Capturing, verifying, and
managing I-9 information
electronically
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HireRight prepared these materials for informational
purposes only. These materials are not intended to be
comprehensive, and are not a substitute for, and should not
be construed as, legal advice. HireRight does not warrant
any statements in these materials. Employers should direct
to their own experienced legal counsel questions involving
their organization’s compliance with or interpretation or
application of laws or regulations and any additional legal
requirements that may apply.

Legal Notice
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During this Session

= Submit questions through chat
= We will address general questions

= Campus Specific questions may be directed to:

» CU Denver|CU Anschutz email address for follow-up questions
Is: HR.I-9@ucdenver.edu

» Boulder email address for follow-up the questions is:
|-9forms@colorado.edu
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Agenda

= Overview of the solution benefits

= Electronic I-9 Form completion
» Section 1 g
» Section 2
» Section 3 @

= E-verify check process and results

" Resources to help complete tasks

-\
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Benefits of HireRight’s I-9 Solution

= Simplifies 1-9 Form Completion
= Secure Storage
= Program Management Tools

= Direct connectivity to E-verify
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= Three Steps to Getting the Form Completed:

1. The Employee completes Section 1 using the onboarding tasks
assigned via email from Taleo.

2. The Employer completes Section 2 by accessing the 1-9 via emaill
notification when the employee starts.

a) Be sure to scan and save documents as a PDF for upload after

3. Completion of Section 2 automatically submits the information
through E-verify and a result is returned.

= 98% are returned “Authorized to Work”  *

. . >N
= 2% require additional steps P 3
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Overview of E-Verify Process

* How Does E-Verify Work?
1. Form I-9 information is sent to through the E-verify check system
2. Results are returned — (98% come back “Employment Authorized”)

3. Customer must take action on Tentative Non-Confirmations

Verification = Emp| I-3 Information

Read instructions carefully hefore completing this form. The instructions must be available during
completion of this form.

ANTI-DISCRIMINATION NOTICE: It is il
authorized individuals. Employers CANNOT
oye efusal to hir

AT
&&» Homelan
accept from an vee. Th e documents fay 1I"5_| D e a_
have a future expiration date may also cons on. ) | i '
i ) Securit
B Firy Middl Inita Maiden Nams -'
N : P

Sl
E v -f
Veri s oooial Security
y g\ Social Security
%, il &
U.S. Citizenship
and Immigration
Services
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Initiating the I-9 Form Process

There are two potential workflows that may be used to support the
1-9 form completion by the Employee

)} HireRight.



Initiate the 1-9 Process

HireRight Supports:

1. Invite Employee

E-verify Check

Upload I-9 Form for Mew Emploves

2. Upload Paper
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Access I-9 and E-verify Tools

= Select I-9 Formes.

= Click Manage 1-9 Forms to access dashboard.
)| HireRight.

Screening Manager

- : —— Background & Drug Requests ¥ Refresh
E.g, Joe, Jo%, ab-1234567q Q g e
-+ Search Tips ~ o
Current User - Last 7 days - Last Update: 11/3/10 11:10 AM

Not Submitted In Progress Completed Cancelled

" First Name Last Name SSN/MNationa Request # Status Date

[-8 Forms
-+ lanage |-9 FUF%S @
-+ Delete -8 Fan
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Initiate 1-9 / E-verify

= Simple menu to initiate 1-9 & E-verify tasks.

HireRight Training, | Sign Out

)| HireRight.

Screening Manager Manage |-9 Forms X
E.g, Jog, Jo%, ab-12345674 Q | . | Additional Columns ~ ¥ Refrash
Invite Employee Refrechad 40 seconds ago
- I8 Forms E-Varify Chack drify Tentative Pending Info Rewvi.. Panding Photo Mat.. Final Non-Confir.. =
Lt Upload I-9 Form for New Employes brify Status Date Next Action Location Number Hiring Manager
I-8 Farms Settings o
Upload I-9 Form for Existing Employee
Delete -9 Forms
) Kiosk
> Employment Screening

Management Reports
» Account Setup
» Forms & Documents

» Help & Training

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited . . .
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Email Invite to Employee

1. 1-9 Forms for options.
2. Manage I-9 Forms to access menu.

