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Customer User Manual

1.0

INTRODUCTION

This user manual contains essential information and instructions for using Online Filing to
electronically file benefit requests and related forms.

It provides an overview of the system and detailed instructions on how to complete the
following:

Form I-90, Application to Replace Permanent Resident Card

Form G-28, Notice of Entry of Appearance as Attorney or Accredited
Representative

Paying the USCIS Immigrant Fee

Paying the I-131A, Application for Travel Document (Carrier Documentation) Fee
Linking Form |-821D, Consideration of Deferred Action for Childhood Arrivals
(DACA), and Form I-765, Employment Authorization Document, to your online

account

Linking Nicaragua Temporary Protected Status (TPS) to your online account

January 20, 2017
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2.0 OVERVIEW OF ONLINE FILING
Online filing helps customers, their attorneys and accredited representatives successfully submit
immigration benefit applications, petitions, or requests, and manage their cases. It also helps
customers view information about their cases if they mailed documents to the USCIS Lockbox.
This section describes online filing and the purpose of this manual.
2.1  Online Filing
Online filing allows customers to submit and view applications, petitions or requests and receive
electronic notification of decisions and real-time case status updates. Depending on the benefit
type, online filing enables customers and representatives to do the following:

e Set up and manage accounts conveniently and securely

e Submit application, petition or request and supporting documents electronically

e Manage and link paper filed benefits with an online account

e Receive and respond to notices and decisions electronically

e Make payments online

e Access real-time information about the status of cases

2.2 What this Manual Offers

This manual provides a systematic tutorial of how to file specific forms and related documents
online. With an active USCIS online account, a customer and representative can:

e Create and submit specific forms, applications, petitions or requests

Upload evidence and photocopies

e Sign and submit payment for each form as applicable

e Review completed forms and application, petition or requests
e Respond to a Request for Evidence (RFE)

e Check the status of a completed application, petition or request

January 20, 2017 12
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3.0 USING THIS USER MANUAL

This manual outlines step-by-step processes for accessing, completing, and submitting specific
forms online and includes:

e Step-by-step instructions
o lllustrative screen images
¢ Notes (additional information)

Links found throughout this manual (identified by blue underlined text) provide quick access to
specific topics.

You can find definitions for certain terms and acronyms in Appendix A and Appendix B at the
end of this manual. If you select one of the links within this manual, you may return to the page
you were on by using the scroll bar at the far right of your screen. In order to find that page
again, make note of the page number before you select a link.
3.1 System Requirements
You must have the following in order to use online filing:

e Access to a computer and monitor

e Internet access

e Basic knowledge of how to navigate an Internet browser (for example, Internet Explorer,
Mozilla Firefox, Safari, or Google Chrome)
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4.0 SIGNING IN TO ONLINE FILING
To submit an application, petition or request on this system, you must create a user account.

To create an online account, you must follow the instructions in section 4.1. Once you create
your USCIS online account, you will be able to sign in with your email address and password.

4.1  Setting up a USCIS Online Account

To set up your USCIS online account, go to https://myaccount.uscis.dhs.gov .

Step 1: Select Create a New Account.

Figure 4.1-1: Create new account

=B Ol webite &F the Digacirand 6f Hamethnd Sadu vy

e i il Qone | S A A & Tgn Un

Explore Optiens  MNeed Halp?

Sign In Create a new account
* Indicoes o required field You need 10 Creote o pew pcoolent if you vianl o
* Emil « Fiby an application, petition, or request onling
i + Aecess informatkon about your case and you receied
| eiher & Caze Passcode from your snormaey o2 stcredied
- - reprasentative of an Accgunt Acceplance Metice from
UsCs
" Password

Advanteges of a JSCIS online account:

= File an dpplication. peucion. of request vith LISCIS
» Check your case stalus

m = Pay tha USCIS Insnigrant Fes

= Check your USCH Immigrant Fee poyment staius
r — = Changs your LS, malng sddress

Dido't reebvg confirmation inshuctions? Creali & imew HEcount @

Department of Homeland Security Consent

Yeu are abaut o acess & Deparvment of Homeland Secuwrity camputer system. This computer system and dota therein oo progeity of the US.
Governmen and prowided for official LS, Govemment informsation and uie, There B no expecianion of privacy whan you use this compuater
sysiem. The uie of & pastoord of aay other $&curfy measurs does not ¢stablish an ¢xpeciation of privacy, By using this system. you condent to
tha e 241 forth in this natice. You may not procett classifind national tecurity information an thit computer Syitem. Ascets tothis system i
resiricied to suihorized uters caly Unawthonzed access. use. or modebooton of this system or of dats comained herdin, of = vansit woifrom this
Sysiem. may consbitne o violagion of section 1030 of tile 18 of the LS. Code and othér crminal lawes. Anygne who scoesses & Federsl computer
syttem without authorization ar extedds acceis authorily, or oblaing, alters, damages, destnoys, or disclotss infoemation, of priresnts authorized
use of infermation on the computer System, may be subject wo penaliies, fnes of imprisonment This computer systeen and any related equipaent
15 subject o monkoeing for adminksratie oversight love enforcement, criminal irmeestigative puposes. inguirkes int sleged vwoagdong or
misuse, end to ensure proper periormance of applicable secunty features and procedures. DHS mey conduct monitoring ettivities without further
natiee.
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Step 2: Enter your email address in the Email field and select the Sign Up button.

Note: A red asterisk (*) indicates a required field that you must complete in order to continue.

Figure 4.1-2: USCIS Online Account Sign Up

MNeed Help?

Explore Options

® Indicates a requeed field

* Email
* Email cenfirmation

Your email address is used 1o log in 1o your USCIS Account. All USCIS
email communications will be sent to this address

By signing up. | agree 1w the Depanment of Homeland Secijiny
Consent and USCIS Privacy fict Statement

Sign Up

Already have an account? Log in

Department of Homeland Security Consent

You are about 10 sccess a Depantiment of Homeland Security computer system
Thes computer system and data therein are property of the LS. Govemnmment and
previded for afficial US. Government information and use. There is no
expéctation of privacy when you use this computer systém. The use of a
pasaword of any other Security mMeaturs doed ol #31ablish an expectation of
privacy. By using this system, you consent 1o the terms set forh in this notice. You
midy fot proceds classibed national security Rfermation on this COMPUE Syilem
Access 10 this system s resiricted 1o authorized users only. Unauthorized access.
use, or modification of this system or of data contained heréin, or in ransit
to'from this system, may constitute a violation of section 1030 of title 18 of the
U5, Code and cther criminal laws. Anyone who accesses a Federal computer
system without authosization of exceeds access authorty. or oblains, alters,

ol Fi il

IR | i i
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Step 3: On the Sign In screen, you will receive a notice that a confirmation email has been sent
to your email address. You should receive the USCIS Account confirmation email with further
instructions within 10 minutes. Check your email for the confirmation and follow the instructions
in the email to confirm your USCIS Account request.

Figure 4.1-3: Confirmation email notice

=8 Ofcial websine of the Deparvment of Homeland Secursy Gots ussinge | Sign lnore Sign La |

Explore Options Meed Help?

ATISCIS Account confirmation email has been sent to amold@yahoo.com. Please follow the instructions in the email to Hide
confirm vour UTSCIS Account request. I vou do not reeeive the confirmation el withan the nest 10 nunues, please return to

thiz page and request vour confirmation instructions again. ‘/.,.-—-...\
Step 3

Sign In Create a new account
* Indigates o requined field, You need to create o nevw account if you want to

* Ernail = File an applicaton, pettion, o réguest onkne
[ « Access information about your case and you recehved

| either o Case Passcode from your alorney o accrediced
lpreddnlatve o an Account Acceplance Motee fram

UsCIs
" Password
Advantages of a USCIS online account:
» File an application, petiion, or reguest with WSCIS
= Chick your case Staius
m = Pay the USCIS Immigrant Fee
« Check your USCIS Immigrant Fee payment status
Forgo! your pagswand? » Change your US. meiling address
Dida’s recaive confirmalian inructinng? Create a new account
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Step 4: Select the link in the email to confirm your email address within 24 hours after you

Figure 4.1-4: Email confirmation instructions

Fram: USLIS Accounts
Ton
(<
Suban Passward Feser isinacicas

receive it and continue your account set up.

You have asked USCIS 1o reset vour password 10 log in 1o yvour USCIS Account. To confinm vour reguest, pleae ¢lick on the link below, or copy and paste the entire link into your browser.

hoips:dmyvaccowm wscis dhs goviusersfpasswordfedn Preset password token=) 2Cizuby Geod4JsCEIFD

Please note that this confirmation link expires in 24 hours and may require your immedinte attention iF you wish to aceess your online account in the foture.
If you would like additional assistance, please contnet the USCIS Customer Contact Cemter via the web form at hitps:/eaov.useis aovierisicontactus

ILEASE DO NOT REPLY TO THLY MESSAGE

Note: The confirmation email expires 24 hours after the email is sent.

Step 5: When you select the link in the email, you will receive a successful confirmation
message on the USCIS log in page (shown in Figure 4.1.5). Follow the instructions on the
screen to enter a new password and select Submit.

Figure 4.1-5: Enter new password

Your email address has been successfully confirmed.

Create a Password

Your password must be at least 8 characters in length and contain at
least one upper case letter, at least one lower case letter, at least one
number, and at least ane special character,

" Indicates a raquired figld, Step 5

* Password

* Password confirmation

Note: Your password must:
o Be at least eight characters in length
e Contain at least one uppercase letter
e Contain at least one lowercase letter

e Contain at least at least one special character. Accepted special characters include:
F“#S$% & ()*+,-.;:<=>2@{}[]/\" _~~

January 20, 2017 17



Online Filing Customer User Manual

Step 6: Each time you log in to your USCIS online account, you will be required to enter an
authentication code. The authentication code (also called a one-time password (OTP)) is a
password that can be used only once. The code will be sent to you based upon the preference
you select in this step.

e Select the Email checkbox if you prefer to be contacted by email.

e Select the Mobile checkbox if you prefer to receive the One-time Password as a text
message to the mobile phone listed in your account profile.

Select Submit. You will receive a confirmation with the authentication code via the preference
that you selected.

Figure 4.1-6: Authentication code preference

O et o T Deplnts

Explose Gptions

Netd Help?

Eveqy tine you log in, you will e given a one-tiae passweord, How woulkl you prefer to reoeive one-tinme passwonds? Hide

One-time Password
Preferences

Eveny Mo you 1og I, you will e gaen 3 ono-ime pasywand, Mo
wandel yes profor taresenar pao time panver s

E 7 Emd_l
| Mabile

Step

I o Sechicen Bove Gtz LexL messan g natficaton 100 US, mabie
RN FTIBET |10 N Yo SCoOunt and acoopt Bese leems and
Eonditions, you ot eeedeed el Slenand Mettaging Rales o eihor
chaiges teldicd o Ihes e nolifcalions may ooply.

Mabile Number

Step 7: Open your email or text message to read the Secure OTP Notification message. Make
note of the code so that you can enter it when asked.

Figure 4.1-7: Secure OTP email notification

Frome wrearel8figgmail.com

Ta & Email Hame@eample. com

[«
.Subjﬂ.'l: Zecure OTP Mothicaton
You have requested a secure one time password (OTF) to log into your USCIS Account,

Please enter this secure OTP| 82767713

If you are not attempting to log into USCIS, please contact the Customer Contact Center by filling out the web form at hitps: Vegov.useis govieris/contactug for assistance

Please be aware that this update might require your immediate attention.

FLEASE DO NOT REFLY TO THIS MESSAGE
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Step 8: Log in with the password you created in Step 5. In the screen that follows, enter the
Secure one-time password that you received by email or text (Step 7) and select Submit.

Figure 4.1-8: Enter your one-time password

== Omclal websie of the Depanment of Homealand S Tiry

G0 10 uscls.gov | Welcome Sign Out

Explore Options Need Help?

1.8, Citizenship and
Immigration Services

Your two-factor authentication method has been set. Please confirm that it works.

Enter your one-time password

A one-time passward has been sent to your Emaill and Mablle, Please
enter the code that you received, If you do not receive the code in 10
minutes, please requast a new ane-tims passwaord,

" Indicates a required fisld.

* Secure one-time password

Note: Once you select Submit, you must set up your password reset security questions and
answers, which are used to validate your access to USCIS online account. If you forget or
need to reset your password, you will be asked to provide the answers to your security
guestions.
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Step 9: You must select five different questions and provide answers to each one (questions
shown in Figure 4.1.9 are for example only). Select the question of your choice from the drop-

down list under each numbered question. Then enter your answer to each question you choose

in the Response field immediately below it. Make note of your answers because you will need
them in the future to access your USCIS online account.

Step 10: When you have completed each of the five questions and answers, select the Submit
button at the bottom to continue.

Figure 4.1-9: Secure identification questions and answers

Twao facter anthentication seceessful.

9 ) Provide Password Reset

Ste;)
Answers

Sel fve gecurity queslions.Y'ou must remember the answers 1o 1hese
QUESlonE iT You ever need 1o resel Your passward,

* @uestion #1
VWhat i= the last name of your favorite childhood teacher? El

* Response

* Question #2
In what eity did you meet your spouse/significant ather? El

* Response

* Question &3

VWhat is the name of the company of your first paid job? El

" Response

" Question 24
What was the first team sport you played? [

* Response

* Question #5
Where did you visit the first time you want out of town vnthoEl

* Respahise
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Step 11: Select the appropriate account type. For more information about creating an account
as a representative, see Section 6.6: Representatives.

Figure 4.1

-10: Select Account Type

of the Depasrment of H n

Explore Options About Need Help?

0‘

Account Type

Select an account type:
c 2 Step 11
I am & Customer.
- lam submitling an application. pefition, or
request for mysell or a family member.
c 5
| am & Legol Representative.

« lam an attemney eligible to practice law in the
United States,

« lam a representative of a qualified
arganization that is recegnized by the Beard
of Immigration Appeals (BIA).

Step 12: You will receive a log in confirmation message similar to the example shown in Figure
4.1.11. You can now log in at any time using the email and password you created in Step 5.

Figure 4.1-11: Log In confirmation

You have successfully created your accounl. USCIS password policy requires you o change your password at least once every 365 days, Your curren! password will "=

You are lpgged in,
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41.1 Password Reset

If you forget your password, you will need to reset it. To reset your password, follow the
instructions below.

To access your USCIS online account, go to https://myaccount.uscis.dhs.gov.

Step 1: Select the Forgot your password? link.

Figure 4.1.1-1: Sign In page password reset link

== Omcial webtite of a8 Depariment of Homebnd Sy Lt b wRet i | 5iGen

In o i Lip

Explore Options Meed Help?

Sign In Create a new account
® Indicates & requined field You nedd 1o Ofeste 8 NEW SCCoun il You Wang B
* Email » File an opplcaton, petitlon, of request onling

= Access information about your case snd you received

| either o Cose Passoode from your oiomey or accredied
L reprasentative or an Account Acoeplance Molioe from
UsCs

* Password
Advantages of a USCIS online account:

« Fil an applcation, peisthon, or request with USCIS
» Check your cose status

m = Pay the USCIS Immigrant Fee

« Chack your USCIS Immigrant Fee payment status
(i s ? @ « Charsge your LS, malling addness

Diin'y receive confirmation instuctioms? Creale a new account
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Step 2: Enter the email address you used to set up your USCIS online account and select Send
me reset password instructions.

Figure 4.1.1-2: Forgot your Password

é Cificial websie of the Depariment of Homeland Secungy

o to uscis.gov | Sign in oo Sign Lip

Explore Options Nead Help?

Forgot your password?

" Indicates a required field.

- @
Send me reset password instructions

Sign up
Yicn't recaive confirmation insjructions?
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Step 3: When you select Send me reset password instructions, a message will display at the
top of the Log In screen and you will receive an email with further instructions.

Figure 4.1.1-3: Message about email

=8 Cfcisl website of the Department of Homeland Secwity

Go bo wecizgov | Sign In or Sign Up

Explore Options MNeed Help?

You will receive an email with instructions on how to reset vour password in a few minutes.

Step 3) Hide

e

Sign In Create a new account
* Indicates a required field Wou need 10 create o mew acoount if yow want u
* Email « File an application, petition, or request gnling

« Access informaion sbew your case and you received
| | | #ither & Case Passcode fram your tormey ac accredined
représaniaiive or an Actount Acceptance Motlog from
USCIS

Step 4: Open your email to read the instructions about how to reset your password. Select the

link in the email to return to online filing.

You have asked USCIS 10 reset your password 10 log in 1o vour USCIS Aceount. To confinm vour request, pleafe click on the link below, or eopy and paste the entive lnk inte your browser.

Figure 4.1.1-4: Email with instructions

Fram: USCIS Accounts

Te:
<}
Subaet Password FegEl mrnuiceg

hips:imyvaccowm uscisdhs poviusersipasswordedit Preset. password token=) ZCizuby Geodd4JsCEIFD

Please note that this confirmation link expires in 24 hours and may require your immediate attention iF you wish to aceess your online account in the future.
If you would like additional assistanee, please contact the USCIS Customer Contact Center via the web form at hitps://eaov.useis qovicrisicontacius

FLEASE DO NOT REPLY T THIS MESSAGE
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Step 5: You will be prompted to answer three of the Password Reset Questions that you
previously set up. Enter your answers for each question exactly as you did during your profile
set up (see example questions in Figure 4.1.1.5). Select Submit. Once you select Submit, you
will be directed to create a new password.

Figure 4.1.1-5: Password Reset Questions

s Official website of the Depariment of Homeland Security

Go lo usas.gov | Swgn In or Sgn Up

U.S. Citizenship and

Explore Options Meed Help?

Immigration Services

Please answer your personal Password Reset Questions to verify your identity.
* Indicates a required field.
Step 5
* In what city did you meet your spouse/fsignificant other?

* What is the last name of your favorite childhood teacher?

* What was the first team sport you played?

Submit
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Step 6: Choose a password that is easy to remember and enter it in the New password field.
Re-enter that same password in the Confirm your new password field. Select Change my
password to save it.

Note: Your password must be at least eight characters in length and must contain at least
one uppercase letter, one lowercase letter, at least one number, and at least one special
character. Accepted special charactersinclude ! “ #$% & () *+,-.;:<=>?2@{}[]/\

A "

Explore Opticns

Need Help?

Choose a nev password.,

Change your password

" Indicates & required feid.

" Naw possword

* Confinm yoar new password

Change my password

Saan gy

Frorgenl winst patdwond?

Dt regaivn sonfarmation

Step 7: You will receive a “Password change notification” email. Remember this new password
and use it to sign in.

Figure 4.1.1-7: Password changed confirmation message

Fioms B USCES Accounts

1[:H
Ce

You have asked USCIS to change the password currently associated with your USCIS Account.

If vou did not change your password, please contact the USCIS Customer Contact Center via the web form at https-/egov nseis gov/eris/contactus

PLEASE DO NOT REPLY TO THIS MESSAGE

Note: For security reasons, you will be required to change your password once every 365
days.
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4.2  Signing in as a Customer

Once you create a profile, you can sign in at https://myaccount.uscis.dhs.gov using your email
address and password.

Step 1: Enter your Email Address and Password.

Step 2: Select the Sign In button.

Figure 4.2-1: Customer Sign In

== Omclsl website of T Departmant of Homeland Sec

Explore Options

Meed Help?

Sign In Create a new account
“ Indicates a réquired field You nged 10 Oreate a new acoount if you wank t
* Emeil = File an opphtatan, peltich, af reguedt ahling

= Access information about your case and you received
either o Case Passcode from your atiomey or occredied
represantative ar an Account Acceplance Motioe from
USCIS

Advantages of a USCIS online account:
«  File an appkcoton. pestion. or request with LSS
+ Check your case status

|
Password
« Pyt USCIS Immigeant Fed

» Check your USCIS Immigrant Fee payment statut
TR VLK R T = Charge your LS, mailing sddvess

il Creale a new account

¢ g Saa Tl ! Ak sl i

Department of Homeland Security Consent

‘fou are about to access 8 Department of Homeland Security computer system. This computer system and data theesin are property of the LS.
Garvermmgng and provided for official ULS, Govermmaent infornsation and w5, Thare it nd expetation of prrrscy wihian you ue this coniputer
system, The use of o passwoid of ey other security measure does not establish an expectation of privecy. By wiing this system, you consent 19
the tazma ge1 facth in this natice. Yau may not process classified national security infarmation on this computer system. Accsst 1o this system is
resiricied to suthorized users only. Unawhonzed access, use. or modification of this syswem or of dats comained hérein. or in arsi todfrom this
system. may censtsure o violagion of section 1030 of tile 18 of the LS. Code and other criminal lews. Anyone who accesses o Federal computer
system withaut suthorization or excesds access authority, or oblaing, allers, damages, desiroys, or disclosss information, or prevents autharized
use of infocmation on the computer System, may be suliject o penaltes, fines of Enprissnment. Tihis computer system and ary telatid eguipenenT
5 subject 1o monkoeing for adminisrrative oversight, law enforcement. criminal investigative purposes. inguiries ingo alleged wrongdoing or
misuie, end 1o enjure proper perlormance of applicable secunty festures and precedures. DHS may conduct monitgeing actvtles without fusther
notice,

Note: You must enter your password accurately. If you enter the wrong password three times
in a row, you will be locked out for 20 minutes before you can attempt to log in again.

January 20, 2017 27


https://myaccount.uscis.dhs.gov/

Online Filing Customer User Manual

4.3 Signing In as a Representative

Once you create your USCIS online representative account, you can sign in at
https://myaccount.uscis.dhs.gov using your email address and password. Follow the instructions
below to sign in as a representative.

Step 1: Enter your Email Address and Password.
Step 2: Select the Sign In button.

Figure 4.3-1: Representative Sign In

== Ofcial webshie of e Department of Homeland Securty

Explore Options  Need Help?

Sign In Create a new account

®Inchcotes o requiked field You need to create o new occount if you want to:

* Email « File on opplicotion, petition, of request online

i o Access information about your case and you recenved

[ | either o Case Passcode from your sttorney of occredied

L ope tive or on A t Accep Notice from
uscis

* Password

Advantages of a USCIS online account:

« File on opphcotion, pestion. of request with USCIS
« Check your cote stotus

+ Pay the USCIS Immigrant Fee

« Check your USCIS Immigrent Fee peyment stotus
o At d? « Change your US. mailing address

'L race: firmation ingtructions? Creale a new account

Pre A De i P, A 1 0 g Burden AgceseDiliy Policy

Department of Homeland Security Consent

You are sbout to access o Department of Homelond Security computer system. This computer system and dets therein are property of the US.
Government and provided for official U.S, Govermment information and use. There I8 no ¢xpectation of privaty whin you use this computer
system. The use of & possword or ey other securty messure does not estoblish an expectation of privecy. By using this system, you consent 1o
the terms set focth in this notice. You moy not process classified national security informotion on this computer system. Access 1o this system is
re3tricted 1o suthorized users only. Unauthorized access. use. or modiication of this sysiem or of date conained herein, of in ransit to'from this
system, moy constituie o violetion of section 1030 of tile 18 of the US. Code and other criminal lows. Anyone who accesses o Federel computer
system vithout euthorizotion or exceeds occess cuthority, o obleins, eiters, demeges, destroys, or discloses information, o prevents authorized
ute of information on the computer Systém, may be subject 10 penalties, fines of imprisonmént This computier systém and any related eguipment
Is subject 1o monkoring for adminisrative oversight, low enforcement. criminal iInvestigative purposes. inquiries into alleged wrongdoing or
misuie, end to ensure proper performance of oppicable securiy festures and procedures. DHS may conduct monitoring activities without further
notice.
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5.0 NAVIGATING ONLINE FILING

Once logged in, your home page allows you to view either the Home tab or the Profile tab (see
Figure 5.0-1). The default view is the Home tab. Use this screen to navigate the features.

Figure 5.0-1: Home tab
= Official website of the Department of Homeland Security

Accessibility Plug-ins  Log Out

Contact

.S ip and
Immigration Services

Home Profile

Recent Notices Actions

« View All My Cases

=y = x =

Notice Date Receipt Number Applicant Name Notice Type IR i

2/17/15 10E0248450576 - Appointment Scheduled Code (See Account
2 A NMN i Acceptance Notice)

= i S tar= = Review and E-sign the
2/17/15 I0E0248450576 NMN Receipt Notice Request Drafted by Your
Legal Representative

View All Notices Tk :
= Verify Your Identity

Recent Cases

Links
Receipt Number: I0E0248450576 | A
Request Type:  Application to Replace [5iee { * Avoid Seams | USCIS
Permanent Resident Card Ew
, - » Change of Address
Case Received Date: 02/17/2015 o « E-Request

Received As: i
i EFile « Email us for Help
Status: In Process = Form I-00 General

Status Message: Your benefit request has L | | Information
been accepted and is g :
P + How Do I Customer Guides

\' O i
Pending Action: ;:;:;I:rre e Create New Case ¢ J ; | USCIS

View Case Details for IDE0248450576

Note: If you are inactive for 20 minutes, your session will end. The system will save your
information, but you will need to log back in.
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51 Customer Home Tab

The Customer Home tab provides the following options:

Table 1: Customer Home Tab Options

‘ Option to Select

Option 1: Recent Notices

Description

Review the notice date, receipt number, customer name,
and notice type (for example, Appointment Scheduled,
Receipt Notice).

Option 2: Actions

View your cases, enter your online access code, review and
e-sign your application, petition or request, or verify your
identity.

Option 3: Recent Cases

Review current cases. Select the View Case Details button
to access a case’s status, status message and notice type.

Option 4: Links

Access other USCIS tools and information.

Option 5: Create New Case

Create a new case by selecting the blue button (see Section
6.2).

=5 Official website of the Department of Homeland Security

Figure 5.1-1: Customer Home tab options layout

Accessibility Plug-ins Log Out

Contact

| Wiew Case Details for IOE0248450576

Home Profile
Recent Notices |Option 1 | Actions | Option 2
MNotice Dat: Receipt Numhb Appli tN Noti = View All My Cases
otice Date ceipt Number pplicant Name otice Type N 5 .
2/17/15 10E024%450576 NN Appointment Scheduled i‘i‘:g::::?:g;e)
- 2 = Review and E-sign the
2/17/15 I0E0248450576 NMN Receipt Notice Request Drmedsé‘!,mm.
2 i Legal Representative
View All Mot
e e = Verify Your Identity
Recent Cases | Option 3 T
i [a]g]
Receipt Number: £O5 | Ll .
JH © IDE0248450576
Request Type:  Application to Replace « Avoid Scams | USCIS
Permanent Resident Card
= Ch f Add
Case Received Date: a2/17/2015 _ = ;;lseo ress
o : : ] + E-Request
Received As: EFile ¥ + Email us for Hel
Status: In Process || : ! - E::;nn; ;—sooéenir‘:al
Status Message: Your benefit request has 48 Infi :
< - % ntermation
been accepted and is _ DptIOI‘I 5 :
under revisw * How Do 1 Customer Guides
" N z ! Create New Case 2 | USCIS
Pending Action: None el
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5.1.1 Recent Notices

Under Recent Notices, you can review the Notice Date, case Receipt Number, Applicant
Name, and Notice Type.

Option 1: Select the receipt number to open the case and review the case details.
Option 2: Select the title of the notice under Notice Type to open a copy of the notice.

Option 3: To view all notices, select the View All Notices link in the lower right corner of this
section.

Figure 5.1.1-1: Recent Notices
Recent Natices

Notice Date Receipt Number Applicant Name Notice Type
2;’1? IOE0248450576 Option 2 | Appointment Scheduled
2/17/15 I0E0248450576 Receipt Notice

Option 3 | View All Notices

5.1.2 Actions

The Actions section provides links to:

View all your cases

Enter your Online Access Code

Review and e-sign any requests drafted by your legal representative
Verify your identity

Figure 5.1-1: Actions section

Actions

+ View All My Cases

+ Enter Your Online Access
Code (See Account
Acceptance Notice)

» Review and E-sign the
Request Drafted by Your
Legal Representative

» Verify Your Identity

January 20, 2017 31



Online Filing

Customer User Manual

5.1.2.1 View All My Cases

To view any cases you have filed, select the View All My Cases link. This link opens the My
Cases window where you will see any cases you have previously filed (Figure 5.1.2-1).

Figure 5.1.2-1: View All My Cases

Actions

= View All My Cazes

+ Enter Your Online Access
Code (See Account
Acceptance Notice)

+ Review and E-sign the
Eequest Drafted by Your
Legal Representative

+ Verify Your Identity

Home Profile

My Cases
Show 10 [=]entries
Receipt Number “ Applicant Name ¥ Request Type E
10E0248450576 Application to Replace

Permanent Resident Card
Showing 1 to 1 of 1 entries

Submitted Date 3 Status ¥

oz2f17/2015 In Process

First Previous 1 Next Last

5.1.2.2 Review and E-sign Representative Draft

If you have a legal representative who has drafted an application, petition or request on your
behalf and has provided you with a passcode, select the Review and E-sign the Request
Drafted by Your Legal Representative link (Figure 5.1.2.3-1). The Enter Passcode window

will pop up.

