsor Activity

Report Date & Time: Thu Nov 09 13:32:43 EST 2006
Program Sponsor: NATIONAL NONSPECIALTY SCHOOL{ G-6-00367)
From: 0770172006 To: 10/31/2006

Principal Name Category Type Funding Amount:

DOB Gender Dccupation U.5. govt.1 U.5. govt.2

Subject/Field Code Subject/Field Description Foreign govt. Sponsor

Status Position Personal International org.1

POE Entry Date Program StartfEnd Date Other org. International org.2

coc Purpose Bi-national com.

HMSEW, H TRAIMEE (NOM-SPECIALTY) 1.5, gowtil: $0 1.5, govh2: 40

08/23/1961 MALE Fran. gout.: $75 Spansar: 57

09.0402 Broadcast Journalism Persanal: 4970 Int'l org.1: £0

ACTIVE HEAD OF GOWVERNMEMT Other org.: 76 Int'l org. 2: %0
07/07/2006 - 06/20/2007 Bi nat'l camn. : $0

ARMEMIA

SACCAMO MS, MALBERT TRAIMEE (NOM-SPECIALTY) U.5, gowt1: 0 U.S. govt.2: 0

1042371390 MALE Frgn. govt.: $129000 Sponsar: $1

09,0402 Broadcast Journalism Personal: $1z9000 Int'l org.1: $0

ACTIVE HEAD OF GOVERNMENT Other arg.: 4129000 Int'l org.2: 40
08/20/2006 - 08/20/2007 Bi nat'l com.: 30

TROMELIM [SLAMD

Total number of exchange visitors: 2

Grand Total: 2

Page 1 of 1

2. Click the Close (Xl) button to close the browser window in which the report (in HTML
format) displays.

3. Onthe RO/ARO Reports screen, select Text as the format for the report and generate the
report.

Click and drag the mouse to highlight the entire report.
Select Copy from the Edit menu.

Open aword processing application (for example, Microsoft Word) and select Paste from
the Edit menu to paste the report into a new document. Exhibit 28, SEVIS 400 Report —
Profile of Sponsor Activity Report—Text Format, is an example of the report shown in
Exhibit 27.

Note: The caret (") characters are used to separate the columns of data.
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Exhibit 28: SEVIS 400 Report — Profile of Sponsor Activity Report—Text Format

NATIONAL NONSPECIALTY SCHOOL ~ G-6-00367 ~ HMSEY ~H "~ » TRAINEE (NON-SPECIALTY) ~ 09/23/1961 ~MALE ~*
09.0402 * Broadcast Journalism ~ ~HEAD OF GOVERMMENT ~ 07/07/2006 ~ 06/20/2007 » ARMENIA~A 73276757 712970474
Eas 0 Eas 0 Eas

NATIONAL NONSPECIALTY SCHOOL » G-6-00367 ~ SACCAMO M3~ MALBERT ~ * * TRAINEE (NON-SPECIALTY) ~ 10/23/1920 ~
MALE "~ 09.0402 * Broadcast Journalism * ~HEAD OF GOVERNMENT ~ 08/20/2006 »~ 08/20/2007 » TROMELIN ISLAND ™~ 12900

~ 2341290004128~ 129000 A 129000 ~0~ 0"

7. Usethe printed copy of the report generated in HTML format to create the new report using
another application.

8. Besureto save the report using the other application.

2.7.4 Paste a Report into an Excel Spreadsheet
To paste areport into an Excel spreadsheet, perform the following:
1. Complete Steps 1 through 5 in Section 2.7.3, Copy and Paste a Report.

2. Open the Excel application.

3. Select Paste from the Edit menu to paste the report into Excel. The whole report is
contained in cell A1l

4. To convert the text to columns, select Text to Columns from the Data menu. The Convert
Text to Columns Wizard window displays, as shown in Exhibit 29, Convert Text to Columns

Wizard.

Exhibit 29: Convert Text to Columns Wizard

The Text Wizard has determined that vour data is Fixed Width.
If this is correct, choose Mext, or choose the data bype that best describes vour data.

riginal daka tvpe
Choose the file tvpe that best describes wour data:
&+ Delimited - Characters such as commas or btabs separate each field,
{~ Fixed width - Fields are aligned in calumns with spaces between each Field.

Preview of selected data:

FATIONAL NOMNSPECIALTY SCHOOL ~ G-&-00387 = HMSEW ~ H © - - ;I
FATIONAL NOMNSPECTIALTY SCHOOL ~ G-&-003g87 = SACCAMO ME - MALEERT

. |r.-| |.¢~ |w |N ||—-

i
Cancel = Back | Mext = I Finish |
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5. Click the Delimited radio button, and then click the Next button. Exhibit 30, Page 2 of the
Convert Text to Columns Wizard, is an example of the window that displays.

