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Getting Started

Welcome to the NAFSA Adviser's Manual 2.0! To get started, open your Web browser and go to the

NAFSA Web site www.nafsa.org.

Click the Adviser's Manual tab at the bottom of the left navigation bar.

NAFSA

Search NAFSA

Adwvanced Search

About NAFSA
Annual Conference
Membership
HAF5A Regions

Knowledge Community
Hetworks & Resources

Regulatory Information

Public Policy

Press Room
Publications

Events & Training
Partners & Affiliates
Support NAFSA
Career Center

Adviser's Manual &

If you are already logged in to the NAFSA Web site, you will be brought
to the Adviser’s Manual home page. If you have not yet logged in to the

NAFSA site, you will be brought to the NAFSA log-in screen:

|
Login

Fleaze login to participate in the professional networks, access members only content, or vote in a NAFSA election.

Username| |

Password | |

Dremember e

First time visiting NAFSA?
[ Find Me Not sure if you already have an account?
Forgot your Password?

Log in using your regular NAFSA username and password. When you do,

you will be brought to the Adviser's Manual home page.
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http://www.nafsa.org/

The Adviser’'s Manual Home Page

After logging in to the Adviser’s Manual, you will be brought to the Adviser's Manual homepage. From

here, you can:

e Openthe Manual
e Read the latest news

e Manage your license and any additional user licenses you own

e Contact NAFSA with questions about your Adviser’'s Manual license

Adwviser's Manual

Welcome to the NAFSA Adviser's Manual

Eshare | [ /& | Tweet| 0 EiLike 41

The MAFSA Adviser's Manual 2.0 is available now! Entirely online,
searchable, with new user features like bookrmarks, notes, and section
printing that let you make it your own.

Open the Manual

poes
=
=
-
(s N
T §

Or continue using the prior Adviser’s Manual Online (The afder version will no longer be
updated after May 1, 2011)

Read the latest immigration-related news and recent updates to the Adviser's Manual.
Miew all here.

Mews and Announcements

=/

+ DOS Unveils New J-1 Exchange Program Web Site
posted on June 07, 2011 11:00:02 am

+« NAFSA Comments On USCIS Transformation Plan For Form I[-539
posted on June 07, 2011 10:19:29 am

Your Essential Source
Jor Higher Education
Immigration Information

My Account
Manage my License
Ordering Information

Orders by Phone
G66.5358.1927 (Toll Free) or
240.646,7036

Orders by Mail or Fax
COrder Form (105kb E:)

Questions & Comments

About the Adviser's Manual

Contact Us
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Opening The Manual

To open the Adviser's Manual, click the Open the Manual icon. The Manual will open in a new window.

Welcome to the NAFSA Adviser's Manual
Share | ;\_jé 3 Tweet 0 nleE 4

Open
E.he

MANUAL

The MAFSA Adviser's Manual 2.0 is available now! Entirely anling,
searchable, with new user features like bookrmarks, notes, and section
printing that let you make it vour own,

Open the Manual

@ My notes | Messages from the editor | My bookmarks | My chapter updates

Search Advizer's Manual: ) q

Adviser’s Manual Live

=

2]

R

HEE H HEEHBE

B B =

2]

Chapter 1 About The
Adviser's Manual
Chapter 2 The LS.
Immigration System
Chapter 3 F-1 Students
Chapter 4 J-1 Exchange
Visitors

Chapter 5 M-1 Students
Chapter 6 SEVIS Systems
Chapter 7 H-1B Workers
Chapter 8 NPWC Prevailing
Wage Determinations
Chapter 9 O-1 and TN
Workers

Chapter 10 Visitors
Chapter 11 Nonimigrants
Chapter 12 PERM Labor
Certs

Chapter 13 Permanent
Residence

Chapter 14 Other
Categories

Chapter 15 Institutional
Topics

Chapter 16 Reference
Appendix

Adviser's Manual Live

Set as homepage
Reset to default

Welcome to the NAFSA Adviser's Manual 2.0,

beExa

= Chapter 1 About The Adviser's Manual
o Chapter 2 The U.8, Immigration System
o Chapter 3 F-1 Students

=« Chapter 4 J-1 Exchange Visitors

o Chapter 5 M-1 Students

o Chapter 6 SEVIS Systems

o Chapter 7 H-1B Workers

o Chapter 8 NPWC Prevailing Wage Determinations
o Chapter 9 0-1 and TN Workers

=« GChapter 10 Visitors

o Chapter 11 Nonimigrants

o Chapter 12 PERM Labor Certs

o Chapter 13 Permanent Residence

o Chapter 14 Other Categories

o Chapter 15 Institutional Topics

o Chapter 16 Reference Appendix
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Make it yours: Setting your own Manual start page

When you first open the Manual, it will open at the “beginning.”

You can use the “Set as Homepage” function to set the Manual to open on whichever chapter or major

section you want it to. For example, if you mostly use Chapter 3 — F-1 Students, you may want the
Manual to begin at that chapter each time you open it. To do this:

e Gotothe Chapter or section you wish to be your *homepage”
e Clickthe "Set as homepage” link.

e A message will appear at the top of that page that says, “This page is set as your homepage.”

e The next time you open the Manual, it will open to that page.

e Ifyou'd like to reset the homepage to the default, just click the “"Reset to default” link.

e If you're on another page that you'd like to set as your homepage, for example, Chapter 4, just
click the “Set as homepage” link on that page.

