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 INTRODUCTION 1.0
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 I-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 
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 OVERVIEW OF ONLINE FILING 2.0
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.  

 Online Filing 2.1

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: 

• Set up and manage accounts conveniently and securely 

• Submit application, petition or request and supporting documents electronically 

• Manage and link paper filed benefits with an online account  

• Receive and respond to notices and decisions electronically 

• Make payments online 

• Access real-time information about the status of cases 

 What this Manual Offers 2.2

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:  

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

• Upload evidence and photocopies 

• Sign and submit payment for each form as applicable 

• Review completed forms and application, petition or requests 

• Respond to a Request for Evidence (RFE) 

• Check the status of a completed application, petition or request 
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 USING THIS USER MANUAL 3.0
This manual outlines step-by-step processes for accessing, completing, and submitting specific 
forms online and includes:  

• Step-by-step instructions 

• Illustrative 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. 

 System Requirements 3.1

You must have the following in order to use online filing: 

• Access to a computer and monitor 

• Internet access  

• Basic knowledge of how to navigate an Internet browser (for example, Internet Explorer, 
Mozilla Firefox, Safari, or Google Chrome) 
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 SIGNING IN TO ONLINE FILING 4.0
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.  

 Setting up a USCIS Online Account 4.1

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 

 

https://myaccount.uscis.dhs.gov/
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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 
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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  
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Step 4: Select the link in the email to confirm your email address within 24 hours after you 
receive it and continue your account set up. 

Figure 4.1-4: Email confirmation instructions 

 

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 

 

Note: Your password must: 
• Be at least eight characters in length 
• Contain at least one uppercase letter 
• Contain at least one lowercase letter 
• Contain at least at least one special character. Accepted special characters include: 

 ! “ # $ % & ‘ ( ) * + , - . ; : < = > ? @ { } [ ] / \ ^ _ ~ `
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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. 

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

• 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  

 

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  
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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 

 

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 
questions.  
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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 
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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 

 

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 
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 4.1.1 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 

 

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

 

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. 

Figure 4.1.1-4: Email with instructions 
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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 
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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 characters include ! “ # $ % & ‘ ( ) * + , - . ; : < = > ? @ { } [ ] / \ 
^ _ ~ ` | 

Figure 4.1.1-6: Change password 

 

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 

 

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

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  

 

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. 

 

https://myaccount.uscis.dhs.gov/
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 Signing In as a Representative 4.3

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 

 

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


Online Filing  Customer User Manual 

January 20, 2017  29 

 NAVIGATING ONLINE FILING 5.0
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  

 

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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 Customer Home Tab 5.1

The Customer Home tab provides the following options:  

Table 1: Customer Home Tab Options 

Option to Select Description 

Option 1: Recent Notices 
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). 

 

Figure 5.1-1: Customer Home tab options layout 
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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 

 

 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 

 

 

  



Online Filing  Customer User Manual 

January 20, 2017  32 

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 

 

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 
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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 

 

 

 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 
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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 
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 Customer Profile Tab 5.2

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 
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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 
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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 
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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 
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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 
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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 

 

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 

 

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 

 



Online Filing  Customer User Manual 

January 20, 2017  42 

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 
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 THE FORM I-90  6.0
The following sections in this manual explain how you can create and submit the Form I-90, 
Application to Replace Permanent Resident Card. In order to file a Form I-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  
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 Completing Form I-90 6.1

The following sections provide instructions for: 

• Linking a previously filed case 

• Create a new case 

• My Status 

• Review your application, petition or request 

• Sign Form I-90 

• Pay for the application 

Note: If an accredited representative or an attorney has filed a Form I-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 I-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  
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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 I-90. 

Step 3: Enter your Date of Birth. 

Step 4: Select Submit. 

Figure 6.1.1-2: Submit access code and DOB 
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 Create New Case – Form I-90 6.2

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 

 

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

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

Figure 6.2-2: Select A Request 
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Step 4: Select the Form I-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 I-90 Instructions 

 
 

 6.2.1 My Status 

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

• Permanent Resident 
• Permanent Resident In Commuter Status 
• 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 

 

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 
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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 I-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 

 

 6.2.3 Your Full Name 

The Form I-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  

 

 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/Flr drop-down list and enter your 
Apt/Ste/Flr 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   
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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 
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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 

 

 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  

  



Online Filing  Customer User Manual 

January 20, 2017  53 

 6.2.7 Additional and Biographic Information 

The Form I-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  

 

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 

 

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 

  



Online Filing  Customer User Manual 

January 20, 2017  55 

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 
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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 
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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  
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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 

 

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  
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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 Signature button is displayed. 
Select the Print PDF for Signature button to print the page and follow the instructions in the 
Note. 