Exhibit 30: Page 2 of the Convert Text to Columns Wizard

This screen lets you set the delimiters vour data contains. Y¥ou can see
how wour bext is affected in the preview below,

LR [™ Treat consecutive delimiters as one
W 1ab [ semicolon [ comma
[~ Space ¥ Other: IA Texk gualifier: |" 'I

rDaka preview

FATIONAL NONSPECIALTY SCHOOL G-&-00357 HIMSEV H ;I
FATIONAL NONSPECIALTY SCHOOL G-6-00367 SACCAMO M3 MALEERT

4] | |
Cancel | < Back | Mext = I Finish |

6. Click the Other check box and enter the caret () character in the box to the right of Other
(see Exhibit 30). If there are other delimiters checked (for example, Tab), click the box to
remove the check mark. Only the Other check box should be checked.

7. Click the Next button to display page 3 of the Convert Text to Columns Wizard.
8. Click the Finish button. The wizard closes and the report is formatted into columns.

2.7.5 Complete the Annual Report
Sponsors must submit an annual report to DoS. The report must be filed on an academic,
calendar, or fiscal year, as stipulated on the program’s designation or redesignation letter. The
annual reporting cycleis aso listed on the Program Information screen. The due dates are:
e Academic Year ends: June 30
Report dueto DoS: July 31

e Caendar Year ends: December 31
Report due to DoS: January 31

e Fiscal Year ends. September 30
Report due to DoS: October 31

See 22 CFR 62.15, Annual Reports, for details on what to include in the annual report.
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SEVIS automatically displays an alert for 30 days prior to the annual report due date. The aert
will display for 30 days beginning on the second day of the month that the report is due to DoS.
The alert will display for the entire 30 days, even if the annual report has been submitted to DoS.

To complete the annual report, perform the following:

1.

On the Listing of Programs screen, click the Reports link in the Commands column to
display the RO/ARO Reports screen, which contains the list of available reports for the
selected program.

Note: The RO/ARO Reports screen can aso be accessed by clicking the Reports link on the
Lists/Reports menu on the Program Sponsor Information screen.

2. Select HTML as the output format.
3. Click the radio button next to Annual Report - J1 Exchange Visitor Program U.S.

Department of State.

4. Click the Submit button to display the Report Criteria screen.

Enter the date range for the report and click the Submit button to generate the Annual
Report.

In the text box provided, enter a brief narrative on program activity. (See 22 CFR 62.15,
Annual Reports, for details on what to include in the annual report.)

Note: Theinformation entered into this text box cannot be saved with the report. Y ou may
wish to type the text into a word processing application, save the file, and then copy and
paste the text into the text box provided when the report is generated in SEVIS.

7. Click the Print button on the browser toolbar to print the report.

Click the Close (XI) button in the upper-right corner of the browser window in which the
report displaysto return to SEVIS.

Mail the report and supporting documentation, if any, to DoS. See Section 1.1, Resources, or
Attachment A, Resources, for the appropriate address.
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2.8 Message Board

The message board allows you to view system-wide postings. The Message Board screen
automatically displays when you log into SEVIS if there are any current message postings from
DHS and/or DoS. The Message Board screen may be accessed at any time by clicking the
Message Board link on the navigation bar. Exhibit 31, Message Board Screen, is an example of

the screen.

Exhibit 31: Message Board Screen

P— = "—
cumfm - - &/ Student & Exchange Visitor S EVI s

reement - ! A / - - Information System
Get Adobe Reader

Main | Listing of Schools | Listing of Programs | Logout
Message Board | Change Password

Message Board

Posting Begin Date Posting End Date Subject Commands
03/ 242008 04730/ 2008 Sample Message Board Posting Wiew
Misw Print All

2.8.1 View Message Board Postings

Perform the following steps to view the details of a message board posting:

1. Click either the View link to the far right of a specific message or the View/Print All link at
the bottom of the Commands menu on the Message Board screen. The System Message
screen displays. Exhibit 32, System Message Screen, is an example of the screen.
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Exhibit 32: System Message Screen

1ICE

Student & Exchange Visitor EVI
d'y Information System
Main | Listing of Schools | Listing of Programs | Logout

Message Board | Change Password Get Adobe Reader

Revs US. Immigra
‘@ and Customs
o

%% Enforcement

System Message

Posting Begin Date: 03/24/2008

Posting End Date: 04,30/ 2008

Subject: Sample Mezzage Board Posting
Roles: Program Users

Message: Sample Message Board message.

