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How to upload OPT documents
on your To Do List



Attend the virtual OPT workshop
(Online through WebEXx).

After the workshop, a Checklist will
be assigned to upload the required
documents as PDF files.

You can upload by using your
computer, tablet iPad, or
Smartphone.

Follow the steps indicated below.
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If you are reading this tutorial...

1. You have already successfully read the information in the below link
https://www.hccs.edu/support-services/international-students/optional-practical-training/

2. You have attended the virtual OPT workshop.
3. You have prepared the OPT Application Checklist documents.
4. You have successfully logged on the Student Homepage.



https://www.hccs.edu/support-services/international-students/optional-practical-training/
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Open your browser and go to
www.hccs.edu
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Click on
MyEagle Student Sign-in
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Type in your
User ID with "W" in front
and Password

i https://hcesaweb hees.edw:8080/psp/csprd/Tcmd=login&llanguageCd=ENG& C ~ Geogle P * E 4+ @

Student System Sign In

User D

Password

Click on
Sign In
First Time or Forgot My User ID | Help | Reset My Passwaord

Institutional Profile | Pri i i umer [FTGTE0on




HCC

Click on
Checklists
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¥ Student Homepage
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Go to Checklists, complete required items.

Academic Progress

The Academic Requirements report is not available

Financial Account
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F1 Student Checklist ‘ w | &
< Tasks HCC Checklists
ﬂ F1 Student Checklist 2
To Do List
HCC Policy Checklist 3 2 rows
Tl
E On-Boarding Checklist 1
Task Status
Click on ® =ik 2
Optional Practical Optional Practical Training Initiated b
Training
I-20 In Process Initiated b
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Click on
UPLOAD button

= O
. Task Details X +

&« - C @& hccsaweb.hces.edu:8080/psc/csprd_44/EMPLOYEE/SA/c/SCC_TASKS_FL.SCC_TASK_MD_TGT_FL.GBL?Action=U&MD=Y&GMenu=SCC_TAS... ¥¢ Q | "&g-

it Apps  Bf QR Code Generator

Task Details

Optional Practical Training
Status Initiated

You are on Step 4 of the OPT Application process https://www.hccs.edu/support-
services/international-students/optional-practical-training/

Prepare all documents described in Step 3 and upload the documents in order of the Post-
Completion OPT Application Checklist starting with the Checklist Form. You can add additional

X
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Click on
ADD button and follow
the next steps to upload:

@ Checklist Document Upload X +

& C @ hccsaweb.hces.edu:8080/psp/csprd_44/EMPLOYEE/SA/c/HCC_CUSTOM_MENU_FL.HCC_CHECKLIST_VACC.GBL?Page=HSR_CHECK_ATTAC.. % Q or

i Apps  B¥ QR Code Generator

< Tasks Checklist Document Upload

New Window | Help | Personalize Pagd

Attach Record

Empl ID 212172151
Item: Optional Practical Training

Eind | View All First K 10f1 [} ] Last

Add
Attached File

Save
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@ Checklist Document Upload X +

< - C @ hccsaweb.hccs.edu:8080/psp/csprd_44/EMPLOYEE/SA/c/HCC_CUSTOM_MENU_FL.HCC_CHECKLIST VACC.GBL?Page=HSR_CHECK ATTAC.. Y Q '?;‘g

25 Apps B QR Code Generator

Message

Document must be in .PDF format (21000,123)

File name should not contain any invalid characters such as (*:"<>7?).
Length of file name should be less than 30 characters.

If you experience issues please shorten the length of your file name.

By submission | certify that the information | have provided is complete and correct and | understand that

Remem ber’ on Iy u pload submission of false information is grounds for rejection of my application, withdrawal of any offer of

acceptance, cancellation of enroliment and /or appropriate disciplinary action .

PDF files.
Read the instructions and
click on
OK button
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@ Checklist Document Upload x +
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i Apps i QR Code Generator

@ hccsaweb.hces.edu:8080/psp/csprd_44/EMPLOYEE/SA/c/HCC_CUSTOM_MENU_FL.HCC CHECKLIST VACC.GBL?Page=HSR_CHECK ATTAC... 1 Cllck on Choose File

button

2 Choose your PDF File

2 Click on OPEN

File Attachment
= 7 4 & > ThisPC > Downloads v O Search Downloads fad
| Choose File ‘ No file chosen
Organize ~ New folder E- /@
Name Date modified Type Size
Upload | Cancel | >t Quick access
© New folder 4/21/2020 11:00 AM File folder
o Creative Cloud Files Another_OPT_PDJ 4/24/2020 3:14 PM Adobe Acrobat Docu.. 162 KI
B Houston Community @ How to uploag/OPT documents in your To Do L.. 4/24/2020 5:46 PM Microsoft Word Doc... 425
U 4/24/2020 3:14 PM Adobe Acrobat Docu... 162 KB
@ OneDrive - Houston (
S This PC
‘ Network
File name: [My_OPT_PDF v | Al Files v
| Open | Cancel ‘

12



G
11

Check the name
Is this the file you wish to
upload?

