
 

 
 

 

Create/Enhance Company USCIS Organizational Account 
Introduction  
This guide reviews how to create a new, or enhance an existing, USCIS Company Organizational 
Account in order to register Employees for this year’s H-1B Cap Lottery.  
 
Create a myUSCIS Company Organizational Account 
Step 1: Sign-up in the myUSCIS 
system  

To create a new account, follow the 
steps below.  

To enhance an existing account, see 
instructions on Page 3:  

 Go to the https://my.uscis.gov/ 
 Click Sign up and follow the 

prompts to confirm the email 
address for the account, review 
and agree to Terms and 
Conditions and set up dual 
factor authentication 
 

 

The USCIS will generate a 
Backup Code.    

Save this code. 

 

https://my.uscis.gov/


 

 
 

 

 Confirm the Account Type: 

Select “I am part of an 
Organization or company, a 
sole proprietor, or an agent” 

 Click Submit 
 Proceed to Step 2. 

 



 

 
 

 

To enhance an existing account 

 Sign into your account at 
https://myaccount.uscis.gov/  

If you cannot recover your 
existing account, you can go to 
https://my.uscis.gov/account/v1/n
eedhelp  

Alternatively, you can create a 
new account using a different 
email address. 

 Click myUSCIS 

 
Step 2: Select Create a Company 
Group* 
 
*Reminder: One Company Group can 
support multiple entities with various 
FEINs.  You do NOT need to create 
a separate Company Group for each 
individual entity/FEIN. 

 

https://myaccount.uscis.gov/
https://my.uscis.gov/account/v1/needhelp
https://my.uscis.gov/account/v1/needhelp


 

 
 

 

Step 3: Review the definitions of the 
Company Group Roles and then click 
Continue. 

 



 

 
 

 

Step 4: Enter the information for the 
Company, including:  
 

 Legal Company Name 
 DBA Name (if applicable) 
 Tax ID Number  
 Company Address 

 
Click Continue. 

 



 

 
 

 

Step 5: Create the Company 
Administrator Profile.  Enter the 
following for the Administrator* of 
the account:  

 First and Last Name 
 Email  
 Phone Number 
 Notification Preference  

 
*Reminder: The Administrator role 
must be someone authorized to 
sign documents on behalf of the 
company.  

 

 
 

Step 6: Click Create Company 
Group 
 
 

 



 

 
 

 

Step 7: Review the prompt (see 
image to the right).  
 
This is USCIS’s final reminder that 
you cannot merge company accounts 
and you cannot be an Administrator 
in more than one account.  
 
Click Yes, create company group. 

 
Step 8: Add additional 
Administrators* and Members 

 Go to My Company tab 
 Click Manage company group  
 Enter information for the 

Administrator/Member 
 Click Send Request and invite 

will be emailed 
 The invitee must click the 

emailed link within 7 calendar 
days – they should: 

o Select Review Pending 
Invitations  

o Accept Invite 
 
*Reminder: USCIS recommends 
having at least two (2) 
Administrators per company 
account. 

 



 

 
 

 

Step 9: Invite your Legal 
Representative 

 Go to the My Representatives 
tab 

 Click Invite a Representative 
 Enter Legal Representative 

information: 
o Name 
o Authentication Email 

Address* 
o Click Submit 

 
 The Legal Representative will 

have seven days to accept the 
invite 

 
*Do not invite your Legal 
Representative until you have 
confirmed the correct email address 
as they may not be using their 
standard “firstname.lastname@ 
immigrationlaw.com” account. 

 