Figure 6.2.11-1: Interpreter details 
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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  

 

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  
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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 I-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  
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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 I-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  
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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  

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

Figure 6.2.12.2-3: Upload success 

  



Online Filing  Customer User Manual 

January 20, 2017  65 

 6.2.13  Review I-90 Application 

In this section, you can view your completed application and make necessary changes.  

The Review I-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 I-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   
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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 I am 
Ready to E-sign My Application button. 

Figure 6.2.14-1: Acknowledgement of Appointment at USCIS ASC 
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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 I-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  
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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 

 

Step 5: Select one of the payment methods. 

Step 6: Select the Continue button. 

Figure 6.2.15-3: Pay.gov system payment method 

 

 

Step 4 

Step 5 

Step 6 
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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 
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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 I 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 

 

 

  

Step 9 

Step 10 

Step 11 

Step 9 

Step 10 

Step 11 
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Step 12: Once you submit payment, you will see the confirmation that you successfully paid for 
Form I-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 

 

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 

 

Step 13 
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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 
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 Checking The Status of Your Cases 6.3

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  
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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  

 

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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 Responding to a Request for Evidence (RFE) 6.4

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  
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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  

 

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

• Evidence Uploaded in Response to a Request for Evidence  
• Case Uploaded Evidence 

Figure 6.4.2-6.4-2: Uploaded Evidence  
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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 

 

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  
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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  

 

 
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 
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 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 
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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 
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Step 4: Read the success message. Select the Close button. 

Figure 6.4.4-3: Success message and Close button 

 

 

 Responding to a Closed Case 6.5

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 I-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 
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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 I-90. 

Figure 6.5.2-1: Denied case 
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 Representatives 6.6

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 I-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 I-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 
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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 I-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  

 

Step 2: Select Attorney or Accredited Representative. 

Step 3: Enter your Online Access Code. 

Figure 6.6.2.1-2: Submit Online Access Code  

 

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  

 

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

Figure 6.6.2.1-4: Accreditation expiration date 
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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 

 

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 

 

Step 3: Select the Attorney or Accredited Representative checkbox. 

Figure 6.6.3-3: Representative eligibility 
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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. If you are an attorney, fill in the attorney eligibility information. 

Figure 6.6.3-4: Attorney selected 

 

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

Figure 6.6.3-5: Representative selected 
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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 

 

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 

 



Online Filing  Customer User Manual 

January 20, 2017  92 

 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. 

Figure 6.6.4-1: Review Profile Data 

 

Step 2: Review the Account Create Snapshot. 

Figure 6.6.4-2: Account Create Snapshot 

 

  



Online Filing  Customer User Manual 

January 20, 2017  93 

Step 3: Select the Continue to E-Signature button. 

Figure 6.6.4-3: 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 
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 6.6.5 Form I-90 Creation by a Representative 

As a representative, you can complete a Form I-90 on behalf of an applicant. 

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

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

Figure 6.6.5-1: Create New Case 
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Step 2: Select the Application, petition or request to Replace Permanent Residence Card 
(I-90) checkbox. 

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

Figure 6.6.5-2: Select request 
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6.6.5.1 Form G-28 Data Entry 
Before you can begin an applicant's Form I-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 I-90 case (Section 6.6.5: Form I-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 
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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 

 

Step 4: Select Continue to I-90 Application 

Figure 6.6.5.1-3: Continue to I-90 Application 
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6.6.5.2 Form I-90 Data Entry and Evidence Upload 
Once you have completed Form G-28, you can open a Form I-90 application for your client (see 
Section 6.1: Completing Form I-90 for detailed instructions).  

Form I-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 I-90 for Applicant 
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6.6.5.3 Review G-28 Snapshot PDF 
After you complete the Form I-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 
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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 

 

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 I-90 Application 
button. 

Figure 6.6.5.4-1: Representative E-Signature 

Step 2 

Step 1 
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6.6.5.5 Form I-90 Snapshot PDF 

After you review and e-sign Form G-28, you can view the Form I-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 I-90 Application, petition or request 
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Figure 6.6.5.5-2: Example I-90 application, petition or request snapshot PDF 
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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 I-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  
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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 I am Ready to E-sign My Application 
button. 

Figure 6.6.5.6-2: Application, petition or request acknowledgement 
 

  

Step 2 
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6.6.5.7 Form I-90 E-Sign 
As a representative, you are required to e-sign the Form I-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 I-90. 

Note: If your client required an interpreter to complete the Form I-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 
 

  

Step 1 
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Step 2: Enter your full legal name.  