3. Invite Employee for email prompt.

HireRight Training, | Sign Out

)| HireRight.

Screening Manager Manage 5 L

Invite Employee Refreshed 40 seconds ago
LT L E-Werify Check erify Tentative Pending Info Rewi.. Panding Photo Mat.. Final Non-Confir.. -
Manage |-9 Forms Upload I-2 Form for New Employes Warify Status Date Next Action Location Number Hiring Manager

-9 Forms Settings

Delete 19 Forms Upload I-9 Form for Existing Employee

Kiosk

> Employment Screening

Management Reports
» Account Setup
» Forms & Documents

» Help & Training
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Email Invite to Employee — cont’d.

4. Enter Employee’s First and
Last Name, email address.

I8 Employment Eligibility Form

*start date is not required but | .eee o

recommended R
5. Click SUBMIT to send P

E-mail: *

e m ai | . Employes Start Date: Use Today's Date

Message Template: * Default Invitation Letter v | Prewviews JEdit

L Send me & copy

Enketing a Start Date is optional, The Start Dakte conkrols
when HireRight sends automated reminders (such as the
reminder to emplovee to bring supporting documents, and
reminder to complete 1-9 Form on Day 3,

TTOT TS 1= 1

Hotification Options

Initisted by HireRight HireRight Tr:

Acld uzers who will receive copy of notification letters

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited HireRight o .
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Email Invite to Employee — cont’d.

= Here’s the confirmation message.

= Click Close to return to the Manage 1-9 Forms dashboard.

I-9 Employment Eligibility Form
Message Sent
An email has been =ent to the emploves.

You will ke notified by email once the emplovee haz completed Section 1 of the -9 form. At any time, vou can
check the status of the -9 form under the Manage -9 Forms menu item.

Close &

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited o .
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Section 1: Employee

Employee or Preparer/Translator completes Section 1.
Must be completed no later than the third day of employment.

)} HireRight.



Directions

L]

EMPLOYMENT

ELIGIBILITY

VERIFICATION
Directions

Employee Information and
Attestation Workshest

Section 1 Review and E-Sign
by Preparer and/or Translator
4

Section 1 Review and E-Sign
by Employee

S S TS A

Fomm |-2 Instructions

List of Acceptable Documents

Whao is Issued This Document?

Sample Document Images

Informaticn on Receipis

Employment Eligibility Verification — Directions
All new employees are required by federal law to complete Section 1 of an 1-9 Employment
Eligibility Form by the first day of work for pay.

Please complete this form as soon a3 possible. Enter all information on the form. The official Form -39,
Employment Eligibility Verification Instructions are located on the left or by clicking here. The List of
Arceptable Documents is also located on the left or by clicking hers.

Save Form and Exit

Az you are completing the -9 employment eligibility form, you will have the oplion of 2aving your work and
exiting at any time by clicking the "Save Form & Exit" link located at the top of every page. You will be able
to return to the 1-9 employment eligibility verification form later to complete and submit the form.

Signing the 1-89 Employment Eligibility Form
When you are finizhed completing the form, please click the "Electronically Sign" button on the form.
Help

If you have questions about completing the 1-9 employment elgibility form, please contact support at
customersenvice@hireright.com. If you have guestions about the content of the 1-2 employment eligibility
form, please call 1-866-521-56995. Customer Support hours are: Sundays 5:00 PM - Fridays 9:00 PM

(Pacific Time).

Proceed with 1-9 Employment Eligibility Form | ¢

22
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Preparer/Translator Assistance

}) HireRight.