@ @ @ My notes | Messages from the editor | My bookmarks | My chapter updates Search Adviser's Manual: @\

" El
Chapter 3 F-1 Students BEORT @

Chapter 1 About The Setas hamepage _

Adviser's Manual
Chapter 2 The U.S.
Immigration System

|chapter 3 F-1 Students designated by the Department of Homeland Security (DHS) to offer courses of study to such
Chapter 4 J-1 Exchange students, and has been enrolled in SEVIS (the Student and Exchange Wisitor Information System).
Visitors The F-1 category is created by section 101{a3(15)F) of the Immigration and MNationality Act (IMAY,
Chapter 5 M-1 Students and regulated by DHS regulations at 8 C.F.R. 214.2(f). This Chapter of the Adviser's Manual

Chapter 6 SEVIS Systems focuses on how the F-1 student regulations work and are applied. The Chapter also presents SEWIS
technical matter as a tool for understanding how to seek F-1 benefits and comply with F-1
regulatory obligations in the context of SEVIS, but it is not a SEVIS software manual,

Chapter 7 H-1B Workers
Chapter 8 NPWC Prevailing
Wage Determinations

An F-1 student is a nonimmigrant who is pursuing a "full course of study" to achieve a specific
educational or professional objective, at an academic institution in the United States that has been

Chapter 3 F-1 Students BED XN @

This page is set as ypur hompage.
Feset to default S— |

.. ]

Chapter 4 J-1 Exchange Visitors &0 N @

]
Set as homepa C—
Reset to default 3 ) \I_I
The 1 Exchange Visitor category was developed to implement the Mutual Educational and
Cultural Exchange Act (Fulbright-Hayes Act) of 1961, The overall purpose of that Act, and
the cbjective of the Exchange Visitor category, is "to increase mutual understanding

between the people of the United States and the people of other countries by means of
educational and cultural exchanges "
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Navigating and Searching The Manual

Several tools help you find information in the Manual:

e Table of Contents (see page 6)

e Search Functionality (see page 7)

e Internal Cross-References (see page 8)

e Bookmarks you create for yourself (see page 10)

Table of Contents

. y q Fa
Adviser's Manual Live —

Chapter 1 About The
Adviser's Manual
Chapter 2 The U.S.
Immigration System
Chapter 3 F-1 Students
Chapter 4 1-1 Exchange
Visitors
=l |44 1-1 Resources and
Zoncepts
4.1 Resources and
contact information
4.2 Basic exchange
visitor program
concepts
4B Basic Eligibility
Reguirements For 1-1
Exchange Wisitors
4C The Initial D5-2019
40 Acguiring 1-1 Status:
Wisas, Admission, and
Change of Status
4E Program Walidation
and Maintaining 1 Statu:
4F Resolving Status
Problems
43 Extensions,
Transfers, Category
Changes, Travel
4H College and
Liniversity Students
41 Student Interns
41 Professors and
Research Scholars

An expanding Table of Contents lets you browse the Manual by
Chapter and Section. Click on the “plus” sign to expand a Chapter or
Section’s table of contents. Click on the *minus” sign to collapse the
chapter or section’s table of contents.

Adviser's Manual Chapters present detailed information on
procedures for the immigration categories that advisers most
frequently encounter, as well as information on laws, procedures, and
concepts that affect all immigration categories.

When you've found the section you're looking for, click on it to be
taken directly to that section. A status line will appear to the left of the
section you've navigated to.

The Adviser's Manual is organized into numbered chapters and
sections to enable precise interconnectivity and cross-referencing.
The Manual numbers individual sections in decimal outline format, to
6 outline levels. These sections are indicated by a particular heading
style, with the number appearing to the left of the section title.

The Adviser's Manual paragraph number system example:
Chapter Level: Chapter1

Part Level: Part A (contains several related sections)
Section Level: Section 1.1 (contains a single major topic)

Subsection Levels: 1.1.1 (subsections contain increasing layers of
detail on the topic of the level before it)

1.1.2
1.1.2.1

1.1.2.1.1

NAFSA Adviser's Manual 2.0 User Guide Page 6



Basic and Advanced Search Functions

Do a simple search of the entire Manual by using the Search box at the top of every page:

Search Adviser's Manual; |"practical training” Q

Putting more than one word in the basic search box will yield an "and" search. For example, putting the
words practical next to the word training in the box will result in a yield of sections that contain both
the word practical and training, in addition to the term practical training. To limit the search to a specific
phrase, simply put quotes around the phrase; for example, put in "practical training" if you're
interested in that term only. Hit your Enter key to execute the search.

To perform an advanced search, click the magnifying glass icon next to the search box...

Search Adviser's Manual: | 5?\}_ '_

Click the Advanced search link to display the Advanced Search screen.

Click the Search Tips link for some helpful hints.

NAFSA Adviser's Manual 2.0 User Guide Page 7



On the Advanced Search screen, you can limit your search to particular words or phrases, as well as to
specific sections in the Manual. Click the Advanced Search button to execute your search.