To open the draft, you must enter the passcode provided by your representative in the Enter

Passcode window and select Submit.

Figure 5.1.2.3-1: Enter Passcode pop-up window

Departrment of Hemeland Secerty

Enter Passcode X

Home Pra * indicates Required Field

Recent No| fvour representative has provided you a Case Passcode to access and review
— VOUT Application, petition, or request, please enter vour Case Passcode

below.

Passcode”
NOTE: If you need to verify vour Case Passcode, please contact your
representative.

Notice Datd

Recent Cag

For security reasons, the Case Passcode is never communicated via email or
SMS/text messages by USCIS ELIS.

Once vou access vour application, petition, or request by entering a valid Case
Passcode, vou will be limited to read-only access and cannot make changes to
yvour application, petition, or request.

Only vour Representative can make changes to your application, petition, or
request. To allow vour Representative to make changes, vou must select
Decline E-signature after vou access vour application, petition or request.
Your Representative will be able 1o update vour application, petition er request

pssibility Plug-ins  Log Ot

Condaet Us

Actions

— Acceptance Notice)

» View All My Cases
« Enter Your Online Access
Code [(See Account

= Review and E-sign the
Request Drafted by Your
Legal Representative

Links

with your requested changes.

« Aveid Scams | USCIS

« Change of Address

= E-Request

« Email us for Help

+ Form l-go General
Infermation

= How Do 1 Customer Guides
| USCIS
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5.1.3 Recent Cases

Under the Recent Cases section, you can review all of your active cases. To see case details,
select the blue View Case Details button at the bottom of the section (see Figure 5.1.3-1).

Figure 5.1.3-1: Recent Cases

Recent Cases

Receipt Number: [0Eo0248450576
Request Tvpe: Application to Replace
Permanent Resident Card
Case Received Date: o02/17/2015
Received As: EFile
Status: [In Process

Status Message: Your benefit request has
been accepted and i=
under review,

Pending Action: None

View Case Details for IDE0248450576

5.1.4 Create New Case

To create a new case file, select the Create New Case button. This opens the Application,
petition or request form (see Section 6.2: Create New Case).

Figure 5.1.4-1: Create New Case

Create New Case
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5.1.5 Links

The Links section provides access to general information and other USCIS Customer Service
Online Tools. All these links take you out of the system and to other USCIS web pages.

Figure 5.1.5-1: Home tab Links section

Links

+ Avoid Scams | USCIS
» Change of Address
E-Request

Email us for Help

Form I-g0 General
Information

How Do I Customer Guides
| USCIS
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5.2 Customer Profile Tab

The Customer Profile tab displays Account Information and Address details. To make
changes to your contact preferences or addresses, follow the steps in the sections below.

Under Account Information, to change your contact information, select the Change Contact
Preference link.

Under Address, to change your mailing address, select the Change Mailing Address link and
to change your physical address, select the Change Physical Address link.

Figure 5.2-1: Customer profile screen options
i Official website of 1he Department of Homeland Security

Accessibility Plug-ins Log Out

Contact

us

. Citizenship and
Immigration Se

rvices

Home Profile
Account Information Address
USCIS Account Number 083927661353 MAILING ADDRESS
111 MASS AVE
NAME WASHINGTON, DC 20001
First Name
Middle h:a.me NMN Change Mailing Address
Last Name PHYSICAL ADDRESS
BIOGRAPHIC INFORMATION 111 MIS5 AVE SE STE 300
Date of Birth 05/05/1085 WASHINGTON, DC 20032-6162
Country of Birth Alaldova
Alien Number 1088776655 Change Physical Address

CONTACT INFORMATION
Email trnapp30@example.com
Mobile Phone
Daytime Phone (203) 456-7801
Contact Preference

Change Contact Preference
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5.2.1 Change Contact Preference
To change anything under Contact Information, follow the steps below.

Step 1: Select the Change Contact Preference link at the bottom of the Account Information
section.

Figure 5.2-1.1-1: Change Contact Preference link

i Official website of ihe Department of Homeland Security

Accessibility Plug-ins Log Out

Contact

Home Profile

Account Information Address
USCIS Account Number 083927661353 MAILING ADDRESS
111 MASS AVE
NAME WASHINGTON, DC 20001
First Name
Middle .\:a.me NMN Change Mailing Address
Last Name PHYSICAL ADDRESS
BIOGRAPHIC INFORMATION 111 MIS5 AVE SE STE 300
Date of Birth o05/05/1085 WASHINGTON, DC 20032-6162
Country of Birth Maoldova
Alien Number Ag88776655 Change Physical Address

CONTACT INFORMATION
Ermmnail trnapp3o@example.com
Mobile Phone

Daytime Phone (203) 456-7801
Contact Preference

Change Contact Preference
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Step 2: In the Change Your Contact Preference pop-up window (Figure 5.1.2.2):

a. To add or change a phone number or email address, select Update and enter your new
information.

b. Select the appropriate checkboxes to indicate your preferred method of receiving
notifications from USCIS. You can check both boxes if you want notifications sent to
both your email and mobile device.

c. Select Save to keep your selections, or Cancel if you do not want to save these
changes.

Figure 5.2.1-2: Change Your Contact Preference pop-up window

Change Your Contact Preference

NOTIFICATIONS (ALERTS)
NOTIFICATIONS (ALERTS) can keep vou informed about activity in your account and/or case(s). You can receive email
and mobile notifications anywhere at any time. These notifications can alert vou of recent updates to vour account or
changes in your case status.
If vou select mobile notifications as vour preference, please note that:

« Standard SMS (text) message fees may apply. Check with your mobile phone service provider for details.

+ USCIS will NOT send SMS (text) messages to international mobile phone numbers.
1f you want to receive notifications by email or mobile phone, vou must enter an Email Address or Mobile Phone
Number. If you want to receive notifications by email or mobile phone number, or by both, please (#) the box next to
each field.

NOTE: If you do not wizh to receive notifications by email or mobile phone, please leave the Email Address or Mobile
Phone Number fields blank (or "empty") and do not check (v} the box.

Please indicate below how vou would like to receive notifications:

CONTACT INFORMATION

{ Step2b

Email Address Update trnapplo@example.com = Contact me by email

Mobile Telephone = Contact me by mobile phone
Number Update

Daytime Telephone

Number

=0
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5.2.2 Change Mailing Address
To change or update your mailing address, complete the following steps.

Step 1: Select the Change Mailing Address link under Address.

Figure 5.2.2-1: Change Mailing Address

o Odficial website of the Department of Homelind Security

Accessibility Plug-ins Log Out

Contact

11.5. Citizenship and
Immigration Services

Home Profile
Account Information Address
Step 1
USCIS Account Number 083027661353 MAILING ADDRESS P
111 MASS AVE
NAME WASHINGTON, DC 20001
First Name
Middle ‘\:a'me NMN Change Mailing Address
Last Name PHYSICAL ADDRESS
BIOGRAFHIC INFORMATION 111 MISS AVE SE 5TE 300
Date of Birth o05/05/1085 WASHINGTON, DC 20032-6162
Country of Birth AMoldova
Alien Number 5088776655 Change Physical Address

CONTACT INFORMATION

Email tmapp3o@example.com
Mobile Phone
Daytime Phone (203) 456-7801
Contact Preference

Change Contact Preference
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Step 2: Make any changes necessary to the address input fields. Make sure all items marked
with an asterisk (*) are completed.

Step 3: Select the Next button at the bottom of the window.

Figure 5.2.2-2: Change Mailing Address edits

Change Mailing Address

* Indicates Required Field
INFO: Street number, name, unit type, and unit number combined cannot excesd 54
characters.

Mailing Address

In Care of Name

Apt/Flr/Lot/Ste/Trlr/Unit Apt/Flr/Lot/Ste/Trlr/Unit
Apartment [+] Number
203

Street Number and Name™
123 MASS AVE @
Country*

United States [z

City/Town”™ State™ ZIP Code™
BALTIMORE Maryland [=] 23213

=DEIED
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Step 4: The system will compare what you have entered to the U.S. Postal Service address
data base and will give you two options.

a. If you want to use the USPS address shown at the right under ADDRESS
STANDARDIZATION (USPS), select the Use this Address button.

b. If you would rather use the address just as you entered it, select the Save button at the
bottom of the pop-up window.

Figure 5.2.2-3: USPS Standardized address option

Change Mailing Address

* Indicates Required Field

INFO: Street nember, name, unit type, and unit number combined cannot exceed 34
characters.

Mailing Address

ADDRESS STANDARDIZATION |

In Care of Name USPS found an address matching
your entry, do vou want to use this
address instead?

Apt/Flr/Lot/Ste/Trlr/Unit Apt/Flr/Lot/Ste/Trlr/Unit
Suite =] Number
100

200 MASS AVE NE 5TE 100
WASHINGTON, DC 20002-4041

Street Number and Name*
200 MASS AVE

Cvuunl.r:.'*
United States

City/Town"™ State™ ZIP Code™
WASHINGTON District Of[=] = 23213

D EDED

Step 5: Review the success message at the top of the Profile tab and verify the new address
shows in the Mailing Address block.
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5.2.3 Change Physical Address

To make changes to the physical address shown, follow the steps below.

Step 1: Select the Change Physical Address link.

Figure 5.2.3-1: Change Physical Address link

Ol wekadte of the Departzneat of Homelaad Secarity

Accessibility

Plug-ins Log Out

CONTACT INFORMATION
Emall trnappio@example.com
Mobile Phone
Daytime Phone (2073) 456-780
Contact Preference

Contact
s renship and
Immigration Services
Home Profile |
Account Information Address
USCIS Account Number 083927661353 MAILING ADDRESS
111 MASS AVE
NAME " WASHINGTON, DC 20001
First Name
Middle Name 30N Change Maili
- nge Mailing Address
Last Name PHYSICAL ADDRESS
BIQGRAPHIC INFORMATION 111 MISS AVE SE STE 300
Date of Birth 05/05/1985 WASHINGTON, DC 200326162
Country of Birth 2aldova
Alien Number AgaS7766355 Change Physical Address

Step 1

Change Contact Preference

Step 2: If your mailing address and the address where you live are the same, select the

checkbox at the top of the pop-up window and your address information will be filled in for you.

If your physical address is different than your mailing address, make any necessary changes in
the appropriate fields and select the Save button at the bottom of the window.

Figure 5.2.3-2: Change Physical Address

Change Physical Address

Physical Address

* Indicates Required Field

Apt/Flr/Lot/Ste/Trlr/Unit

Apartment

Street Number and Numie®
123 MASS AVE

- *
Country

United States

BALTIMORE

My physical address is the same as my malling address

Apt/Flr/Lot/Ste Trlr/Unit Number

4-B

Clty Town™ State”

Mardand ] | a3mis

ZIP Code®

Step 2

Cancel
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Step 3: Review the success message at the top of the window and verify the changes are
shown in the PHYSICAL ADDRESS block.

Figure 5.2.3-3: Physical Address success message

il CoffScsal wbesie of the Department of Homeland Secusity

Aceessibility Flug-ins Log Out

Home Profile

SUCCESS: You have successfully changed vour Physical Address, ( Step 3

Account Information Address
USCIS Account Number 0370017341491 MAILING ADDRESS
MAME STE. 100

200 MASS AVE

First Name FIRSTNAME WASHINGTON, DC 23213

Middle Name =M

Last Name LASTTUNINTHREE Change Mailing Address

BIOGRAPHIC INFORMATION PHYSICAL ADDRESS
Date of Birth 05/10/1990 APT. 4B
Country of Birth Azesbaijan 123 MASS AVE
Alien Number Asoooc0293 BALTIMORE, MD 23213

CONTACT INFORMATION Change Physical Address
Email trnappzos@example.com
Mobile Phone
Daytime Phone

Contact Preference

Change Contact Preference
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6.0 THE FORM I-90
The following sections in this manual explain how you can create and submit the Form 1-90,

Application to Replace Permanent Resident Card. In order to file a Form 1-90 application
successfully, you must complete the following steps (See Figure 6.0-1):

1. Set up an account

2. Complete the application

3. Upload evidence

4. Review and sign the application

5. Pay for the application

6. Respond to all subsequent notices or requests from USCIS

Figure 6.0-1: Customer Role process flow map

Form 1-90 Process Flow

Customer Applying for Form | 80

] i View = Provide

£ Create an Initiate a Snapshot Pay for Receive Biometrics at y

% Online —»{ Benefit |—» EL\iIPc;Zﬁge and Sign benefit | Receipt | Applicant |—» RQR?IIEVB —w Resl%(:)Edto | Chgf;:’;ase
S Account Request Benefit request Notice Service

o Request Center (ASC)
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6.1 Completing Form I-90
The following sections provide instructions for:

e Linking a previously filed case

e Create a new case

o My Status
e Review your application, petition or request

e Sign Form 1-90

e Pay for the application

Note: If an accredited representative or an attorney has filed a Form 1-90 for you, go to
Section 6.6.6: Client Instructions for Cases Filed by a Representative to review your

application and complete the process.

If you have previously filed a paper Form [-90 through the USCIS Lockbox, you can create a

USCIS Online Account and manage your account online.

Follow the steps below to create your USCIS Online Account.

Step 1: From your Home tab, select the Enter Your Online Access Code (See Account

Acceptance Notice) link in the Actions section.

Figure 6.1.1-1: Enter your Online Access Code link

23 Official website of the Department of Homeland Secerity

Home Profile

Recent Motices

Actions

Acosssibility Plog-ins  Log Out

Contact

Recent Cases

= New AN Ay Cage

Notice Date Receipt Number Applicant Name Notice Typg
Mo data available in table

+ Enter Your Online Access
Code (Sec Account
Acceptance Notice)

Mo recent cases found.

Links

Feview and E-sig0 the
Request Drafted by Your
Legal Representative

= Avoid Scams | USCIS

» Change of Address

= E-Request

= Email us for Help

= Form I-90 General
Information

» How Do I Customer Guides
| USCIS
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Step 2: Enter your Online Access Code.

Note: The Online Access Code can be found in the USCIS Account Acceptance Notice that
was sent to you after filing a paper Form 1-90.

Step 3: Enter your Date of Birth.

Step 4: Select Submit.

Figure 6.1.1-2: Submit access code and DOB

=3 Otficial website of the Depurtmest of Homelund Secarisy

Accessibility Flug-ins Log Out

Contact

Home Profile
Online Access Code Step 2
* Indicates Required Field

1f you received an online aceess code in the Welcome to USCIS ELIS letter sent to vou, please enter that online access code below to aceess and review your
application,

Online Access Code*

Date of Birth* s — Step 3

For security reasons, USCIS ELIS will never send your online access géde via email or SMS/text messages,

When yvou enter avalid online aceess code, you will aceg
petition, or request,

g read-only basis, You will not be able to make changes to your application,
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6.2 Create New Case — Form 1-90

Once logged in, you can create a new case from the Home tab. This section gives you
instructions on how to create a new case and how to provide any additional information needed

to process your case.
Step 1: On the Home tab, select the blue Create New Case button.

Figure 6.2-1: Create New Case

Mo clata available intakle

Recent Cases

e recent cases found.

Create New Case

- —— — I —
Home Profile
Recent Notices Actions

MNotice Date Receipt Number Applicant Name MNotice Type + View All My Cases

« Enter Your Online Access
Code (See Aceount
Acceptance Notice)

= Review ond E-slgn the
Request Drafted by Your
Legal Representative

Links

= Avold Scams | USCIS

= Change of Address

= E-Request

« Emadl us fer Help

= Fogm 1-94 General
Information

= Heow Do | Customer Guides
| USCES

Step 2: Select the radio button for the 1-90 application.

Step 3: Select Next to go to the Form 1-90 application.

Figure 6.2-2: Select A Request

=] OMcaal webide of Uhe Departmen? of Hameiod Securty

ULE, Citizenship amd
Immigration Services

Home Profile

SELECT A REQUEST *

plication to Replace Permanent Resident Card (1F90)
‘Consideration of Deferred Action for Chisdhood Arrivals (1-8210)

Application for Naturalization (N-300)

Accossibilmy

Plugins Log Out

Contact Us

Indicates Required Field
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Step 4: Select the Form 1-90 Instructions link at the top of the left navigation panel to open a
PDF document in a separate window.

Read the instructions carefully (shown in Figure 6.2-3) to determine if this is the correct form to
use. If this is the correct form for you, move to the My Status section of the form and select the
appropriate option.

Figure 6.2-3: Form 1-90 Instructions

s Official webaite of the Department of Homelnd Secarizy

Home Profile

Form I-90( step4

- .
Forml-g0 My Status is @
Instructions - = o)
. 5 Permanent Resident l
3 1 ] - >
E:’d "I-]‘D"&"“ TS Permanent Resident In Commuter Status
RIRLIES " Conditional Permanéent Resident

(oot ) (22) [What Is the Purpose of This Form?

= [.90 Application | Form I-90. Application to Replace Permanent Resident Card, is used by permanent residents to apply for a replacement or

i"-" Status renewal of their existing Permanent Resident Cards.
ooount
""““,“_e ¢ Addr This form may also be used by conditional permanent residents to apply for a replacement of an existing Permanent
el Resident Card; however, conditional permanent residents nmist not use this form to apply for an extension or renewal of
their status.

NOTE: Conditional permanent residents whe obtained such status through marriage or entrepreneurship and

wish to petition to remove the conditions on their residence must not use Forim 1-90, To remove these conditions,
follow these insouctdons:

1. If you became a conditional resident through marriage to a U.S. citizen or permanent resident, and your
conditional status is expiring within the next 90 days file Form I-751, Petition to Remove Conditions on
Residence; or

1. If you became a condirional resident based on a financial investment in a U.S. business, file Form I-829, Perition
by Entrepreneur to Remove Conditions.

6.2.1 My Status

The My Status section refers to your current immigrant status. The three status options
available to Form 1-90 applicants are:

¢ Permanent Resident
¢ Permanent Resident In Commuter Status
e Conditional Permanent Resident

When choosing your status, keep in mind that you can only choose one. Follow the instructions
below to complete the My Status section.
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Step 1: Select the status that applies to you. Once you choose your status, the Reason for
Application, petition or request section will appear (see Figure 6.2.1-1 below).

Step 2: Select the reason that most applies to you. For example, you can select the “My
previous card has been lost, stolen, or destroyed” checkbox if this applies to you.

Figure 6.2.1-1: Select a reason

My Status is * @

{#] Permanent Resident Step 1
T Permanent Resident In Commuter Status
| Conditional Permanent Resident

. VN
Reason for Application ™ ( step2 )
| My previous card has been lost, stolen, or destroved. S
| My previous card was issued but never received.
| My existing card has been mutilated.
| My existing card has incorrect data because of DHS error. (Scan the card that contains the incorrect data and upload it
for inclusion with this application under "Evidence Upload. ")
T My name or other biographic information has been legallv changed since the issuance of my existing card.
-

My existing card has already expired or will expire within six months.

T Ihave reached my 14th birthdav and am registering as required. My existing card will expire AFTER my 16th birthday.
(Do not select this option if vou are filing this application before vour 14th birthday, or more than 30 days after vour
14th birthday. Select the application type, "I have a prior edition...” below.)

' T have reached my 14th birthday and am registering as required. My existing card will expire BEFORE my 16th

birthday. (Do not select this option if vou are filing this application before vour 14th birthdav, or more than 30 davs

after vour 14th birthday. Select the application type, "I have a prior edition..."” below.)

I am a permanent resident who is taking up commuter status.

I am a commuter who is taking up actual residence in the United States.

I have been automatically converted to permanent resident status.

I have a prior edition of the Alien Registration Card, or I am applving to replace my current Permanent Resident Card

for a reason that is not specified above.

b A i’

Step 3: Once you select the reason for your application, petition or request, the associated fee
will appear at the left side of your screen (see Figure 6.2.1-2 below).

Figure 6.2.1-2: Application, petition or request fee information

Form I-90

. &
Form I-90 My Statusis ™ (@
;ﬁmc[;:c?:s;ue £ _Permanent Resident

anent Resident In Commuter Status

Notice . .
ional Permanent Resident

APPLICATION %k
FEES: on for Application

Filing: 5455 | =] My previous card has been lost, stolen, of destroved.
r
~
r

Biometric $85 My previous card was issued but never received.
Spmiees: My existing card has been mutilated.
My existing card has incorrect data becanse of DHS err
Total: $ 540 for inelusion with this application under "Evidence Upl
| My name or other biographic information has been leg
| My existing card has already expired or will expire wit
Favs Drakt | I have reached my 14th birthday and am registering as
(Do not select thiz option if vou are filing this apolicat
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Note: If you cannot complete the form for any reason, you may select the Save Draft or Exit
buttons located on the left side of your screen under the fee information (see Figure 6.2.1-2)
at any time.

Save Draft will save the information you have entered and you may return anytime within 30
days to complete the form.

If you select Exit without saving a draft, your information will be discarded and you will have
to start over when you log in to your USCIS online account again.

6.2.2 Account

This section provides instructions for completing the Account section of your Form 1-90. You
will need your Alien Registration Number, also known as your A-Number.

Step 1: Enter the numbers (eight or nine digits) of your Alien Registration Number (A-
Number). If available, enter your Online Filing Account Number.

Figure 6.2.2-1: A-Number and Account Number
Account

Step1 |
Alien Registration Number [A-Numhcrj* A

Online Account Number (if any)

6.2.3 Your Full Name

The Form 1-90 requires your current full name. This section provides instructions on how to
complete the Your Full Name section.

Step 1: Enter your name in the Family Name, Given Name, and Middle Name fields. If you do
not have a given name or you do not have a middle name, check the box below the field as
appropriate.

Step 2: Answer the question by selecting the appropriate button. If your name has changed
since you received your Permanent Resident Card, you must answer Yes and provide your
previous name. Enter your previous name(s) in the fields or check the boxes below them as
appropriate.
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Figure 6.2.3-1: Your Full Name

Your Full Name

NOTE: Your card will be issued in this name
Step 1

Family Name (Last Name)* Given Name (First Name Mﬁdﬁle Name”
YourLastiName YourFirstName YourMiddleName
[ I do not have a given name /I do not have a middle name
(first name)

Has vour name legally changed since the issuance of vour Permanent Resident Card?*

T Yes © No © N/A-Ineverreceived my previous card Step 2

6.2.4 Mailing Address
This section provides instructions for how to complete the Mailing Address section.

Step 1: If you want your mail addressed to someone other than yourself, enter that person’s
name in the In Care of Name field.

Step 2: Enter your Street Number and Name. If you have an apartment, a suite, or a floor
number, select the appropriate option from the Apt/Ste/FIr drop-down list and enter your
Apt/Ste/FIr Number.

Step 3: Select the Country from the drop-down menu.

Step 4: Enter the name of the City/Town, select the State from the drop-down menu, and enter

your ZIP Code.

Figure 6.2.4-1: Mailing Address
Mailing Address

In Care of Name QStEFl 1
N

Street Number and Name® StEp 2 Apt/Ste/Flr Apt/Ste/Flr Number
Select [=]

Country®
United States e

Step 3

City/Town* State™ ZIP Code®

@ Select [=]
A4
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Step 5: Once you complete all the mailing address fields, USCIS compares the address you
entered with the U.S. Postal Service (USPS) addresses database and a pop-up box titled
Mailing Address Preference will appear (Figure 6.2.4.2).

a. If you would like to use the address in the USPS database, choose the Select USPS
Standardized Postal Address button.

b. If you would rather use the address just as you entered it, choose the Select Original
Postal Address Entered button.

Figure 6.2.4-2: USPS Standardized Address message

Mailing Address Preference

The U.5. Postal Service (USPS) has updated your address using the USPS format to ensure that your mail is delivered
carrectly,

Please select the Mailing Address preference vou would like to use:

USPS STANDARDIZED POSTAL ADDRESS ORIGINAL POSTAL ADDRESS ENTERED

TISPS found an address matching vour entry, do vou want
to use this address instead?

20 MISS AVE SE APT 220 20 Mass Ave, STE. 220
WASHINGTON, DC 20032-2305 Washington, DC 20001

Seleet USPS Standardized Seleet Original Postal
Postal Address Address Entered
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6.2.5 Physical Address

This section requires you to provide the address where you live.

If you live at the same address where you receive mail, check the box at the top left labeled My

physical address is the same as my mailing address (see Figure 6.2.5-1). The system will

automatically fill in the fields using your mailing address.

If your physical address is different from your mailing address, fill in the correct address
information and do not check the box.

Figure 6.2.5-1: Physical Address same as Mailing Address checkbox

Physical Address

=~ My physical address is the same as my mailing address

*

Street Number and Name Apt/Ste/Flr Apt/Ste/Flr Number
Select El
Cuulll_r_\.'*
United States m
City/Town"™ State™ ZIP Code*
Select T|

6.2.6 Contact Information

The Contact Information section displays the email address you entered when you set up your

profile. If your contact email has changed, you must provide accurate and up-to-date contact

information. It is used when USCIS needs to contact you.

To change or add contact information, select Update and provide a valid Email Address,
Daytime Telephone Number, and Mobile Telephone Number.

Figure 6.2.6-1: Contact Information

Contact Information

Email Addrl& 2 -

Daytime Telephone Number -« -

L

Mobile Telephone Number Update | 4 »
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6.2.7 Additional and Biographic Information

The Form 1-90 requires your date of birth, country of birth, gender, and other information.
This section provides instructions for completing the Additional Information and Biographic
Information sections.

You must enter Date of Birth, Country of Birth, Date of Admission, and Gender in the
appropriate fields. You may enter additional biographic information in the applicable fields.

Figure 6.2.7-1: Additional and Biographic Information

Additional Information Biographic Information

* —
Date of Birth* - Gender Select []
Country of Birth* Select [] Feet
City/Town/Village of Height Inches

Birth

Weight (in pounds)
U.5. Social Security
Number (if any) Eye Color

Class of Admission Select ,_] Hair Color
y PP
| Date of Admission 4' What is your ethnicity?
@
‘What is vour race? (Select all applicable)
Mother's Given Name : ::;ril::;ican Indian or Alaska Native
(First Name) ~ Black or African American
Father's Given Name ~ Native Hawaiian or Other Pacific Islander
(First Name) ~ White

Note: Enter Date of Birth as MM/DD/YYYY. For example, March 9, 1981 should be entered
as 03/09/1981.
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6.2.8 Processing Information

This section gives you step-by-step instructions on how to fill out the Processing Information
section.

Step 1: Processing Information section (see Figure 6.2.8-1)
a. Enter your answers in the two open fields for the questions Where did you apply for
your immigrant visa or adjustment of status? and Where was your immigrant visa

issued or which USCIS office granted you adjustment of status?

b. Select Yes or No for the question Did you enter the United States with an immigrant
visa?

Figure 6.2.8-1: Processing Information

Processing Information

Where did vou apply for your immigrant visa or adjustment of status?

Where was vour immigrant visa issued or which USCIS office granted vou adjustment
of status?

Did you enter the United States with an immigrant visa? [ Select [ |

']-Selcc! =
Have you ever been in exclusion, deportation, or removal proceedings, or ordered INo

|
removed from the United States? =

c. If you select Yes, you must provide your destination in the United States at the time of

your admission and your port of entry. Select the correct answer from the drop-down
menu to the right of each question.

Figure 6.2.8-2: Processing Information — IV details
Processing Information

Where did vou apply for vour immigrant visa or adjustment of status?

Where was vour immigrant visa issued or which USCIS office granted y ment
of status?

Did vou enter the United States with an immigrant visa? t StEFI 1c ) Yis E

Provide the following information:

What was your destination in the United States at the time of vour admission?

Which Port of Entry were yvou admitted to the United States?

aska
American Samoa

ona
: : = E - fukansas |
Hmn??;‘f‘_er i.].'.!'.u:-{.n-.'!.kfl.-u.sri.n.'.lr’.dwom‘ion’ or remosl procfedings; or ardered [Nmm Forces Africa, Canada, Europe, Middle East| |
Aomed Forces Amernicas (excepl Canada) £l
Aemed Forces Pacific |
California |
Colorado
Conneclicul
Delaware
District Of Columbia
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d. Select Yes or No as appropriate for the last two questions also (see Figure 6.2.8-3). If
you select Yes, you must provide a detailed explanation in the spaces provided.

Figure 6.2.8-3: Deportation or abandonment response details

Processing Information
Where did vou apply for vour immigrant visa or adjustment of status?
Where was vour immigrant visa issued or which USCIS office granted yvou adjustment
of status?
Did vou enter the United States with an immigrant visa? select Bl
Have vou ever been in exclusion, deportation, or removal proceedings, or ordered Select Fi 1
removed from the United States? —
Since vou were granted permanent residence, have vou ever filed Form I-407, [ Select Ft ]
Abandonment by Alien of Status as Lawful Permanent Resident, or otherwise been “Salecl 1
determined to have abandoned your status? Vee
| _
Have vou ever been in exclusion, deportation, or removal proceedings, or ordered Yes
removed from the United States?
Provide a detailed explanation in the box below * /
f"
Since you were granted permanent residence, have yvou ever filed Form I-407, l Yes El ‘
Abandonment by Alien of Status as Lawful Permanent Resident, or otherwise been
determined to have abandoned vour status? /
Provide a detailed explanation in the box below ¥
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6.2.9 Accommodations for Individuals with Disabilities and Impairments

Step 1: If you are not requesting accommodations, select No from the drop-down menu and
move to the next section.