E Save Form @ Print | ClearForm | Help | Live Chat | Change Password | Cancel & Discard kari.talmadge@hireright.com
EMPLOYMENT Section 1 - Employee Information and Attestation Worksheet
ELIGIBILITY
VERIFICATION Fields marked with an * are required
¢ Directions

Employee Information and

Attestation Worksheet

Section 1 Review and E-Sign
by Preparer and/or Translator

4

Section 1 Review and E-Sign

by Employee

Preparer and/or Translator Assisted Completion

If you are the employee and you did not use a preparer or translator, you must select this option:

O 1 did not use a Preparer or Translator *

IT one or more preparers or translators assist the employee in completing Section 1, the preparer or
translator must select this option. Also, for Parents or legal guardians attesting to the identity of minors
(individuals under 18) and individuals attesting to the identity of certain employees with disabilities must

select this option):

Oa preparer(s) and/or translator(s) assisted the employee in completing Section 1 *

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited
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Employee Information

Employee Information

Your Last Name: * Cobb
Your First Name: * James
Your Middle Initial: * 5

@Ceﬂiﬁf that | do not have any middle initial (if checked "N/A" will be displayed in the Middle Initial field

f Section 1)

| certify that | have not used any other last names (if checked "N/A" will be displayed in the Other Last

Names Used field of Section 1)

Your E-mail Address:

Your Telephone Number. +1 W

ext.

Your Country: * USA

Your Address: *

123 South Street

certify that | do not have any apartment number (if checked "N/A" will be displayed in the Apt.

umber field of Section 1)

Your City: * Long Beach
Your State: * California
Your Zip/Postal Code: * 90807

Your Date of Birth: * 12 119

11970

24
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Citizenship or Immigration Status

= SSN is required for E-verify

Citizenship or Immigration Status

What is your citizenship or immigration status? * [P nlm e 1R C e

Your Social Security Number- * Citizen of the United States
our Social Security Number- Noncitizen national of the United States
Re-enter Social Security Number: * Lawful Permanent Resident

Alien Authonzed to Work
@cenrﬁ; and understand that | alone have provided and entered the information above to complete the
mployee Information and Verification section of my Form 1-9. | am also aware that federal law

provides for imprisonment and/or fines for false statements or use of false documents in connection
with the completion of the Form I-9. *

Proceed to Form |-9 Completion &

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited o .
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Citizenship or Immigration Status

= Option to indicate no SSN has yet been issued

Citizenship or Immigration Status

What is your citizenship or immigration

status? * Lawful Permanent Resident v
Provide your Alien 22354769 ”
Registration#/USCIS#: * |

V] The Social Security Administration has not yet issued me a Social Security Number.

A social security number is required on this form and you must provide your number if you have
one. If you do not yet have an SSN issued, you will be asked to provide one once it is issued.

| certify and understand that | alone have provided and entered the information above to complete the
Employee Information and Verification section of my Form 1-9. | am also aware that federal law
provides for imprisonment and/or fines for false statements or use of false documents in connection
with the completion of the Form I-9. *

Proceed to Form |I-9 Completion ¢

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited o .
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Citizenship or Immigration Status

= Improved prompts and link to get I-94 number

Citizenship or Immigration Status

What is your citizenship or

imeTiguation stats? * | Alien Authorized to Work v

:uvgriﬂui:ﬁ?}"su authorized to | 0? | |D2 | |2D2ﬂ

I certify | am an Alien whose authorization does not expire

Provide your Alien or O Alien Registration#/USCIS#
Admission or Foreign .
Passport number- * ® Form 1-94 Admission#
O Foreign Passport# Get 1-94 Number Now

M The social Security Administration has not yet issued me a Social Security Number.

A social security number is reguired on this form and you must provide your number if you have
one. If you do not yet have an 55N issued, you will be asked to provide one once it is issued.

| certify and understand that | alone have provided and entered the information above to complete the
Employee Information and Verification section of my Form 1-9. | am also aware that federal law
provides for imprisonment and/or fines for false statements or use of false documents in connection
with the completion of the Form 1-9_ *

Proceed to Form -9 Completion
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Employee Review and Signature/Submission

EMPLOYMENT

ELIGIBILITY

VERIFICATION
« Directions

Information and

Section 1 Review & E-Sign by Employee

Fields marked with an * are required

Section 1 Review and

E-Sign by Employee

Section 1. Employee Information and Attestation (=mployees must complete and sign
Section 1 of Form I-9 no later than the first day of employment, but not before accepling a job offer.)

