International
CPT/Employment Authorization E-Form Instructions for Employers Student Services (ISS)

As the employer, you will receive an email to complete the employer section of the
CPT/Employment Authorization form. This is where you will verify that the student has been offered
employment by your company/organization. Once you submit the employment verification, the
information will be routed to the International Student Services Office for processing.

1. Email is routed to employer. See sample of the email below. You will need to click on the
CPT Request Form link provided in the email.
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The Intemnational Student Services Office (ISS0) requests that you review [ comment on the following request submitted to our office. If you have any questions please contact I3S0
and ask to speak to an adwisor. Thank you for wour Hime and attention to this matter,

Please follow the link below to respond tothis request:

CPT Recuest Form 1 (Employment)

Client Name:

Client ID Numw
Tour Login ID:

Tour Password: -

International Student Services Office
Tel: 561-237-7522
Email: 1ss@lynn edu

Web: https Hmy lynn edwICS/A cademicsInternational Student Services jnz

CONFIDENTIALITY NOTICE: This email message, including all attachments, is for the sole use of the intended recipients and may contain confidential and privileged information

2. The login information will be automatically generated. Click on the Login button (see
illustration below.

ontrollers/eform-review/EFormReviewEngine.cfm?index=54550F0%2DA79%216228logout=yes

“o WY _ Lynn ISSO

(£} Secure Online Session Login to Review / Comment on an E-Form Request

Please comment / review on the request you received via an email from our
system. Use the credentials given to you in the email message to log into this
system. This request was generated when an international student or scholar
made an online request of the international office that needs a secondary

Review / Comment on an
E-Form Request

This request has been

verification.
generated through the
International Office Module for i
Client ID Number
the International Office. *H¥1656

(Student - Employee University ID)
view other requests.

Your Password * ‘ol'ltncrt ‘

Logout of Lynn ISSO
Services --- You CANNOT access the system with your university network ID and

password. The login ID and password to use was included in the email that you
received. You must use the information from that email to log into the system. —-

* required fields




CPT/Employment Authorization E-Form Instructions for Employers

3. To view the information the student has submitted regarding the CPT/Employment
opportunity, click on the “CPT Request Form” link on the top of the form (see illustration
below).

wEngine.cfm?serviceid =LoginProvider&iindex=54550F0-A7!622 &.eformgroup=0

Lynn ISSO

() Secure Online Session CPT Request Form 1 (Employment)

The following links provide you with information submitted as part of the e-form
request tied to the following client record:

i/l CPT Request Form 1 (Employment’

Review / Comment on an
E-Form Request

[1= Incomplete (B = Submit Ancther (@) = Follow-Up Required

This reauest has I:.th" (O = optional [ = ot et Available [3] = Awaiting Answer
generated through the
International Office Module for A = complete [ = Pending Review  [®] = Denied

the International Office.
[#] = Draft

Logaut in order to re-lagin to

wiew other recuests.

4. Complete the CPT Request Form and click on Submit when finished.
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. Lynn ISSO

() Secure Online Session CPT Request Form 1 (Employment)

The following links provide you with information submitted as part of the e-form
request tied to the following client record:

[ CPT Request Form 1 (Employment)

Review / Comment on an
E-Form Request

[ = tncomplete @
;:;;:::;:LT::E O = optional O = not vet Available [3] = Awaiting Answer

International Office Module for [# = complete  [dl = Pending Review  [¥] = Denied
the Intermational Office,
[# = Draft

Submit Another (@ = Follow-Up Required

Logout in erder to re-lagin to
wiew other requests.
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COMMENTS / REVIEW FOR CPT REQUEST FORM 1 (EMPLOYMENT)

POV TNFORITATION FOR WORK AUTHORTZATION REQUEST AND
P LOYHENT I ORMATION FOR MoK AUTHOR LA
A e —
Employer tax dentification numbers = [ ]
Address of employment (site where student will be working) - no PG Box:

e ad Sree ame: = ——
- —
postl code: = ——
The purpose of this section is to provide a record of the affiliation agreement
between Lynn University and the Host with respect to an educational/work
experience for one of Lynn University's students and the agreement of parties to
abide by the Lynn University Career Preparation and Internships Program,

including the Standard Affiliation Terms, without modification or exception except
as specified below.

Suite or Unit Numb

Modifications or Exceptions (if none, please leave blank):

Student/employee name: *
i Begin
i End Date: ‘Month ey

Will any part of this Internship Experience be outside of the ®ves O no
us? *

Number and street name: *
City: =

State/province:

Country: *

Postal code: *

Please indicate the appropriate category:
© paid

O unpaid

® Unpaid Volunteer (for duly registered 501(c)3 organizations only

Print Name
Representative):
T Enleyerest Reprasenatve) < [ ]

Have you read the Lynn University Standard Affiliation Term? = ® vES O NO

[ I understand that this student is pursuing an educational
work experience and 1ithe company will provide the student
opportunity to meet learning objectives that wil benefit their
academic goals. By checking the box in this section, I am
confirming that the information provided here is accurate at
the time this form is submitted and understand that any
changes will require the student to request updated
authorization in order to continue with this employment. 1
have read the Lynn University Standard Affiliation Terms as
specified above. =

Last Updated 04/26/2017 11:58 AM

* required fields