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

Figure 6.6.5.7-2: Submit for Client Review 
 

  

Step 2 

Step 3 
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Once you e-sign your client’s Form I-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 I-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 

 

Note: If your client declines to e-sign the Form I-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 I-90 for you, and then enter your password. 

Figure 6.6.6-1: Client Sign In 

 

  

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

 

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  
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Step 5: The Form I-90 drafted by your representative is linked to your account and will display 
under Recent Cases. 

Figure 6.6.6-4: Representative I-90 linked to applicant account 
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6.6.6.1   Representative Applicant Review and E-Sign 
Before you can submit the Form G-28 and Form I-90 to USCIS, you must review and e-sign 
Form G-28 and Form I-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 

 

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 
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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 I-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 I-90 drafted by the representative. 

 

Step 5: Select the Continue button. 

Figure 6.6.6.1-3: E-Sign Response 
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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 
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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 

 

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

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

Figure 6.6.6.1-6: Review and continue 
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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 

 

Note: If you need to make changes to the Form G-28 or Form I-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 I-90 will not be processed and will be treated as a draft. If 
you do not complete the process within 30 days, your Form I-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 
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Step 14: Select I am Ready to E-sign My Application button. 

Figure 6.6.6.1-9: Ready to E-Sign  
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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 
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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 
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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 I-90 and Form G-28, and the option to 
Upload Additional Documents. 

Figure 6.6.6.2-1: Applicant Case Details 
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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 
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Step 2: Select Edit in the Mailing Preferences section. 

Figure 6.6.6.2.1-2: Edit Mailing Preferences 
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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 

 

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 I-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 I-90. 

Figure 6.6.6.3-1: View Snapshots 
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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 
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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 

 

Step 4: After you successfully pay for Form I-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 
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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 

 

Step 4: Select the link under Status to open the client’s case. 

Figure 6.6.8-2: Search for client results 
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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  

 

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 
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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 

 

Step 2: Select Terminate G-28. 

Figure 6.6.9-2: Select Terminate G-28 
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Step 3: Select OK. 

Figure 6.6.9-3: Confirm termination of G-28 relationship with client 

 

Step 4: Verify that the relationship was successfully terminated. 

Figure 6.6.9-4: G-28 Relationship termination message 
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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 

 

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 
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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 
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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 

 

Step 2: Select Terminate G-28. 

Figure 6.6-5: Select Terminate G-28 
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Step 3: Select OK. 

Figure 6.6-6: Confirm G-28 termination 

 

Step 4: Verify that the relationship was successfully terminated. 

Figure 6.6-7: G-28 Relationship termination message 
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 PAYING THE USCIS FEES 7.0
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 

 

Note: Refer to Our Fees on the Online Filing website for current fee payment amounts. 

https://www.uscis.gov/forms/our-fees
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 Paying the USCIS Immigrant Fee 7.1

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 

  

https://www.uscis.gov/file-online/log-online-filing
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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 USCIS Privacy Act Statement 

 

Step 2 
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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 

 

Step 5: Review the SUCCESS message and verify the account under Immigrant Payee Table, 
then select Continue. 

Figure 7.1-4: Verify correct account and continue 
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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 
 

Step 9: On the Pay.gov webpage, select which method of payment you want to use (checking 
account or credit card). 

Step 10: Select Continue. 

Figure 7.1-6: Pay.gov website - select payment method 

 

 

Step 6 

Step 7 

Step 8 
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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 
 

Step 11 

Step 12 
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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 
 

Step 13 

Step 14 

Step 15 
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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 
 

  

Step 16 



Online Filing  Customer User Manual 

January 20, 2017  144 

 Paying the I-131A Application for Travel Document (Carrier Documentation) 7.2
Fee 

If you are a lawful permanent resident and need to file Form I-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 I-131A icon. 

Figure 7.2-1: Pay for the Form I-131A icon 
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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 
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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 

 

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 
 

  

Step 3 
Step 4 
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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 

Step 6 
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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 
  

Step 7 

Step 8 
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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 
  

Step 10 

Step 9 
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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 
 

Step 11 

Step 12 



Online Filing  Customer User Manual 

January 20, 2017  151 

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 
 

  

Step 13 

Step 14 

Step 15 
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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 print 
 

Step 16 



Online Filing  Customer User Manual 

January 20, 2017  153 

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 
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 DEFERRED ACTION FOR CHILDHOOD ARRIVALS (DACA) 8.0
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 I-821D, Consideration of Deferred Action for Childhood Arrivals and Form I-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 

 

 Create a USCIS Online Account 8.1

After you file your paper Form I-821D and Form I-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 I-821D and Form I-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 
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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 I-821D and I-765. 

Step 3: Enter your Date of Birth. 

Step 4: Select Submit. 