Search i

= *Search Tips

Enter your keywords:

|[geareh |

r vadvanced search
Cuntainin? ﬂnf of the words: Include results from these chapters:
O Chapter 1 about The Adviser's Manual
Containing the phrase: [0 134 recent Chapter Updates
I—Q:I [J chapter 2 The U.5, Immigration Systerm
Containing none of the words: O Chapter 3 F-1 Students
l—g——l O chapter 4 1-1 Exchange Visitors
[0 120 The 1-140 Employment-Based Immigrant Petition
[ 13 Acquiring Lawful Permanent Residence and Beyond
O Chapter 5 M-1 Students
O chapter 6 SEVIS Systems
0 Chapter 7 H-1B Workers
O Chapter 8 NPWC Prevailing Wage Determinations
O Chapter 9 0-1 and TH Workers
O chapter 10 Visitars
[} Chapter 11 Maonimigrants
[ chapter 12 PERM Labor Certs
O Chapter 13 Permanent Residence
O Chapter 14 Other Categories

[ chapter 15 Institutional Tapics
0 Chapter 16 Reference appendix

Selecting none will search the whale manual,

Advanced search

Internal Cross-References

When you're on a page in the Manual, you might see internal cross-references, which when clicked will
take you to related material elsewhere in the Manual.

This Part discusses Optional Practical Training.,
€ AM cross-reference 3K Curricular Practical Training (CPT) discusses CPT

% AM cross-reference 4lso see 3.49 H-1B cap-gap extensions for a discussion of OPT extensions in an

_/ H-1B cap-gap scenario

Citations and links to sources of authority

When material in the Manual is based on specific provisions of law or government interpretation, the
source of authority is cited and hyperlinked to encourage advisers to review the primary source. This
will help advisers exercise their discretion to interpret the law directly, and assist advisers who need to
cite to relevant authority to back up their decisions.

When a specific section of law or other authority is of such importance that it should be contained in the
text of the Adviser's Manual itself, it is indicated as an authority cite extract that appears in this format:

NAFSA Adviser's Manual 2.0 User Guide Page 8



The F and M recordkeeping requirements are set forth at 8 C.F.R. § 214.3(g){1). Schools must
keep the following information on each F and M student:

ZlL Authority cite

B8 C.F.R.§214.3 1){i)-(x

[i) Identification of thadschool, to include nawe and full address.

[ii) Identification of the student, to include name while in attendance
[record any legal name change), date and place of bhirth, country of
citizenship, and school's student identification nuwdber.

[iii}) Current address where the student and his or her dependents physically
regide. In the event the student or his or her dependents cannot receive mail
at such physical residence, the school must provide a mailing address in
SEVIS. If the mwailing address and the physical address are not the same, the
school must waintain & record of both mailing and physical addresses and
provide the physical location of residence of the student and his or her
dependents to DHI upon recuest.

{iv) Record of coursework. Identify the student's degree program and field of
study. For each course, give the pericds of enrcllment, course identification
code and course title; the number of credits or contact hours, and the grade;
the number of credits or clock hours, and for credit hour courses the credit
unit; the term unit [semester hour, guarter hour, etec.). Include the date of
withdrawal if the student withdrew from a course. Zhow the grade point
average for each session or term. Zhow the cumulative credits or clock hours
and curulative grade point average. Narratiwve ewvaluation will be accepted in
lieu of grades when the school uses no other type of grading.

(v} Record of transfer credit or clock hours accepted. Type of hours, course
identification, grades.

[vi) Academic status. Include the effective date or period if suspended,
dismissed, placed on probation, or withdrawn.

[vii) Whether the student has been certified for practical training, and the
beginning and end dates of certification.

[wiii) Ztatement of gradustion (if applicable). Title of degree or credential
received, date conferred, program of study or major.

[ix) Termination date and reason.

(%) The documents referred to in paragraph (k) of this section.

An adviser should always look to the language of the law itself as the primary guiding principle
in interpretation and application of the law. All information that is based on law or an official
government interpretation is followed by an internal citation to the actual source, in a special
citation format immediately following the relevant sentence or paragraph:

SEWVIS schools are also required to update SEWVIS with address changes, within 21 days of
the change.

T 5 c.rr 8§ 214.3 (g (2) (idi) (B)

Practice Notes

Practice Notes pull the reader aside to discuss practice-related questions that might come up in the
context of the section that they are reading about. Usually, they contain a brief discussion of a "gray
area" or of issues that are not addressed directly in the regulations, but are important to consider
because they arise as a practical matter in the course of your work. Practice notes may also utilize
examples to illustrate a point or to frame a question.

NAFSA Adviser's Manual 2.0 User Guide Page 9



& Practice Mote

SEVE clarified that records mwust be reproducible and they must be
stored in s state in which they cannot he altered. SEVP gawve the
exarmple that docuwents simply scanned and stored on a DS0s personal
hard driwve would not meet evidentiasry standards. Records must be
stored in s system that meets generally recognized standards. For
example, such standards generally require safeguards on who way access
or alter the docuwents and/or meta-data. SEVE said that the electronie
storage requirements for Forms I-9 [zee 8 CLF.R. § Z2T74a.2(e)-(g)] are
a good example of a generally recognized standard.”

Make It Yours: Customized User Features

Customize your NAFSA Adviser's Manual with features that allow you to use it the way you want.

Make it yours: Bookmarks

The bookmark feature allows you to bookmark any chapter, section, or subsection so that you
can quickly find it in the future. Simply click the “bookmark” icon next to the section you want
to bookmark.