Click on
Upload button
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@ Checklist Document Upload X +

< > C @ hccsaweb.hces.edu:8080/psp/csprd_44/EMPLOYEE/SA/c/HCC_CUSTOM_MENU_FL.HCC_CHECKLIST_VACC.GBL?Page=HSR_CHECK_ATTAC.. % Q "("?;

2 Apps - QR Code Generator

File Attachment
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@ Checklist Document Upload X +

< c @ hccsaweb.hees.edu:8080/psp/csprd_44/EMPLOYEE/SA/c/HCC_CUSTOM_MENU_FL.HCC_CHECKLIST_VACC.GBL?Page=HSR_CHECK_A... Ep Q ','{f;

= Apps ? QR Code Generator

< Tasks Checklist Document Upload
1 CI'Ck on View button to New Window | Help | Personalize Pagg|
check that your document \

was right uploaded. mplID 212172151

Item: OptiormalPractical Training

First n 10f1 u Last

Find | View All

View Delete I

Attached File 1001SOPT_212172151_My_OPT_PDF.pdf

2 Click on

\\* ave
Save button . save |
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If you would like to add
files separately, you may

click ¥+ sign to add
another PDF file.

< c

i Apps P QR Code Generator

< Tasks

Attach Record

Item: Optional Practical Training

@ Checklist Document Upload X +

@ hcesaweb.hces.edu:8080/psp/csprd_44/EMPLOYEE/SA/c/HCC_CUSTOM_MENU_FL.HCC_CHECKLIST VACC.GBL?Page=HSR CHECK A.. Eg Y Q 15Y4

Checklist Document Upload

Find j~vieucAll

First n 10f1 u Last

View Delete I

Attached File 100ISOPT_212172151_My_OPT_PDF pdf

Save

- O X

HCC

New Window | Help | Personalize Page|
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. @ Checklist Document Upload X + B o X
You can view the number _
| & C @ hccsaweb.hces.edu:8080/psp/csprd_44/EMPLOYEE/SA/c/HCC_CUSTOM_MENU_FL.HCC_CHECKLIST_VACC.GBL?Page=HSR_CHECK_ A... BB % Q ?’{;

of additional PDF
documents.

i Apps ? QR Code Generator

< Tasks Checklist Document Upload

New Window | Help | Personalize Page|

Attach Record

Empl ID 212172151
Item: Optional Practical Training

Repeat steps on Trm B el 5
pages 10 to 14

Add

Attached File

Save |
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When you finish
uploading your files, click
in Tasks to return to the
main menu.

Once you leave this
screen, the OPT checklist
item will disappear and
you won’t be able to add
more items.

@ Checklist Document Upload X +

it Apps s’ QR Code Generator

Attach Record

EmplID 212172151

Item: Optional Practical Training

Find | View All First a 20f2 u Last

View Delete |

Attached File 100ISOPT_212172151_Another_OPT_PDF.pdf

Save

< c @ hccsaweb.hces.edu:8080/psp/csprd_44/EMPLOYEE/SA/c/HCC_CUSTOM_MENU_FL.HCC_CHECKLIST_VACC.GBL?Page=HSR_CHECK_A.. Egj ¢ Q ey

New Window | Help | Personalize Page|

Remember, click on the
save button each time you
uploaded a new PDF file.

— O X
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Click on
Other To Do List

The item “I-20 in Process” will
disappear when your DSO
sends you the 1-20 with OPT
authorization.
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B Todo&#039;s list

< &

it Apps ? QR Code Generator

< Student Homepage

HCC Policy Checklist

On-Boarding Checklist

Other To Do List
® Holds

X

+

@ hccsaweb.hccs.edu:8080/psc/csprd_44/EMPLOYEE/SA/c/SCC_TASKS_FL.SCC_TASK_MD_TGT_FL.GBL?Action=U&MD=Y&GMenu=SCC_TAS... ¥ Q 'E};’;

To Do List

N

Task

I-20 In Process

- O X

Tasks /ﬁ\ :

2 rows

Status

07/24/2020
Initiated >

Previous In List

dots.

To Sign out Click on the three

ext In List

Sign Out

StatL_
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Next steps

* Contact your assigned DSO by email to inform
that you have uploaded the OPT documents.
Allow us minimum 5 business days to review and
process your OPT [-20.

* Find your assigned DSO in the below link

https://www.hccs.edu/support-
services/international-students/international-
advisors-/



https://www.hccs.edu/support-services/international-students/international-advisors-/
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3200 Main St, Houston, TX
P:713.718.8521 |F: 713.718.2112
https://www.hccs.edu/international
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