Last Mame (Family Nams) First NMame (i(Fiven Nams) Middle Inttial] Other Last Mames Usad (jf ey
Coblb Jamasz 5 N/A
Address (Streat Nunber and Nams) Apt. Mumbes| City or Town Stata ZIP Coda
123 Bouth Street N/A Long Beach CA QQE0T
Emplovee's Telephone Number

Diate of Birth (een/'ddian] U8, Secial Securty Numbey Emplovee's E-mail Address

X 2E EEXE sk %% 1111 WA

NiA

| am aware that federal law provides for imprisonment and/or fines for false statements or use of

false documents in connection with the completion of this form.

| attest, under penalty of perjury, that | am {check one of the following boxes):

¥ 1. & citizen of the United States

™| 2. & noncitizen national of the United States (See insfructions)

[ 3. A lawful permanent resident (Alien Registration N/A
MHumber/USCIS Number)

"] 4. &n alien authorized to work until (expiration date, if N/A
applicable, mmiddfyyyy)
Some aliens may write "N/A" in the expiration date field (See
instructions)

Aliens authorized to work must provide only one of the folowing document

numbers fo complete Form 1-9:
An Alien Registration NumberUSCIS Number OR Form I-94 Admission

Number OR Foreign Passport Number,

1. Alien Registration N/A
MNumberAJSC1S Mumber:

OR
2. Form 1-94 Admission N/A
MNumber:

OR
3. Foreign Passport N/A
MNumber:

Country of N/A
I=suance:

QR Code - Sectien 1
Dio Mot Write in This Space

28
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Employee Review and Signature/Submission

| Electronic Signature of Employee |

First Mame: * |James |
Last Name: * |CD|:I|J |
E-mail Address: | |

Month & Day of Birth: * Dec v

Hold down left mouse button and draw your signature below

| am aware that federal law provides for imprizonment andifor fines for false statements or use of falze
documents in connection with the completion of this form. *

Clear

| understand that | am using electronic means to sign this document, and | consent to signing this document
electronically. *

| certify that the information that appears above on the Form 1-0 is exactly as | entered it in the Employee
Information and attestation Worksheet. *

E | understand that by typing my information above, | am certifying that | am the person identified by this
information, and that my providing this information and clicking the "Electronically Sign™ button below will
constitute my electronic signature. *

Back E-Sign & Save Decline

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited o .
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Employee Confirmation of Success!

J) HireRight.

Help | Live Chat () Print

Employment Eligibility Verification

Thank You

Thank you for completing your federal 1-5 Employment Eligibility Form for ISDNEW.

You will need to present your original work authorization documents to your employer. For a list of the documents that are acceptable to
present, please click on the List of Acceptable Documents link below.

™ The List of Acceptable Documents may be found here.

To print the completed form, please click here.

Close

Copyright ® 2017 HireRight, Inc_ All Rights Reserved.
PrivacySecurity
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Section 2: Employer

31
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Access I-9 and E-verify Tools

= Select I-9 Formes.

= Click Manage 1-9 Forms to access dashboard.
)| HireRight.

Screening Manager

- : —— Background & Drug Requests ¥ Refresh
E.g, Joe, Jo%, ab-1234567q Q g e
-+ Search Tips ~ o
Current User - Last 7 days - Last Update: 11/3/10 11:10 AM

Not Submitted In Progress Completed Cancelled

" First Name Last Name SSN/MNationa Request # Status Date

[-8 Forms
-+ lanage |-9 FUF%S @
-+ Delete -8 Fan
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g

-9 Forms Dashboard

= Tabs to support process and separate statuses.

Screening Manager Manage 19 Forms b3
& New ™ | = Print E Additional Columns ™ - +_¥ Refrash
|AI| Users - | |LE|st 90 days Refreshed just now

[-9 specific status tabs E-verify status tabs

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited o .
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-9 Forms Dashboard — cont’d.