1l
3.48.2.1 Recommending OPT in SEVIS RTI % B
After determining the student's eligibility for OFT, and adivizing the student on his or her
obligations for maintaining status while on OFT, the DS0 must update the student's SEWVIS
record with the required fields for recommending GFT. In SEVIS RTI, the D50 should dlick
the OFT Request link on the Student information screen, The Add OFT Employment
screen will display.

A message will pop up asking you to confirm that you'd like to bookmark the section.

ej Are you sure you want to bookmark this page?
=

| ok || Cancdl

Click OK, and that section will be bookmarked for future reference.

To access your bookmarks from any page in the Manual, click the My bookmarks link in the menu bar
at the top of the page.

My naotes | Messages from the editor | My bookrnarks | My chapter updates
K

NAFSA Adviser's Manual 2.0 User Guide Page 10



Your bookmarks will pop up in a Bookmarks sidebar on the right side of your screen.

| My chapter updates Search Adviser's Manual: @\

My notes | Messages from the editor

-
. Chapter 3 F-1 Students BEO X @
e This page is set as your hompage. * g’:f’iﬁ';gigu:{nﬁendmg
Reset to default « 8.1 Filing ETA Form 9141
m
fents | An F-1 student is a nonimmigrant who is pursuing a "full course of Go to bookmark page
er study" to achieve a specific educational or professional objective, at an Collapse
academic institution in the United States that has been designated by
D the Department of Homeland Security {DHS) to offer courses of study
—— to such students, and has been enrclled in SEVIS (the Student and
Exchange Wisitor Information System ), The F-1 category is created by
g section 101(a) 15)F) of the Immigration and MNationality Act (INAT,
d and regulated by DHS requlations at 8 C.F.R. 214.2(f). Thiz Chapter of
e the Adyiser MM ratal Y-St el b the Fo4 ctident remn ||::|Hnr‘|s g il

From here, you can do three things:

1. Click on the bookmark link you'd like to be taken to.
2. Collapse the Bookmarks display by clicking the Collapse link.
3. Click on the Go to bookmark page link, to be taken to the bookmark management page where

you can see all your bookmarks and delete bookmarks.

My notes | Messages from the editor | My bookr_TrErks | My chapter updates Search Advizer's Manual: l—
Wy
My bookmarks B
Bookmark Action
14 Keeping Up To Date delete
2C Links to Government Agency Resources delete
2B Links to frequently used sources of authority delete

Make it yours: E-mail a section link to a colleaque

You can e-mail a link to an Adviser’'s Manual section to another Adviser's Manual license
holder by clicking the “envelope” icon next to the section link you'd like to e-mail.

0
~ 7.25.1 Employment at a cap-exempt institution H %

An alien is exempt from the H-1B cap if he or she is "emploved (or has received an offer of
employment) at" one of the following "qualifying institutions":

T oIna & 214¢g)¢5)(a)-(B), as added by &CZ1 § 103

® [nstitutions of higher education

® Monprofit entities related to or affiliated with an institution of higher education
m MNonprofit research organizations

» Governmental research organizations

NAFSA Adviser's Manual 2.0 User Guide Page 11



Clicking the “envelope” icon will bring up the section link e-mail screen. Customize your e-mail as you
wish, and click the Send e-mail button to send it. The e-mail you send will include a direct link to the
section. Remember, though, that the link can be opened only by someone with an active Adviser’s

Manual license.

Send email with link to page [

. -
Your e-mail: * |

| t@yahoo.com

Your name: |Manual User |

Send to: * wycolleagueBuniversity.edu

Enter multiple addresses separated by commas and/or different lines.

Subject: * hanual section we discussed yesterday

Your message: *

Hi colleague, here's the Manual section we discussed yesterday concerning working at
an H-1B cap-exempkt institution.

[ Send e-mail H Clear form H Cancel ]

Here's how the above e-mail will look to the party who receives it:

(= l_ﬂ Ll ’J__* * ) Manual section we discussed yesterday - Message (HTML) - B X
i o =
| Message | Adobe PDF (7]
1l - = L T - o 3 || A Fina
{ ; x | G e &, safe Lists - — Y i j :
_2 _m 4 L ? t Ly Related ~
Reply Reply Forward Delete Moveto Create Other Block | Not Junk Categorize Follow Markas || |
to All Folder~ Rule Actions~ | Sender - Up~ Unread || hi Select~
Respond Adtions Junk E-mail i} Options ) Find
From: Manual User Sent:  Wed 4/27/2011 4:46 PM
Ta:
Cc
Subject: Manual section we discussed yesterday

Hi colleague, here's the Manual section we discussed yesterday concemning working at an H-1B cap-exempt institution.

http//amdev.nafsa org/core/nafsa/content/7271-employment-cap-exempt-institution

|

Make it yours: Printing sections of the Manual

You can use the Print function to print a nicely formatted version of any section for your
(=] personal use. The print function allows you to print at the section level (e.g., section 3.2). When
you print the section, all subsections under that section will also print. It is not possible to print at the

chapter or subsection levels.

To print a section, click the “printer” icon at the top of the section page you want to print.