If you are requesting accommodations because of a disability and/or impairment, select Yes
from the drop-down menu and go to step 2.

Step 2: If you select Yes, you must then check the boxes that apply to you and enter a detailed
explanation in the spaces provided.

Figure 6.2.9-1: Accommodations for disabilities details

Accommodations for Individuals with Disabilities and Impairments

Are vou requesting an accommodation because of vour disabilities and/or

impairments? Selecl
= I am deaf or hard of hearing and request the following accommodation (If requ&’M
language interpreter, indicate for which language (e.g. American Sign Language A |
Comments”

I am blind or have low vision and request the following accommodation:
Comments®

0

I have another type of disability and/or impairment. (Describe the nature of vour disability
and/or impairment and the accommodation you are requesting):
Comments”*
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6.2.10 Preparer

If you are filling out this form by yourself and do not need someone else to do it for you, skip to
the next section.

Step 1: If someone prepared this form for you, select the Yes, somebody else prepared this
form for me checkbox and enter the Preparer Name, Business/Organization Information,
Preparer Mailing Address, and Preparer Contact Information.

Step 2: Select the appropriate button to indicate if the preparer is or is not an attorney or
accredited representative.

Figure 6.2.10-1: Preparer details - attorney

Preparer U

r
| W Yes, somebody else prepared Lhis form for me.{ Step 1 )

PREPARER NAME SN PREFARER'S
. ] ) BUSINESS/ORGANIZATION
Family Mame (Last Name) Given Name (First Name) INEORMATION
LAST FIRST

Preparer's Business or
Qrganization Name

PREPARER MAILING ADDRESS Organization

Street Number and Name AptfStefFiIr AptfStefFIr PREPARER CONTACT
123 T -| Number A MTA
23 MAINST J INFORMATION
Preparer's Email
Country repl@example.com
United States j Preparer's Daytime
Telephone Number
Cityf Town State ZIP Code (
TEST Guam ﬂ 23333 Preparer's Fax Number

PREPARER INFORMATION® Step 2

\-___./
& Preparerisan altomney or accredited representative. . © Preparerisnotl an altomey or accredited representative.
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Step 3: If the preparer is not an attorney or accredited representative, a note with additional
instructions and a Print PDF for Signature button is displayed. Select the Print PDF for
Signature button to print the page and follow the instructions in the Note.

Figure 6.2.10-2: Preparer not an attorney

PREPARER INFORMATION™

' Prepareris an allorney or accrediled represantalive. Bl Preparerisnol an altormey or accrediled represantative.

NOTE: Click Print PDF for Signature to view and print the Preparer Signature page. Your preparer must sign
and date this page, and return it 1o you. Once you receive the signed page from your preparer, you must scan and upload
the page in the Evidence Upload section.

You do NOT need to complete this step if your attomey or accredited representative prepared your Form 1-90 and is

submitting a Form G-28 with your application.
Step 3 (an PDF for Sugnawre)

Step 4: After you select Print PDF for Signature, the system will automatically fill in the
Preparer’s Certification with information from your application, petition or request and print it
out (an example of the top of the certification is shown in Figure 6.2.10-3). Give this printout to
your preparer for his or her signature.

The signed Preparer’s Certification must then be scanned and uploaded (see Section 6.2.12
Evidence Upload).

Figure 6.2.10-3: Preparer’s Certification

Preparer's Certification

Preparer's Full Name \_// Preparer's Maifing Address

Provide the following information concerning the preparer: G Street Number |"'-'JC DEFALLT AVE |
L. Preparer's Family Name fLase Nante) and Name
|:__.,L_._ <h ] 0. Apt, Ste., Fir. |'>T' |12:'3-‘: |
I.h.  Preparer's Given Name (First Nawe) 6.e. City or Town | B TNGTON |
Jason |
Wi we. ZIP Code |40508-3422
2. Preparer’s Business or Organization Name 6. State G.e. - ZIP Code I 40508=24 |
|-"'-f'-f-' Law Firm | 6.1 Postal Code | |
~ [ = . H .
Preparer's Contact Information 6.2 Province | |
3. Preparer's Daytime Telephone Number
L 6., Country |United States |
(734) 333-3333 J

4. Preparer's Fax Number

[[:‘3?; 323-2222 |

5. Preparer's Email Address (6 anv)
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6.2.11 Interpreter

If you are filling out this form by yourself and do not need someone else to read and interpret it
for you, skip to the next section.

Step 1: If someone interpreted this form for you, select the Yes, somebody else interpreted
the instructions and questions on this application, petition or request for me checkbox
and enter the Interpreter Name, Interpreter Mailing Address, and Interpreter Contact
Information in the spaces provided.

Step 2: A note with additional instructions and a Print PDF for Sighature button is displayed.
Select the Print PDF for Signature button to print the page and follow the instructions in the
Note.

Figure 6.2.11-1: Interpreter details
Interpreter

| W Yes, somebody else interpreted the instructions and questions on this application for me.

INTERPRETER NAME INTERPRETED
Step 1 LANGUAGE
Family Name (Lastl Name) Given Name (First Name) INFORMATION
Interpreted Language
Esperanto
INTERPRETER MAILING ADDRESS
Street Number and Name ApliStelFir ApliStelFir INTERPRETER CONTACT
45 Floor :J Number INFORMATION
m Interpreter's Business or

Organization Name
»eranto Enthusiasts, LLC

Country
United States j Interpreter's Email
asfa@me.com
City/Town State ZIP Code Interpreter's Daytime
Pine Bluff Arkansas :l 71603 Telephone Number

nnnnnnnnnn
) 2II*IIII

o MNOTE: Click Print PDF for Signature to view and print the Interpreter Signature page. Your inlerpreter must
sign and date this page, and retumn it 1o you. Once you receive the signed page from your interpreter, you must scan and

upload the page in the Evidence Upload section.
Print POF for Signature
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Step 3: After you select Print PDF for Signature, USCIS will automatically fill in the
Interpreter’s Certification with information from your application, petition or request and print it
out (an example of the top of the certification is shown in Figure 6.2.11-2). Give this printout to
your interpreter for his or her signature.

The signed Interpreter’s Certification must be scanned and uploaded (see Section 6.2.12:
Evidence Upload).

Figure 6.2.11-2: Interpreter’s Certification

Interpreter's Certification

Step 3
Interpreter's Full Name v Interpreter's Mailing Address

Provide the following information concerming the imerpreler: G, Street Number |, |
T T ; and Name
La.  Interpreter's Family Name fLest Nane)
| G Api., Ste., Fir, [F“-.Et. ll';ll l

L. Interpreter's Given Name (First Nome) f.c

City or Town \ Pine Bluff

2. Interpreter’s Business or Orpanization Name G4, St 6. ZIP Code

71603
|F:-'-JE'-E': ranto BEnthusiasts, LLC | .1 Postal Code | |
kS Interpreted Language
|F‘.;i::c_-_-_'r1_"_',,:'> | 6.;:. Province | |
Interpreter's Contact Information 6.0 Country |Uni'-‘-ed States |
4. Interpreter’s Davtime Telephone Number

[1233) 333-3333 |

= L b p Sy g

Step 4: If you are not ready to continue to the Evidence Upload section, select Save Draft to
save your work and continue working in this section, or select Save and Exit to save what you
have entered up to this point and exit the application, petition or request without continuing to
the Evidence Upload section.

Step 5: If you are ready to continue to the next section, select Continue to Evidence Upload to
save your work and continue.

Figure 6.2.11-3: Save options

e MOTE: Click PrinL PDF for Signatlure to view and print the Interpreter Signature page. Your interpreter must
sign and dale this page, and retum it 1o you, Once you receive the signed page from your inlerpreter, you must scan and
upload the page in the Evidence Upload section.

Print PDF for Signsture

Save Unarl)(Sauo and Em)(:Conﬁnue 10 Evidence Upluau@
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6.2.12 Evidence Upload

This section provides instructions for preparing acceptable documents to upload as evidence.
The system accepts evidence that follows specific file standards, file types, image size, and
image resolution. The section Evidence Categories and Sample Documents for Form 1-90
explains this information.

Scan and save your evidence documents as separate files. Creating separate files will allow you
to upload and match each of your evidence documents to the requested type of evidence.

Note: If you submit any document, response, or comment with information in a foreign
language, you must also submit a full English translation.

Review the information in the Evidence Upload section (Figure 6.2.12-1) before proceeding to
the Upload Instructions.

Figure 6.2.12-1: Evidence Upload

Home Draft Cases G-28 Terminated Cases Profile
Form I-go
Instructions - Evidence Upload
Burden Disclosure
Notice Basged on your responsesto the questionzin this application, you will need 1o uplead suppoting evidence. You must submit all
—— required avidence and supparting documentalion will your application. Failure 1o provide required evidence may rezull in 2
APPLICATION delay In pracessing your application, Any document containing a foreign lanquags miust be accompanied by a full Englich
FEES: transiation, The translalor mugl gian a cedificalion that the English language translation is complele and accurate, and thal Lhe
Filing: $455 tranziatar (s competent 1o trandlate frem the forelgn language into Englich. See the application instruclions for further details.
Biometric &85 Use of Preparers
Services:
Total: 8540 If you used a preparar 1o complete your applicalion, you mus<t £can and upload a copy of the igned Preparer Certification pags

swith your appllcation.

You do MOT need to complete this step if your altomn ey or accrédited representalive prepared your Form 1-90 and 1S submitling @

Farm G- 28 with vour application.

Form G-28

1-90 Application Usge of Interpreters

=2 quoad Evidence Ifyou used an interpreter Lo complets your application, you (or your altorney or accredited representalive) must scan and upload
Review Forn G-28 a copy of the signed Interpreler Certificalion page wilh your application.

E-cignFormiG-28

Review 1890

s Qiher correspondence from LSCIS

Other Any other Information you believe |srelevant Lo your filing,

Examples:
« Explanalions for exclusion, deporlation, or removal proceedings

If you are required to scan and vplead a slgned Preparer or Inlerpreler cerificalion page

writh your Form 1-90, pleage make sure the file name reflecle the lype of cerification thal is
being uploaded.

Examples:
» Preparer's Certlfication - *Preparer. pdf®
+ Interpreter's Certification - "Intepreter. pdf”
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6.2.12.1 Upload Instructions

Prepare to upload your documents. The Upload Instructions section provides additional
instructions for where to find the types of files USCIS accepts for Form 1-90.

Review the upload instructions.

Note: Select the Click to view the File Upload How To Chart link to review additional
instructions on how to upload documents (Figure 6.2.12.1-1).

Figure 6.2.12.1-1: Upload Instructions
Upload Instructions

For each document that you submit, please select the "Category” from the drop down list provided. We recommend that you
describe the type of document in the file name. For example, if you are uploading a scanned image of vour Permanent Resident
ider "My i ipg"” as the file name.

Click to view the File Upload How To Chart.

LIST OF ALL ACCEPTABLE FILE STANDAR

A
[ POF |

ACCEPTABLE FILE STANDARDS: PASSWORD PROTEC

Before vou uploadyour scanned evidence, please make sure Your files should not be password p:

ted. Please remove
that vour file is in a proper format. The file should be saved any password protection before uploading
as an image and the n

files into
e for your document should end USCIS ELIS.
with a period (.) and one'of the following three letters (.Jpg,

.pdf, .tif). l

Upload Instructions

Fet each document hat you submit, please salact the "Category” frem the drep down lis] previded. We recommend hat you dascribe Lhe type of
docurment in the file name. For example, il you are uploading a stanned image o your Permanent Resident Card censider
“MyPermanenifesidentCard jpg” as the file name.
CFEck Lo close the File Upinad How To Char)
(/
 Acceptable ) Not Acceptable
Save each
document Do MOT save
e in "“55PUHT] VISA ] documnents forll( passporr | [ 5
MAGE BAAGE " WSSPORT

separate file, ! + multipla IMAGE IMAGE

Mak file ) . individuals to e Jolin} (for Jane)

name "Passpartipg Mz jpog” the same file, “abCoT

descriptive.

If possible,

keep pages Fommananl| [ Femmanant Do NOT save

lo the same Resitent Frosiden: multiple

document i'-'r"fl’ 1'33"5 document

. mkge mage

byjre in one ety (back) typas to tha

file. Ly PRC o same file.

Documents

separated Do Notuse

into multiple duplicate file

files Sh'ou'ld namas.

use unigue . :

file names, || MPRCEoatieg
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6.2.12.2 File Upload

Below are step-by-step instructions on how to upload your file.

Step 1. From the Type of Document drop-down menu, select the type of document you are
uploading. Select Browse to locate the document.

Figure 6.2.12.2-1: File Upload

* Indicates Required Field
9 SELECT DOCUMENT TYPE AND BROWSE FOR DOCUMENTS

« Only 5 files may be uploaded at a time.
+ Maximum file-size is 6MB per file.

« Please make sure that vour file is in a proper format (jpeg, jpg, pdf, tff, tif).

Type of Document: * ?étee&@&agor}' E\x

Browse... J]Select Category

Employment
dentity/Travel Documents ~
Proof of Residence

g i - : S USCIS Notices
Q Other

Step 2: Once you select your document and see it listed under Selected Documents for
Upload, select the Start upload button.

Figure 6.2.12.2-2: Start Upload button

g SELECTED DOCUMENTS FOR UPLOAD (NOTE: CLICK THE "START UPLOAD" BUTTON TO BEGIN UPLOADING)

File Name

| I-goEvidenceToUpload.pdf Employment
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Step 3: Review the Success message and verify your file(s) in the Uploaded Files section and
select the | am Ready to Review My Application, petition or request button to
continue.

Figure 6.2.12.2-3: Upload success

) SELECTED DOCUMENTS FOR UPLOAD (NOTE: CLICK THE "START UPLOAD" BUTTON TO BEGIN UFLOADING)

SUCCESS: You have successfully uploaded your document(s).

Uploaded Files @
Show i__1p_ 3 entries
File name 4+ Upload Category % Action

| I-90EvidenceToUpload.pdf Employment

Showing 1 to 1 of 1 entries First Previous 1 Next Last

(I am Ready to Review My Application )
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6.2.13 Review I-90 Application
In this section, you can view your completed application and make necessary changes.

The Review [-90 Application section contains a brief explanation of what the PDF version
shows and provides options to view, edit, save, and print your form.

Step 1: Read the information in the Review [-90 Application section and select the Click to
review the application form button to open a PDF version in a new screen.

Step 2: Review the PDF version of your application. You can save or print a copy of the
application.

a. If you need to make corrections, close the new screen and select the title of the section
you need to correct from the list at the left. Make all necessary corrections and save

them.
Step 3: Select Proceed to Attestation/Acknowledgement to go to the E-Sign screen.

Figure 6.2.13-1: Review I-90 Application, petition or request

Forin }-g0 Review [-20 Application Step 1

Instructions -
Burden Disclosure | \ J',
Notice Your responses niay not appear in their entirety on your copy of this request. USCIS ELIS will still accurately record your entire
e —— response.
APPLICATION
FEES: Please review vour application in its entireiv to ensure that it is complete and that all of the information contained in your
Filing: 5455 application and in your supporting documents are true and correet. You may save and print a copy of your application for your
3 y Hi recerds. If vou need to make any changes to your application, please select I-g0 Application on the left side of this page to
glo:n_lctnc s83 retiirn to your application.
CIVICES:

|| 1
I Click to review the application form. I

Total: 5540
@ ad compLis Wi\t FOTR L) i anc B Breri ogamed red-e Lo prevent mesdificution.
- Application to Replace Permnnnent Kesladent Card USCis
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E-sign L UGSCISELES Aceom Nember fifirms i
Payment * : T Gt Tenm [weasmarozay
Your Full Nante A, surlzl T ICoze[ptaan
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6.2.14 Attestation and Acknowledgement Screen

In this section, you will read about the details of your appointment at the USCIS Application

Support Center and acknowledge that you understand them.

Step 1: Read the Acknowledgement of Appointment at USCIS Application Support Center.

Step 2: Once you have reviewed these requirements and understand them, select the | am

Ready to E-sign My Application button.

Figure 6.2.14-1: Acknowledgement of Appointment at USCIS ASC

Applicants: Please make sure vou read and completely understand the contents of the Acknowledgement of Appointment at
USCIS Application Support Center below. You will be required to certify, under penalty of perjury, that you have read and
understand this Acknowledgement when you e-sign your application.

Attorneys and Aceredited Representatives: Please review the contents of the Acknowledgement of Appointment at
USCIS Application Support Center with your client(s) and make sure they understand the purpose for the Acknowledgement.
You will be required to certify, under penalty of perjury, that vou have read and reviewed the Acknowledgement with vour client,
that vour client understands the Acknowledgement, and vour elient knows that by appearing for a biometrics appointment, he or she
will be re-affirming that the contents of this application and all supporting documentation are complete, true, and eorrect.

Select Language for English a
Altestation : -

Acknowledgement of Appointment at USCIS Application Support Centerl Step 1

USCIS may require that you appear for an interview or provide fingerprints, photograph, and/or signature at any time to verify
vour identity, obtain additional information, and conduet background and security checks, ineluding a check of eriminal history
records maintained by the Federal Burcau of Investigation (FBI), before making a decision on your application. After USCIS
receives your application and ensures it is complete, we will inform you in writing (or by email notice if you e-file your
application}, if vou need to attend a biometric services appointment. If an appointment is necessary, the notice will provide yvou
the location of yvour local or designated USCIS Application Support Center (ASC) and the date and time of vour appointment. If
vou fail to attend vour biometrie services appointment, USCIS may deny vour application.

Review the USCIS ASC Acknowledgement that appears below. The purpose of this acknowledgement is to confirm that vou have
completed vour application, reviewed vour responses, and verified that the information was provided by you and is complete,
true, and correct. If someone helped you fill out vour application, that person must review the acknowledgement with vou to the

make sure you understand it. L.
. fill sign

IT 4me ii "'l' Ard 10T 1 U 1l 'i. O me

photograph, and/or signature during my USCIS ASC appointment.
By signing here, I declare under penalty of perjury that I have reviewed and understand
my application as identified by the receipt raunber displayed on the screen above, and all
supporting documents, applications, petitions, or requests filed with my application that

I (or my attorney or accredited representative) filed with USCIS, and that all of the
information in these materials is complete, true, and correct.

I also understand that when I sign my name, provide my fingerprints, and/or am photographed at the USCIS
ASC, I'will be re-verifving that I willingly submit this application; I have reviewed the contents of this application;
all of the information in my application and all supporting documents submitted with my application were
provided by me and are complete, true, and correct; and if I was assisted in completing this application, the
person assisting me also reviewed this Acknowledgement of Appointment at USCIS Application
Support Center with me.

(I 2m Ready to E-sign My Application )
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6.2.15 E-Sign

The E-SIGN screen displays the E-Signature Attestation and USCIS Privacy Act Statement. The
E-Sign section allows you to read and agree to the statement, e-sign your application, petition or
request, and proceed to pay for Form 1-90.

Step 1: Read each of the three statements under Applicant’s Statement (1.a, 1.b, and 2) and

select the appropriate checkbox next to the statement that applies to you. You can only select
one checkbox.

Step 2: Read the information in the Applicant’s Certification section.

Step 3: Enter your full name.

Figure 6.2.15-1: E-Sign
E-SIGN

NOTE: Read the information on penalties in the Form I-90 Instructions, Penalties section before completing this part. You
must file Form I-90 while in the United States.

Applicant's Statement Step 1

Select the box for either Item Number 1.a. or 1.b. If applicable, select the box for Item Number 2.

| 1.al can read and understand English, and have read and understand everv question and instruction on
this application, as well as my answer to every question. I have read and understand the
Acknowledgement of Appointment at USCIS Application Support Center.

| 1. b The interpreter named, {Interpreter First Wame} {Interpreter Last Name}, has read to me every
question and instruction on this application, as well as my answer to every question in {Interpreted
Language}, a language in which I am fluent. I understand every question and instruction on this application
as translated to me by my interpreter, and have provided complete, true, and correct responses in the
language indicated above. The interpreter named, {Interpreter First Name} {Interpreter Last Name}, also
has read the Acknowledgement of Appointment at USCIS Application Support Center to me, in
the language in which I am fluent, and I understand this Application Support Center (ASC)
Acknowledgement as read to me by my interpreter.

! 2.1 have requested the services of and consented to {Preparer First Name} {Preparer Last Name}, who is
not an attorney or accredited representative, preparing this application for me. This person who assisted
me in preparing my application has reviewed the Acknowledgement of Appointment at USCIS
Application Support Center with me and T understand the ASC Acknowledgement.

Applicant's Certification
Step 2
Copies of any documents I have submitted are exact photocopies of unaltered, original documents, an
rmore;

understand that USCIS may require that I submit original documents to USCIS at a later date. Furthe
authorize the release of any information from any and all of my records that USCIS may need to determine my
eligibility for the immigration benefit that I seek.

I furthermore authorize release of information contained in this application, in supporting documents, and in my
TSCIS records to other entities and persons where necessary for the administration of U.S. immigration laws.

I certify, under penalty of perjury, that the information in my application and any document submitted with my
application were provided by me and are complete, true, and correct.

Full Legal Name" Step 3
(First Name, Middle Name, Last Name)
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Step 4: Read the Important Notes. When you are ready, select the Proceed to Payment
button.

Figure 6.2.15-2: Important Notes and Proceed to Payment button

Important Notes

REFUNDS

USCIS will not refund fees if & [an] [application, petition or request] is denied, revoked, or withdrawn, If you accidentally paid
twice or otherwise feel you paid a WSCIS fee in errorn you may contact USCIS at 1-800-375-5283 for information on how to
request a refund.

WARNING

When you enter the Pay.gov system to make your payment, you will be asked to pay with a credit or debit card or through your
bank account (ACH) via electronic check. Once you have made your payment, DO NOT hit the "Back™ button on your Internet
Browser or hit the "Submit Payment” button at the bottom of the Pay.gov screen more than one time - You will be charged more
than once.

Proceed to Payment

Step 5: Select one of the payment methods.

Step 6: Select the Continue button.

Figure 6.2.15-3: Pay.gov system payment method

Pay.gov
UsSCIS 1-90

Please select a payment method:

0 lwant to pay with a withdrawal from a checking or savings account (ACH) ﬁ

- VISA M TR ucsan|
"2 Iwant to pay with a debit or credit card e @ % i
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Step 7: Depending upon which payment method you chose in the previous screen, enter your
payment account information. Figure 6.2.15-4 shows the checking account information screen
for example only.

Step 8: Enter your account information and select Continue.

Figure 6.2.15-4: Pay.gov account information screen

Pay.gov
USCIS 1-90

Please enter checking or savings account information
below.
* indicales required fiekds

Agency Tragking ID: 4145FTADEASITE

Step 7 Payment Amount: &340
/ * Account Helder Namae: |Test

* Account Type: |Business Checking "

Routing Number Account Number Check Number

Yo 2e9ue 763 l9ayireragot fiaanl

* Routing Number: 012202020
* Aeeount Number: 123923000
* Contimm Account Number: (122123321

Previus  Cancel Step 8
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Step 9: Verify that your payment information is correct. If you need to make changes, select the
Previous link to go back to the previous screen and make any corrections.

Step 10: When you have verified your payment information is correct, read the Authorization
and Disclosure Statement (be sure to scroll to the bottom to read the entire statement) and
check the | agree to the Pay.gov authorization and disclosure statement box.

Step 11: Select the Submit button.

Figure 6.2.15-5: Review and submit payment

e Pay.gov
UsCIS 1-90

Review and submit payment
* indicates required fields

Agency Tracking ID: 1520088DADEBB17

Step 9 Payment Amount: $540.00
Payment Method: ACH Debit
Account Holder Name: Gibson
Account Type: Business Checking
Routing Number: 042000424

Account Number: ===, 3123
Authorization and 1.

Disclosure Statement: 53 Step 10
|Authorization and Disclosure--Consumers and Businesses \
IThe debit transaction(s) to which you are agreeing are handled on behalf of
Federal agencies by "Pay.gov.” which consists of services offered by the U.S.
[Treasury Department's Financial Management Service. As used in this
document, "we" or "us” refers to the Financial Management Service and its
agents and contractors operating Pay.gov. "You" refers to the end-user
reading this document and agreeing to it prior to engaging in a debit
transaction.

| Cansumars
4 b

~ ¥ | agree to the Pay.gov autharization and disclosure statement.

—————> Previous Cancel m
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Step 12: Once you submit payment, you will see the confirmation that you successfully paid for
Form 1-90. You may return to the homepage by selecting the USCIS Customer Homepage
button at the bottom of the confirmation page.

Figure 6.2.15-6: Confirmation successfully submitted

Home Profile

ESIGN

Congratulations. You successfully submitted vour application, petition, or request on Wednesday,
February 235, 2015 a1 11:50:23 PAL
You may print thiz page for your records,

I vou would like to rective text (5M5) and or emall notifications when a change has been made to vour case or account, please click on the “USCIS
Customer Homepage™ link below to manage your communication preferences,

Please use the online help form to contact our Customer Contact Center if vou need assistance.

{ USCIS Castemer Homepage )

Note: Once you submit your case, you will not be able to make changes to your account
profile while a USCIS officer is reviewing your application, petition or request.

Step 13: Once you submit your case, you can find updates under Recent Notices on your
Home tab.

Figure 6.2.15-7: Recent Notices

=3 Official website of the Depariment of Homeland Security

Aecessibility Plug-ins Log Out

Contact
Home  Profile /\
Step 13 )
Recent Notices -/ Actions
Notice Date Receipt Number Applicant Name Notice Type < Mandge My Contdot
Preferences, Change my
2/17/15 IOE02484350576 v Appointment Scheduled Addresses
NMB « View All My Cazes

2 1 c g int Mot « Review and E-sign the
2/17/15 OE0248450576 NMN Receipt Notice Request Drafted by Your

View All Notices Legal Representative
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Note: After you receive your Receipt Notice, you will receive an ASC Appointment Notice
(see example below) to appear at a USCIS Application Support Center (ASC). You must
attend and provide biometric information such as a passport-style photograph, signature, and
fingerprints. You may also receive a Request for Evidence (RFE).

Figure 6.2.15-8 ASC Appointment Notice example

U.S. Department of Homeland Security

APARTA, iy .
:}"eﬁﬁﬁg‘ U.S. CltlzenShlp U.S. Citizenship and Immigration Services
ALy ‘ﬁ. i aI]_d Immlgra_tlon Choose an Office.
2N + Choose an Address.

s s
s sﬁ"“\s SEIV]‘CES Choose an Address.

ASC Appointment Notice

Name: Click here to enter text. Date: Click here to enter a date.
Receipt Number: Click here to enter text. A Number: Click here to enter text.
Form Type: Click here to enter text. Code: Choose an item.

In order to process your application, USCIS must capture your biometrics. Please appear at the below
Application Support Center on Click here to enter a date. at Choose an item..

USCIS
Manhattan, NY ASC
201 Varick Street Suite 1023
New York, NY 10014
Take the uptown #1 train to Houston Street

Youmust bring the following with you when you go to the ASC;

1) This notice, and

2) Photoidentification. Ifyouhave a Lawful Permanent Resident card, you must bring it with you to the
appointment. All other customers must bring a passport, driver’s license, national ID), military ID, or a
State issued photo ID.

If you appear without proper ID vour biometrics may not be taken.

Cell phones, cameras, or other recording devices are not permitted.

If vou have any questions about vour case please contact our National Customer Service Center at 1-800-375-
5283.

SISO-NYC
NYC-CSU
Rev. 4/2016
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6.3 Checking The Status of Your Cases

On the Customer Home Page, you can review your receipt number, check the status of your
case, read your status messages, and review your case documents.

Follow the instructions below to log in to your account to check the case status and case
documents.

Step 1: Enter your Email Address and Password.

Step 2: Select the Sign In button.

Figure 6.3-1: Customer Sign In

= Cfficial websits of the Depertment of Homaland Secunty G to s gav | Sign In o Sign Up

Explore Options  Need Help?

Sign In Create a new account
" Indicates a required field @ :': :;:;;-e:r:;;::gari :J;IICE En? it you received a Case Passcode, you

* Email \/ Advantages of a USCIS Account:

« File an Application or Petition
= Make a Payment

* Password » Check Case Status

Create a new account

Forgot vour password?

Didn't receive confimmation instructions?
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Step 3: In the Recent Cases section, open the case you want to review by selecting the View
Case Details button at the bottom to review the case information and document links.

Figure 6.3-2: Receipt and case documents

Recent Cases

Receipt Number:
Request Type:

Draft Created Date:
Received As:
Status:

Status Message:
Pending Action:

Draft Expiration
Date:

N/A Receipt Number:
Application to Replace Request Type:
Permanent Resident Card

02/25/2015 Case Received Date:
EFile Received As:
Draft Status:
In Process Status Message:
None @

03/26/2015 Pending Action:

Continue Draft

I0E0394518638
Application to Replace
Permanent Resident Card
02/25/2015

EFile

In Process

Your benefit request has
been accepted and is
under review.

