3)\"e) (CIIG]ST\E

Client Adds Additional Company Administrator

Introduction
This guide reviews how to add additional company administrators to an existing USCIS Company
Organizational Account.

Add Additional Company Administrator to an Existing myUSCIS Company

Organizational Account
Step 1: Current Company

Administrator signs into their 453, U5, Citizenship
myUSCIS Company Organizational Qoh Services B0
Account
Sign In
e Signinto your account at EmailAddress -
https://myaccount.uscis.gov/
password
If you cannot recover your
existing account, you can go to ForgoePassward? Stow password
https://my.uscis.gov/account/vl/n

eedhelp

Don't have a USCIS online account?

Create an account

Didn't receive confirmation instructions?

Legal

Department of Homeland Security Consent (4
DHS Privacy Notice (&'

FBI Privacy Notice (&'

Paﬁerwork Reduction Act Burden Disclosure Notice (7!

Step 2: Current Company
Administrator invites new Company
Administrator to Company Group

My Company

Test Company

e Select Manage Company =
Group I © H-1B Registration is closed — x

The H-18 are no longer processing H-18 registrations. If you



https://myaccount.uscis.gov/
https://my.uscis.gov/account/v1/needhelp
https://my.uscis.gov/account/v1/needhelp
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e Addthe new Company
Administrator’s first and last
name, email address, and
select the Administrator
option

e Select the Send Request
button

S i omcin et of e g Sates et

\ US. Citizenship
B and imimigration
* Services My Account Resources v
MyCompany  FileaForm  MyRepresentatives

vite User to your Company Group

Invite User to your Company
Group

ur compony group, the

When you send an

7 cal few and sccept

person you Invited

First name * Last name *

Michelle Ohlhausen

Business email address *

ated with a lega

rovide an email address that is not slready ass

e sccount

michelle.ohlhausen@envoyglobal.com|

Example: user

Assign a role

tion f
wation for

You must

each role and select which role

Company group roles
Administrator

Administrators can:
* Create, edit, delet submit, and pay for:

H-18 reg)

s for

1 1129 H-18 petitions;

o Form I-907 requests; and

ted evidence or respond to RFEs and notices;

o a company group
* Create, ed wp profile information;
* Invite, rem sles of the p n their

company group;

Member

Members ca

rneys or accredited representatives collaborats

e o

their company group.

Members cannot

bmit, or poy for

« Creste or edit company group profile information;
people from their company

* Add, remove, or change the role:

nd to RFEs and notices;

s to collaborat

. sccredited

Which role would you like to select for the user? *

@ Administrator

Member

Sign Out
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Step 3: New Company
Administrator accepts invitation to
join Company Group

The new Company
Administrator will receive an
email from USCIS that they
have been invited to join the
Company group

Select the Sign in or create an
account button

The new Company
Administrator will signin to
their myUSCIS account or
create a new account on the
myUSCIS website and then
signin

N9 US. Citizenship
. )., and Immigration

N Services

You have been invited to join Test Com-
pany's online USCIS company group

You have been invited to join Test Company's online company group. The invi-
tation will expire 7 days after it was sent.

To review the invitation, you must sign into or create your account. If you cre-
ate a new account, make sure you enter the same email address that was used

for this invitation.

Sign in or create an account

If you require additional assistance creating your account, please contact us.

Here's how you know v

USS. Citizenship

and Immigration
Services

Sign In
Email Address *
Password *

Forgot Password?

Don't have a USCIS online account?

Show Password

Create an account

Didn't receive confirmation instructions?

Legal

Department of Homeland Security Consent ('
DHS Privacy Notice ('

FBI Privacy Notice ('

Paﬁerwark Reduction Act Burden Disclosure Notice (7!
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e Input the Vertification Code, =y
once received by USCIS 6F3 U, Citizenship

and Immigration £ Sign Out
Services

e Select the Submit button

Verification Code

A verification code has been sent to michelle.ohlhausen@envoyglobal.com.
Please enter the code that you received. If you do not receive the code in 10
minutes, please request a new verification code.

Secure Verification Code *

14884837

Remember this browser @)

Try another verification method

e Select the My Invitations and
Requests Page link

uUs. zenship
and Immigration "
Services MyAccount ¥  Resources ¥ Sign Out

@ Making America Safe Again -~

America welcomes those who respect our laws. Follow the law and you will find
DH
information, visit https://www.dhs.gov/making

ortunity. Break it and you will find consequ

s illegal ali

If-deport and stay out. For mo!

america-safe-a

@ Help USCIS by Reporting Fraud A
Protecting the integrity of the imn
we prote:

ration process is a priority for USCIS. One way

the immigration system is by making it easy for you to report

Immigration fraud an

abuse through our online

@ Reporting a technical issue with your online account -~ N
i

you are experiencing technical difficy th your online account, send us a

message using the inmy

online account” f

o mation.

Welcome to Your Company Account

USCIS has upgraded your registrant account. This upgrade allow

s you to join an existing group or
createa > with people from your company to collaborate on H-18 registrations and forms. You can

group.

only join
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e Seclect the View Invitation link

of the Urited States governmant

U.S. Citizenship
and Immigration X
Services My Account ¥  Resources v Sign Out

<Return to the Welcome page
My Invitations and Requests

The table lists the Invitations you received from administrators of existing company groups or invitations you received from legal representatives who
rted 3 compal

group since you can join on

refully review the inforn

group on your behalf,

ion in each invitation you receive. You can accept one invitation to join 3 company

oni

oup atatime

Any requ

you sent to join a company group will be listed in the table for your reference. Your requests must be reviewed and approved by an
administrator before you can join the group

All invitations and requests expire 7 days after they were sent. If they expire before being accepted, an administrator or legal representative must send you

anew invitation or you must submit a new

st to join a company group.

Z Refresh Table

Organization Tax ID number Status Type Action

- Invitation expir
Test Company 123344556 Received
04/10/2025

Return to top
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Review the Company Profile
information

Select the I have reviewed all
of the information in the
Company Profile and would
like to proceed checkbox

Review the Administrator
Profile information

Select the I have reviewed and
confirm that all the
information in the
Administrator Profile is
accurate checkbox

Select the Accept Invitation
button

U.S. Citizenship
and Immigration

v~ Services

MyAccount v Resources v

must complete all fields with an asterisk (*) to submit this form

Review Invitation

Company Profile

Company information

ompany Name

c
T
Dok s As (0BA)
T

Tax identification number

Employer Identification Number (EIN)
123344556

Company mailing address

City or town state 2P Code
c linols 60606

Your acknowledgement of the Administrator
Profile *

Sign Out
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The page will reload and
confirm that the new Company

Administrator is now a @ Welcome to your USCIS administrator account!
Com pany Administrator We have created the administrator account experience to
accommodate growing business needs. You have the ability
to:
e Create, review, edit, sign, and pay for H-18 registrations,
Select the Get Started button Form 1-129 H-18B petitions, and Form 1-907 requests;

Review and sign Forms G-28;

Invite others from your organization to your company
group to work together on filing registrations and forms;
and

Add your attorney or accredited representative to work

collaboratively on filing registrations and forms.