= Change your view using Additional Columns.

« Ex. Start Date, Next Action, Hiring Manager, etc.

= Use More Options menu to access actions.

Screening Manager Manage -9 Forms b
—
& New ™ A I_a Additional Columns H I| Mare Options |T| £ Refresh
| = ..
All Users - Cost Center ViewPrint Refreshed just now
Sent to Employee Per Employee Status 1 | Resand ive Pending Info Review Pending Photo Match Final Non-Confirmation -
F*  First Name v Hiring Manager Set Hiring Manah ate Next Action Hiring Manager Start Date

Hiring Manager
Edit Flex Fields
Referral Date
Reassign
Reguestor
Delete I-5 form
+"  Start Date
Flag 3
Type

eTNC Status

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited o .
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Section 2: Employer Completion

= Select Pending Employer tab.

If you do not see the employee’s name in the Pending Employer tab,
check pull down filters and Sent To Employee tab.

Screening Manager Manage 1-9 Forms b
o Maw ™ | | Print I—E Additional Columns ™ More Options ™

All Usars - Last 90 days -

Sent to Employes Pending Emplo Tentative Pending Info Review Pending Photo Match Final Mon-Confirmation

¥ First Name Last Name 55N Date Next Action Start Date
Ronald Rogers = 1 1042502014 Complete Section 2
Timothy Talmadge =111 10152014 Complete Section 2
Timothy Smith i 08172014 Complete Section 2 081712014
Jane Doe =111 09/0s2014 Complete Section 2
Timothy Talmadge i 0032014 Complete Section 2 05032014
Jane Doe =111 0aZivz014 Complete Section 2
Jane Anderson i 082002014 Complete Section 2
Theodore Smith =111 0a/08/2014 Complete Section 2
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Section 2: Employer Completion

= Click Name of the Employee to select.

= Use More Options or Right-click to Verify 1-9 Docs.

o s e
Screening Manager Manage 1-9 Forms b
& Maw ™ {| Print ﬂﬁdditiunal Calumns ™ More Op 'ns 4_
All Users - Last 90 days - i LIRS
Sent to Employes Pending Employer Completec Wiew [nfo Review Pending Photo Match Final Mon-Confirmation
¥ First Name Last Name Next Action Start Date
Ronald oigers tes 4 Complete Section 2
Timothy Talmadge Reassign ) Complete Section 2
Timathy Smith Corract I-2 Form ! Complete Section 2 08M72014
Jane Dos Set Hiring Manager ) Complete Section 2
Timathy Talmadge Delete I-5 form ! Complete Section 2 05/03/2014
Jane Dos Flag L Complete Section 2
Jane Anderson e e 1111 0a202014 Complete Section 2
Theodore Smith =111 0a/0s2014 Complete Section 2
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Section 2 Completion

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited HireRight

® Copyrigid© 2017. All Rights Reserved .. HirEnght@



Section 1 Review

= The Section 2 completer is
responsible for ensuring
Section 1is reviewed for
accuracy before
completing Section 2.

» If correct, click NEXT to
complete Section 2.

» If not, close the I-9 and initiate
correction process.

Employment Eligibility Verification USCIS
Form I-9
Department of Homeland Security OMB No. 1615-0047

U.S. Citizenship and Immigration Services Expires 08/31/2019
e ————————————————————————————————————————————————————
START HERE: Read refully beft this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employor: are liable for errors in the completion of this form.
ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work Employers CANNOT specify which

documem(s) an employee may present to ion and identity. The refusal to hire or continue to employ an
p has a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later than
the first day of employment, but not befor ajab ofter)

Last Name (Family Name) First Name (Given Name) Middle Initial

Cobb James s N/A
Address (Street Number and Name) Apt. Number | City or Town

123 Main Street N/A Irvine

Date of Birth (mm/ddyyyy) I U.S. Social Security Number l Employee's E-mail Address
wafenjrrnn eeworeo1111

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
with the of this form.