NAFSA Adviser’'s Manual 2.0 User Guide
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7.31 H-1B fees BEODOXN®

Set as homepage

Several fees are assodiated with the H-1B program. The rules for who has to pay what and
wihen are discussed in the sections below.

m [-129 filing fee
= $500 fraud prevention and detection fee
m $2 000 additional Pub.L, 111-230 fee, for employers with 50 or more employees, 50%
or more of whom are H-1B or L nonimmigrants
m Training fund fee
= 750 for non-exempt employers with 25 or fewer full-time employees
® $1,500 for non-exempt emplovers with more than 25 full-time emplovees
= Optional premium processing fee

The entire section will be rendered in a preformatted printable HTML page for you to print to your own
printer. If you don’t need to print an entire section, consider copying and pasting the limited amount
you need.

Section formatted for printing

Published on MAFSA Adviser's Mamial (hittp://amdev.natsa. ore/core/natza)

Home > H-1B fees

Created 20100819 09:21

Printer
7.31 H-1B fees ore
.
Status: Ready
. . Type: =erox WorkCentre Pro 238 PCLE .
Several tees are associated with the H-1B program. The where  IF 104440 sections below.
. Eomment: L] Prink to e
e 1-129 filing fee
* $500 fraud prevention and detection fee Frirt range Cipies
¢ $2,000 additional Pub.L. 111-230 fee. for employed @ Mumber of copiess. |1 % 1B or L
nonimumigrants O Pages frome: -
+ Traning fund fee o .'!] Iﬁ Calate
- . election 1
o $750 for non-exempt employers with 25 or fe
o $1.500 for non-exempt employers with more Print Frames
« Optional premium processing fee PO
Ag simple as it might seem, the rather mundane task of w Ui e izl e ¢ confusion
usually arises around these questions: Each frame separately x|

¢ Does a particular fee have to be paid?

¢ What are the fee amounts?

¢ To whom should checks be made out?

e Can all applicable fees be combmed mto one check, or must separate checks be used for each fee?

* Who can pay the fees? Must the fees be paid by the employer? Can the fees be paid by the employee? Can the fees be paid by an
attorney handling the case?

The table below shows fee payment fee payment specifics. All H-1B fee checks should be made to the order of "U.S. Department of
Homeland Security.” except for filers in Guam and the U.S. Virgin Islands. Applicable fees should be stapled to the bottom right corner
of the top document of the package submitted to USCIS.

Make it yours: My Notes and Group Notes

You can create your own personal notes, which can only be viewed and edited by you. You can
also create group notes, which are shared by all Adviser's Manual license holders in your office.

To create or edit a note, click the yellow “"Note” icon at the top of a section page.
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After clicking the “Note” icon, you'll be taken to the notes area at the bottom of the page. There are
two tabs, one for "Group Notes” and one for "Personal Notes.” By default you’ll be taken to the
Personal Notes tab. You can read, add, and edit notes by clicking the respective tabs.

Group Notes (0] '3 Personal Motes (0} E

Add/Edit Ferzonal Mote

Personal Notes lets you keep your own personal notes, which are viewable and editable only by you.
Since these notes are keyed to your NAFSA ID number, they stay with you even if you change
institutions, as long as you maintain an active Adviser’s Manual license.

Group Notes works in a similar way, but they stay with the organization ID in your NAFSA record. If you
change institutions, you will no longer be able to see the Group Notes from your prior institution, but
you will be able to see the group notes of your new institution, as long as you maintain an active
Adviser's Manual license.

Adding, editing, and deleting notes

Adding, editing, and deleting a note is done the same way when working in either the Personal Notes or
Group Notes tab.

To add a new note, go to the tab of the note type you'd like to add. Click the Add/Edit Personal Note or
the Add Group Note link to display a note text box. Place your cursor in the box, and start typing!

| Group Notes (0} 'E H Personal Notes {0} E ‘

LAdd/Edit Personal Mote

B 7 U :i=

Add note here.

£

|

Fath: p Y

Dizable rich-text
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== |f you want to add a hyperlink to your note, highlight the text you want hyperlinked, and click the
“link” icon. Put in the link URL, and click the Insert button to hyperlink the text.

) T _ s s = | e |
| Group Notes (0} '3 ” My Notes (0) Insertfedit link - Mozilla Firefox |._||E||£|
. . | http:ffamdev.nafsa.orgfcore/nafsafsites/allflibraric
Add/Edit Private Note Ij ﬁ|
Inzertfedit link
_ Link URL | |
B I u %: == h
Target | -- Mot set -- v|
I am adding a to this note.
Title [ |
Clazs |-- Mot zet -- v|
2 >
Path p Laifossrt Ld e ) [
Disable rich-text o
Update

When finished, click the Update button to save the note. A counter next to the note tabs keeps track of
how many notes you have in that section.

#

Update button when done to save your edits to the note.

To edit an existing note, click the “pencil” icon next to the note and make your changes. Click the

| Group Notes (0] '3 || My Notes (1) E |
Add/Edit Frivate MNote

Posted by , 26-Apr-2011 /

Add your first note here,

To delete an existing note, use the edit function as described above to access the note, then simply
delete the text, and click the Update button.

Click the My notes link at the top of the page to be taken to the notes management area, where you
can view and access all of your personal and group notes. Notes will appear in sequential order
according to the Adviser's Manual section in which they were placed.