None

View Case Details for IOE0304518688

Note: You may see more than one case if you previously filed an application, petition or
request online. Otherwise, you will only see the application, petition or request you recently
filed. Write down the receipt number for your case to use later.
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6.4 Responding to a Request for Evidence (RFE)

This section provides instructions on how to respond to a Request for Evidence (RFE). USCIS
may ask you for additional information such as proof of residence, identity/travel documents, or
employment verification. You will be notified by email or text message if you need to respond to
an RFE. In order to respond to an RFE, you will need to log in to the online filing portal. The
RFE notice will appear in the Recent Notices section on your Home tab.

6.4.1 Review Receipt Notice and RFE Notice
When you are ready to review the receipt notice and RFE notice, follow the instructions below.
Step 1: Read the Notice Type. If you have an RFE, select the Request for Evidence link to

open the PDF document in a new browser window. After you review the file, close the PDF to
return to the Home tab.

Figure 6.4.1-1: Request for Evidence

Home Profile

Recent Notices

Notice Date Receipt Number Applicant N. Notice Type

2f25/15 I0E0304518688 Step 1 ) Request for Evidence
a/25/15 I0E0304518638 Receipt Notice

2/17/15 I0E0248450576 Appointment Scheduled
2/17/15 IOE0248450576 Receipt Notice

View All Notices
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Step 2: In the Recent Cases section, review the Status, Status Message, and Pending
Action of the case. Select the View Case Details button at the bottom and continue to next

section.

Figure 6.4.1-2: Review RFE notice and Pending RFE Response

Recent Cases

Receipt Number:
Request Type:

Case Received Date:
Received As: EFile

I0E0564692570
Application to Replace
Permanent Resident Card
02/25/2015

(Step 1

Status:
Status Message:

Pending Action:

In Process

Your benefit request is
pending because USCIS
has issued a Request for
Evidence (RFE) and is
awaiting a response from
you or your
representative,

Pending RFE Response

1]

i View Case Details for IOE0564692570 i

Note: Always review your Status Message to see the reason for your case status. The

status message will also help you know how to proceed.

6.4.2 Respond to an RFE and Uploaded Evidence

This section provides instructions to review uploaded evidence and respond to an RFE.

Step 1: Once you review the Recent Cases section, read the information in the Case Details
section. You can also Upload Additional Documents and View your Snapshot to confirm the

pending RFE.

Figure 6.4.2-6.4-1: Case Details

Home Profile

Pending Action:

Case Details 7N\
Step 1
Receipt Number: I0E0364602570 v =
Request Type: Application to Replace Permanent @
Resident Card
Case Received Date: oa/a5/2015 Upload
Received As: EFile Additional
Status: In Process Docoments
Status Message: Your benefit request is pending

because USCIS has issued a Request
for Evidence (RFE) and is awaiting a
response from you or your
representative.

Pending RFE Response

View
Snapshot
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Step 2: Select Uploaded Evidence to see the evidence already associated with your case.
Expand and review the following sections:

Fig

Evidence Uploaded in Response to a Request for Evidence

Case Uploaded Evidence

ure 6.4.2-6.4-2: Uploaded Evidence

Home

Case Details

Profile

Receipt Number:
Request Type:

I0E0564693570

Application to Replace Permanent
Resident Card

03/35/2015

EFile

In Process

Your benefit request is pending
because USCIS has issued a Request
for Evidence (RFE) and is awaiting a
response from vou or your
representative.

Pending RFE Fesponse

o

Upload
Additional
Documents

Case Recelved Date:
Received As:
Status:

Status Message:

Pending Action:

Request for Evidence (RFE)

i v

You must submit all documents requested in this RFE. If vou fail to submit all of the requested evidence,
submit requested evidence in accordance with 8 CFR 103.2(b)(13).

If vou choose, vou may submit other documents after responding to the RFE by selecting "Upload Addi
required to aceept or review such doeuments when making a decision an vour case.

A i AT M I Rt it i

RFE ID * Issued On %+ Respond By %+ RFES
10000624 0z/25/2015 o3/23/2015 Reques|
Uploaded Evidence

IDEMCE UPLOADED IN RESPONSE TO A REQUEST FOR EVIDENCE

CASENJPLOADED EVIDENCE

Uploaded Evidence

EVIDENCE UPLOADED IN RESPONSE TO A REQUEST FOR EVIDENCE

Show 10 ':] entries
RFE ID * File Name ¥ File Upload Date 5 Category
Mo data available in table

Showing o to 0 of 0 entries

CASE UPLOADED EVIDENCE

Show 10 Elmn:ries
File Name
USCIS ELIS Training_Panticipant
Resources. pdf

Showing 1101 0f 1 entries

“ File Upload Date + Cartegory

oz /17/2m5

Identity/Travel Documents

Uploaded By B

First Previous Next Last

5 Uploaded By

aF

FIRSTNAME LASTNAME

First Previous 1 Next Last
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Step 3: Select the Respond to RFE button under the Action heading.

Figure 6.4.2-6.4-3: Respond to RFE button
Request for Evidence (RFE)

You must submit all documents requestad in this RFE. If vou fail to submit all of the requested evidence, USCIS may deny vour application for failure to
submit requested evidence in accordance with 8 CFR 103.2(b)(13).

If vou choose, you may submit other documents after responding to the RFE by selecting "Upload Additional Documents™ above, but USCIS is not
required to accept or review such documents when making a deeision on your case.

RFE ID 4 Issued On %+ Respond By - Action
10000624 02/25/2015 05/23/2015

Uploaded Evidence

If you choose, you may submit other documents after responding to the RFE by selecting
Upload Additional Documents button, but USCIS is not required to review or accept such
documents when making a decision about your case.

Make sure you respond by the due date and check your RFE status.
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6.4.3 Upload Evidence Files to Respond to an RFE

This section provides instructions for uploading evidence files to respond to an RFE.

Step 1: Select the document type from the Type of Document drop-down menu. “Employment”
is selected in Figure 6.4.3-1 as an example.

Step 2: Select Browse (below the Type of Document drop-down) to find and select the

appropriate file.

Step 3: Select Start upload.

Figure 6.4.3-1: Upload evidence files for RFE response

Respond to RFE

@ SELECT DOCUMENT TYPE AND BROWSE FOR DOCHMERNTS

* Indicates Required Field

« Only 5 files may be uploaded at a time.
« Maximum file-size is 6MB per file.
« Please make sure that vour file is in a proper format (j

Type of Document:

z LECTED DDCUMUSGIS Notices

»JDg, pdf, uff, tf).

&

Emplovment

[}

Select Category

|ldentity/ Travel Documents
Proof of Residence

; CLICK THE "START UPLOAD" BUTTOMN TO BEI

File Name

« Other 5

File Size

Paystub.tiff

Action

( Remove All)( Start upluad)

Emplovment
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Step 4: After you upload your documents, review the confirmation message and close the
Respond to RFE pop-up screen.

Figure 6.4.3-2: Complete upload

»f the Depariment of Homeland Security y “ Accessibility ]
Respond to RFE X
* Indicates Required Field

@& SELECT DOCUMENT TYPE AND BROWSE FOR DOCUMENTS

+ Only 5 files may be uploaded at a time.

15 + Maximurn file-size is 6MB per file. ||
B » Please make sure that your file is in a proper format (jpeg, jpg, pdf, tiff, tif). ]
Type of Document: * |Select Category [=]
|[=Browse..._ ]

&) SELECTED DOCUMENTS FOR UPLOAD (NOTE: CLICK THE "START UPLOAD" BUTTON TO BEGIN UPLOADING)

SUCCESS: You have successfully uploaded your decument(s). _( Step 4 ‘

S —

Step 5: Confirm the uploaded file record in the Evidence Uploaded in Response to a Request
for Evidence section.

Figure 6.4.3-3: Confirm uploaded document

Uploaded Evidence
Step 5
EVIDENCE UPLOADED IN RESPONSE TO A REQUEST FOR EVIDENCE v

Show 10 [=]entries

RFEID * File Name # File Upload Date ¥ Category ¥ Uploaded By 3
USCIS ELIS Training_Participant - . _— S —
Resources pdf a2f17/2015 Identity, Travel Documents FIRSTIWAME LASTNAME
Showing 1 to 10f 1 entries First Previous 1 Next Last
CASE UPLOADED EVIDEMGE
Show 10 [*]entries
File Name “ File Upload Date 4+ Category 4 Uploaded By ¥

January 20, 2017 80



Online Filing

Customer User Manual

6.4.4 Upload Additional Documents

This section provides instructions for uploading additional documents when responding to an

RFE.

Step 1: Select the Upload Additional Documents button. Read your case’s Status, Status
Message, and Pending Action for more information.

Figure 6.4.4-1: Upload Additional Documents

Case Details

Receipt Number:
Request Type:

Case Received Date:
Received As:

IDE0564602570
Application to Replace Perma
Resident Card
02/25/2015
EFile

Status:
Status Message:

Pending Action:

In Process
Your benefit request is pending
because USCIS has issued a Request
for Evidence (RFE) and is awaiting a
response from von or your
representative.

Pending RFE Response

Upload
Additional
Documents

@

View
Snapshot
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Step 2: Select the type of document to upload and browse your computer files for the
appropriate document.

Step 3: Verify the file name under SELECTED DOCUMENTS FOR UPLOAD and then select
the Start Upload button.

Figure 6.4.4-2: Document Type and Browse

Upload Additional Documents =

YOU MAY UPLOAD ANY ADDITIONAL EVIDENCE TO SUPPORT YOUR CASE.
Please note: USCIS is not required to accept or review this additional evidence if you were required to submit it
with your application, petition, or request or if you are not responding to a Request for Evidence.

* Indicates Required Field
@) SELECT DOCUMENT TYPE AND BROWSE FOR DOCUMENTS

+ Omnly 5 files may be uploaded at a time.
« Maximum file-size is 6MB per file.
» Please make sure that your file is in a proper format (jpeg, jpg, pdf, tff, tif).

Type of Document: * iIdentity,fo_'avel Documents EI
i | Browse... Ed—@

Q SELECTED DOCUMENTS FOR UPLOAD (NOTE: CLICK THE "START UPLOAD" BUTTON TO BEGIN UPLOADING)

File Name Category Fi]e Size Action
1-90 App PDF FirstName LastName pdf ~ Identity/Travel Documents S tep 3 ( Remove )
Remme All i( Start Imload)'
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Step 4: Read the success message. Select the Close button.

Figure 6.4.4-3: Success message and Close button

* Indicates Required Field
9 SELECT DOCUMENT TYPE AND BROWSE FOR DOCUMENTS

+ Only 5 files may be uploaded at a time.
+ Maximum file-size is 6MB per file.
+ Please make sure that your file is in a proper format (jpeg, jpg, pdf, tiff, tif).

Type of Document: * [Select Category E

Browse._ ..

@ SELECTED DOCUMENTS FOR UPLOAD (NOTE: CLICK THE "START UPLOAD" BUTTON TO BEGIN UPLOADING)

SUCCESS: You have successfully uploaded your document(s).

(a=0)

6.5 Responding to a Closed Case

After you respond to an RFE, you will not be able to access your application, petition or request
while it is being processed. Review your status messages to determine where your application,
petition or request is in the process.

If your case Status is “Closed,” then USCIS has made a decision on your case. You must read
the Status Message to see if your case has been approved or denied.

If your case has been approved, you will receive your proof of benefit (if you filed a Form 1-90,
the proof of benefit is your Permanent Resident Card, also known as a “Green Card”) in the
mail.

If your case has been denied, you will need to review your recent notices to determine if you
can file an appeal of the decision.
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6.5.1 Closed Approved Case Notice

To review your case’s status, check the Recent Cases section on the Home tab. If your Status
is "Closed," then USCIS has made a decision on your case. Read the Status Message to
confirm the status details.

Figure 6.5.1-1: Closed case

Home Profile

Recent Notices

Notice Date Receipt Number Applicant Name Notice Tvpe
- - Appointment

3/9/15 I0E0266226005 seheduled

af9/15 I0OEo266226005 Receipt Notice

View All Notices

Recent Cases

Receipt Number:
Request Type:

Case Received Date:
Received As:

I0E0266226005
Application to Replace
Permanent Resident Card
a3/og/2015

EFile

Status Message: T7SCIS has approved your
application, petition, or
request, USCIS will mail
vour proof of benefit or
USCIS action to vou.

Pending Action: None

§' View Case Details for [DE0266226905

Create New Case
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6.5.2 Closed Denied Case Notice

Read the instructions below for a denied case notice.

Step 1: Review your Recent Cases. If your Status says “Closed,” read the Status Message. If
you wish to file an administrative appeal, and appeals are permitted for your request type,
please see your Denial Notice for additional information and instructions on how to file an

administrative appeal.

Step 2: Select the Denial Notice link located in your Recent Notices section to determine if

you can file an administrative appeal.

You cannot appeal the denial of a Form 1-90.

Figure 6.5.2-1: Denied case

Home Profile

Recent Notices

Actions

« Manage My Contact

Status: Closed

Status Message: 1SCIS has denied vour
application, petition, or
request. Please see vour
Denial Notice for
additional information
and instructions on how
to file an administrative
appeal (if appeals are
permitted for vour request
type).

— PeNINE ACHON: None

View Case Details for IOE0620139276

Create New Case

Notice Date Receipt Number Applicant Name Notice Type
- - Preferences, Change my
2/23/15 I0E0620139276 Addresses
_ Appointment = View All My Cases
2/17/1 [0E0620130276 : y Cas
? ’ Scheduled » Review and E-sign the
2/17/15 I0EoGa0139276 Receipt Notice Request Drafted by Your
View Al Legal Representative
Recent Cases Links
Receipt Number: [0E0620139276 + Avoid Scams | USCIS
Request Type:  Application to Replace « Change of Address
Permanent Resident C . E-R t
Case Received Date: 02/17/2015 e_ques.
Received As: EFile Step 1 « Email us for Help

« Form I-g0 General
Information

« How Do I Customer Guides
| USCIS
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6.6 Representatives

If a customer is represented by an attorney or accredited representative recognized under
section 292 of Title 8 of the Code of Federal Regulations, the representative can file a Form 1-90
on the customer’s behalf. The following sections outline the process for a representative to log
in to and use Online Filing.

6.6.1 Account Creation for a Representative

As a representative, you must first create an account in order to file the Form [-90 for your client
(see Section 4.1: Setting up a USCIS online account).

6.6.2 Representative Profile

When you log in to Online Filing, you will see four tabs at the top of the screen: Home, Draft
Cases, Terminated Cases, and Profile.

Figure 6.6.2-1: Four tabs
= Official webssite of the Department of Homeland Security

Home Draft Cases Terminated Cases Profile

INFORMATION: You must fill out your profile before continuing,

Table of r Checkk if ived Online A Code § USCIS A
heck here if yvou received an Online Access Code in vour .
Contents ! :
MName
= Profile
Name N j 5
Contact Family Name (Last Name) Given Name (First Name)
Eligibility
Information

™ Ido not have a given name
(first name)

Mailing Address
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6.6.2.1 Online Access Code

As a representative, you may create your own representative account. If you have never filed a
case online for a client but have filed a paper Form 1-90 and Form G-28, you may receive an
Online Access Code. This code will allow you to access cases you previously filed through a
USCIS Lockbox. You cannot access Online Filing until you have created a USCIS online
account.

Step 1: If you received a code, check the Online Access Code box.

Figure 6.6.2.1-1: Online Access Code checkbox

i Offial webare o the Department of Homeland Somrny |

Accessibility Plug-ins Loy Out

Contnel

Honie Drafl Cases. Profile

INFORMATION: You must fill at your profile befare continuing. StEp 1
Table of red Field
Contents I |T1 Chaeek: lhere B vou reecived an Online Aceess Code in your USCIS Account Aseeplanes Notier, I

Name
= Profile

Hame N " _ " . -

Cantact Family Nanie {Last Noine) Given Name (First Nome) Micldle Noame

Eligibility

T i

tlormation I clos meol lamves o miviens e 1do not have a mnidedle namae

Mailing Address [frst name)

Step 2: Select Attorney or Accredited Representative.

Step 3: Enter your Online Access Code.

Figure 6.6.2.1-2: Submit Online Access Code

* Indicates Required Field
=1 Check here if you received an Online Access Code in vour USCIS Account Acceptance Notice,

Cnline Access Code

If vou received an online access code in the USCIS Account Acceptance Natice sent to vou, please enter that online access
code below to aceess and review vour client’s application, petition, or request.

Flease indicate if vou are an attorney or an aceredited representative. Step 2 !
o Attorney”™
o Aceredited Representative”

Online Access Code™ ( Step 3

For securily reasons, USCIS ELIS will never send vour online access cade via email or SMS/text messages.

When vou enter a valid online access code, vou will access vour client’s case on a read-onlv basis, You will not be able to make
changes to vour client’s application, pelition, ot request.

Note: If you do not use your Online Access Code to log in within 90 days of receiving it, it will
expire. If this occurs, you must call the National Customer Service Center (NCSC) at (800)
375-5283 or (800) 767-1833 (TTY) for assistance to request a new Online Access Code.
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Step 4: If you select Attorney, enter your Bar Number or check the box as appropriate and
select Submit.

Figure 6.6.2.1-3: Bar Number

* Indicates Required Field
= Check here if vou received an Online Access Code in your USCIS Account Acceptance Notice.

Online Access Code

If you received an online access code in the USCIS Account Acceptance Notice sent to you, please enter that online access
code below to access and review your client's application, petition, or request.
Please indicate if you are an attorney or an accredited representative,”
=i *
@] Attorney
-
T Accredifed Representative

Online Access Code™

&
Bar Number

~ I do not have a Bar Number

For security reasons, USCIS ELIS will never send your online access code via email or SMS/text messages.

When you enter a valid online aceess code, you will access your client's case on a read-only basis. You will not be able to make
changes to your client's application, petition, or request.

Step 5: If you select Accredited Representative, enter the Date Accreditation Expires and
select Submit.

Figure 6.6.2.1-4: Accreditation expiration date

* Indicates Required Field
~ Check here if you received an Online Access Code in vour USCIS Aecount Acceptance Notice.

Online Access Code

If vou received an online access code in the USCIS Account Acceptance Notice sent to vou, please enter that online access
code below to access and review your client's application, petition, or request.

- = - . - *
Please indicate if vou are an attorney or an accredited representative.

O Attarnes™

&1 Aceredited Re;presentati‘rei'r |

Online Access Code™

Date Accreditation Expi.res* =

i S
For security reasons, USCIS ELIS will never send your enline access code via email or SMS/text messages.

When you enter a valid online access code, you will aceess your client's case on a read-only basis. You will not be able to make
changes to vour client's application, petition, or request.
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6.6.3 Completing the Representative Profile

Step 1: Enter your name in the Family Name, Given Name, and Middle Name fields. If you do
not have a given name or you do not have a middle name, check the box below the field as
appropriate.

Figure 6.6.3-1: Representative Name

Name

Family Name (Last Nmne)* Given Name (First Name)* Middle Name®

[ I do not have a given name 1 I do not have a middle name
(first name)

Step 2: Enter a valid Email Address, Daytime Telephone Number, Mobile Telephone
Number, and Fax Number. Provide accurate and up-to-date contact information. USCIS will
use this information to contact you if necessary.

Figure 6.6.3-2: Representative Contact

Contact

= *
Email Address Update trnrepgli@example.com
Daytime Telephone Number

Mobile Telephone Number Update

Fax Telephone Number

Step 3: Select the Attorney or Accredited Representative checkbox.

Figure 6.6.3-3: Representative eligibility

Eligibility Information _———_

Iam an: * Step 3

T Attorney
C Aceredited Representative
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Step 4: Once you have indicated whether you are an attorney or accredited representative,
complete all other required eligibility information.

a. Ifyou are an attorney, fill in the attorney eligibility information.

Figure 6.6.3-4: Attorney selected

Eligibility Information

*
I am an:
= Attorney
T Accredited Representative

Eligibility Information

I am an attorney eligible to practice law in, and a member in good standing of, the bar of the highest court(s) of the
following State(s), possession(s), territory(ies), commonwealth(s), or the District of Columbia.

Name of Law Firm™ Step 4a

Bar Number 1_.icensing Authority  gujaer : Add More

Are you subject to any order of any court or administrative agency debarring, Select... =

suspending, enjoining, restraining, or otherwise restricting you in the practice of —
*

law?

b. If you are an accredited representative, fill in the appropriate eligibility information.

Figure 6.6.3-5: Representative selected

Eligibility Information

®
Iam an:

Attorney
& Accredited Representative

Eligibility Information @

1 am an accredited representative of a nonprofit religious, charitable, social service, or similar organization established in
the United States, so recognized by the Department of Justice, Board of Immigration Appeals under 8 CFR 2922,

Cllis)

Please provide the name of the organization and the expiration date of the accreditation below:

Name of Recognized Organization™

Date Accreditation Expires
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Step 5: Enter your Street Number and Name, Country, City/Town, State, and ZIP Code. If
you want someone other than yourself to receive mail from USCIS at this address, enter the
name of that person in the In Care of Name field.

Figure 6.6.3-6: Mailing Address

Mailing Address  7¢ N

In Care of Name

Street Number and Name” Apt/Ste/Flr Apt/Ste/Flr Number
Countr_\.r*
United States -
City/Town™ State™ ZIP Code™
Select 3

Step 6: Once you complete the Mailing Address section, USCIS compares the address you
entered with the U.S. Postal Service database. If the address you entered is found in the
database, the Mailing Address Preference window (Figure 6.6.3-7) appears. Indicate your
mailing address preference by selecting the appropriate button at the bottom of the pop-up
screen.

Figure 6.6.3-7: Mailing Address Preference

Mailing Address Preference

The U.S. Postal Service (USPS) has updated your address using the USPS format to ensure that your mail is delivered
correctly.

Please select the Mailing Address preference vou would like to use:

USPS STANDARDIZED POSTAL ADDRESS ORIGINAL POSTAL ADDRESS ENTERED

USPS found an address matching your entry, do you want
to use this address instead?

425 MASSACHUSETTS AVE NW APT 6o2 425 Massachusetts Ave, APT. 602
WASHINGTON, DC 20001-7622 Washington, DC 20001

Step 6
Select USPS Standardized \—/ Select Original Postal
Postal Address Address Entered
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6.6.4 Account Create Snapshot

Once you have completed your profile, you can view a snapshot of the information. This section
provides instructions on how to view your account profile snapshot.

Step 1: Select the Review Profile Data button below the Mailing Address Section.

Step 1

(Reset (Revie‘.\' Profile Data)

Figure 6.6.4-1: Review Profile Data

Step 2: Review the Account Create Snapshot.

Figure 6.6.4-2: Account Create Snapshot

Home Draft Cases Profile

@ tmm<u-m=-wm-qam;ummmmmmwmwlwm-{

Step 2 3y M

N—

Account Create Snapshot

Depavtment of Honeland Security

U5, Ciizenslip and humigration Serviees (USC15) Page 1 of2

This document is a prniable version of Accawn) Croafe Seapstor ax of Wednesday Mar 11 2045 8:50: 00 PAM EDT
Al v 2itwps -l otz anepaiod should Be contedecd ag eprcaenringy e Sinme e 2eve i gt B e 2 glien bere

INFORMATION ABOUT YOU
Fanuly Mame (Las1 Nae)

Given Nawe {Ficsl Xamwe)
Midele Kome

LErail Address imrepd 1 L example.cong
Dravrime Teleplione Nwuber

Adabile Teleplione Nasber

Fax Nunber

MAILING ADDRESS

Address 423 MASSACHUSETTS AVE NW APT 402
City or Town WASHINGTON
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Step 3: Select the Continue to E-Signature button.

Figure 6.6.4-3: Continue to E-Signature

(Back ] (Continue to E—Signature)

The E-sign screen displays the E-Signature Attestation and USCIS Privacy Act Statement.
Step 4: Read the E-Sign section information.
Step 5: Enter your Full Legal Name.

Step 6: Select the Save button.

Figure 6.6.4-4: E-sign and Save

* Indicates Required Field
E-Sign Step 4

E-sign

Attorneys - I certify, under penalty of perjury under the laws of the United States of America, that I am an attorney and a member in good standing of
the bar of the highest court(s) in one of the States, Commaonwealths, possessions, territories, or the District of Columbia and that the information T have
provided for ereation of my representative account is true and correct. T am not subject to any order of any eourt or administrative agency disbarring,
suspending, enjoining, restraining or othenwise restricting me in the practice of law. I have read and understand the regulations and conditions
contained in § CFR 103.2 and 2g2 poverning appearances and representation before the Departinent of Homeland Seeurity.

Accredited Representatives - I eertify, under penalty of perjury under the laws of the United States of America, that I.am an aceredited
representative of an organization recognized by the Executive Office for Immigeation Review, Board of Immigration Appeals (BIA) under title 8 of the
Code of Federal Regulations, part 292, and that the information I have provided for creation of my representative account is true and correct, I am not
subject to any order of any court or administrative ageney, suspending, terminating, restraining or otherwise restricting me in representing individuals
seeking to file an application, petition, or request with the Department of Homeland Security, the immigration conrts, or the BIA. I have read and
understand the regulations and conditions contained in 8 CFR 103.2 and 292 governing appearances and representation before the Department of
Homeland Security,

Full Legal Name™
(First Name, Middle Name, Last Name)

=)
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6.6.5 Form I-90 Creation by a Representative
As a representative, you can complete a Form 1-90 on behalf of an applicant.

Once you complete your account profile, you can create a new case in order to complete a
Form 1-90 on behalf of an applicant.

Step 1: On the Home tab, select Create New Case.

Figure 6.6.5-1: Create New Case

=3 Official website of the Department of Homeland Secusity

Accessibility Plug-ins Log Out

Contact
Home Draft Cases Terminated Cases Profile
Recent Notices
Notice Date Receipt Number Client Name Notice Type
Nodata available in table
View All Notices
Create New Case -] 1i
Recent Draft Cases _ .'"
Lot ; Search for Client
S:::;':: ;‘;’:ﬁt Updated E:Ft';ration Status Actions
: Date * Indicates Required Field
Application to Search By Client Last Name ~
Replace .
Pe:i'nmanc-m 03/18/2m5 o4/18 2015 In Process  Edit Client Last Name®
Resident Card
View All Draft Cases Ad\'ancer] Search
Recent Submitted Cases
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Step 2: Select the Application, petition or request to Replace Permanent Residence Card
(1-90) checkbox.

Step 3: Select the Next button to proceed to Form G-28.

Figure 6.6.5-2: Select request
=5 Official website of the Department of Homeland Security

Aecessibility Plug-ins Log Out

Contact

Home Draft Cases G-28 Terminated Cases Profile

* Indicates Required Field

SELECT A REQUEST * Type here to filter requests below ...

2 Pay USCIS Immigrant Fee Step 2

[*! Application to Replace Permanent Resident Card (I-90)
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6.6.5.1 Form G-28 Data Entry

Before you can begin an applicant's Form [-90, you must complete a Form G-28, Notice of
Entry of Appearance as Attorney or Accredited Representative.

The Form G-28 is automatically filled with data from your account Profile including your name,
contact information, address, and most of the eligibility sections. Verify that the correct
information displays in the form.

If the information is not correct or you need to update the required fields, you may go to your
account Profile and update your information.

Note: If you update your Profile at this point, you will need to restart the process of creating
a new Form 1-90 case (Section 6.6.5: Form 1-90 Creation by a Representative).

Step 1: Select the type of individual you are representing. Then enter the customer’s name, A-
Number, email address, and current mailing address.

Once you complete all the mailing address fields, USCIS compares the address you entered
with the U.S. Postal Service (USPS) addresses database and a pop-up box titled Mailing
Address Preference will appear

Figure 6.6.5.1-1: Enter applicant information

—

Form G-28
Instructions - Burden
Disclosure Notice

Notice of Appearance as Attorney or Accredited Representative

I enter my appearance as attorney or accredited representative at the request of: (Select only unc}*
© Applicant © Petitioner © Requestor

(stop

Information About Applicant, Petitioner, or Requestor

= Form G-28 & " 5
1-90 Application Family Name (Last Name) Given Name (First Name) Middle Name
Upload Evidence
Review Form G-28

E-sign Form G-28 ™ I do not have a given name ™ I do not have a middle name
Rf.'\‘iuc*' w I-g0 (first name)
Attestation,/
‘j\ckno\'.'ledg,emen'l Name of Company or Organization (if applicable)
E-sign I-g0

USCIS ELIS Account Number (if any)

Alien Registration Number (A-Number)* A-
Dayvtime Telephone Number

Mobile Telephone Number

Email Address”

Mailing Address of Applicant, Petitioner, or Requestor

Street Number and Name™ Apt/Ste/Flr Apt/Ste/Flr Number
Select =
Country”
United States =
City/Town" State” ZIP Code™
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Step 3: Complete the Additional Representative Information section as appropriate. If no law
student will be working on this application, petition or request, select No in the drop-down menu
and skip to Step 4.