1 attest, under penalty of perjury, that | am (check one of the following boxes):

1. A citizen of the United States

2. A noncitizen national of the United States (See instructions)

I~ 3. Alawful resident (Alien Registration Number/USCIS Number) N/A
[~ 4. An alien to work until ion date, if applicable, mm/dd/yyyy) N/A
Some aliens may write “N/A" in the date field. (See Y - —_
Allens authorized to work must provide only one of the following document numbers fo complete Form 1-9: Do Not Write in This Space
An Alien Registration Number/USCIS Number OR Form 1-94 Admission Number OR Foreign Passport.
1. Alien Registration Number/USCIS Number: N/A
OR
2. Form |-94 Admission Number: N/A
OR
3. Foreign Passport Number: N/A
Country of Issuance: N/A

of

7 o [Todavs Date |

NEXT -»
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Corrections

1. Use Correct I-9 Form to send the I-9 back to the New Hire.

» Section 1 corrections are ONLY to be made by the New Hire.

Screening Manager Manage |-9 Forms ®
& New ™ {| Print LE Additional Columns = More Options ™ % Refrash
Current User - Last 90 days - Refreshed 20 seconds ago
Sent to Employes Pending Employer Complatad E-Verify Dupli.. I-9 Employment Eligibility Form -
F*  First Name Last Name SSN Form 1-9 Corrections Options
Timothy Taylor = 1111

What would you like to do with this form?

Werify 1-3 Docs (®) Send Section 1 to Employee

Applicant

Wiew Name: *  |Timathy Taylor

Send Farm E-mai * |krogers@hireright.com

Start/Termination Dates E¥AMPLE: FPlease provide a physical address in
. Correction | Section 1 of the Form I-9. o)
Reassign Reason:

Correct I-5 Form

Set Hiring Manager
Delete I-9 form
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Section 2 Worksheet

The employee must present criginal documents, with the exception that the employee may present a cerified copy of a birth
certificate. The employer must physically examine the actual document or documents presented by the employee and
determine if they reascnably appear on their face to be genuine and to relate to the employee presenting them. If the
document(s) do not reasonably appear on their face to be genuine or to relate to the person presenting them, the employer
must not accept them. In such circumstanc es, the employer should allow the employee to choose any other document(s) the

employer.

This employer participates in the federal employment eligibil
you may accept List B documents, only if they include a phot
with a photograph and select below which document they sh
Please note that all documents presented by the new hire mu

E-werify. The E-\erify program reguires that
nsure that the new hire shows you a document

List A ListB & C

Document A

Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee’s first
day of employment. You must physically examine cne document from List A OR examine a combination of one document from

document you review, record the following information: document title, issuing authority, document number, and expiration
date, if any.

[ The Employee has presented a Receipt for a replac ement of a lost, stolen, or damaged document.

Document Title: * | Click here to select Document Title |

Iszuing Authority: * | |

[[] | certify that the issuing autherity entered matches exactly to that of the decument presented. ®

Document #: = | |

Expiration Date (if any): * | - || i || |
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Section 2 Worksheet

= Complete Section 2

.. EMPLOYMENT .
@ EeucBILTY Section 2 or P! Review and Verification Worksheet

VERIFICATION
& Fields marked with an * are required WO r S e e t

Cobb
en of the United States

Employee Name: Jame
Employer Review and oy, ‘Status:

Verification Worksheet

-
Form 19 Instructions The employee must p resent original documents, with the exception that the Fmpw\fé may W?s?n\ ac enrlrc copy of a
[ AL 0 umer and determine i they rmwram, appear on their face 0 be ganne 00 Teiate 1o the employes presenting mem it

the

the document(s) do not reasonably appear on their face to be genuine el e person presen
employer musi no acce "p( ihem. In such crcumsiances, the employer should alow the empioyee fo choose any ofher

e SR R documents acceptable based

it non This employer participates in the federal empi i lx y prugum called E-Verify. The E-Verify program requires
hat you iray accept Lt M ney in lease ensure that the new hire shows you a
document with a p ho tograph and select below which d ed to you

on Citizenship/Immigration
S—— status indicated in

Employers or their authorized representative must complete and sign Section 2 within
first day of employment. You must physically examine one document from List A OR exarmine a «,umL n of one
document from List B and one document from List C as isted on the Jc Documantst.on the next page

of this form. F vgammmvwemwuuewe\\ record the following information. document title, issuing dblhﬂ‘ ty, document -
number, and expiration date, It e C I O n

