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ONLINE DS-7002 INSTRUCTIONS  
FOR PARTICIPANTS

The Department of State recently released updates to SEVIS, the tracking system for J-1 Exchange 
Visitors. In conjunction with this release, CIEE has transitioned the DS-7002 to an online format.   
 
As part of your J-1 Intern/Trainee application, follow the steps below to complete the DS-7002. 

Steps to Completing the DS-7002

1.	 Receive an email from CIEE asking you to invite the primary supervisor at your Host 
Organization to complete the DS-7002 Training/Internship Placement Plan. Click on the 
‘Training Plan Link’ to get started. 
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2. Log in to the CIEE Exchange Programs portal using the log in information provided in the 
invitation email.

3. The first screen will show you your program overview. Click on the grey box, either 
Internship or Professional Career Training, at the top to view the details. 



ciee.org

INTERNSHIP USA/PROFESSIONAL CAREER TRAINING USA

 1-888-369-1620        trainees@ciee.org Updated 06-19-2015 3 of 7

ONLINE DS-7002 INSTRUCTIONS 
FOR PARTICIPANTS

4. The left sidebar will list the next steps.  

5. On the right, you can expand the following sections to view additional information by 
clicking ‘VIEW.’ There are some required fields of information for you to complete in the 
participant information and program details sections. 

Participant information
Program details
Dates
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6.	 Next, click ‘INVITE’ under main program supervisor to invite the supervisor at your Host 
Organization who will be responsible for completing the DS-7002. Complete the three 
required fields and click ‘SEND INVITATION.’ This will send an email to the supervisor 
inviting them to log in and complete the Training Plan. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7.	 Receive a message indicating an invitation has been successfully sent to the supervisor. 
 
 
 
 
 
 
 
 

8.	 If necessary, the main program supervisor contact information can be edited or changed. 
There is also the option to resend the invitation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ciee.org

INTERNSHIP USA/PROFESSIONAL CAREER TRAINING USA

 1-888-369-1620        trainees@ciee.org Updated 06-19-2015 5 of 7

ONLINE DS-7002 INSTRUCTIONS 
FOR PARTICIPANTS

9. After inviting the supervisor, the left sidebar will show the steps the supervisor must 
complete before you are able to sign the Training Plan.

10. Once the supervisor has completed the DS-7002, you will receive an email notification that 
the DS-7002 is ready for you to view and sign. Click ‘VIEW’ in the placement plan section to 
review the Training Plan. The Training Plan should provide a detailed understanding of your 
goals and role during the training. 
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11. While you will not be able to make edits to the Training Plan, your supervisor will. If edits 
need to be made after reviewing the Training Plan, click ‘SEND BACK’ on the left sidebar, 
which will open the Training Plan for your supervisor to edit. Please be sure to reach out to 
your Host Organization to discuss the changes you would like to make.   

12. When you are satisfied with the content of the Training Plan, sign the document by clicking 
‘SIGN’ in the left sidebar. This will display a pop-up window. Read the terms of agreement 
and check “I agree with the above.” Enter your full name, the date, and click ‘SIGN.’
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13.	 Receive the following message: 
 
 
 
 
 
 
 
 
 
 
 
Congratulations! There is nothing further needed from you regarding the Training Plan at 
this time. If your Host Organization needs to make edits to your training during the review 
and vetting of your application, you will receive email notification that you need to re-sign 
your Training Plan.  

14.	 The left sidebar will indicate that the Training Plan has been signed and that the next step is 
for the Agent to review and submit the Training Plan to CIEE for processing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15.	 Congratulations! You have completed the online DS-7002. For updates on the status of your 
application please contact your agent. 
 