If one or more law students will be working on this application, petition or request, select Yes in
the drop-down menu and complete the ADD LAW STUDENT subsection. Up to 10 law/graduate

students can be added.

Figure 6.6.5.1-2: Law student information

Additional Representative Information

Will a law student(s) or law graduate(s) be working on this application, petition, or request under the
direct supervision of the attorney or accredited representative of record on this application, petition, or

request? *

Yes /;;3\ E|
ADD LAW STUDENT .

Family Name (Last Name) Given Name (First Name) Middle Name
01 do not have a given name 01 do not have a middle name
(first name)

LAW STUDENTS ASSOCIATED WITH THE APPLICATION, PETITION, OR REQUEST

Show 10 j entries
Family Name * Given Name + Middle Name ¥ Action :
No data available in table
Showing o to 0 of 0 entries First Previous Next Last

P m [3

Step 4: Select Continue to I-90 Application

Figure 6.6.5.1-3: Continue to |-90 Application

Additional Representative Information

Wwill a law student(s) or law graduate(s) be working on this application, petition, or request under the

direct supervision of the attorney or accredited representative of record on this application, petition, or
*

request?

Select @ |:!

(Sa\'e Dmft) (Sa\'e and Exit )( Continue to I-9o Application )
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6.6.5.2 Form 1-90 Data Entry and Evidence Upload

Once you have completed Form G-28, you can open a Form [-90 application for your client (see
Section 6.1: Completing Form 1-90 for detailed instructions).

Form 1-90 will be prefilled with the data from Form G-28 (Fig 6.6.5.2.1). The Preparer section of
the form will contain your data from your account profile. You can edit the information if needed.

Figure 6.6.5.2-1: Form [-90 for Applicant

Form 1-90

Form I-go
Instructions -
Burden Disclosure
Notice

OMB No. 1615-0082
Expires 10/31/2017
* Indicates Required Field

My Status is » @

@ Permanent Resident
C  Permanent Resident In Commuter Status
" Conditional Permanent Resident

APPLICATION : z *
FEES: Reason for Application
Filing: $455 @ My previous card has been lost, stolen, or destroyed.
BiGiatHE $85 My previous card was issued but never received.
Sarvidas: My existing card has been mutilated.
¢ My existing card has incorrect data because of DHS error. (Scan the card that contains the incorrect data and upload it
Total: $540 for inclusion with this application under "Evidence Upload. ")
My name or other biographic information has been legally changed since the issuance of my existing card.
My existing card has already expired or will expire within six months.
€ Ihave reached my 14th birthday and am registering as required. My existing card will expire AFTER my 16th birthday.

(Do not select this option if you are filing this application before your 14th birthday, or more than 30 days after your

Form G-28 14th birthday. Select the application type, "I have a prior edition..." below.)
= I-90 Application ©  Thave reached my 14th birthday and am registering as required. My existing card will expire BEFORE my 16th
My Status birthday. (Do not select this option if you are filing this application before your 14th birthday, or more than 30 days
Aceount after your 14th birthday. Select the application type, "I have a prior edition..." below.)
aiiin T Tam a permanent resident who is taking up commuter status.
Mailing Address ©  1am a commuter who is taking up actual residence in the United States.
Physical Address © Ihave beer'l au’(o}l}atica]ly conf'erted 19 perr_nanent resident status._ .
Contact ©' Thave a prior edzpon of the'Ahen Registration Card, or I am applying to replace my current Permanent Resident Card
Additiongl for a reason that is not specified above.
Processing
Preparer Account
Interpreter
Upload Evidence Alien Registration Number (A-Number)* A- 565485654

Review Form G-28
E-sign Form G-28
Review I-go
Attestation/
Acknowledgement
E-sign I-go

USCIS ELIS Account Number (if any)

Your Full Name
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6.6.5.3 Review G-28 Snapshot PDF
After you complete the Form [-90, you can view the Form G-28 Snapshot before you e-sign.

Step 1. Select the Click to Review Form G-28 link to view the snapshot PDF in another
window.

Figure 6.6.5.3-1: G-28 Notice of Entry of Appearance

Review G-28, Notice of Entry of Appearance as Attorney or Accredited Representative

Your responses may not appear in their entirety on your copy of this G-28. USCIS ELIS will still accurately record your entire
response.

Please review your G-28 in its entirety to ensure that it ig { that all of the information contained in the G-28 is true
and correct. You may save and print a copy of the compll pur records. If you need to make any changes to the G-

28, please select Form G-28 on the left side of this page™ he form.

//_l Click to Review Form G-28. I\

Notice of Enfry of Appearance DHS
as Attorney or Accredited Representative Form G-28
OME No, 1615-0105

Department of Homeland Security Expires 037312018
Part 1. Information About Attorney or Part 2. Notice of Appearance as Attorney or
Accredited Representative Aceredited Representative
1. USCIS ELIS Account Number {1 any) This appearance relates to immigration matters before

> | (Select only one box):
La. [] uUscis

Name and Address of Attorney or Accredited
- Lb. List the form numbers
Representative | |

2.4, Famuly Name |
(Last Name)

b, Given Name |

ta. [] ICE

(First Name) 2h. List the specific matter m which appearance is entered

_ | |
3a E::;%;Lu:lbn | 3a [] CBP

3b Apt [ Se. [ B [ I:I 3b. List the specific marter i which appearance it entered

3.c. City or Town | |

2. Middle Name

I enter my appearance as attomey or accredited representative at

34 sute[ -] 3¢ 2Pcote the request of

4. Select only ome box:
] Applicant [] Petitioner [ Requestor
3g. Posial Code | ] Respondent (ICE, CBP)

3£, Province |

3h. Country
= | Infarmation About Applicant, Petitioner,

Requesior, or Respondent

4. Dayume Telephene Mumber

5. Family Name l
[ | (Last Name)
Sb, Given Name
%, Fax Number (First Name) i

] I . )
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Step 2: Select Continue to G-28 E-Sign button.

Figure 6.6.5.3-2: Continue to G-28 E-Sign

Home Draft Cases Profile

Form I-go Review G-28, Notice of Entry of Appearance as Attorney or Accredited Representative

Instructions -

Burden Disclosure
| Notice Your responses may not appear in their entivety en your copy of this G-28. USCIS ELIS will still accurately record your entire
— TESPONSE.

Please review your G-28 i its entirety 1o ensure that it is complete and that all of the information contained in the G-28 15 true

——and correct. You may save and print a copy of the completed G-28 for vour recerds. If vou need to make any changes to the G-

Form G-28 28, please select Form G-28 on the eft side of this page to return to the form.

I-90 Application . .

Upload Evidence Click to Review Form G-28.

= Review Form G-

28

E-sign Form G-28
Review I-go
Attestation,
Acknowledgement
E-sign I-g0

Continue to G-28 E-Sign )

6.6.5.4 Form G-28 E-sign

After reviewing the Form G-28 Snapshot, you can electronically sign the form using the
instructions below.

Step 1: Read the Attorney or Accredited Representative’s statement and check the box.

Step 2: Enter your full name and select the E-Sign and Proceed to Review 1-90 Application

button.

Figure 6.6.5.4-1: Representative E-Signature

Home Draft Cases Profile

Form I-go Ao ;
Instruections - : ] . Indicates Required Field
Burden Disclosure E-Signature of Attorney or Accredited Representative

Notice

Attorney or Accredited Representative's Statement

7 T have read and understand the regulations and conditions contained in 8 CFR 103.2 and 202 governing
appearances and representation before the Department of Homeland Security. I declare under penalty of perjury
under the laws of the United States that the information I have provided on this form is true and correct *

Biometric $85
Services:

k3
Total: $540 Full Legal Name

(First Name, Middle Name, Last Name)

Form G-28

I-go Application
Upload Evidence
Review Form G-28
= E-sign Form G-
28

Review I-go
Attestation/
Acknowledgement
E-sign [-go

(ESign and Froceed to Review [-go App]imtion)

January 20, 2017 100




Online Filing Customer User Manual

6.6.5.5 Form I-90 Snapshot PDF
After you review and e-sign Form G-28, you can view the Form 1-90 Snapshot PDF.

Step 1. Select the link to review the completed application form (see Figure 6.6.5.5-2 on the
following page for an example snapshot review).

Step 2: Select the Proceed to Attestation/Acknowledgment button.

Figure 6.6.5.5-1: Review 1-90 Application, petition or request

Home Draft Cases Profile

Form I-go Review 1-90 Application

Instructions -

Burden Disclosure

Notice Your responses may not appear in their entirety on vour copy of this request. USCES ELIS will still accurately record your entire
————————  response

APPLICATION P

FEES:

Please review your application in its entirety to ensure that it is complete and that all of the information contained in your
Filing: $455 application and in your supporting documents are trie and correct. Yon may save and print a copy of your application for your
records. If vou need to make any changes to your application, please select I-go Application on the left side of this page to

Biometric 85 return to your application,
Services:
Click to review the application form,

Total: S 540

Step 1
Form G-28
L-po Application
Upload Evidence

Review Form G-28
E-sign Form G-28
= Review I-g0

Abestation
Acknowledgoment
E-sign I-go

( Procead to Attestation,/Acknowledgement }
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Figure 6.6.5.5-2: Example 1-90 application, petition or request snapshot PDF

Department of Homeland Security
TS, Citizenship and Immigration Services

|Pnrt 1. Information About You

L.

-

6.1

3.a.

J.hb.

J.e

=

s.h.

5.

6.3,

Alien Fegistrafion Number (A-Number)
A [2ooozoooc

USCIS ELIS Account Number (i any)

-

Your Full Name

NOTE: Your card will be issued m this name.

Famuly Name |
(Last Name)

Grven Name
(Firzt Namel

Middle Name |

Has vour name legally changed since the issuance of vour

Permanent Resident Card?

[ Yes IfPri:-'é'ééﬂTﬁﬂei:L Yuiilhers 5., - S.el)
(] He I:Pru-ceedm Irem Numbers G- 6. 1}
NiA -1 ngwerTer_'mec my T ureumai&md
(Proceed to Item Numbhers ﬁh. 6.4.),
NOTE: Attach all em!muf'i o legal name cha.ng\e wrﬂ: t]"_rs
application.

Provide vour name exactly az reflected on vour current
Permanent Resident Card

Family Name |
{Last Name)

Given Name |
{First Namel

Middle Name |

Mailing Address

G.h.

..
6.d.
e,
6.8

6.h.

In Care OfName |
f:;ﬂﬁ;mher |'_'_l Mass Ave y |
Apt._ SteFir | |

Pkl Cods |

Province |

Country |United Statss

Application to Replace Permanent Resident Card USCIS

Form I-20

OMB No. 1615-0082
Expires 12/31/2015

Physical Address

T.a. Street Number [, .
and Name e

T.b. Apt,Ste, Flr. | | |

£« City or Town |7,-J,3_5]1_i:1g:,:p!"_

7.d. 5me Te. ZIPCode [20001

|
|
7.f Postal Code | |
|
|

£~ Province |

7.h. Country |United States

Additional Information

3. Date of Buth
2 CityTown/Village of Birth

1 F | ==

Countryof Bink ||

| _ AL ik L sl |

\I-:rrher'i Name

11. Grven Mame | |
(First Name)

Father's Name

.12. Given Name | |

[SF:rﬂ l'u'am.yﬁ
'tla qf,.-kdm:s;mn

|

14.

1590 5. Social Security Number (if any) M- |:|

9 |Pnrt z: -‘Lppllcatmn Type |

h OTE: Ifxcrnr Fonditional permanent resident status (for

Aexample: CR1JCR2, CF1, CF2) is expiring within the next 90

days, t]l&l:!._dp:_'l?lut file this application. (See Form I-00
fnstructions for further informarion. )
My status is (Select only one box):
E Lawful Permanent Resident
Lb. [] Permanent Resident - In Commmuter Status

le. [] Conditional Permanent Resident
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6.6.5.6 Attestation and Acknowledgement

You and the applicant must review the Acknowledgement of Appointment at USCIS
Application Support Center in Form 1-90. You must verify the applicant understands the
acknowledgement before they attest to and e-sign the application, petition or request. Follow the
instructions below to attest and acknowledge a case.

Step 1: Select a language from the Select Language for Attestation drop-down menu.

Figure 6.6.5.6-1: Select language

Home Draft Cases Profile

Applicants: Please make sure yon read and completely understand the contents of the Acknowledgement of Appointment at

;?:ELEEEIIE _ USCIS Application Support Center below. You will be required to certify, under penalty of perjury, that you have read and
Burden Disclosure understand this Acknowledgement when vou e-sign your application.
Hotice Altorneyvs amd resenlatives: Please review the contents of the Acknowledgement of Appointment at
W USCIS Applic; rter with your client(s) and make sure they understand the purpose for the Acknowledgement,
3 You will be requ o1 penalty of perjury, that you have read and reviewed the Acknowledgement with your client,
FEES: that your client o knowledgement, and your elient knows that by appearing for a biometrics appointment, he or she
Filing: $455 | will be re-affirming thaTTogontents of this application and all supporting decumentation are complete, true, and correct,
Biometrie $85 .
2 e Select Language for |
Serviees: Alteslntimf;u & ’ En.hSh _|
Total: BG40 3 . .
3491 Acknowl edgement of AR Application Suppcrt Center
EDE . - T—
USCIS may require that you appeyHaitian Crecle gerprints, photograph, andfor signature at any time to verify
—_—— | vour identity, obtain additional inKorean und and security checks, including a check of eriminal history
Form G-28 recards maintained by the FederaPolish before making a decision on your application. After USCIS
I-go Application receives vour application and ens| POHU_QUEEE 1 you in writing (or by email notiee if you e-file your
Upload Evidence application), if you need to attend RUssian t. If an appointment is necessary, the notice will provide you
Review Form G-o8 he loeation of your local or desigs Samalh t Center (ASC) and the date and time of vour appointiment. 1€
E-sian Form G-28 vou fail to attend your biometric s ?s;:[':; y deny your application.
E&E::l‘;;tgct'iouj Beview the USCIS ASC Acknowley E‘irg;amese purpose of this acknowledgement is to confirm that you have
Acknowledgement completed your application, revie. 1 i that the information was provided by vou and is complete,
E-sizn I-g0 {rue, and correct. If someone helped yvou fill oul your application, that person must review the acknewledgement with you te

make sure you understand it.

1, JAKE HERNANDEZ, understand that the purpose of o USCIS Application Support Center {ASC) appointment
iz for me o provide my fingerprints, photograph, and/or signature, and to re-verify that all of the information in
my application is complete, true, and correct and was provided by me. Tunderstand that Iwill sign my name to
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Step 2: Review the entire contents of this section. When you are confident your client
understands the acknowledgement, you can select the | am Ready to E-sign My Application
button.

Figure 6.6.5.6-2: Application, petition or request acknowledgement

Form I-go Acknowledgement of Appointment at USCIS Application Support Center

Instructions - Burden
Disclosure Notice

USCIS may require that you appear for an interview or provide fingerprints, photograph, and/or signature at any time to verify
APPLICATION your identity, obtain additional information, and conduct background and security ehecks, including a check of criminal history
: records maintained by the Federal Bureau of Investigation (FBI), before making a decision on your application. After USCIS
FEES: receives your application and ensures it is complete, we will inform you in writing (or by email notice if you e-file your
Filing: $455  application), if you need to attend a biometrie services appointment. If an appointment is necessary, the notice will provide you
the location of your local or designated USCIS Application Support Center (ASC) and the date and time of your appointment, If

2;;?:;;{6 585 you fail to attend your biometric services appointment, USCIS may deny your application,
Total: $540  Review the USCIS ASC Acknowledgement that appears below. The purpose of this acknowledgement is to confirm that you have

completed vour application, reviewed your responses, and verified that the information was provided by you and is complete,
r true, and correct, If someone helped you fill out your application, that person must review the acknowledgement with you to
@ make sure you understand it.

Form G-28

I-go Application
Upload Evidence
Review Form G-28
E-sign Form G-28
Review I-go

1 understand that the purpoese of a USCIS Application Support Center (ASC) appointment
is for me to provide my fingerprints, photograph, and/or signature, and to re-verify that all of the information in
my application is complete, trie, and correct and was provided by me. I understand that I will sign my name to
the following declaration which USCIS will display to me at the time I provide my fingerprints, photograph,
and/or signature during my USCIS ASC appointment.

=> Altestation/ By signing here, I declare under penalty of perjury that I have reviewed and understand
Acknowledgement my application as identified by the receipt number displayed on the screen above, and all
E-sign I-go supporting decwments, applications, pelitions, or requests filed with my application that

I (or my attorney or accredited representative) filed with USCIS, and that all of the
information in these materials is complete, hrue, and correct.

I alse understand that when I sign my name, provide my fingerprints, and/or am photographed at the USCIS
ASC, Twill be re-verifying that I willingly submit this application; I have reviewed the contents of this application;
all of the information in my application and all supporting documents submitted with my application were
provided by me and ave complete, true, and correct; and if I was assisted in completing this application, the
person assisting me also reviewed this Acknowledgement of Appeintment at USCIS Applieation
Support Center with me.

( I am Ready to E-sign My Application )
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6.6.5.7 Form [-90 E-Sign

As a representative, you are required to e-sign the Form [-90 that you have prepared for your
client. Follow the instructions below to e-sign.

Step 1: Check the Preparer’s Certification checkbox. As a representative, you must not only
electronically sign as the G-28 representative, but must also complete the certification as the
preparer of your client’'s Form 1-90.

Note: If your client required an interpreter to complete the Form 1-90, you, as the
representative, will need to check the interpreter checkbox, obtain the interpreter signature
on the Interpreter’s Certification, and scan and upload the signed Interpreter Certification
page (see Section 6.2.11: Interpreter).

Figure 6.6.5.7-1: Interpreter or preparer selection

Home Draft Cases Profile

* Indicates Required Field

Form I-g0 ;
Instructions - E-Sig n
Burden Disclosure
Notice Check the appropriate certification box to indicate if you prepared your elient's application, petition, or request or interpreted
the information contained in the application, petition, or request. If vou prepared and interpreted the contents of your elient's

éEEél CATION application, petition, or request, you must check both boxes to certify as the Preparer and Interpreter.

Filing: $453 | Interpreter's Certification

Biometric 583

Services: 1 certify that:

Total: 5540 1 am fluent in English and the language in which the applicant indicated that he or she is fluent; and

1 have read to every question and instruction on this application, petition, or request,

as well as the answer to every question, in the same language in which the applicant indicated that he or she
—_— is fluent; and

Form G-28

I-go Application I have read the Acknowledgement of Appointinent at USCIS Application Support Center (ASC)
Upload Evidence to in the same language in which the applicant indicated that he or she is fluent; and
Review Form G-28

E-sign Form G-28 has informed me that he or she understands every instruction and question on the
Review I-go application, petition, or request, as well a3 the answer to every question, and verified
Attestation;/ the accuracy of every answer; and

Acknowledgement :

E-sign I-g0 has also informed me that he or she understands the ASC Acknowledgement and that

by appearing for a USCIS ASC biometric services appointment and providing his or her fingerprints,
photograph, and,/or signature, he or she is re-affirming that the contents of this application, petition, or
request and all supporting documentatien are complete, true, and eorrect.

! Preparer's Certification

By my signature, I certify, swear or affirm, under penalty of perjury, that I prepared this application,

petition, or request on behalf of, at the request of, and with the express consent of I
completed this application, petition, or request based only on responses provided to
me. After completing the application, petition, or request, I reviewed it and all of 3

ik | A i k- +lo 15 ' hiki b
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Step 2: Enter your full legal name.

Step 3: Select the Submit G-28 and 1-90 for Client Review button.

Figure 6.6.5.7-2: Submit for Client Review

Form I-g0 phogorgraph ,aand)’or signature, he or she is re—afﬁrr;;ng that the conrtenls of this app]icatior;', p:atition, or
Instructions - Burden request and all supporting doecumentation are complete, true, and correct.
Disclosure Notice

[F] Preparer's Certification

APPLICATION
FEES: By my signature, I certify, swear or affirm, under penalty of perjury, that I prepared this applieation,
Filing: $455 petition, or request on behalf of, at the request of, and with the express consent of
Bi ) i completed this application, petition, or request based only on responses provided to
Sm"_l‘m'fc 583 me. After completing the application, petition, or request, I reviewed it and all of s
bk e responses with . who agreed with every answer on the application, petition, or request.
Total: 8540 If supplied additional information concerning a question on the application, petition,
or request, I recorded it on the application, petition, or request. I have also read the Acknowledgement
of Appointment at USCIS Application Support Center (ASC) to and
Save Draft informed me that he or she understands the ASC acknowledgement. ™
Form G-28 Full Legal Name*
1-q0 Application (First Name, Middle Name, Last Name)
Upload Evidence
Review Form G-28 Step 2
E-sign Form G-28 \ /
Review I-90
Attestation/ Important Notes
Acknowledgement
Esignloo REFUNDS

USCIS will not refund fees if a [an] [application, petition or request] is denied, revoked, or withdrawn. If you accidentally paid
twice or otherwise feel you paid a USCIS fee in error, you may contact USCIS at 1-800-375-5283 for information on how to
request a refund.

WARNING

When you enter the Pay.gov system to make your payment, you will be asked to pay with a credit or debit card or through your
bank account (ACH) via electronie check. Once you have made your payment, DO NOT hit the "Back" button on your
Internet Browser or hit the "Submit Payment" button at the bottom of the Pay.gov sereen more than one time - You will be

charged more than once. m
Step 3
(Submit G-28 and I-go for Client Rerieu)
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Once you e-sign your client’s Form 1-90, it is submitted to your client for review and you will see
a confirmation page (Figure 6.6.5.7-3).

Step 4: The confirmation page contains a Case Passcode. You must provide the passcode to
your client so that they can view the completed Form G-28 and Form [-90. Read the information
in the E-SIGN Confirmation — Passcode Generation screen carefully.

To review the draft case you created, the applicant must use the email address you designated
as the Primary Applicant Email Address to create a USCIS Online Account.

Step 5: When you are confident that you understand the next steps for your client, select the
USCIS Representative Homepage button.

Figure 6.6.5.7-3: Confirmation and Passcode Generation

E-SIGN Confirmation - Passcode Generation

% You have successfully submitted a Form G-28 and associated application, petition, or request for your client to review!

Primary Applicant Name:

| Primary Applicant Email Address: @example.com
/ Request Type: = View PDF of Notice of Entry of Appearance as Attorney or
Aceredited Representative (Form G-28)
StEFl 4 o View PDF of Application to Replace Permanent Resident Card
Representative E-Signed on: Wednesday, March 11, 2015 at 10:24:13 PM
Case Passcode: 3F384-FCAFA-BCy3

Your elient must now log into USCIS ELIS to view and e-sign both the Form G-28 and associated application, petition, or request. Your elient will be
limited to reviewing the G-28 and I-go in read-only mode. You will need to provide your client with the Case Passcode (see above) so that he or she can
view the completed G-28 and I-90. Your client will not be able to make any changes to the G-28 or I-9o. If vour client would like to have any information
contained in the G-28 or I-go changed or modified, he or she should decline to e-sign. To protect your elient’s personally identifiable information, please
do not send the Case Passcode via email. Please transmit the Case Passcode to your client in person or over the telephone.

Once your client enters the Case Passcode to review the G-28 and I-9o, you will no longer be able to make changes until your client e-signs or declines to
e-sign the G-28 or I-go. If vour client declines to e-sign the G-28, he or she will not be able to access the draft I-go you prepared on his or her behalf. If
your client declines to e-sign the I-9o, he or she will not be able to have the application submitted to USCIS until it is e-signed. However, you will be able to
aceess the draft I-go, make changes and e-sign the G-28 and I-go again.

If vou make any changes to the G-28 or I-go:

+ You and your client will be required to e-sign the G-28 and I-go again;
+ A new Case Passcode will be generated if vou change your client's email address on either the G-28 and I-go; and

» Any previous Case Passcode linked to the G-28 or I-go will become invalid.
NOTE: USCIS will delete all draft copies of the G-28 and/or I-go after 30 days.
(_USCIS Representative Homcpage_)

Note: If your client declines to e-sign the Form 1-90 you prepared for them because they
need to make changes, you can edit the draft case that is displayed on the Pending tab of
your homepage.

If you change the client’s email information, the draft case will be unlinked to the client and
they will no longer be able to view the case until you save your draft and select Submit I-90
for Client Review.
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A new case passcode will be generated and displayed on the case submission confirmation
screen. The new code will associate the new email address to the drafted case once the
applicant uses it to log in. It will be valid for 30 days only.

Note: Instructions for your client to review and e-sign the application, petition or request you
prepared for them are found in Section 6.6.6: Client Instructions for Cases Filed by a
Representative.

Once your client e-signs the application, petition or request, you are responsible for paying
the appropriate filing fees and biometric services fee (if applicable) for your client. See
Section 6.6.7: Representative Making a Payment for instructions on how to make a payment.
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6.6.6 Client Instructions for Cases Filed by a Representative

If your representative created a case for you, you can log in to your USCIS online account and

view the case information that your representative entered. Follow the instructions below to

access and view your case as an applicant.

Step 1: Go to https://myaccount.uscis.dhs.gov.

Step 2: Sign in using the email address your representative used to file the Form G-28 and

Form 1-90 for you, and then enter your password.

Figure 6.6.6-1: Client Sign In

- 1
@(}*I@ hitps/frysccauntusen. dhs.gew/ I

P& Department of Homeland Seewre. G X || (= Citizenship and Trumigrat

ioFde B¢t View Faveriter  Tecl
s % DHS Grammar and WebS.. 2]

S LS - TIDS Werkepace [T Google 2 Outlcok Webmail 3] Suggested Sites = 2 USCIS M T 804

Feozta of the Departnert of Houmeland Seoudty

1.5, Citizenship and
L Immigration Services i

S

* Indicates a required fiekd

Sign In Create an

11you wanl 1o apply
need 10 create a ne

* Email Advantages o
| | =+ Fil2 an Applig
- Make a Payn

* Password « Check Case

Creale a new a

Forant vour password?

Didnt recepee confinmalion instipcions?
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Step 3: On your Home tab, under Actions, select Review and E-sign the Request Drafted by
Your Legal Representative.

Figure 6.6.6-2: Client Review Draft

Actions

« View All My Cases
ter Your Online Access
e (See Welcome to

e « Review and E-sign the
e Request Drafted by Your
B Legal Representative

Links

1 + Avoid Seams | USCIS

!' . + Change of Address

] + E-Request

+ Email us for Help

» Form I-90 General
Information

» How Do I Customer Guides
| USCIS

Step 4: Enter the Case Passcode you received from your attorney or accredited representative
in the pop-up window and select the Submit button.

Figure 6.6.6-3: Enter Passcode
Enter Passcode

* Indicates Required Field

1f vour representative has provided you a Case Passcode to access and review
vour application, petition, or request, please enter your Case Passcode
below.

Passcode® |

step 4

NOTE: If vou need to verify your Case Passcode, please contact your
representative.

For security reasons, the Case Passcode is never communicated via email or
SMS/text messages by USCIS ELIS.

Onee you access vour application, petition, or request by entering a valid Case
Passcode, you will be limited to read-only access and cannot make changes to
vour application, petition, or request.

Only vour Representative can make changes to your application, petition, or
request. To allow vour Representative to make changes, vou must select
Decline E-signature after yvou access your application, petition or request.
Your Representative will be able to update vour application, petition or request
with vour requested changes.
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Step 5: The Form 1-90 drafted by your representative is linked to your account and will display
under Recent Cases.

Figure 6.6.6-4: Representative 1-90 linked to applicant account
l Official website of the Department of Homeland Ssenrity

Accessibility Plug-ins Log Out

Home Profile

Recent Notices

SUCCESS: The case has successfully been linked.

Contact

Actions

« View All My Cases

stEFl 5 « Enter Your Online Access
ode (See Welcome to
Recent Cases Code (See Wel 2
USCIS ELIS Letter)
Receipt Number: /4 + Beview and E-sign the
Request Type:  Application to Replace Bequest Drafted by Your
Permanent Resident Card Legal Bepresentative
Draft Created Date:  o03/13/2015
Received As: EFile
Status: Draft - E-Signed by =
Representative Links
Status Message: Your representative has .
completed and signed ¥ + Avoid Seams | USCIS
vour benefit request and Create New Case + Change of Address
has electronically — — - ——- = « E-Request
forwarded the case to you « Email us for Help
to complete your ¢
signd'luI.Jru. N « Form I-QF: General
Pending Action: Pending Customer E- Information: .
Signature * How Do I Customer Guides
Draft Explration o4/13/2015 | USCIS
Date:
Review Draft
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6.6.6.1 Representative Applicant Review and E-Sign

Before you can submit the Form G-28 and Form 1-90 to USCIS, you must review and e-sign

Form G-28 and Form 1-90. Follow the instructions below for reviewing and e-signing a case as

an applicant.

Step 1: Select Review Draft.

Figure 6.6.6.1-1: Review Draft

Recent Cases

Receipt Number:
Request Type:

Draft Created Date:
Received As:
Status:

Status Message:

Pending Action:

NfA
Application to Replace
Permanent Resident Card
03/13/2015

EFile

Draft - E-Signed by
Representative

Your representative has
completed and signed
vour benefit request and
has electronically
forwarded the case tovou
to complete your e-
signature.