The Employee has presented a Receipt for a replacement of a lost. stolen, or damaged document

LN N RGN

Document Title: * USS Passport
Issuing Authority * U.S. Department of State X

@ | certify that the issuing authority entered matches exactly to that of the document presented. *
Document #. * B123456 |
Expiration Date (If any). * 01 01 2027

This document is subject to E-Verify Photo Matching. You must retain a copy of the employee's document.

Employment Information

cument(s) presented by the above-named employee.
e to the employee and that the information
document(s) presented by the empioyee. |

@ | atiest under penatty of perjury, mined the d
that the above-listed document(s) appear 10 be genuine
entered above rafiects the information hat Appears on
certify that the information entered above can be used to complete Section 2 of the 1-9 form

Employee Start Date: * 01 04 2017
Business Name: * IABC Company

Your First Name: * Samantha

Your Last Name: * Johnson

Titie- * Manager

Email Address: * sjohnson@abccompany.com

Business Address *

Address 1234 Main Street

City Orange

State California v
ZipiPostal Code 12345

Proceed to Form 1-§ Completion
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ection 2 Review & E-signature

B save rorm @ Prinl | CiearForm | Hep | LveChat | Cancel & Discars
EMPLOYMENT

PO Section 2 Review & E-Sign
VERIFICATION
E r.Uu(N ListCas

, Section?Reviewange.  STPloyee info from Section [LutX
Sign

ListA
Identity and

7 N/A
Sational miormation OR Code - Sections 28 3
Adaional I0forMaUON pg Nog Wilte in This Space

p
NA

Document Title
VA

+ Number

NA

Expication Date (i ory)mm 0137

Certification: | atiest, under penalty of perjury, that (1) | have examined the document(s) presented by the above.named employee,
(2) the above.listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

first day of empl 01/04/2017

Signature of Employer or Authorized [Todnys Dater

Representative

Ermplorer o Aihorized Represeatarive

City or Towe B T Cote
Orange ca 12345
Electronic Signature of Employer
Fast Name: * Samantha
Last Name: * {ohnson
E-mail Address siohnson@abccompany com

Hold down left mouse button and draw your signature below

Clear

@ CERTIFICATION - | attest, under penatty
employee, (2) the a  cocument
my knowiedge the employee is autnorized to w

xamined the cocument(s) presented by the above named

1 10 felate to the employee named. and (3)

tion that appears above on the Form 1-9 is exacty as | enlered it in the Empioyer Review and

@ 1 understand that | am using electsoni

i means 1o sign this document, and | consent to signing this document electronicall. *

ying that | am 1
" button below

nfosmation, and that my

erstand that by typing my information above, | am
ng this infos nature.

e pers:
provig: fosmation and clicking the "Electronically Sig will cons

Back £-Sign, Save & Run E-Verify Decline

the best of

" Review
" Enter name

= Use Mouse to E-sign
(optional)

= Check off statements

= Click E-sign, Save & Run
E-verify
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Confirmation

= Completion of Section 2 instantly sends Employee data to E-Verify

= E-Verify will typically respond instantly

3 Processing Request ....

Please wait while your request is being processed

ST | | E—

)| HireRight.

cushomersan b afh hirerkg L.oom
Fone S66-521-6995, 949-428-5804
Fax: G7T-TAT-3442, 948-224-6020
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-9 Form Complete: Confirmation Page

v Form I-9 completed successfully
v E-verify Case Status

Help | LiveChat (=} Print

I-9 Employment Eligibility Form
Thank You
Thank you for your submission for Jane Doe.

Order Details

Electronic -9 Form Created Successfully
E-Verify Case Status Employment Authorized
View E-Verify Report View -8 Form Upload Supporting Documents @ Close Window

Upload Supporting Documents to electronically store id, etc.