Meszsge rmay have a direct hyper link, e.g., KD/ wew. ice. gou/=svisfindesx. htrn, which will open in s new browser window,

Messages may also have hyperlinked text,

Attachment:

Return
_..-"_H_'___ —— _,_..—F-"")_____

2. View the details of the listed message board postings. Below is abrief
description/explanation of the fields on the screen.

Field Description/Explanation

Posting Begin Date The date that the message board posting begins
displaying on the message board

Posting End Date The date that the message board posting will be
removed from the message board

Subject A brief summary of the message board posting

Roles The users to whom the message board posting applies

Message The detailed message to the users

Attachment Additional supporting documentation for the message
board posting

Click thelink to view the attachment. The attachment
will open in anew browser window.

To print the attachment, click File on the browser
toolbar, then click Print. The Print window displays.
Ensure that the proper printer is highlighted, and click
the Print button.

When finished viewing and/or printing the attachment,
click the Close (X) button in the upper-right corner of
the screen to close the window.

3. Click the Return button to return to the Message Board screen.
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2.8.2 Print Message Board Postings
Perform the following steps to print a message board posting:

1. Choose whether just one message board posting or all current message board postings will be
printed.

e To print only one message board posting, click the View link to the far right of the
applicable posting. The System Message screen displays.

e Toprint all message board postings, click the View/Print All link at the bottom of the
Commands menu. The System Message screen displays.

2. Click File on the browser toolbar, then click Print. The Print window displays.
3. Ensurethat the proper printer is highlighted.
4. Click the Print button.
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3. OPERATING INSTRUCTIONS

3.1 Initiate Operation

Access SEVIS viathe Internet using Internet Explorer Version 5.0 or higher or Netscape Version
4.79 or higher. A SEVIS user ID and password are required to access the system.

To log into SEVIS, perform the following:
1. Accessthe Internet and go to the SEVIS Login screen at https://egov.ice.gov/sevig/.

2. Enter your user ID in the User Name field.
3. Enter your password in the Password field.
4. Pressthe Enter key or click the Login button.

Note: SEVIS may respond faster or slower depending on the number of users accessing SEVIS.

3.2 Maintain Operation
After 20 minutes of inactivity, the session will time out and you must log in again to use SEVIS.

WARNING: If you click the Close (ZXI) 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 will display, “A user is already logged on with this user
name.” Use the Logout link on the navigation bar to properly exit SEVIS.

3.3 Terminate and Restart Operations

You may log off SEVIS at any time by clicking the Logout link on the navigation bar. To close
the browser window, click the Close (IXI) button in the upper-right corner of the browser
window.

Note: If the SEVIS system locks up, click the Close (XI) button on the browser window and
initiate operation again. You will need to wait 20 minutes before accessing SEVIS again.

Should there be an unscheduled termination of your SEVIS session due to external causes such
as atimeout, power failure, or acomputer malfunction, repeat the login procedures described in
Section 3.1, Initiate Operation.

SEVIS user IDs and passwords are suspended after three unsuccessful login attempts. Call the
SEVIS Help Desk at 800-892-4829 to have access to SEVIS reinstated.
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4, ERROR HANDLING

SEV IS includes automatic validation of the data entered into many fields. For example, if the
date is entered in an incorrect format, the system will prompt you to correct the error by
providing the proper format. These messages are self-explanatory and are not addressed in this
manual.

The system also includes a SEVIS Connection Error. The message reads, “Y our connection to
SEVIS was unsuccessful. Please try your request again. If the error persists and you need
assistance, please contact the SEVIS Help Desk at 800-892-4829.”

Y ou will be redirected to the SEVIS Login screen. When returned to the SEVIS Login screen, log
into the system and continue working. If the message displays again, contact the SEVIS Help
Desk.

5. HELP FACILITIES

To report SEVIS-related issues or problems, contact the SEVIS Help Desk at 800-892-4829
between the hours of 8 am. and 8 p.m. Eastern Time, Monday through Friday. Calls received
outside these hours will be recorded for response on the next business day.
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ACH
AG
ARO
CEO
CFR
DHS
DoS
DSO
ECFMG
EV
EVP
FAA
FMS
FR
HTML
ICE
ID
LPR
MB
PDSO
POE
PS
RAM
RO
SEVIS
SEVP
URL

Automated Clearing House

Academic and Government Programs Division
Alternate Responsible Officer

Chief Executive Officer

Code of Federal Regulations

U.S. Department of Homeland Security

U.S. Department of State

Designated School Official

Educational Commission for Foreign Medical Graduates
Exchange Visitor

Exchange Visitor Program

Federal Aviation Administration

Financial Management Service

Federal Register

Hypertext Markup Language

Immigration and Customs Enforcement
[dentification

Lega Permanent Resident

megabyte

Principal Designated School Official

Port of Entry

Private Sector Programs Division

random access memory

Responsible Officer

Student and Exchange Visitor Information System
Student and Exchange Visitor Program
Universal Resource Locator
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SEVIS enables you to print Forms, such as the Form DS-3036, to a designated printer through
Adobe Reader. Perform the following steps to download the latest version of Adobe Reader:

1. Click the Get Adobe Reader link on the SEVIS navigation bar. Adobe’s home page will
display in a separate browser window.