Figure 8.1-2: Submit access code and DOB 

 

Step 5: Review the SUCCESS message indicating your account has been linked to your case. 

Figure 8.1-3: Review success message 
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 Review G-28 Snapshot 8.2

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 

 

Step 2: Select View G-28 Snapshot to view your G-28. 

Figure 8.2-2: View G-28 Snapshot button 
 

Step2 
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 Terminate a Representative  8.3

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 

 

Step 2: Select Terminate G-28. 

Figure 8.3-2: Terminate G-28 button 
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Step 3: Select OK to confirm your choice. 

Figure 8.3-3: Confirm G-28 termination 

 

Step 4: Verify that the relationship was successfully terminated. 

Figure 8.3-4: G-28 Relationship termination message 
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 TEMPORARY PROTECTED STATUS (TPS) 9.0
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 I-821 Application 
for Temporary Protected Status, I-765 Application for Employment Authorization, and I-131 
Application for Travel Document forms in Online Filing.  

 Link a paper-filed Form I-821, Form I-765 and Form I-131 to your Online 9.1
Account  

After you file your paper Form I-821, Form I-765, and Form I-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 I-821, Form I-765, and Form I-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 
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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 I-821, I-765 and I-131. 

Step 3: Enter your Date of Birth. 

Step 4: Select Submit. 

Figure 9.1-2: Submit access code and DOB 

 

Step 5: Review the SUCCESS message. 

Figure 9.1-3: Review success message 
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 Terminate Representative 9.2

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 

 

Step 2: Select Terminate G-28. 

Figure 9.2-2: Terminate G-28 button 
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Step 3: Select OK to confirm your choice. 

Figure 9.2-3: Confirm G-28 termination 

 

Step 4: Verify that the relationship was successfully terminated. 

Figure 9.2-4: G-28 Relationship termination message 
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 WHERE TO FIND HELP 10.0
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.  

https://my.uscis.gov/account/needhelp
https://my.uscis.gov/account/inbox
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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. 

Application, 
petition, or 
request 

A form filed by anyone seeking an immigration benefit, such as a Green 
Card. 

USCIS 
Application 
Support Center 

The office responsible for verifying identity and obtaining biometrics 
(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. 

Biographic 
information 

Information about an individual's history such as birthplace, birth date, 
citizenship and marital status. It can also refer to an individual’s physical 
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 

Case 
USCIS treats each application, petition, or request as a case and tracks 
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 
Regulations 
(CFR) 

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 
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 
admission (COA) 

The classification code given to foreign nationals when they are admitted to 
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.   

Country of 
citizenship 
(COC) 

The country of which a person is a citizen, whether through birth or 
naturalization (if he or she has not renounced or lost citizenship). This is 
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. 

E-sign 

An individual electronically signs an application, petition or request online 
before it can be filed electronically with USCIS. An e-signed snapshot (PDF 
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. 

Evidence 
Documentation to support statements made on an application, petition or 
request. For example, a birth certificate may be evidence of place and date 
of birth.  

Entry without 
inspection (EWI) 

The term used to refer to foreign nationals who entered the United States 
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. 

IOE Receipt 
Number 

The receipt number is the case number with the IOE prefix, identifying it as 
a case that was filed online. A receipt number and case number are 
generated for each accepted case.  

Lawful 
permanent 
resident 

Any person who is not a citizen of the United States who the U.S. 
government has legally granted the privilege of residing and working 
permanently in the United States as an immigrant. Also known as a “Green 
Card” holder. 

Notice 

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 
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.  

Notification 

An electronic update about your case or account sent to you using email or 
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. 

Online Filing The name of the USCIS online system for creating and managing online 
immigration applications, petitions, or requests. 

Permanent 
Resident Card 

Also known as a Green Card, a Permanent Resident Card (issued by 
USCIS) is proof of a person’s lawful permanent resident status. Alien 
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 
(POE) 

A designated location for entering the U.S., such as an airport, ship port or 
land border crossing.   

Preference 
relative 

Relatives of U.S. citizens who do not qualify as immediate relatives and 
relatives of lawful permanent residents.  Preference relatives are subject to 
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 I-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. 



Online Filing  Customer User Manual 
 

January 20, 2017  A-5 

Term Definition/Description 

Status An immigration classification assigned to a foreign national who has 
entered the United States. 

USCIS Online 
Account 

An account in Online Filing that allows applicants, petitioners, requestors 
and representatives to e-file applications, petitions or requests; view 
notices and decisions; and respond to requests for evidence. 
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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 

OTC Office of Transformation Coordination 

OTP One-time password 

PDF Portable Document Format 

PII Personally identifiable information 

RFE Request for Evidence 

USCIS U.S. Citizenship and Immigration Services 

USPS United States Postal Service 
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