Pending Customer E-
Signature
R4/13/2015

Beview Draft

Cre

Step 2: Select the Click to review the G-28 link to review a PDF of the Form G-28.

Step 3: Select the Continue to G-28 Accept / Decline button.

Figure 6.6.6.1-2: Continue to G-28

=l Official wibeite of the Department of Homeland Seemrity

Home Profile

= Review G-28
Aceept/Decline G-28
E-gign G-28

Review I-90
Accept/Decline I-g0
Attestation/
Acknowledgement
E-sign I-90

Accessibility Plog-ins  Log Out

Contact

Review G-28, Notice of Entry of Appearance as Attorney or Accredited Representative.

Your responses may not appear in their entivety on vour copy of the G-28. USCIS ELTS will still aceurately record vour entice

TESPONSE,

Please review your G-28 in its entirety to ensure that it is complete and that all the information in the G-28 is true and correct.
You may save and print a copy of the completed G-28 for your records. If vou need to make any changes to vour G-28, yvou will
need to select "Decline E-Signature” on the E-signature page to return the form to your representative whe ean make any

requested changes.
@ | Click to review the G-28.

7N\

Step 3
(Cunﬁ:luc to G=28 Accopt/Decline }
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Step 4: Select the Begin E-Signature Process or Decline E-Signature checkbox as

appropriate.

Note: If you need to make changes to the Form G-28 or Form 1-90, you must inform your
attorney or accredited representative and then select Decline E-Signature. By declining to
e-sign, the draft will return to your representative who can work with you to make the needed

changes.

If you decline to e-sign the G-28 because you are no longer represented, you will not be able
to review the Form 1-90 drafted by the representative.

Step 5: Select the Continue button.

Figure 6.6.6.1-3: E-Sign Response

Home Profile

Review G-28

= Accept/Decline
G-28

E-sign G-28

Review I-go
Accept/Decline [-90
Attestation/
Acknowledgement
E-signI-go

E-Sign Response

Please review your Form G-28 earcfully.

After you complete vour review, vou can choose to begin the e-signature process by either accepting or declining the e-
signature request from vour representative, Select either the Begin E-Signature Process or Decline E-Signature to show
VOUT [esponse,

NOTE: Ouce you e-sign your application, petition, or request, vour representative will not be able 1o make any changes,

If vou discover an error in vour application, petition, or wish to make changes prior to filing, select Decline E-
Signature. Your application, petition, or request 0 your representative who can make any necessary
Step 4

changes.

#IBEGIN E-SIGNATURE PROCESS \-_./‘* DECLINE E-SIGNATURE

« By selecting this oplion, yvou choose Lo e-s1gn vour = By selecting thas oplion, you choosé not 1o e-Sign your
Form G-28. Form G-28

» By e-signing, vou agree vou have reviewed all the » If vou choose not to e-sign, vour Form G-28 will not be
information contaimed in vour Form G-28 and declare accepted or processed in USCIS ELIS and will be treated
that such information and is complete, true and correct. as a draft and deleted after 30 davs if no further actions

» Once vou e-sign vour Form G-28, it will be returned to are performed.
vour representative, who will file it with USCIS directly + If you choose not to e-sign, vour Form G-28 because
and then be able to begin the process of filing cases on vou are no longer represented by the attorney or
vour behalf. accredited representative named in vour Form G-28,

vour case will be closed and you will not have aceess to
the draft application, petition, or request prepared by
VOUF representative.

+ NOTE: If you choose not to e-sign the application,
petition, or request prepared by vour representative, vou
may still e-file an application, petition, or request by
creating one in vour online account or through a new
representative.

= Onee you choose not to e-sign your application,
petition, or request, vou will not be able to access or
review vour Forng® gur representative
updates and rej Aew and e-signature.
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Step 6: If you selected Begin E-Signature Process, a Consent to Representation and
Release of Information screen appears. Read each selection carefully.

Select 1 to agree to be represented by an attorney or accredited representative.

Select 2.a to request that USCIS send notices regarding your case to your attorney or
representative. You may change this decision at any time by sending a written notice to
USCIS. Do not select this option if you want notices sent directly to you and not to your
attorney or representative.

Select 2.b to request that USCIS send any secure identity documents (for example, your
Green Card) to your attorney or representative. You may change this decision at any time by
sending a written notice to USCIS. Do not select this option if you want your secure identity
documents sent directly to you and not to your attorney or representative.

Step 7: Enter your Full Legal Name.

Step 8: Select Continue.

Figure 6.6.6.1-4: Consent to Representation

Home Profile

Review G-28
Areept/Decline G-28
= E-sign G-28
Review I-go
Aceept/Decline -go
Attestation)
Acknowledgement
E-sign I-g0

Step 6

* Indicates Required Field
Consent to Representation and Release of Information

[F] 1./l have requested the representation of and consented to being represented by the attorney or accredited
':presenuﬁ\'e named ONE, BONNIE of Bennie One, According to the Prvacy Aet of 1974 and DHS peliey, I also
eonsent to the diselosure to the named attorney or aceredited representative of any record pertaining to me that
appears in any svstem of records of USCIS, ICE or CBP.*

When you (the applicant, petitioner, requestor, or respondent) are represented, DHS will send notices ta both you and veur
attorney or accredited representative either through mail or electronic delivery.

DHS will also send the Form I-94, Arrival Departure Record, to vou unless you select ITtem Number 2.a. below. All secure
identity documents and Travel Docurments will be sent to you (the applicant, petitioner, requestor, or respondent) unless vou
ask us to send those documents to vour attorney of record or accredited representative,

I vou do not want to receive original notices or seewre identity documents divectly, but would rather have such notices and
documents sent to your attorney of record or aceredited representative, please select all applicable boxes below:

r Z.a. ! request DHS send any notice (including Form I-94) on an application, petition, or request to the business
1 of my attorney of record or aceredited representative as listed in this form. I understand that I may
change this election at any future date through written notice to DHS.

|z request that DHS send any seeure identity document, such as a Permanent Besident Card, Employment
uitharization Document, or Travel Document, that T am approved to receive and authorized to possess, to the
business address of my attorney of record or accredited representative as listed in this form, I consent to having
my secure identity document sent to my attorney of record or aceredited representative and understand that I
may request, at any future date and through written notice to DHS, that DHS send any secure identity document
directly.

Step 7 ) Full Legal Name*

(First Name, Middle ¥ame, Last Name)

Continue )
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Step 9: A confirmation page will appear. Select Click to review your application.

Figure 6.6.6.1-5: Accept Confirmation

Home Profile

G-28 ACCEPT CONFIRMATION

You have e-signed your Notice of Entry of Appearance as Attorney or Accredited Representative (G-28)
on Friday, Mareh 13, 2015 at 4:31:54 PA.

+ You may now proceed to review your application, petition or request vour representative prepared for vou.
+ Once vou complete vour review, vou will be asked to e-sign your application, petition or request.
+ Please use the online help form to eontact our Custorner Contaet Center if you need assistanee.

ws View PDF of Notice of Entry of Appearance as Attorney or Accredited Representative (G-28)

Ste P 9 ) (C]itk'ro review vour application )

Step 10: Select Click to review your application, petition or request to review the online
PDF Form [-90.

Step 11: Select Continue to 1-90 Accept/Decline.

Figure 6.6.6.1-6: Review and continue

=3 Official webstie of the Departnsent of Honseland Secarity

Accessibility  Plug-ins  Log Out
Contact
Home Profile
Review G-28 Review [-90 Application
Accept/Decline G-28
E-sizgn G-28
= Review I-go Your responses may not appear in their entirety on your copy of this application. USCIS ELIS will still accurately record your
Accept/Decline I-go entire response,
Attestation/
Acknowledgement Please review your application in its entirety to ensure that it is complete and that all of the information contained in your
E-sign [-go application and in your supporting documents are complete, true and correct. You may save and print a copy of your application

for vour records. If yvou need to mak;

nyv changes to your application, select Decline E-Signature on the E-Sign Response
Page, S0 VOUT Teprasentative

cecsaTy changes

Click to review vour application.

Step 10 )

(Cunti.nue ta I-5o Accept/Decline ).
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Step 12: Select the Begin E-Signature Process or Decline E-Signature checkbox and select
Continue.

Figure 6.6.6.1-7: Begin or Decline E-Signature Process

Review G-28 Please review your application, petition, or request carefully.

Accept/Decline G-28 After you complete vour review, you can choose to begin the e-signature process by either accepting ot deelining the e-

E'SL?-“ G-28 signature request from vour representative. Select either the Begin E-Signature Process or Decline E-Signature to show
Review I-go YOUT respanse.

= Accept/Decline I- . - .. . .

90 NOTE: Onee you e-sign vour application, petition, or request, your reprosentative will pot be able to make any changes.
Attestation If vou discover an error in vour application, petition, or request or wish to make changes prior to filing, select Deeline E-
-'\‘3“}'0“'19‘13'3"1'3"'- Signature. Your application, petition, or request will be returned to your representative who can make any necessary

E-sign I-go changes,

IFIBEGIN E-SIGNATURE PROCESS © DECLINE E-SIGNATURE

£ |~ B = ULILLLD N (4 LTS

application, petition, or request.

» If you choose not to e-sigm, your application, petition,
or request will not be accepted or processed in USCIS

¥ o [ 5 » LiLk
application, petition, or request.
+ By e-signing, you agree vou have reviewed 2
information and evidence contained in and submiftee
with vour application, petition, or request and declare
that such information and evidence is complete, true
and correct.

2 vou choose not to e-sign vour application,

» Cases Where No Filing Fee(s) Are Required - petit¥ipn, or request, you will not be able to access or
Onece you e-sign vour application, petition, or request, it reviewgur draft application, petition, or request until
will be submitted directly to USCIS. Your application, vour repragentative updates and returns it to you for
petition, or request will not be returned to vour review and Bhgi

representative for further action.
ili i - Onece
you e-sign your application, petition, or request, it will
be returned to your representative whao will file it with
USCIS directly and pay all required fee(s).

Continue to E-sign )

Note: If you need to make changes to the Form G-28 or Form 1-90, you must inform your
attorney or accredited representative and then select Decline E-Signature.

By declining to e-sign, the draft will return to your representative who can work with you to
make the needed changes. As stated under the Decline E-Signature option, once you
choose not to e-sign, your Form [-90 will not be processed and will be treated as a draft. If
you do not complete the process within 30 days, your Form 1-90 will be deleted.

If you decline to e-sign your application, you will not be able to access or review your draft
until your representative updates and returns it to you for review and e-signature.
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Step 13: Select a language from the Select Language for Attestation drop down menu if you
would like to review the Acknowledgement of Appointment at USCIS Application Support Center
in a foreign language.

Figure 6.6.6.1-8: Select Attestation language
=3 Official website of the Department of Homeland Secarity

Accessibility  Plug-ins  Log Out

Contact
U.S. Citizenship and
Immigeation Services
Home Profile
Review G-28 Applicants:
Accept/Decline G-28 Please make sure you read and completely understand the contents of the Acknowledgement of Appointment at USCIS
E-sign G-28 Application Support Center below. You will be required to certify, under penalty of perjury, that vou have read and understand
Review I-g0 this Acknowledgement when you e-sign yvour application.
Accept/Decline I-go
= Attestation/

Acknowledgement Aftorneys and Accredited Representatives:

E-sign 1-90 Please review the contents of the Acknowledgement of Appointment at USCIS Application Support Center with vour
" ¢client(s) and make sure they understand the purpose for the Acknowledgement. You will be required to certify, under penalty of
perjury, that vou have read and reviewed the Acknowledgement with vour client, that your client understands the
Acknowledgement, and vour client knows that by appearing for a biometrics appointment, he or she will be re-affirming that the
contents of this application and all supporting documentation are complate, true, and correct.

Step 13 ) Select Language for Attestation English El

Acknowledgement of Appointment at USCIS Application Support Center

USCIS may require that vou appeat for an interview or provide fingerprints, photogeaph, and/for signature at any time to verfy
vour identity, obtain additional information, and conduct background and security checks, including a check of criminal history
records maintained by the Federal Bureau of Investigation (FBI), before making a decision on your application. After USCIS
receives vour application and ensures it is complete, we will inform you in writing (or by email notice if you e-file your
application), if vou need to attend a biometrie services appointment. If an appointment is necessary, the notice will provide you
the location of your local or designated USCIS Application Suppart Center (ASC) and the date and time of vour appaintment, If
you fail to attend yvour biometrie services appointment, USCIS may deny vour application.

Review the USCIS ASC Acknowledgement that appears below. The purpose of this acknowledgement is to confirm that vou have
completed your application, reviewead your responses, and verified that the information was provided by vou and is complete,
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Step 14: Select | am Ready to E-sign My Application button.

Figure 6.6.6.1-9: Ready to E-Sign

Review G-28
Accept/Decline G-28
E-sign G-28

Review I-9o
Accept/Decline I-g0
= Attestation/
Acknowledgement

E-sign I-00

USCIS may require that you appear for an mterview or provide fingerprints, photograph, and/for signature at any time to venfy
vour identity, obtain additional information, and conduct background and security checks, including a cheek of eririnal history
records maintained by the Federal Bureau of Investigation (FBI), before making a decision on vour application. After USCIS
receives vour application and ensures it is complete, we will inform you in writing (or by email notice if you e-file vour
application), if you need to attend a biometric services appointment. If an appointment is necessary, the notice will provide you
the location of your local or designated USCIS Application Support Center (ASC) and the date and time of your appointment. If
vou fail to attend your biometric services appointment, USCIS may deny your application,

Review the USCIS ASC Acknowledgement that appears below. The purpese of this acknowledgement is to confirm that vou have
completed your application, reviewed your responges, and verified that the information was provided by you and is complete,
true, and correct. If someone helped vou fill out vour application, that person must review the acknowledgement with you to
make sure you understand it.

1, , understand that the purpose of a USCIS Application Support Center (ASC) appointment is
for me to provide my fingerprints, photograph, and/or signature, and to re-verify that all of the information in my
application is complete, true, and correct and was provided by me. I understand that Iwill sign my name to the
following declaration which USCIS will display to me at the time I previde my fingerprints, photograph, andfer
signature during miy USCIS ASC appointment.

By signing here, I declare under penalty of perjury that I have reviewed and understand
iy application as identified by the receipt number displayed on the screen above, and all
supporting documents, applications, petitions, or requests filed with my application that
I {or my attorney or accredited representative) filed with USCIS, and that all af the
information in these materials is complete, true, and correct.

1also understand that when I sign my name, provide my fingerprints, and,/or am photographed at the USCIS
ASC, T will be re-verifying that I willingly submit this application; I have reviewed the contents of this application;
all of the information in my application and all supporting documents submitted with my application were
provided by me and are complete, true, and correct; and if I was assisted in completing this application, the
person assisting me also reviewed this Acknowledgement of Appointment at USCIS Application

Support Center with me.
Step 14
(1 am Ready to E-sign My Application )
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Step 15: Select the appropriate checkboxes.
Step 16: Enter your full legal name.

Step 17: Select Submit for Representative Review and Payment.

Figure 6.6.6.1-10: Applicant’'s Statement

Home Profile

* 0 . "
Review G-28 Indicates Required Field

Accept/Decline G-28 ESIGN
E-sign G-28

Review I-00 NOTE: Read the information on penalties in the Form I-9o Instructions, Penalties section before completing this part. You
Accept/Decline I-90 must file Form I-0o while in the United States.

Attestation/

Acknowledgement APPLICANT'S STATEMENT

= E-sign I-90 Select the box for either Item Number 1.a. or 1.b. If applicable, select the box for Item Number 2.

] 1. alcan read and understand English, and have read and understand every question and instruction on
hiis application, as well as my answer to every question. T have read and understand the
beknowledgement of Appointment at USCIS Application Support Center,

€ ). b The interpreter named, {Interpreter First Name} {Interpreter Last Name}, has read to me every
huestion and instruction on this application, as well as my answer to every question in {Interpreted
Language}, a language in which I am fluent. I understand every question and instruction on this application
hs translated to me by my interpreter, and have provided eomplete, true, and correct responses in the

anguage indicated above. The interpreter named, {Interpreter First Name} {Interpreter Last Name}, also

has read the Acknowledgement of Appointment at USCIS Application Support Center to me, in
he language in which [ am fluent, and I understand this Application Support Center (ASC)
cknowledgement as read to me by my interpreter.

Step 15

™ 2. I have requested the services of and consented to BONNIE ONE, who is an attorney or accredited
L____sepresentative, preparing this application for me, This person who assisted me in preparing my application
has reviewed the Acknowledgement of Appointment at USCIS Application Support Center with
me and I understand the ASC Acknowledgement.®
AFPLICANT'S CERTIFICATION
Copies of any documents [ have submitted are exact photocopies of unaliered, original documents, and I
understand that USCIS may require that I submit onginal documents to USCIS at a later date.
Furthermore, [ authorize the release of any information from any and all of my records that USCIS may
need to determine my eligibility for the immigration benefit that I seck.

1 furthermore authorize release of information contained in this application, in supparting documents, and
m my USCIS records to-other entities and persons where necessary for the administration of U.S,
immigration laws,

T certify, under penalty of perjury, that the information in my application and any document submitted
with my application were provided by me and are complete, true, and correct.

Full Legal Name*
SteFl 1 E ) (Firs: Name, Middle Name, Last Name) L I
Imporfant MNotes
NOTE

Your typewritten full legal name submitted electronically as part of this [application, petition, or request] signifies that vou
have signed and submitted this [application, petition, or request] under penalty of perjuny.

REFUNDS

USCIS will not refund {ees if a [an] [application, petition or request] is denied, revoked, or withdrawn. If you accidently paid
twice or otherwise feel vou paid a USCIS fee in error, vou may contact USCIS at 1-800-375-5283 for information on how to

request a refund. /—\
Step 17
u{Submi!ﬁrRep:m@nuﬂm Reviewand I’Jr.:'.m:)
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Step 18: A confirmation will display once you submit the application, petition or request. Select
the USCIS Customer Homepage button to return to your home page.

Figure 6.6.6.1-11: E-Sign Confirmation

=l Mfcial webste af the Department of Homeland Secarity

Accessibility Plug-ins  Log Out

Contact

Home Profile

[-90 E-SIGN CONFIRMATION Step 18

S

% You have e-signed your application, petition, or request on Friday, March 13, 2015 at 4:58:06 PM,

+ If you are required to pay a filing fee, please inform vour representative that vou have e-signed your application, petition, or request. Onee
notified, vour representative can begin the filing and payment process.

Please use the online help form to contact our Customer Contact Center if vou need assistance,

| USCIS Customer Homepage b
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6.6.6.2 Applicant’s Case Details

As an applicant, you can view your case details, which include Mailing Preferences, Request

for Evidence, a View Snapshot of both your Form 1-90 and Form G-28, and the option to
Upload Additional Documents.

Figure 6.6.6.2-1: Applicant Case Details

Home Profile

Case Details

Receipt Number:;
Request Type:

Status Message:

Pending Action:

10E0497049335
Application to Replace Permanent
Resident Card

Your benefit request has been
accepted and is under review,
None

o O

®

Case Received Date: o3/13/2015 Upload View G-28 View
Received As: EFile Additional Snapshot Snapshot
Status: In Process Documents

Mailing Preferences

Original notices (including I-04 if applicable) will Yes
be mailed to attorney or accredited representative:

Secure identity or travel documents will be mailed Yes
to attorney or accredited representative:

Last updated date: 03/13/3015

Request for Evidence (RFE)

You must submit all documents requested in this RFE. If vou fail to submit all of the requested evidence, USCIS may deny your application for failure to
submit requested evidence in accordance with & CFR 103.2(B)(13).

If you choose, vou may submit other documents after responding to the RFE by selecting "Upload Additional Documents™ above, but USCIS is not
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6.6.6.2.1 Mailing Preferences
As a represented applicant, you can update your mail preferences to indicate whether you
would like USCIS notices or decisions and any secure documents sent directly to your
representative or only to you. Follow the instructions below to edit mail preferences.

Step 1. Select the View Case Details button.

Figure 6.6.6.2.1-1: View Case Details

Home Profile

Recent Notices

=3 Official website of the Department of Homeland Security

| Immigration Services |

Actions

Accessibility Plug-ins Log Out

Recent Cases

Receipt Number:
Request Type:

Draft Created Date:
Received As:
Status:

Status Message:

Pending Action:

Draft Expiration 04/15/2015
Date:

NfA Receipt Number:
Application to Replace Request Type:
Permanent Resident Card

03/15/2015 Case Received Date:
EFile Received As:
Diraft - Pending Pavment Status:
You have complated vour Status Message:
benefit request and veour

benefit request is ready
for pavment.

ending Action:

10E0011847691
Application to Replace
Permanent Resident Card
03/15/2015

EFile

In Process

Your benefit request has
been accepted and is
under review.

Nane

= Manage My Contact
Preferences, Change my
Addresses

= View All My Cases

+ Review and E-sign the
Request Drafted by Your
Legal Representative

Links

Awaiting Pavment by
Representative

Step 1 ) View Case Details for IOE0011847601

Review PDF

» Aveid Scams | USCIS

= Change of Address

» E-Request

» Email us for Help

« Form l-go General
Information

+ How Do I Costomer Guides
| USCIS
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Step 2: Select Edit in the Mailing Preferences section.

Figure 6.6.6.2.1-2: Edit Mailing Preferences

Home Profile

Case Details

Mailing Preferences

Receipt Number:
Request Type:

Case Received Date:
Received As:
Status:

Status Message:

Pending Action:

10ED497049335

Application to Replace Permanent
Resident Card

03/13/2013

EFile

In Process

Your benefit request bas been
accepted and is under review,
None

Last updated date: 03/13/2015

Secure identity or travel documents will be mailed
to attorney or aceredited representative:

Original notices (including I-94 if applicable) will
be mailed to attorney or aceredited representative:

Request for Evidence (RFE)

View G-z8
Snapshot

Upload
Additional
Documents

o

View
Snapshot

You must submit 21l documents requested in this RFE. If vou fail to submit all of the requested evidence, USCIS may deny vour application for failure to
submit requested evidence in accordance with 8 CFR 103.2(b)(13).

If you choose, vou may submit other documents after responding to the RFE by selecting "Upload Additional Documments” above, but TSCIS 15 not
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Step 3: Select or remove appropriate checks in the Consent to Release of Information screen
and select Save.

Figure 6.6.6.2.1-3: Consent to Release of Information

Consent to Release of Information

When vou (the applicant, petitioner, requestor, or respondent) are represented, DHS will send notices to both vou and
vour attorney or accredited representative either through mail or electronic delivery.

DHS will also send the Form I-04, Arrival Departure Record, to you unless you select Item Number 2.a. below. All
secure identity documents and Travel Documents will be sent to vou (the applicant, petitioner, requestor, or respondent)
unless you ask us to send those documents to your attorney of record or accredited representative.

If you do not want to receive original notices or secure identity documents directly, but would rather have such notices
and documents sent to your attorney of record or accredited representative, please select all applicable boxes below:

F 2.a. [ request DHS send any notice (including Form I-g4) on an application, petition, or request to the business
address of my attorney of record or accredited representative as listed in this form. I understand that I may change this
election at any future date through written notice to DHS.

7 2.b.[I request that DHS send any secure identity document, such as a Permanent Resident Card, Employment
Authornzation Document, or Travel Document, that I am approved to receive and authorized to possess, to the business
address of my attorney of record or accredited representative as listed in this form. I consent to having my secure identity
document sent to my attorneyv of record or accredited representative and understand that I may request, at any future
date and through written notice to DHS, that DHS send any secure identity document to me directly.

Step 3

RED C))

6.6.6.2.2 Request for Evidence

As an applicant, you can respond to a Request for Evidence (see Section 6.4 for more
information).

6.6.6.2.3 Upload Additional Documents
As an applicant, you can upload additional documents. See Section 6.4.4 for more information.
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6.6.6.3 Snapshots

As an applicant, you can view snapshots of your Form 1-90 and Form G-28 when you select
your case receipt number. Follow the instructions below to view snapshots.

Step 1: Select View G-28 Snapshot to view your Form G-28.

Step 2: Select View Snapshot to view your Form [-90.

Figure 6.6.6.3-1: View Snapshots

Home Profile

Case Details @
i
Receipt Number: 10E0497049335 — / - P
; © 17O =)

Request Type: Application to Replace Permanent
Resident Card N
Case Received Date: 03/13/2015 Upload View G-z8 Wiew

Received As: EFile Additional Snapshot Snapshot
Status: In Process Documents

Status Message: Your benefit request has been
accepted and is under review, Step 2

Pending Action: None

Mailing Preferences

Original notices (including I-04 if applicable) will Yes
be mailed to attorney or aceredited representative:

Secure identity or travel documents will be mailed Yes
to attorney or aceredited representative:

Last updated date: 03/13/2015

Request for Evidence (RFE)

You must submit all documents requested in this RFE. If vou fail to submit all of the requested evidence, USCIS may deny your application for failure to
submit requested evidence in accordance with 8 CFR 103.2(b)(13).

If you cheose, vou may submit ether documents after responding to the BRFE by selecting "Upload Additional Documents™ above, but USCIS is not
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6.6.7 Representative Making a Payment

It is the representative’s responsibility to pay for the application, petition or request if there is an
associated fee. Follow the instructions below to pay the fee for a client.

Step 1: When logged in to the system as a representative, review the notice in the Recent
Notices section.

Step 2: Select the Make Payment link. You will be directed to a Pay.gov page where you can
pay for the client’s associated application, petition, or request fee.

Figure 6.6.7-1: Payment status

= Official website of the Department of Homeland Secuarity

Accessibility Plug-ins Log Out

Contact
U.5. Citizenship and
Immigration Services

Home Draft Cases Profile

Recent Notices

Recent Draft Cases
fl View All Notices
Step 1

Client Name Request ‘{\_\'Mﬂ Updated Date Expiration Date Status Actions
Application to Replace
Permanent Resident 03/15/2015 04/15/2015 Pending Payment
Card
View All Draft Cases

Recent Submitted Cases

Receipt Number Client Name Submit Date Request Type Status

Application to Replace

I0E0011847691 03/15/2015 Permanent Resident Card

In Process
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Step 3: Once a payment is successful, you will receive a Receipt Notice in the Recent Notices

section of your Home tab.

Figure 6.6.7-2: Payment notice

= Official webhsite of the Department of Homeland Sacarity

zenship and
n Services |

Home Profile

Recent Notices

Accessibility Plug-ins Log Out

Contact

Actions

» Manage My Contact

Permanent Resident Card

Notice Date Receipt Number Applicant Name NOT-“_:“ Type Preferences, Change my

L Appointment Addresses
3/15/1 I0E0o11847601

i Scheduled + View All My Cases
315015 I0E0011847691 * Review and E-sign the

View All Notices Request Drafted by Your
Legal Representative
Recent Cases
Links
Recelpt Number: I0E0011847601
Request Type: Application to Replace

+ Avoid Scams | USCIS
» Change of Address

Case Received Date: o3/15/2015
Received As:  EFile + E-Request
Status: In Process + Email us for Help
Status Message: Your benefit request has + Form [-go General
been accepted and is | Information
under review. = How Do I Customer Guides
Pending Action: Xone | vscs

View Case Details for IOE0011847601

Step 4: After you successfully pay for Form 1-90, the case moves to the Recent Submitted
Cases section and has a Status of "In Process".

Figure 6.6.7-3: Representative Recent Submitted Cases

=8 Official website of the Department of Homeland Security

Aceessibility Plug-ins Log Out

Contact
U.5. Citizenship and |
— —— - e - — Y Immigration Services ;"I A S — - R - _—
Home Draft Cases Profile
Recent Notices
Recent Draft Cases
I View All Notices
Client Name Request Tvpe Last Updated Date Expiration Date Status Actions
No data available in table /—\
Step 4
Recent Submitted Cases u
Receipt Number Client Name Submit Date Request Tvpe Status
- & Application to Replace
I0E0011847601 03/15/2015 Permanent Resident Card 11 Froeess
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6.6.8 Search for a Client

You can search for a client from the online filing home page. Follow the instructions below to
search for a client’s application, petition, or request.

Step 1: Select the appropriate option (Client Last Name or Receipt Number) in the Search By

drop-down list.

Step 2: Enter the client’s last name or the receipt number depending upon your selection in the

Search By menu.

Step 3: Select Search.

Figure 6.6.8-1: Search for Client

Search for Client

* Indicates Required Field

Step 4: Select the link under Status to open the client’s case.

Figure 6.6.8-2: Search for client results

Search Results

Show 10 [-]entries

Receipt Number 4 Client Name

Not Available

Request Type 7 S Status %
Application to Replace Pending

Permanent Resident 03/11/2015 Customer
Card Access
First Previous 1 Next Last
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6.6.8.1 Advanced Search for a Client

If necessary, you can search for a client using the Advanced Search option. Follow the
instructions below to do an advanced search for a client’s application, petition, or request.

Step 1: Select the Advanced Search link on the home page.