Get Adobe
2. Click the Get Adobe Reader ( H“d"\? ) button on the Adobe home page.

3. On the Adobe Reader screen, click the Download () button. The Adobe
Reader software download will start automatically. However, if adialog box displays with
the option to run or save, click the Run button.

Note: Depending on the security settings on the computer being used, you may see a Security
Warning dialog box. Click Yes to accept the ActiveX Control.
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In order to view the tutorial, Adobe Flash Player must be installed on the computer being used.
Perform the following steps to download the latest version of Adobe Flash Player:

1. Accessthe Adobe home page (www.adobe.com).

Get Adobe

Flash® Flayer

button.

2. Click the Get Adobe Flash Player (

3. On the Adobe Flash Player Download Center screen, click the Yahoo! Toolbar check box to
remove the check mark.

4. Click the Install Now ([ i ]) button. The Adobe Flash Player software

download will start automatically. However, if adiaog box displays with the option to
install or not install, click the Install button.

Note: Depending on the security settings on the computer being used, you may see a Security
Warning dialog box. Click Yes to accept the ActiveX Control.
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Netscape has modified its printing procedures for Version 7.0. For best results when printing,
make the following changes to the Netscape browser print settings:

1.
2.

o g bk w

Click File on the Netscape menu bar.

Select Page Setup. The Page Setup window displays, as shown in Exhibit D—1, Netscape
Page Setup Window—Format & Options Tab.

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

Page Setup |

Format 2 Options T Margins & Header/Footer ]

— Farmat

Orientation: O Porkrait @ Landscape

Scaler [ 00 | % Shrink Ta Fit Page ‘Width

— Options

[ Print Background (calors & images)

[ (0]4 ] [ Cancel ]

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

Click the Margins & Header/Footer tab. The Margins & Header/Footer tab comes into
focus, as depicted in Exhibit D—2, Netscape Page Setup Window—Margins & Header/Footer
Tab.
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Exhibit D-2: Netscape Page Setup Window—Margins & Header/Footer Tab

Page Setup 5'

Formak & Options T Margins & Header/Fooker ]

— Margins {inches)
Tap:
Left: © Right
'

Battom:

— Headers & Fookers

[ -blank~  [w| [ -blank~  [*]| | -blank- ||
Left: Center: Right:
[ -blank~  |w| [ -blank~  |w]| | -blank- ||

[ (0] 4 ] [ Cancel ]

7. Set theleft and right marginsto “0.5” and the top and bottom marginsto “0.25.”

8. Within the Headers & Footers section, ensure that all drop-down lists are “--blank--." If the
drop-down lists are not set to “--blank--,” click the down arrow and select “--blank--.”

9. Click OK.

10. Click either the Print () button on the browser toolbar or select Print from the File menu.
The Print window displays, as depicted in Exhibit D-3, Print Window.
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Exhibit D-3: Print Window

Y12th floor lazer_S9q.appsa.

ik Erames:

e = [ e e = e =

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

12. Click OK on the Print window and the report prints to the designated printer.
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Resources

The following are additional resources to assist with the administration of your U.S. Department
of State designated exchange visitor program.

EXCHANGE VISITOR PROGRAM (J-VISA)
Visit the U.S. Department of State’'swebsite: http://exchanges.state.gov/education/jexchanges/

To obtain administrative guidance on the Exchange Visitor Program, the Exchange Visitor
Program regulations (22 CFR Part 62), or program or exchange visitor issues or concerns,
contact the Office of Exchange Coordination and Designation, Bureau of Educational and
Cultural Affairs, Department of State:

Academic and Government Programs Division (AG)

United States Department of State

Office of Exchange Coordination and Designation
ECA/EC/AG - SA-44, Room 820

301 4th Street, SW

Washington, DC 20547

Telephone: 202-203-5029

Fax: 202-453-8640

Responsible for the administration and oversight of the following categories:
e Government Visitor

e International Visitor

e Professor

e Research Scholar

e Short-Term Scholar

e Specidlist

e Student (College/University)

Private Sector Programs Division (PS)
United States Department of State
Office of Exchange Coordination and Designation
ECA/ECIPS - SA-44, Room 734
301 4th Street, SW
Washington, DC 20547
Telephone: 202-203-5096
Fax: 202-203-5087

Responsible for the administration and oversight of the following categories:
e AlienPhysician
e AuPair
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Resources

e Camp Counselor

e Intern

e Student (Secondary/High School)
e Summer Work/Travel

e Teacher

e Tranee

Contact information is available on the Internet at:
http://exchanges.state.gov/educati on/j exchanges/contact. htm#contact.