;

My notes | Messages from the editor | My bookmarks | My chapter updates Search Mates: CD\
Personal notes i
Personal | Group | Messages From The Editor
Title Note Date
Chapter 1 about The Adviser's Manual Adding personal note one, 0DE-15-11
Chapter 2 F-1 Students Second personal note. 05-10-11
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Some “notes” on the use of Notes

Whether you keep separate notes or manage all your comments for that section in a single “note” is a
matter of individual preference.

A “Group” consists of all individuals with Adviser's Manual licenses who share the same organizational
ID in the NAFSA database. Usually, the organizational ID is the cost center under which NAFSA
memberships are organized. That being the case, a single institution might have more than one
organizational ID. For example, an institution might have one organizational ID for the study abroad
office, and another organizational ID for the international students and scholars office.

To find out who's in your group, click the Manage my license link on the Adviser's Manual Web site.

Unlike Personal Notes, which are viewable and editable only by the individual who created them, Group
Notes can be created, edited, and deleted by any member of the group. An office that shares Group
Notes will probably want to develop a protocol for how Group Notes should be maintained.

Remember, Group Notes stay with the group, and Personal Notes stay with an individual. If you get a
job at another institution, you'll be able to see your Personal Notes regardless of which institution
purchased your Adviser’'s Manual license for you. If your organizational ID changes, however, you'll only
be able to see the Group Notes of the new institution.

Finally, remember to avoid entering personally identifiable information about a student or scholar, or
any other information that might be protected by FERPA or other privacy rules or policies.

Keeping Up-To-Date

You can keep up to date with regulatory change by:

e Reading news items that NAFSA posts to its Web site, and the quarterly compilation of those
news items that NAFSA sends to all Adviser’'s Manual license holders each quarter.

e Subscribing to Chapter Update alerts for the Adviser’s Manual chapters that you work with
most.

e Viewing Messages from the Adviser's Manual Editors that are placed in sections of the Manual.

NAFSA Adviser's Manual 2.0 User Guide Page 16



News and the Quarterly Newsletter

When you log in to the NAFSA Adviser's Manual, the Adviser's Manual home page will display the most
recent regulatory news items that have been posted to the NAFSA Web site. Click on a news link to be

taken to the source document’s launch page.

Welcome to the NAFSA Adviser's Manual
Share | [ & | aTweet| 0 HLike 41

The NAFSA Adviser's Manual 2.0 is available now! Entirely online,
searchable, with new user features like bookrmarks, notes, and section
printing that let you make it your awn,

Open the Manual

Or continue using the prior Adviser’s Manual Snline IEI (The older version will no longer be
updated after May 1, 2011}

Read the latest imrmigration-related news and recent updates to the Adviser's Manual,
View all here,

News and Announcements

+* DOS Unveils Mew 1-1 Exchange Program Web Site
posted on June 07, 2011 11:00:02 am

+ NAFSA Cormments On USCIS Transformation Plan For Form 1-539
posted on June 07, 2011 10:19:29 am

+ SEVIS Release 6.8 Anticipated Changes Motice
posted on May 24, 2011 01:38:46 pm

+ DHS Extends Benefits For Haitians
posted on May 20, 2011 05:06:23 pm

+ SEVIS I1 Questions and Answers From SEWVP
posted on May 17, 2011 10:47:02 am

+ SEVIS 11 Form 1-17 Data Field Table
posted on May 17, 2011 10:46:45 am

+ DHS Issues Updated 2011 List of STEM-Designated Degree Programs
posted on May 17, 2011 10:45:23 am

+ NAFSA requests that DOS consider students in .S, if frozen assets made available
for hurnanitarian purposes
posted on May 10, 2011 05:08:43 pm

+ Summary Of April 7, 2011 DOL Stakeholders Meeting
posted on May 10, 2011 05:06:52 prn

+ NAFSA Requests Ternporary Protected Status for Libya
posted on May 06, 2011 09:14:15 am

Links to the most recent news items and recent Chapter updates may also be found in Chapter 1 of the

Adviser's Manual:

1A Keeping Up To Date bEaO=xa

Set as homepage
Reset to default

What's reported in the news section of the Adviser's Manual Web Site may lead to revision of

the adviser's Manual content. Content revision is a process, and often requires research,
analysis, clarification from the government, and consultation with content experts, before
making a change to the text,

Latest 10 news items posted Chapter Updates

B subscribe to this RSS feed

Cos Unyeils Mew J-1 Exchange Program | Links to chapter updates will be posted

Web Site here.
Published: Tue, 7 Jun 2011 11:00;02
-0400 * ‘iew update archive,

* To receive e-mail notices of
MAFSA Comments On USCIS updates to Adviser's Manual
Transformation Flan For Form [-533 Chapters, dlick the My chapter
Published: Tue, 7 Jun 2011 10:19:29 updates link in the top menu bar
-0400 of the Manual.

SEVIS Releasze 6.8 Anticpated Changes
Maotice

Published: Tue, 24 May 2011 13:38: 45 o [May, 2011] 2.34 Special Student
0400 Relief, Special Student Relief
extended for Haitian students.

CHS Extends Benefits For Haitians 14.22 TPS: Temporary Protected
Published: Fri, 20 May 2011 17:06:23 Status. TPS extended for Haiti,

List of recent updates
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You will also receive a Quarterly Newsletter via email, consisting of a compilation of all news items
posted during the previous quarter.