Figure 6.6.8.1-1: Advanced Search for Client
Search for Client

* Indicates Required Field
Search By Receipt Number E

. *
Receipt Number I0E1234567890

( Search) (Clear‘} Advanced Search
Step 1

Step 2: Enter appropriate information in the fields under Search.
Step 3: Select the Search button.

Step 4: In Search Results, select the link under Status to open the case.

Figure 6.6.8.1-2: Advanced Search for a client

Advanced Search =
Search
Step2 ]
First Name Receipt Number
Last Name Receipt Date From
Case Status Draft =] Receipt Date To

((searen )(Clear )( cancel )

Search Results

Show 10 E entries

Receipt Number * Client Name v Requesti Type v Status Date 37 Status ¥
Application to Replace Pending
Not Available Permanent Resident 03/11/2015 Customer

Card Access

ious 1 Next Last
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6.6.9 Ending a Relationship with a Client

As a representative, you can end (terminate) your relationship with a client.

Step 1: Select the case receipt number.

Figure 6.6.9-1: Select a case

Recent Submitted Cases

( search }l: Clear }.-—\dvanced Search

IOE0245636070

IOE0063323959

Step 1

10E0453872763

I0E0712726332

I0E0011847691

Receipt Number Client Name

Submit Date

04/16/2015

04/02/2015

03/18/2015

03/17/2015

03/15/2015

Request Type

Application to
Replace
Permanent
Resident Card

Application to
Replace
Permanent
Resident Card

Application to
Replace
Permanent
Resident Card

Application to
Replace
Permanent
Resident Card

Application to
Replace
Permanent
Resident Card

Status

Denied
In Process
In Process aiics

Create G-28 for Existing Case ]
In Process

Denied

Step 2: Select Terminate G-28.

Figure 6.6.9-2: Select Terminate G-28

‘238 Oficia) website cf the Drpartznent of Homedand Secarity

Avcessibility  Plug-ins.  Log Out

Pending Action:

Mailing Preferences

ontstanding payment issue that is
heing addressed by USCIS.

None

Contact
Home Draft Cases G-28 Terminated Cases Profile
Case Details
Reccipt Number: I0E0063323950 = "
Request Type: Application to Replace Permanent 6 @ @
Eesident Card
Case Received Date: o4/on/2005 Upload View Application Terminate G-28
Received As: EFile Additional Snapshot
Status: In Process Doctments—
Status Message: Your benefit request has an

Step 2
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Step 3: Select OK.

Figure 6.6.9-3: Confirm termination of G-28 relationship with client
=l Offledal website of the Department of Homedand Sacurity

Accessihility Plugins Log Out

Contact

Home Draft Cases G-28 Terminated Cases Profile

Case Details

Receipt Number: I0OE0063323950
Request Type: Application to Replace Permanent ﬁ | @ @
Resident Ca Maszage from webpage ol ﬁ
Case Recelved Date: og/o2/2015 Losme w Application Terminate G-28
Received As: EFile B Suapshot |
Status: In Process 6 Aire you sune you want fo teiminate your G-28 selalinnakip?
Status Message: Your benefity | ;
outstanding
being addre

Pending Action: None

Mailing Preferences

Step 4: Verify that the relationship was successfully terminated.

Figure 6.6.9-4: G-28 Relationship termination message

= Offidal website of the Depactnent of Homedand Secarity

Arcessibility Flug-ins Leg Out

Contact

Home Draft Cases G=28 Terminated Cases Frofile

SUCCESS: Case G-28 relationship suceessfully terminated. ( Step 4

Recent Notices

ERROR: System was unable 1o load your Recent Notices, l 1

Notice Date Reeeipt Number Client Name Notice Type
Mo data available in table

View All Notices

ll Create New Case |

Recent Draft Cases Search for Client

Client Request Last Updated Expiration Statas Actions * Indicates Required Field
Movme Tape Tiate Tiaste = =
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6.6.10 Creating a Relationship with a Client who has an Existing Case

As a representative, you can create a relationship with a client who previously started a case
online.

Step 1: From your Home tab, select Create G-28 for Existing Case.

Figure 6.6-1: Select Create G-28 button

Ty Ll I0 DJTOID oo g v
Search for Client
Client Request Last Updated Expiration Status Actions * Indicates Required Field
Name Tyvpe Date Date SR T E|
No data available in table ' = = e
Client Last Name
Recent Submitted Cases {_ Search } Advanced Search
Receipt Number Client Name Submit Date Request Type Status
Application to
10E0245636079 04/16/2015 E:gif;:em Denied
Resident Card
Application to
IOE0063323050 04/02/2015 g:gﬁ::em In Process
Resident Card
Application to
= s Replace Step 1
TOEQ453872763 03/18/2015 P T
Tident Card Create G-28 for Existing Case
Application to
10E0712726332 03/17/2015 ﬁgﬁ:ﬁem In Process
Resident Card

Step 2: Fill in the required fields to search for a case.
Step 3: Select the Search button.

Figure 6.6-2: Case Search for G-28

=3 Official website of the Department of Homeland Security

Accessibility Plug-ins Log Out

Contact

Immigration Services
Home Draft Cases G-28 Terminated Cases Profile

Search Case to Submit G-28 * All Fields Are Required

Search

Last Name*

Receipt Number®
10E0543421038

Email*

appii7@example.com
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Step 4: Complete the Form G-28 (see 6.6.5.1: Form G-28 Data Entry for more information).

Figure 6.6-3: Form G-28

=5 Official website of the Department of Homeland Security

Accessibility Plog-ins Log Out

Contact
Home Draft Cases G-28 Terminated Cases Profile
Form G-28, Notice of Appearance as Attorney or A
Accredited Representative * Indicates Required Field
Form G-28 Information About Attorney or Accredited Representative
Instructions

Form G-28 Burden USCIS ELIS Account Number (if any)

Disclosure Notice SASRROT
Name
4 Family Name (Last Name) Given Name (First Name) Middle Name
- N NMN
= Form G-28 1 do not have a given name [T do not have a middle name
Review Form G-28

(first name)
E-sign Form G-28

Contact Information

Davtime Phone Number
Fax Phone Number

Email Address®

trurepg8o@example.com
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6.6.11 Applicant Ending the Relationship with a Representative

As an applicant, you can end (terminate) your relationship with a representative online. Follow
the instructions below to complete this process.

Step 1: Select View Case Details.

Figure 6.6-4: Select View Case Details

= Dfficial website of the Departznent of Homeland Secarity

dlity Flug-ins Log Out

Contact

Howm Frofile

Recent Motices Actions

+ Manage My Contact

MNotce Date Recelpt Number . Ap]lﬂlcam Name Notce Type Preferences, Change my
o data available in table Addresses
= View All My Cases
» Review and E-sign the
Recent Cases Request Drafted by Your

Legal Representatave

Receipt Number: IOEo712726332
Request Type: Application to Replace :
Permanent Resident Card r & Links
Case Received Date:  03/17/2015 |
Recelved As: EFile
Status: In Process
Status Message: Your benefit vaquest has
been actepted and is
wnder review,
Pending Acton: None

« Avoid Scams | USCIS
« Change of Address
| = E-Tequest
= Email us for Help
= Form I-go General
Infermatien
= How Do I Customer Guides
| USCIS

.\G.ewf_‘ase-l}elzih for [OEG715726332 |

Step 2: Select Terminate G-28.

Figure 6.6-5: Select Terminate G-28

=3 Official wehsite of the Department of Homedand Seoority

Accessibility  Flog-ins  Log Out

Contact

Home Draft Cases G=28 Terminated Cases Profile

Case Details

Receipt Number: 10E0063323959 - -
Request Type: Application to Replace Permanent 6 @ @
Resident Card
Case Hecelved Date: ggy/on/2015 Upload View Application Terminate G-28
Received As: EFils Additional Snapshot
Status: In Process TN

Status Message: Your benefit request has an
outstanding payment issue that is Step 2
being addressed by USCIS.

Pending Action: None

Mailing Preferences
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Step 3: Select OK.

Figure 6.6-6: Confirm G-28 termination

= Official website of the Department of Homeland

iy

Acceszzibility Plug-ins

Log Chat

Contact
Home Draft Cases G-28 Terminated Cases Profile
Case Details
Receipt Number: I0EoD63323050 T = |
Hequest Type: application to Replace Permanent | 6 @
Resident Ca e e — [y
Case Recelved Date: og/oz/2015 A bre — w Application Terminate G-28
Received As: EFile o Snapshet |
Status: In Process '9 Are you sure youw wank to teminate your G-I8 selationsbip?
Status Message: Your benefit f | i
outstanding
being addresd,
Pending Action: Xone
Mailing Preferences
Step 4: Verify that the relationship was successfully terminated.
Figure 6.6-7: G-28 Relationship termination message
Contact
Home Profile
SUCCESS: Case G-28 relationship successfully terminated. ( Step 4
Case Detalls
Receipt Number: I0Eo712726332 — —
Request Tyvpe: Application to Replace Permanent 6 w 9
Resident Card
Case Received Date: 03/17/2015 Upload View Application G-28 has been
Received As: Additional Snapshot Terminated
Status: In Process Documents
Status Message: Your benefit request has been
aceepted and is under review,
Pending Action: None

Request for Evidence (RFE)
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7.0 PAYING THE USCIS FEES

The following sections explain how to pay the fees associated with USCIS applications or
requests.

Navigate to the File Online log in page at https://www.uscis.gov/file-online for instructions on

how to pay each fee, and then select Log In.

Figure 7.0-1: File Online log in page

Espatiol | AboutUSCIS | Contact Us

LIA-Zindex | (] Get Dmail Updates Seovch cor Site L1

Need Help?
Ask Emma t

FORMS NEWS CITIZENSHIP GREEN CARD TOOLS LAWS
Maene » £ Onling O share This Page BIGetEmall Spring
File Online File Online

File Form 1490 Online

Pary the USCHS tmemigrant Fee

Online fing winh USCES allows you to:

» Comunitnily and securtly 968 up and manJge your accounts

= Electronically submit applications, petitions, requests and supporting documents;

* Recotve and respond to notices and decitions electronically;

& Make payments enline (such as Mling foes, blometric senvdoes fees or the USCIS Immigrant Feel and
* Actess real-time information about the $10%us of your Cases

What You Can File or Pay Online

usis o of Seate [DOS) pave v, e LSETS b F e, ¥ou may pay this
Imemigrant oo shed imemigr sting 1o the Urited Seaten, But we iecommend thal you 82 10 alfler you fedehas your mimifrant v pachet
Fer From 2 0% Embansy or Conulate abroad [nglading Canads and Wexice) and brfors you depant for the Unaied States, Youwill
. d (Groen Cand] uted y y s e
Aerpone £an pary the UL Irmigraat Foe for you. For crample, 2 lamily ber, friend, employre, ¥

BEpreieniative Can pury he foe bor you 25 B o ey Wt ot Al Rty athon Numibied (A Humiber) 203 005 (e 10

Maber  yoor viny shaten in 501 (ncterning Lewdl 4 ) d ard, you munt L 2 Ferm -
0, Application to Replace Permanent Resdent Card.

et the USLIS immigrant Fee pope Sor more indormuton sbout hew 10 pay this fee.

Form 190 Flyos sre 3 Lanful permanert revbdent, you muy ble online 1o agply for L reswal of your 3
Resadent Cand [Groon Card), ¥ou maumt complete the ondine werskon of the Form 190, Aopleanan 10 Replace Permanen
Beusbert Cavd, throuth your USCES ontine sdoount. I you are i et you € 2y hle online to

meplace 3n exkiing Groon Card You may ot vie tha form 1o 2ppdy b a0 cxsenibon of rencwal of your status.

Wenkt the Form |50 pape o raore inbormuton about the form,

Farm - Hyos area Lanful tesidert and Form IFLILA, Rophoation bor Traved ©

1L & {irw anad then apply n g borm ata U5 Embosyy o Connulate,
The ey of cormalite well pererally e the Canber & thin I weehs < \ whth
may be 3 boarding fod {umlar ta 3 wialer L ma aeviee imtead of your Groen Cand or
FeeAtry permiL

thaat you e 110 3% port of entry 1o apply for admiasion ta Lhe Us

Sateh 1L Nl 3 pudrantos of dmin o of parole ined e United Suates. VLS Cuntorms and Bonder Prossciion will conduct a1
rrqured irpectieny when you arriee aed mil mube the 6 Sether 1o adma or parols you o the United
Sates.

Wik the Form 1 1304 page fod more information about D borm,

Guides & Instructions

& How Do | Pay the USO0 Immigrant Foe

» immigrant Foe Payment: Tign on Fiading ¥out A Number and DOS Cate 10

Last Reviewed Updated: 12/22/2006

W Official Webrite of the {Homeland Security A

Note: Refer to Our Fees on the Online Filing website for current fee payment amounts.
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7.1 Paying the USCIS Immigrant Fee

The USCIS Immigrant Fee can be paid by the immigrant or any other person who is paying the
fee on the new immigrant's behalf.

Step 1: Log in to Online Filing at https://www.uscis.gov/file-online/log-online-filing and select
the Click to Pay the USCIS Immigrant Fee icon.

Figure 7.1-1: Pay Immigrant Fee icon
D Crificiat Wetrsine of the Dezarenent of Hemelang Securizy

Ezpafol | Blog | AboutUSCIS | ComtactUs

LAZ Index | [ Get Email Updates

FORMS HEWS CITIZENSHIP GREEN CARD TOOLS LAWS
Home > File Onling B shere This Page B priny
File Online Log in to Online Filing
Fibe Form 190 Online Online filing allows you to electronically submit certain banefit requests.

Pay the USCIS Immigrant Foe Please choose the appropeiate koon 1o fike a Form 180, or pay the USCIS Immigrant Fee or Form 1-1314 application fee.
USCIS Immigrant Fee
Hiotes If you pakd the USCIS Immigrant Fee before August 31, 2015, you will no longer have
= A90ess 10 your onling account
= To reckive status updates on the produdtion of your permanent reddent card, pliase
Click ta Pay the visht Case Status Online

USCIS Immidgrast Fee

T, Form 180, Application to Replace Permanent Resident Card

To update your U5, mailing aderess, please visit www uscis gov/addresschange,

Cligk o File the
Fadm 1-90 Oaline

F— Foem I-L31A, Application for Travel Document {Carrier Docurnentation)

Cleh to Pay lor
tha P -1 304

Last Reviewodd /Updatea: 05/30/2016
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Step 2: Read the Burden Disclosure Notice and the USCIS Privacy Act Statement on the
next page and select Continue.

Figure 7.1-2: Burden Disclosure Notice and the US

atement

== Officlal websihe of the Department of Homeland Securtty

Accessibility  Plug-ins.

Contact Us

Burden Disclosure Notice

An agency may not conduct or spansar an information collection, and a person is not required 1o respond to & collection of information, unless it displays a
currently valid OME control number. The public reparting burden for this collection of information is estimated at 167 hour or 5 minutes per responsze,
including the time far revi ng instructions and completing and submitting the autherization. Send comments regarding this burden estimate ar any other
aspect of this collection of information, including suggestions for reducing this burden, to: LS. Citizenship and Immigration Services. Regulatory Coordination

Civision. Gifice of Palicy and Strategy, 20 Massachusetts Ave, NW. Washington, DC 20528-2140; OMES No. 1615-0121. Do not mail your completed form to this
address.

USCIS Privacy Act Statement

AUTHORITIES: 8 UL.5.C. 55 1103, 1356 and 8 CFR 1037 {b}{1}{i){D) authorize the collection of this information.

PURPCSE: The primary purpose for providing the reguested infermation is to autharize an electronic credit card or Automated Clearing House (ACH) payment
in Pay.gov, which is owned and operated by the Department of Treasury for payment of USCIS fees.

DISCLOSURE: The information you provide is voluntary. However, failure to pay the required filing or biometric services fees associated with your application,
petitian. or request may delay acceptance or processing of your case. Failure 1o pay the USCIS fes may alzo delay production of any identity cards or other
documents associated with your application, petition, or reguest.

ROUTINE USES: This infermation may be used by and disclosed ta USCIS personnel and contractors or other agents wiho need the information to assistin
activities related to processing reguired fees for applications, petitions. or reguests, and proof of benefits. Additionally, USCIS may disclose the information to
ather federal. state, and local autherized organizations in accordance with approved routine uses as described in the asscciated published system of records
notice [TREASURY/FMS.0N7 — Collections Records — TreasuryFinandial Management Service, which can be found at hitp:/fwww.itreasury.gow/privacy. and
DHS-USCIS-007 — Senefits Information System, available at www.dhs gov/privacy]. The information may also be made available as appropriate for law
enfarcement purposes or in the interest of national security.
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Step 3: Enter the A-Number and the DOS Case ID.

Step 4: Select Add.

Figure 7.1-3: Enter A-Number and DOS Case ID

= Official website of the Department of Homeland Secuarity

Accessibility Plug-ins

Contact Us|

* Indicates Required Field

= USCIS Immigrant Fee

Alien Registration Number (A-Number)® .| Enter the A-Number wit
o T gCanE gistra I ( ) A-| Enter the A-Num

Information
Review

Pay Fee . Department of State (DOS) Case ID* Enter o Department of State Case
Confirmation

Already Paid?
Create a USCIS ELIS

A Immigrant Payee Table

Step 5: Review the SUCCESS message and verify the account under Immigrant Payee Table,
then select Continue.

correct account and continue

Sl Official webale of the Depertment of Homeland Security

Accpsibiity  Pluging

Commct Ui

OMB Mo, 1615-M31
Explres DBIV2018
* indicates Required Field

FEES: (2) SUCCESS: You have added an immigrant to your Immigrant Payes Table.
Flling: 20

" = LSCIS Immigrant Fee
Tatal: 220

*Indicates Required Fleld

@ ANen Registration Numibar [A-Mumben™ A
=} Immigrant
Infcarnation Department of State [DOS) Case ID™ T trmgnt of State Cose 10 (0.0, ABCIZ24567850
Rivalar
Pay Foa

—_—

Mewd Help? Immigrant Payee Table
Alrpady paid? No fee
requined? A-Murnber i[OS Case ID & USCES bmenl g Pameva
: 3 grant Fee Amourt L ¢
Verily Yiour khentity EirTig FA T
AA0BEITTOS FLEBESE3IS4984 5320 Remove
Account already created?

Legiin
(steps)
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Step 6: Verify the information under Review USCIS Immigrant Fee Payment Information.

Step 7: Enter the appropriate email and contact information under Payer Email Address and
Payer Contact Information, or select the checkbox in each section as appropriate.

Step 8: Select the Proceed to Payment button to go to the Pay.gov website.

Figure 7.1-5: Proceed to Payment button

== Official website of the Department of Homeland Security Accessibility Plug-ins

Contact Us
Immigration Services

FEES: Review USCIS Immigrant Fee Payment Information Step 6

Filing: $220 p

Total: $220 Please review your USCIS Immigrant Fee payment information.

A-Number 4 DOS Case ID % USCIS Immigrant Fee Amount 5

A308627709 FLK8656354984 $220

Immigrant Information

= Review "

Pay Fee Indicates Required Field.
Coulimation Payer Email Address

Please provide an email address where USCIS can contact you about your payment transaction, if needed. A payment
confirmation notice will be sent to the email address you provide.

Email Address™

Confirm Email Address™

I | do not have an email address. I @
Payer Contact Information

Last Name™ First Name™
Address Line 1 Address Line 2
Country™
United States s
City or Town™ State™ ZIP Code®
Select... =

| 1 do not want to provide a mailing address. | m
Step 8

Proceed to Payment $
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Step 11: Enter your checking account or credit card information.
Note: Figure 7.1-7 shows checking account information for example purposes only.

Step 12: Select Continue.

Figure 7.1-7: Pay.gov website — enter account information

Pay.gov

USCIS Immigrant Fee

Please enter checking or savings account information

below.
*indicates required fields

Agency Tracking ID: FO7DCAA470287D
Payment Amount: $220.00
* Account Holder Name: ||V TEST |

* Account Type: | Business Checking ¥ |
RoutingiNumber Accuuntlmumber ChecKINumber

doagqLe?aa: '9aLaee raqalt T asy!

* Routing Number: 042000424
* Account Number: 123123123
* confirm Account Number: [123123123
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Step 13: Review the account information you entered for accuracy.

Step 14: Read the Authorization and Disclosure Statement (scroll down to review the entire
statement) and check the box to indicate you agree.

Step 15: If the information is correct, select the Submit button.

Note: You may select the Previous link at the bottom to return to the previous screen to

make corrections. The Cancel link will cancel the payment without submitting.

Figure 7.1-8: Pay.gov website — review, authorize and submit payment

USCIS Immigrant Fee

Review and submit payment
*indicates required fields

Agency Tracking ID: FOTDCAA470287D
Payment Amount: $220.00
Payment Method: ACH Debit

Account Holder Name: |V TEST
Account Type: Business Checking
Routing Number: 042000424
Account Number; *==== 3123

Authorization and 1\
Disclosure Statement:

he debit transaction(s) to which you are agreeing are handled on behalf of
Federal agencies by "Pay.gov.” which consists of services offered by the U.S.
reasury Department's Financial Management Service. As used in this
document, "we" or "us" refers to the Financial Management Service and its
agents and contractors operating Pay.gov. "You" refers to the end-user
reading this document and agreeing to it prior to engaging in a debit
ransaction.

| Cansumears

el

uthorization and Disclosure--Consumers and Businesses -

* [ | agree to the Pay.gov authorization and disclosure statement.

Previous Cancel m @

Pay.gov
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Step 16: Review the payment Confirmation message. You may print this page as your receipt
by selecting the Print button.

Figure 7.1-9: Successful fee payment message
== Official website of the Department of Homeland Security

Accessibllity Plug-ins

Contact Us
nship and
on Services
Confirmation
— Congratulations. You successfully submitted an immigrant fee payment on Friday,
g""‘!igram Information December 16, 2016 at 12:54:54 PM, for each immigrant listed in the table below.
eview

Pay Fee + You may wish to print a copy for your records.
= Confirmation « Each immigrant listed should receive their Green Card within 120 days of entry into

the United States, or within 120 days after the USCIS Immigrant Fee is received,

whichever occurs later.

+ |f you do not receive your Green Card within the time frame stated above, please
submit an inquiry to the Customer Contact Center by filling out the online help
form.
a a » USCIS Immigrant A
A-Number DOS Case ID 3 USCIS Receipt Number R v
A308627709 FLK8656354984 |IOE0066219694 $220
Please print this page for your records.
Please use the online help form to contact our Customer Contact Center if you need assistance.
Print Pay For Another Immigrant ;
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7.2 Paying the I-131A Application for Travel Document (Carrier Documentation)
Fee

If you are a lawful permanent resident and need to file Form 1-131A, Application for Travel
Document (Carrier Documentation), you must pay the required fee online and then apply in
person (with the completed form) at a U.S. embassy or consulate. Please follow the steps below
to pay the fee.

Step 1: Log in to Online Filing at https://www.uscis.gov/file-online/log-online-filing and select
the Click to Pay for the Form [-131A icon.

Figure 7.2-1: Pay for the Form |-131A icon

IS Ceificial Webaioe of che Deparmment of Homsetand Secuncy

Espaficl | Blog | AbeutUSCIS | ContactUs

Q, Searchour Site | AskaQuestion ‘:J,.-l

LDAZIndex | [EGet Email Updates

FORMS HEWS CITIZENSHIP GREEN CARD TOOLS LAWS
Hame = File Online B share This Page & Pring
- - LT B4
File Online Log in to Online Filing
File Form 150 Online Orlime filing allews you 1o electranically sulbemit cersin benedin requests.
Pay the USCIS Immigrant Fee Please choose the approgeiate ioom to file a Foam 150, or pay the USCIS immigrant Feeor Ferm 11314 applization fie.
UECIS Immigrant Fee
Hebe: ITyau pabd the USOIS Imenigrant Fee belore August 31, 2015, you will no longer have
: BOCEIS Lo your caling account,
» Toreceive 1S updates on the produttion of pour permanent nesident cand, please
Gl b Pay the wiglt Case Stastus Onling.
USLES Immigrand Fee

To update your s, I1'I.;I1II'|£_ addrss, pheats visit v uscis 5|:r.'_-'.u.'.: |¢=schan$\¢.

Form 190, Application to Replace Permanent Resident Casd

Gk to File the
Form 1) Oaline

Form I-L3LA, Application for Travel Docurment (Carder Documentation]

Rk (0 Pary o
g Fgrmil- 1314

Last Reviewed/Updated: 09302016
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Step 2: Read the Burden Disclosure Notice and the USCIS Privacy Act Statement and
select the Continue button.

Figure 7.2-2: Burden Disclosure Notice

=38 Official website of the Department of Homeland Security

Accessibility  Plug-ins

Contact Us

Burden Disclosure Notice

An agency may nol cenduct or sponsor an information collection, and a persen is not required o respond 1o a collection of information, unless it displays a
currenthy valid OME control number, The public reporting burden for this collection of information is estimated at 167 hour of 5 minutes per response,
including the time for reviewing instructions and completing and submitting the authorization. Send comments regarding this burden estimate or any other
aspect of this eollection of infermation, including suggestions for reduecing this burden, to: US. Citizenship and Immigration Services, Regulaicry
Coordination Division, Office of Policy and Stategy, 20 Massachusetts Ave, MW, Washingtan, DC 205289-2140; OME No. 1615-NEW. Do not mall your
completed form to this address,

USCIS Privacy Act Statement

USCIS IMMIGRANT FEE

AUTHORITIES:
& CFR $103.7(b) 1) and (D) authorize the callection of this infermation,

PURFPOSE:
The primary purpese for providing the requested Information s to autheorize an electronic credit card or Automated Clearing House (ACH) payment in
Pay.goev, which is owned and operated by the Department of Treasury, Tar the filing fees associated with a bénefit request farm.

DISCLOSURE:
The information you provide is voluntary. Hewever, failure to make a payment towards the associated benefit request fee may delay or prevent USCIS from
accepling your benefit request form.

ROUTINE USES:

This infarmation may be used by and disclosed to USCIS personnel and contractors or other agents who need the information to assist in activities related to
precessing your filing fees, Additionally, USCIS may disclese the information 1o other federal, state, and local authenzed organizations in accordance with
approved rouline uses, as described in the associated published system of recerds notice [TREASURY/FMS.017 - Collections Records - Treasuny/Financial
Management Service, which can be found at hitpdiwenetreasury.gowprivacy, and DHS-USCIS.007 - Benefits Information System, available at

wawwdhs goviprivacy]. The information may also be made avallable as appropriate for law enforcement purposes of In the Interest of natlonal security.

Continue
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Step 3: Enter your A-Number, Last Name, First Name and Date of Birth as it appeared on
your Green Card. All fields are required.

Step 4: Select the Add Applicant button.

Figure 7.2-3: Add Applicant

Sl Ol wettn of the Depanment of Homeiand Secursy

*Inl:lll;.t'.a::- Regpuired Figld

USCIS 111214 Application for Travel Document (Carrier Documentation) Fee

FEES;
Filing: 3575
Total: $575 Provige the fallewing informngen as i appeored an yaur Lowlul Pomanent Residont Card,
@ Aumber® B Enter te Asumber wathout the A
Lot Name*
@ " mmr-
mw“mﬂh. - @

Step 5: Review the SUCCESS message and verify the account information under Travel
Document (Carrier Documentation) Payee Table, then select the Continue button.

Figure 7.2-4: Success message

eloclicates Becived Fietd
| (@) SUQCESS: You have added o Travel Document (Carner Documént) applicant to your Payee Table, |

FEES:
Fng 5573 USCIS I-131A Application for Travel Document (Carrier Documentation) Fee
Tatal: 5575

@ Provido the fefowing Informotion as it appearcd on your Lawful Permanen? Resident Card,

Aumibe As Enly

Lt Mame™

First Mamd™

Date of Binh" &t

Travel Decument (Carrier Documentation) Payee Table

Sl Remove Aaplicand

(sters) @

ACDODF20F3  NIENG CASTRD O350
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Step 6: Verify the information under Review Travel Document (Carrier Documentation) Fee
Payment Information. If you need to correct anything, select the Back button to return to the
previous screen. If everything is correct, select the Continue button.

Figure 7.2-5: Review fee payment information

Z= Official website of the Depantment of Homeland Security

Accessibility

Plug-ins

Contact Us

U.S. Citizenship and
\  Immigration Services )

FEES Review Travel Document (Carrier Documentation) Fee Payment Information
Filing: $575
Total: $575 A-Number Last Name First Name Date of Birth 1-131A Fee Amount Remove Applicant

AC00072095  NIENG CASTRO 02/05/1950 $575
((Eack) (Contmue ))

ik

e
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Step 7: Enter the appropriate contact email address under Payer Email Address.

Step 8: Select the Proceed to Payment button to go to the Pay.gov website.

Figure 7.2-6: Payer contact information

== Officlal website of the Department of Homeland Security

Accessibility Plug-ns

Contact Us

U.S. Citizenship and |
. Immigration Services )

FEES: *Indicates Required Field
Filing: $575 Payer Email Address
Total: %575

Please provide an email address where USCIS can contact you about your payment transaction, if needed. A payment

cenfirmation notice will be sent to the email address you provide.