STUDENT AND EXCHANGE VISITOR INFORMATION SYSTEM (SEVIS)

e SEVIS Security Concerns: For system security and data integrity issues, contact the
DHS Help Desk at 888-347-7762, 24 hours aday, 7 days a week.

e SEVIS Technical Issues: For system functionality issues, contact the SEVIS Help Desk
at 800-892-4829, 8 am. to 8 p.m. Eastern Time, Monday through Friday. The SEVIS
Help Desk is available to address SEV IS concerns or questions other than security.

e SEVP Web Site: http://www.ice.gov/sevis/index.htm/. It isrecommended that you visit
this site often to stay informed regarding events affecting SEVIS.

e SEVIS I-901 Fee Web Site: http://www.ice.gov/sevis/i901/index.htm

e Online Help is available by clicking the Help link on the navigation bar when logged
into the SEVIS application. The Online Help is updated every release.

e User Manuals are available on the Internet at:
http://exchanges.state.gov/educati on/jexchanges/about/sevis.htm

SOCIAL SECURITY ADMINISTRATION
e Main page: Socia Security OnLine: http://www.ssa.gov/

e Employer Reporting & Instruction Information: Telephone Numbersfor Wage
Reporting Assistance: http://www.ssa.gov/employer/wage reporting_specialists.htm

e Employer Responsibilities When Hiring Foreign Workers:
http://www.soci al security.gov/employer/hiring.htm

U.S. DEPARTMENT OF STATE
e Main page: http://www.state.gov/

e Bureau of Educational and Cultural Affairs: http://exchanges.state.gov/education/

e Bureau of Consular Affairs: http://www.travel.state.gov/
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Resources

Visa Services, Public Inquiries Division:

Telephone: 202-663-1225
Fax: 202-663-3899

Internet Visa Information Sources:

— Bureau of Consular Affairs (Visas): http://www.travel.state.gov/visa/visa_1750.html

— Visa Services (Destination USA Overview): http://www.unitedstatesvisas.qov

— VisaWaiver information: http://travel.state.qov/visa/temp/info/info 1296.html

— Nationa VisaCenter (NVC) public: Provides general information on immigrant visa
processing and case-specific information based on the U.S. Citizenship and
Immigration Services (formerly INS) receipt number or NV C case number:

Telephone: 603-334-0700
Email: NVCINQUIRY @state.gov

U.S. DEPARTMENT OF HOMELAND SECURITY
Main page: http://www.dhs.gov/

U.S. Immigration and Customs Enforcement: http://www.ice.gov/index.htm

U.S. Citizenship and Immigration Services: http://www.uscis.gov/portal/site/uscis

U.S. Customs and Border Protection: http://www.cbp.gov

US-VISIT (U.S. Visitor and Immigrant Status Indicator Technology Program):
http://www.dhs.gov/xtrvisec/programs/content_multi_ image 0006.shtm

June 22, 2007



ATTACHMENT B—PARTICIPATION BY CATEGORY MATRIX



Participation By Category Matrix

Some categories require the completion of a separate application (Form DS-3036). Other
categories can be applied for on the same application (Form DS-3036). The matrix below lists
all of the categories. To use the matrix, in the left column, find the desired category, and then
scan across the row corresponding to that category. A “Y” in abox indicates that the category
listed at the top of the column is a category that may be applied for on the same application.

If this category is selected, Then this category can be selected:
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Alien Physician Y
Au Pair Y
Camp Counselor Y
Government Visitor Y Y [Y |[Y |Y |Y [Y
Intern Y
International Visitor Y Y [Y |[Y |Y |Y [Y
Professor Y Y [Y |[Y |Y |Y [Y
Research Scholar Y Y [Y |[Y |Y |Y [Y
Short-Term Scholar Y Y [Y |[Y |Y |Y [Y
Specialist Y Y |[Y [Y |[Y |Y |Y
Student: College/University Y Y [Y |[Y |Y |Y [Y
Student; Secondary (High School) Y
Summer Work/Travel Y
Teacher Y
Trainee Y
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