Subscribing to Chapter Updates

Content revision is a process, and often requires research, analysis, clarification from the government,
and consultation with content experts before making a change to the text. You can subscribe to
Chapter Update notifications for any Adviser's Manual chapter you wish to (or all of them) by checking
the “checkmark” icon at the top of each chapter page.

EODO XN @
W

|Sul:usu:ri|:ue ko chapter updates i

Whenever a significant content change is finished in a chapter you've selected for notification, you'll
receive an e-mail to alert you that an update has been made. You can manage all of your Chapter
Update notification selections by clicking the My Chapter updates link in the menu at the top of each

page:
I

My notes | Messages from the editor | My bookmarks | My chanﬁsr updates

R

This will display your Chapter Update list, where you can view each chapter for which you've selected to
receive update notifications. We won't bother you with minor grammatical corrections or other non-

content-based changes.

1 currently receive email notifications for updates to the following chapters:

0 Chapter Latest Activity
O | Chapter 1 About The Adviser's Manual 10 weeks 3 days
O | Chapter 2 The 1.5, Immigration System 7 weeks 6 days
Chapter 3 F-1 Students 9 weeks 16 hours
Chapter 4 J-1 Exchange Wisitors 27 weeks 3 days
[ | Chapter 5 M-1 Students 16 weeks 3 days
O | Chapter & SEVIS Syatems 6 weeks 6 days
Chapter 7 H-18 Workers 1 week <4 days
O | Chapter & NPWC Prevailing Wage Determinations | 1 week 3 days
[ | Chapter 9 O-1 and TN Warkers 7 wieeks 6 days
O | Chapter 10 Visitors 11 weeks 1 day
[ | Chapter 11 Nonimigrants 16 weeks 3 days
O | Chapter 12 PERM Labor Certs 16 weeks 3 days
[ | Chapter 13 Permansnt Residence 11 weeks 5 days
O | Chapter 14 QOther Categories 16 weeks 3 days
[ | Chapter 15 Institutional Topics 16 weeks 3 days
O | Chapter 16 Reference Appendix 16 weeks 3 days
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Messaqges from the Editor

The NAFSA Adviser’s Manual editors can insert messages at the beginning of Adviser’s Manual
chapters, sections, and subsections. These messages are meant to alert the reader to information that
will impact Adviser's Manual content, while that content is being developed.

Chapter 1 About The Adviser's Manual ] OX& @

Set as homepage

Welcome Adviser's Manusl users! This is an example of & "note from the editor.”
NAFSA will use this function to alert you sbout late-breaking changes that will
impact Adviser's Manual content, while that content is keing dewveloped.

You can view specific messages from the editor in the particular section they’ve been placed. You can
also view all messages from the editor currently in the system by clicking on the Messages from the
Editor link in the link menu at the top of each page:

|
My notes | Messages from the edit?ﬁ;ml My bookmarks | My chapter updates
L

This will display the Messages From The Editor list. Clicking on the section number will take you to the
section in which the message has been placed:

Messages From The Editor @&
Personal | Group | Messages From The Editor
Title MNote Date
Chapter 1 | Welcome Adviser's Manual users! This is an example of a "note 05—
About The | from the editor.” NAFSA will use this function to alert you about 10-
Adviser's changes that will impact Adviser's Manual content, while that 11
Manual content iz being developed,
The SEVIS RTI screens and SEVIS RTI field numbers used in this
3.7.1.1.2 section are based on the SEWIS 6.0 RTI User Manual, dated
Required February 20, 2009, SEVP has not yet updated its SEVIS RTI User
and Manuals to reflect changes to SEWIS RTI fields subsequent to 03—
optional SEVIS 6.0, For example, in the SEVIS &3 release in March, 2010, 06—
fields in SEVIS RTI items 13 and 14 (Sodial Security Mumber and Individual 11
creating a | Taxpayer ID Number) were removed, and the SEWVIS RTI items
SEVIS following them were renumbered accordingly, This section in the
record Manual will be updated with the new numbering and screenshots
once SEVE updates their SEVIS RTI User Manual,
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NAFSA Adviser's Manual Additional User Licenses

Additional User Licenses can be purchased and managed only by a Principal User License holder. All
Additional User Licenses are valid for the duration of the Principal User License. Additional User
Licenses must be assigned to someone in order to be used. Assigning and unassigning additional users
is easy. Here are some quick hints to help you with the process.

On the Adviser's Manual homepage, click Manage my License.

My Account

Manade my License

The My Account screen will appear. If you are a Principal User License holder, you can assign and
unassign your Additional User Licenses from here. If you're an Additional User License Designee, you'll
be able to see who your Principal User is, and when that license expires.