Email Address™

timothy.m.snyder@uscis.dhs.gov

Confirm Email Address™

timothy.m.snyder@uscis.dhs.gov

[ | do not have an email address.

Payer Contact Information

Last Name First Name
Address Line 1 Address Line 2
City or Town State / Province ZIP Code / Postal Code

Country

# | do not want to provide a mailing address. Step 8

( < Eack) (F‘roceecl 1o Payment ))
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Step 9: On the Pay.gov webpage, select which method of payment you want to use (checking
account or credit card).

Step 10: Select the Continue button.

Figure 7.2-7: Select payment method

Paygov
USCIS I-131A

Please select a payment method:
2 Iwant o pay with & withdrawal fromd checking or $avings account (ACH) ﬂ
2 Iwant i3 pay with & debit or credit cand Vf-_s_ﬂ_ “MEK "’_"'.“.'fgs: @

cane .
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Step 11: Enter your checking account or credit card information.

Note: Figure 7.2-8 shows credit card information for example purposes only.

Step 12: Select the Continue button.

Figure 7.2-8: Enter account information

us

Agency Tracking ID
Payment Amount
Country

* Billing Address:
Billing Address 2: |
* city:

* State/Province:
* ZIP/Postal Code:

* Account Holder Name:

* Card Type: |

* Card Expiration Date:

* Account Number

Previous Cancel

CIS I-1131A

Please provide the Credit or Debit Card Information below.
*indicates required fields

: DCBSATB17S9E3A
1 $575.00
: [United States v

[123 |

L

[Upland |

| Califernia v
[o1784 |
ETes! |

0 -]
[2020 v

s [Ain | |

Pay gov
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Step 13: Review the account information you entered for accuracy.

Step 14: Read the authorization statement and check the box to indicate you authorize the
payment.

Step 15: If the information is correct, select the Submit button.

Note: You may select the Previous link at the bottom to return to the previous screen and
make corrections. The Cancel link will cancel the payment.

Figure 7.2-9: Review and submit payment

tlH]:n] l'|'|l'j.1l'|1'1; it y %y %OV
USCIS I-1131A

Review and submit payment
* indicates required fizlds

Agency TracKing ID: DC8SATB1TS9E3A
@ Payment Amount: $575.00
Payment Method: Plastic Card

Account Holder Name: Test
Card Type: Visa
Account Number; **rwmres 111

Billing Address: 123

Billing Address 2:
City: Upland

Country: United States
State/Province: CA
ZIP/Postal Code: 91764

*# | authorize a charge to my card account for the above amount in
accardance with my card issuer agreement.

Previous Cancel m
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Step 16: Review the payment Confirmation message.

Note: You may print this page as your receipt by selecting the Print button at the bottom of the
page. Select the USCIS Customer Homepage button to return to your homepage.

Figure 7.2-10: Review confirmation and
== Officlal website of the Depanment of Homeland Security

Accessibility Plug-ins Log Out

Contact Us
\_ Immigration Services
FEES: Confirmation
Filing: $575
Total: $575 Congratulations. You have successfully submitted payment(s) for Ferm IF131A, Application
for Travel Document (Carrier Documentation) on Wednesday. September 28, 2016.
= We recommend that you print this page and keep it for your records. You will not

be able to access or print this page once you close it.

* You will receive a separate receipt for your payment(s) at the email address you
pravided. If you paid for more than one person, you will receive a separate receipt
for each applicant you paid for at the email address you provided.

* Youmust complete Form 11314, Application for Travel Document (Carrier
Documentation}, in order to apply for a travel document to return to the United
States,

» Toschedule an appointment to file a completed Form I-131A in person, please see
the Eorm 1314 instructions for how to contact the US. Embassy or US. Consulate
with Jurisdiction over your location abroad.

* You must bring the completed Form I11314 and fee receipt to your appeintment at
the US. Embassy or U.S. Consulate.

A-Number 4 USCIS Receipt Mumber 4 Last Name 4 |-131A Fee Amount £
Ar3084 IOEOGB2268988 SARKA £575
Please use the gnline help form to contact our Customer Contact Center if you need assistance.
Pri (US CIS Customer Homepage )
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Step 17: After you successfully submit your payment, we will send a confirmation email to the
address you provided in Step 7 (see the example below).

Figure 7.2-11: Confirmation email

Your payment has been submitted to Pay.govand the details are below. If you have questions about this notification
or need technical support, please contact us online at https:ffegov. uscis. govfcrisfcontactus and reference the
receipt number{s) shown below.

Anplication Mame: Application for Travel Documeant (Carder Documentation)
Pay.Gov Tracking ID: 3FPEHEPP

Agency Tracking 10: 2AD0EABDSAL2BA

Transaction Type: Credit Card

Transaction Amount: 557500

Payment Date: Jul 29, 2016

Transaction Date: Jul 29, 2016 11:03:49 AM

Your payment was applied to the following case(s):
IOEDG52624235 - NIENG, CASTROD

THIS 15 AN AUTOMATED MESSAGE. PLEASE DO NOT REPLY.

Hl Wl ® » =+ + |= PaygovPayment Confirmation: Applicatian for Trave! Document (Carrier Documentat. . [F 2
7]
EilEs | Mestage kicafee E-mail Scan Ldabe PDF a &
% tgnore x‘ S ¥ 4 S | meference Emails iﬁl - R Mark Unread ﬂ:ﬁ 4 -"_{
¥+ | ToManager - A B categonze - -
. = Delete | Rep R Farward | Mave Translate | Laem
& junk ¢l ':I;IT 5, .|| Team E-mail g - E - ¥ Ecliowup - _ -
Delete Respond _Quiksteps G| Meve | Tags G Edtng | Zoom |
O This message has exded line breaks.
Frem: ELiSdonolreplyBuscis.dhs.gov Senti  Fr T209H006 309 PM
Tai
Lo
Subject: Pay.gov Payment Confiomation: Application for Travel Dotument (Carrier documentation)
&
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8.0 DEFERRED ACTION FOR CHILDHOOD ARRIVALS (DACA)

To manage a DACA request you have filed in paper form, you may link your request to your
online account. The following sections in this manual explain how you can access your paper-
filed Form 1-821D, Consideration of Deferred Action for Childhood Arrivals and Form 1-765,
Employment Authorization Document in Online Filing.

8.1 Create a USCIS Online Account
8.2 Reviewing a snapshot of your request

8.3 Terminating a Representative

8.1 Create a USCIS Online Account

After you file your paper Form 1-821D and Form 1-765, USCIS will send you a USCIS Account
Acceptance Notice that contains an Online Access Code. The Online Access Code is used to
link your paper-filed case to the online account.

Follow the steps below to link your paper-filed Form 1-821D and Form [-765 to your online
account.

Step 1: From your Home tab, select the Enter Your Online Access Code (See Account
Acceptance Notice) link in the Actions section.

Figure 8.1-1: Enter your Online Access Code link

0 Official website of the Department of Homeland Secarity

Accessibility Plug-ins Log Out

Contact

Home Profile

Recent Notices Actions

« View All My Cases

Notice Date Receipt Number Applicant Name Notice Tvpe =
= = = + Enter Your Online Access
No data available in table Code (See Account
Acceptance Notiee)

TREVIET & 1]

Recent Cases Request Drafl::{lh)' Your
Legal Representative

Links

Mo recent cases found. + Avaid Scams | USCIS
+ Change of Address
» E-Request

=7 + Email us for Help
Create New Case e
Information

+ How Do I Customer Guides
| UsCIs
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Step 2: Enter your Online Access Code.

Note: The Online Access Code can be found in the USCIS Online Account Acceptance
Notice that USCIS sent to you after you filed your 1-821D and I-765.

Step 3: Enter your Date of Birth.

Step 4: Select Submit.

Figure 8.1-2: Submit access code and DOB

= Official website of the Dopartment of Homeland Security

Accessibility  Plog-ins

Log Out

application,
Online Access Code®

- *
Date of Birth =

For security reasons, T75CIS ELIS will never send vour online access code via email or 53

When vou enter a valid online access code, vou will access vour case on a read-only basiz, You will not be able to make changes to your application,

petition, or request,

Contact
Home Profile
Online Access Code A
Step 2
* Indicates Required Field
If you received an online access code in the Welcome to USCIS ELIS letter sent to yo online acecess code below to access and review vour

Step 5: Review the SUCCESS message indicating your account has been linked to your case.

Figure 8.1-3: Review success message

3 Oficial wetrite of the Depamment of Homend Securty

Aceessibiity Plugdns Log Owt

Contact Us
Citizenship and
— — Services | — — —
Home Prafile

@ SUCCESS; USCIS ELIS has successfully Enked this case to your account
New USCIS account experlence coming soon! Actions
Wi ate working 10 IMprowe your expaientd wilh us—Iincluding exparimenting with new ways 1o el you = Manage My Contact
commumnicate with us and get information about your case. Be one of the first to try cut this new account Preferences, Change my
expetience and tell us what you think. Ty |§ oyl oow Addiesses

= View All My Cases

= Rewiew and E.sign the
Reguacst Drafted by Youe
Legal Represemative

= Werify Your Identity

Recent Notices

KNotice Date: Recelpt Humber Applicant Nameo MNotice Typoe
Mo data avallabile in tabie

Links
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8.2 Review G-28 Snapshot

You can view a snapshot of your G-28 when you select your case receipt number.

Follow the instructions below to view the snapshot.

Step 1: Select View Case Details.

Figure 8.2-1: Select View Case Details

Recent Cases

Receipt Number:
Request Type:

Case Received Date:
Received As:
Status:

Status Message:

Pending Action:

IOE0989667035

Congsideration of Deferred Action for
Childhood Arrivals

10/20/2015

Paper Request

In Process

Your benefit request is pending
because USCIS has issued a Request
for Evidence (RFE) and is awaiting a
response from you or your
representative.

Pending RFE Response

@ View Case Details for IOE0Q89667035 )

Step 2: Select View G-28 Snapshot to view your G-28.

Figure 8.2-2: View G-28 Snapshot button

Home Profile

Case Details

Csep2 )

Receipt Number;
Request Type:

Case Received Date:
Received As:
Status:

Status Message:

Pending Action:

I0Eog8g667035

Consideration of Deferred Action for
Childhood Arrivals

10/20/2015

Paper Request

In Process

Your benefit request is pending
because USCIS has issued a Request
for Evidence (RFE) and is awaiting a
response from you or your
representative.

Pending RFE Responsa

o

Upload Additlonal
Documents

N————

@

View G-28
Snapshot

@

Terminate G-28
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8.3 Terminate a Representative

As a requestor, you can end (terminate) your relationship with a representative.

Follow the instructions below to complete this process.

Step 1: Select View Case Details.

Figure 8.3-1: Select View Case Details

Recent Cases

Receipt Number:
Request Type:

Case Received Date:
Received As:
Status:

Status Message:

Pending Action:

I0OE0980667035

Consideration of Deferred Action for
Childhood Arrivals

10/20/2015

Paper Request

In Process

Your benefit request is pending
because USCIS has issued a Request
for Evidence (RFE) and is awaiting a
response from you or vour
representative.

Pending RFE Response

View Case Details for IOE0g80667035 )

Step 2: Select Terminate G-28.

Figure 8.3-2: Terminate G-28 button

Home Profile

Case Details

Receipt Number:
Request Type:

Case Received Date:
Received As:
Status:

Status Message:

Pending Action:

10Eogdg667035

Consideration of Deferred Action for
Childhood Arrivals

10/20/2015

Paper Request

In Process

Your benefit request is pending
because USCIS has issued a Request
for Evidence (RFE) and is awaiting a
response from vou or your
representative.

Pending RFE Response

Uplcad Additional

View G-28

Documents Snapshot

Terminate G-28
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Step 3: Select OK to confirm your choice.

Figure 8.3-3: Confirm G-28 termination

=l Official wetesite of the Department of Homeland Security:

Accessibility  Plug-ins  Laog Out

Contact

Home Profile

Case Details

Recelpt Number: IDE0895164706

Request Type: Application to Replace Permanent ] ﬁ = @ @

Resident Ca _— | =
Case Received Date: 04/08/2015 g o vap L 2w Application Terminate G-28

Received As: EFile ._ Snapshot
Status: In Process 9 Age you sure you wand te Terminate your G-28 relationship?
Status Message: Your benefit )
accepted and
Pending Action: None

ok | [ Cence

Mailing Preferences

FaT=et 1 3ol i3 Loz s I s i€ linoklat z.-311 k57

Step 4: Verify that the relationship was successfully terminated.

Figure 8.3-4: G-28 Relationship termination message
=i Official website of the Department of Homeland Secunity

Accessibility  Plug-ins  Log Out

Contact Us

Home Profile
~ SUCCESS: Case G-28 relationship successfully terminated.{  Step 4

Case Details
Reecipt Number: I0E0080667035
Request Type: Consideration of Deferred Action for 6 @
Childhood Avrivals
Case Received Date: 10/20/2015 Uplond Additianal G-28 has been
Received As: Paper Request Documents Terminated

Status: In Process
Status Message: Your benefit request is pending
becanse USCIS has issued a Request
for Evidence (RFE) and is awaiting a
response from you or your
representative.
Pending Action: Pending RFE Response
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9.0 TEMPORARY PROTECTED STATUS (TPS)

When you file an Application for Temporary Protected Status (TPS), you may link your request
to your online account. The following sections explain how you can access the 1-821 Application
for Temporary Protected Status, 1-765 Application for Employment Authorization, and [-131
Application for Travel Document forms in Online Filing.

9.1 Link a paper-filed Form 1-821, Form I-765 and Form [-131 to your Online
Account

After you file your paper Form 1-821, Form 1-765, and Form 1-131, USCIS will send you a USCIS
Account Acceptance Notice that contains an Online Access Code. The Online Access Code is
used to link your paper-filed case to the online account.

Follow the steps below to link your paper-filed Form 1-821, Form 1-765, and Form [-131 to your
online account.

Step 1: From your Home tab, select the Enter Your Online Access Code (See Account
Acceptance Notice) link in the Actions section.

Figure 9.1-1: Enter your Online Access Code link

) Official website of the Department of Homeland Security

Accessibility Plug-ins Log Out

Contact
U.5. and

| Immigration Services

Home Profile

Recent Notices Actions

Notice Date Receipt Number Applicant Name Notice Type =
N . . + Enter Your Online Access
Mo data available in table
T §4)

+ View All My Cases
Code (See Account
Acceptance Notiee)
Recent Cases Request Drafted by Your
Legal Representative

Links

Mo recent cases found. + Avaid Scams | USCIS
+ Change of Address
+ E-Request

= + Email us for Help
Create New Case :
- Form 190 Genea
Information

+ How Do I Customer Guides
| UsCIs
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Step 2: Enter your Online Access Code.

Note: The Online Access Code can be found in the USCIS Online Account Acceptance
Notice that USCIS sent to you after you filed your 1-821, 1-765 and 1-131.

Step 3: Enter your Date of Birth.

Step 4: Select Submit.

Figure 9.1-2: Submit access code and DOB

= Official website of the Dopartment of Homeland Security

Accessibility  Plog-ins  Log Out

Contact

Home Profile

Online Access Code o
* Indicates Required Field

If you received an online access code in the Welcome to USCIS ELIS letter sent to yo online acecess code below to access and review vour
application,

Online Access Code®

- *
Date of Birth =

For security reasons, T75CIS ELIS will never send vour online access code via email or 53

When vou enter a valid online access code, vou will access vour case on a read-only basiz, You will not be able to make changes to your application,

petition, or request,

Step 5: Review the SUCCESS message.

Figure 9.1-3: Review success message

S OMoial webang of the DEDATTmEnt of Homelsnd SEowiy

Accessibility  Plug-ins  Log Ow

Contact Us
tizenship and
ration Services | 8
Home Profile
@ SUCCESS; USCIS ELIS has successfully knked this case to your account
New USCIS account experlence coming soon! Actions
Wie At working 10 IMprewe your expadience wilh us—incleding exparinenting with new ways 10 16 you = Manage My Contact
communicate with us and get information about your case. Be one of the first to try out this new account Preferences, Change my
expenence and el us what you think Ty (§ oul now Addresses

| My Cases
Resiew and E-sign the
Reguaest Drafted by Your
Legal Represemative

= Werify Your Identity

.
=

Recent Notices

KNotice Date: Recelpt Humber Applicant Nameo Motice Type
Mo data avalatile in tabie

Links
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9.2 Terminate Representative
As a requestor, you can end (terminate) your relationship with a representative.
Follow the instructions below to complete this process.

Step 1: Select View Case Details.

Figure 9.2-1: Select View Case Details

* Review and E-sign the
Request Dra by Your

Recent Notices Legal Representative
* Verify Your Identity
Notice Date Recelpt Number Applicant Name Notice Type
8/8/16 I0EQ928060083 LUCA, DEANDRE NMN Biometric Reuse
8/8/16 I0E0928060083 LUCA, DEANDRE NMN il Links
tice
* Awvgid Scams | USCIS
View All Motices ¢ Change of Address

+ E-Request
Emall us for Help
Form [-90 General
Information
Recelpt Number. 10E0928060083 How Do | Customer Guides |
Request Type: Application for Travel UsCIS
Doc it
Case Received Date: 02082016
Recelved As:  Paper Application
Status: In Process
Status Message: Your benefit request has
been accepted and is
under review,

Pending Action: None Step 1 [Z==Rd

Recent Cases

View Case Detalls for IOE0928060083>

Step 2: Select Terminate G-28.

Figure 9.2-2: Terminate G-28 button

e Official website of the Department of Homeland Security

Accessibility Plug-ins Log Out

Contact Us
U. i ip

Immigration Servic

Home Profile

Case Details

Recelpt Number: 10E0904661385 - -
Request Type: Application for Travel Document 6 @
Case Received Date: 08/09/2016
Recelved As: Paper Application Upload Additional Terminate G-28

Status: In Process Documents

Status Message: Your benefit request has been
accepted and is under review.
Pending Action: MNone

Mailing Preferences

Original notices (including I-94 if applicable) will be mailed No
tn attarnew ar accreditod renrecentative:

January 20, 2017 161



Step 3: Select OK to confirm your choice.

Figure 9.2-3: Confirm G-28 termination

s Official website of the Depanment of Homeland Security

Accessibilty Plug-ins Log Out

Contact Us

U.s.
ervices

Immigratio

Home Profile
Case Detaills
Recelpt Number: 10EC904661385 =
Request Type: Application for Travel Document | ﬁ @
Case R":::ei:rjegiz gir_\zf’jgrlﬁc Meszage from webpage - - %J rminate G-28

Status: In Process e
|@I Areyou sure you want te terminate your G-28 refationship?

Status Message: Your benefit
accepted an
Pending Action: None

ok | [ cones

Mailing Preferences

Original notices (including 1-94 if applicable) will be mailed No
to attorney or accredited representative:

Secure identity or travel documents will be mailed to No
attorney or accredited representative:

Step 4: Verify that the relationship was successfully terminated.

Figure 9.2-4: G-28 Relationship termination message

=3 Official websile of the Department of Homeland Security

Accessibllity Plug-ins Log Out

Contact Us

Home Profile

@ SUCCESS: Case G-28 relationship successfully terminated.

Case Detalls

Recelpt Number:

Status Message:

Pending Action:

IOEQ99B6B36430

Your benefit request has been
accepted and is under review.
Mone

Request for Evidence (RFE)

Request Type: Application for Travel Document
Case Received Date: 08102016
Recelved As: Paper Application Upload Additianal G-28 has been
Status: In Process Documents Terminated

You must submit all documents requested in this RFE. If you fail to submit all of the requested evidence. USCIS may deny your application for failure 1o subimit

rerniectord sndrlenes im ascardames ity 9 CED W00 U
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10.0 WHERE TO FIND HELP

If you need more assistance with your USCIS online filing system account, please submit an
inquiry to USCIS at https://my.uscis.gov/account/needhelp. You may also log into your online
account for specific case inquiries and contact us at https://my.uscis.gov/account/inbox.

January 20, 2017 163


https://my.uscis.gov/account/needhelp
https://my.uscis.gov/account/inbox

Online Filing

Customer User Manual

APPENDIX A — GLOSSARY
The following terms and definitions are helpful when navigating the system.

Term

Definition/Description

A-Number

The Alien Registration Number, which the Department of Homeland
Security assigns to each foreign national. It is an "A" followed by eight
numbers (for example: A12 345 678). Some recently issued A-Numbers
consist of an "A" followed by nine digits (for example: A 200 345 678).

Accepted

USCIS will accept a case when all the required application, petition or
request information is submitted, including all required signatures and
either a cleared payment or an approved fee waiver request.

Account

They system creates internal accounts for applicants, petitioners,
requestors, and representatives when their cases are accepted, even if
they did not use e-filing to submit their case. Accounts contain information
about the individual, including contact information.

Adjustment of
status

When individuals who are already in the United States apply for a Green
Card, they are seeking to change their status to a lawful permanent
resident. The common term for this change to lawful permanent resident
status is “adjustment of status.”

Alien Any person who is not a citizen or national of the United States.
Qgtri)tlilgr?“gp’ A form filed by anyone seeking an immigration benefit, such as a Green
request Card.

USC.IS : The office responsible for verifying identity and obtaining biometrics
Application

Support Center

(photograph, signature, right index fingerprint, set of 10 print fingerprints).

Beneficiary

A foreign national who will receive the immigration benefit. This foreign
national can be sponsored by a family member or a business, or can also
petition for himself. For example, if a husband files a petition for his wife to
get an immigrant visa to come to the United States, the wife is the
beneficiary of that petition.

Benefit request

When you apply for an immigration benefit (such as an extension of stay
for a nonimmigrant), you submit a petition, application or request. These
are known as benefit requests.

Information about an individual's history such as birthplace, birth date,

Biographic citizenship and marital status. It can also refer to an individual's physical

information characteristics such as ethnicity and race, hair and eye color, and height
and weight.

Biometrics An applicant’s biometrics may consist of a passport-style photograph, a

right index fingerprint, a signature and a 10-print set of fingerprints.
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Term Definition/Description
USCIS treats each application, petition, or request as a case and tracks
Case each case through the adjudication process until USCIS makes a decision

on the application, petition or request.

Case passcode

When a representative e-files an application, petition or request, USCIS
emails a passcode to the representative. The representative gives the
passcode to the applicant, petitioner or requestor so they can access the
draft forms prepared by the representative. Applicants, petitioners or
requestors cannot access the draft forms until they have created an online
account, logged in to online filing, and input the correct case passcode.
Once they enter the correct passcode, they can electronically accept or
decline the application, petition or request prepared by their representative.
The e-signed snapshot establishes a legal record of the applicant’s form
and any supporting documentation filed with USCIS.

Code of Federal

The Code of Federal Regulations (CFR) is the codification of the general
and permanent rules published in the Federal Register by the departments
and agencies of the federal government. It is divided into 50 titles that

?gglgl)atlons represent broad areas subject to federal regulation. Title 8 of the CFR lists
all the rules and regulations describing how USCIS will implement the laws
Congress passed.

Class of The classification code given to foreign nationals when they are admitted to

admission (COA)

the United States as an immigrant or nonimmigrant, or are granted
adjustment of status to lawful permanent residence.

Country of birth . . .

(COB) The country in which a person is born.

Countrv of The country of which a person is a citizen, whether through birth or
citizenrghi naturalization (if he or she has not renounced or lost citizenship). This is
(COC) P the country to which a person owes allegiance and which may provide

certain protections to the person because they are a citizen.

Communication
preferences

Your preference of the method for receiving notices and decisions on your
application, petition or request and secure documents. You can choose to
receive paper notices through the U.S. Postal Service, or electronic notices
by email or SMS text messaging. You can indicate your preference after
you submit an application, petition or request by changing your
communication preferences in your USCIS online account profile.

Commuter

A foreign national admitted to the United States for lawful permanent
residence but permitted to reside in Canada or Mexico while commuting
daily or seasonally to work in the United States.

Conditional
permanent
resident (CR)

A conditional permanent resident receives a Green Card that is valid for
two years, based on either a qualifying marriage of less than two years or
an investment in a U.S. commercial enterprise. A conditional permanent
resident must file a petition to remove the conditions on his or her status 90
days before the second anniversary of their admission as or adjustment of
status to a lawful permanent resident.
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Term Definition/Description
E-file Electronically file an application, petition, or request online with USCIS.
An individual electronically signs an application, petition or request online
before it can be filed electronically with USCIS. An e-signed snapshot (PDF
E-sign of the signed application, petition or request) is a legal record of the
individual's completed form and supporting documentation that was
scanned and uploaded into the system.
Documentation to support statements made on an application, petition or
Evidence request. For example, a birth certificate may be evidence of place and date
of birth.
Entry without The term used to refer to foreign nationals who entered the United States

inspection (EWI)

without being inspected and admitted or paroled by an immigration officer.

Identity evidence

Any government-issued document used to verify biographic data about a
person. Examples include passports and driver’s licenses.

Immigrant

The U.S. government assumes that all foreign nationals are immigrants
except for those who are not permanent residents.

Immigration and
Nationality Act
(INA)

The INA, along with other immigration laws, treaties, and conventions, is
the law that governs temporary admission to and permanent residence in
the United States, naturalization and removal of foreign nationals in the
United States.

The receipt number is the case number with the IOE prefix, identifying it as

:\%Ifnﬁgfe'pt a case that was filed online. A receipt number and case number are
generated for each accepted case.
Any person who is not a citizen of the United States who the U.S.
Lawful . - .
government has legally granted the privilege of residing and working
permanent . . .9 ;
resident permanently in the United States as an immigrant. Also known as a “Green
Card” holder.
USCIS will send a notice to you or your representative if USCIS is taking
an action in your case that may require you to respond. The notice is a
: legal document that lets you know what USCIS is legally required to
Notice : . . o ) . .
communicate. It contains personally identifiable information. The notice
may be on paper or stored in Online Filing as digital content where you or
your representative can retrieve it.
An electronic update about your case or account sent to you using email or
Notification SMS text. A notification may tell you to expect a written notice or

document, or instruct you to log in to your account to retrieve a notice. A
notification does not contain personally identifiable information.
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Term

Definition/Description

Online access
code

A code used by applicants, petitioners, requestors, and representatives to
access information stored in their USCIS online accounts and in Online
Filing.

The name of the USCIS online system for creating and managing online

Online Filing Lo e "

immigration applications, petitions, or requests.

Also known as a Green Card, a Permanent Resident Card (issued by
Permanent USCIS) is proof of a person’s lawful permanent resident status. Alien

Resident Card

Registration Receipt Cards may not necessarily be proof of permanent
resident status.

Portable
document format
(PDF)

One of the electronic document formats accepted by online filing. Adobe
Reader is Adobe's free software that can be downloaded for displaying and
printing PDF files.

Port of entry

A designated location for entering the U.S., such as an airport, ship port or

(POE) land border crossing.

Relatives of U.S. citizens who do not qualify as immediate relatives and
Preference relatives of lawful permanent residents. Preference relatives are subject to
relative the annual numerical limitations imposed on immigration to the United

States.

Properly filed
application,
petition, or
request

Refers to a completed form that is filed with the correct filing and biometric
services fee (if required) and is properly signed by the applicant, petitioner
or requestor. If the applicant, petitioner or requestor is less than 14 years of
age, the parent or guardian may sign on their behalf.

Receipt date

The date that USCIS enters the application, petition or request information
into its case database systems. This date is NOT the filing date and is NOT
used in determining the processing order.

Received date

The date that the application, petition or request is physically received by
USCIS. In the case of the Form 1-821D, this refers to the date the
application, petition or request was received at a USCIS Lockbox or e-filed
by the applicant, petitioner or requestor. For properly filed documents, this
date determines the processing order and times. For all legal purposes and
statistics, this is the USCIS’ date of record. The received date may also be
referred to as the filing date.

Reject

USCIS will reject an application, petition or request if it includes an
incorrect fee amount, an unsigned or missing fee payment, or an unsigned
application, petition or request. USCIS also will reject an application,
petition or request if it is missing required information such as a name and
address. There are various reasons for rejection of an application, petition
or request by the USCIS Lockbox but applicants, petitioners and
requestors are always given notice of the deficiencies in their filing so that
they can fix them and refile with USCIS.

January 20, 2017

A-4




Customer User Manual

Online Filing

Term Definition/Description

An immigration classification assigned to a foreign national who has
Status .

entered the United States.

. An account in Online Filing that allows applicants, petitioners, requestors

USCIS Online d . il licati o ]
Account and representatives to e-file applications, petitions or requests; view

notices and decisions; and respond to requests for evidence.

January 20, 2017

A-5



Online Filing Customer User Manual

APPENDIX B — ACRONYMS

The following acronyms and definitions are used in the processing of immigrant requests and
benefits, but may not be used in this document.

Term Definition/Description

ASC Application Support Center

DHS United States Department of Homeland Security
OoTC Office of Transformation Coordination

OoTP One-time password

PDF Portable Document Format

PlI Personally identifiable information

RFE Request for Evidence

USCIS U.S. Citizenship and Immigration Services
USPS United States Postal Service
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