Search NAFS. : Home > NAF §A Advisers Manual >
I -
Aduan ch

NAFSA Adviser's Manual

Adelles Test Section My Account

Swx_Test
MName: Adelle Emery

MAFSA ID: 47234
Member Services Role: Mon-Member / AM Subscriber
Subscription Expiration: Jun 1 2008

About NAFSA

NAFSA Regions
Knowledge Community - .
Networks & Resources Additional User Liscences
[T p—— Tou currently have ¥ additional user licenses that you can assign to individuals in your office.
Learn how to purchase additional user licenses,

Public Policy

Press Room

Publications EmE LEiem
Events & Training Carlos Alberto Parada Unassign User
Partners & Affilistes Peter M, Kehoe Unassian User
Member Giving Robin Little Unassign User

. HAI':SAMUis:r': Manual Eric Stone Unassign User
Online *
A_Library Unassigned Assign MNew User
Adviser's Manual Online Unassigned Assign New User
News 3 Upostes Unassigned Assign Mew User

Lavwy & Government
Reference Library

b My Account

Assigning Additional Users

You can assign additional users if you have purchased Additional User Licenses. In the My Account
page, you'll see how many Additional User Licenses you've purchased, and a table with a row for each
Additional User License you own. You can freely assign and unassign as an additional user anyone who
has a NAFSA Web ID.
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Tou currently have 7 additional user licenses that you can assign to individuals in your office.
Learn how to purchase additional user licenses.

Name Action

Carlos Alberto Parada Unassign User

Peter M. Kehoe Unassign User

Robin Little Unassign User

Eric Stone Unassign User

HYnassigned Assign Mew User

Unassigned Assign Mew User

Unassigned Assign Mew User

To assign an additional user, simply click the Assign New User link, and you'll be brought to an easy-to-

use directory to search for your additional user's name. Click Assign at the name you'd like to assign,
and as soon as you do, that person will be able to access the Adviser's Manual Online using their own
NAFSA User ID and Password.

NAFSA Adviser's Manual

User Search

Use the search below to find the person you wish to assign as an additional vser. Partial names are
asccepted. (e.g. "7 instead of "lahn® will search for all names containing the word *j". )

“Last Mame: [Borger

First Manme:
Seaich
1 entries found,
Action Hamie Imstitution
fAseign Chris Barger Stabe Univarsity Offics for International

Students & Scholars

Mote: Individuals must have s NAFSA Web sccount ta be designated 25 an addibonal user, ¥ you do
not find the individual vou are looking for, click here for rmore information.

| entered a person’s name, but they don’t show up. What do | do?

Only individuals who have a NAFSA Web ID can be assigned as an additional user. You don't have to be
a NAFSA member to have a NAFSA Web ID. If anindividual has ever been a member, meeting
attendee, or publication buyer, he or she probably has one already.

If the person you'd like to add has never been a NAFSA member, attended a NAFSA conference or
workshop, registered with NAFSA's networks, or purchased a NAFSA book, then it’s easy to create one.
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[ Create A Login Now! =

Lagin E

Have that person click the Login button on the NAFSA home page, then on the page that appears, click
the Create A Login Now button. It's a very easy process. Once their ID is established, you'll be able to
assign them as an additional user, and as soon as you do, that person will be able to access the Adviser’s
Manual Online using their own NAFSA User ID and Password.

Buying an Additional User License

You can add Additional User Licenses to your account by calling NAFSA Publications at 1.866.538.1927
(Toll Free) or 240.646.7036. You can also order by mail or fax using the order form downloadable at
www.nafsa.org/manual.

Additional User Licenses are valid until the expiration of the Principal User License, regardless of when
the Additional User License is purchased. If you're adding an Additional User License at a time other
than when you are purchasing or renewing your Principal User License, you will be charged a pro-rated
rate for the Additional User Licenses you purchase, based on the number of months still remaining on
the validity of your Principal User License.

Customer Assistance and Providing Feedback

Use the Adviser's Manual Feedback form to get customer assistance and to provide feedback
concerning the Manual. To access the feedback form, click the Contact Us link in the right-side menu on
the NAFSA Adviser's Manual home page:

My Account
Manage my License
Ordering Information

Orders by Phone
866.5358.1927 (Toll Free) or
240,646, 7036

Orders by Mail or Fax
Crder Form {105kb -"E)

Guestions & Comments

Marrated &-Minute Tutorial
(requires speakers)

About the Adviser's Manual

Contact Us

NAFSA Adviser's Manual 2.0 User Guide Page 22



Provide your name, e-mail address and a description of your issue. We cannot respond to requests for
immigration advice or information, but we can respond to your input regarding the need for corrections
to Adviser's Manual text, broken hyperlinks, and suggestions for improving the Adviser’'s Manual.

You will also use this form to request a transfer of a Principle User License. When requesting a transfer
of a Principle User License, make sure to include the name, title, and email of the new license holder.

Adviser's Manual

To transfer your Principle User License, provide the name and email of the new license holder. You may also use this form to
ask a question, provide feedback, or ask for technical assistance.

*Al fields required unless otherwise noted.
Adviser's Manual Feedback Form

Name:
E-mail:

Description:

Appendix

Guide to Adviser’s Manual Feature Icons

Ll

0
i
il

Bookmark any section or subsection to quickly access the parts of the manual you use
most. See page 10.

Create your own personal notes, which can only be viewed and edited by you.

Create, view, or edit group notes, which are shared by all Adviser's Manual license holders
in your office. See page 13.

Print formatted sections of the Manual, to use at your desk, in a meeting, or advising a
student or scholar. See page 11.

E-mail links to sections of the manual to another manual subscriber. See page 11.

Set any chapter, division, or section of the manual as your own personal home page, so the
Manual always opens at that page. See page 5.

Choose to receive Chapter update notices by e-mail when content changes are made to
specific chapters. See page 18.
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