Close Window
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g

Upload Docs that you are required to copy

1. Browse for file of saved doc(s) on your laptop to Upload — must be
converted to a PDF file
2. Indicate document type (ex. Passport, B&C docs)

3. Click Upload

1-8 Employment Eligibility Form
Upload Supporting Documents

Pleaze note that only POF doecuments are accepted for upload.
The documents you uplead will be transferred and stored in our secure document storage. This process

may take up to everal minutes. Ag soon as vour document iz uploaded it will appear in the ligt.
File To Upload: Brnwsed
Document Type: Please Select Dncuiiil Vpe VI/
Upload
List of Supporting Documents 4% Rafras 1&

Close

NOTE: Delete source file after upload is complete
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-9 Form Complete: Confirmation Page

v Form I-9 completed successfully
“* TENTATIVE E-verify Case Status

Help | LiveChat (=} Print

I1-8 Employment Eligibility Form
Thank You

Thank vou for your submission for Test Test.

Order Detailzs

Electronic -9 Form

E-\Verify Case Status 55A Tentative Non-Confirmation

Wiew E-Verify Hepart y WView [-9 Farm Lpload Supporting Documents Close Window

Click View E-verify Report to access notification templates
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E-verify Status

The Completed tab will display all Authorized statuses.

Screening Manager Manage -9 Forms b3
I_E Additional Columns ™ More Options ™ 4% Refresh
All Users - Last 90 days - Refreshed 11 minutes ago
Sent to Empl.. Pending Empl.. Completed E-Verify Ten.. Pending Info.. Pending Phot.. Final Nen-Co.. -
F First HName Last Name SSN E-Werify Status Date Mext Action
Clinton i SSA Employment Authorized 09082014 ~
Tim i S5SA Employment Authorized D8/26/2014 -
Samuel i Employment Authorized 08222014 -
Karen i S5SA Employment Authorized 073102014 -
Joaquin i Employment Authorized 073052014 -
Tony i S5SA Employment Authorized 07282014 -
Dawid i S5SA Employment Authorized 0702014 -
Roderick i S5SA Employment Authorized 07092014 -
Edmond i S5SA Employment Authorized 07I09/2014 -

» ‘Authorized’ statuses are most common.

» Other statuses will be visible in the appropriate (E-verify) tab, if applicable.
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E-Verify Check: Actionable Statuses

» Pending Info (Information) Review

» Photo Match
» Tentative Non-Confirmation - Either SSA or DHS

!} HireRight.



Pending Info Review

= The information from the 1-9 form differs from what the
government has on file with the SSA and/or DHS

Actions:

v"Review the information for data entry errors, transposed numbers, etc.
v"Correct any errors

v"Resubmit to complete E-Verify check
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Photo Match

= The employee presented 1 of 3 document types subject to
photo matching in accordance with E-verify requirements.

» US Passport / Passport Card
» Permanent Resident Card

» Employment Authorization Card

Actions:

v"Photo on document must be compared to photo presented on screen
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Photo Matching

= The photo matching prompt
automatically occurs when an

1-9 Employment Eligibility Form &

employee presents any of the

E-Verify has returned a photograph of your new employee edede3 edede

.
fo I I 0 W I l I g d O C u I I l e I l tS aS p r O O f Of Please compare the photo displayed below from E-Verify to the photo on the document the employee presented in Section 2 to determine if the

photos are reasonably idertical. The photos should be identical but you should take into account minor variances in shading and detail based upon
the age and wear of the document and the qualify of your computer display.

. . g
employment eligibility:
p y g y L Please Hote: Do NOT compare the photo displayed by E-Verify to the employee directly - this step was already completed during Section 2.

» U.S. Passport or Passport card

» Permanent Resident Card
(Form |-551)

Does the photograph above match the photograph on the document presented by the employee?

» Employment Authorization Document
(Form |-766)

Submit

Done. Fiddler: Disabled | &%
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If the E-Verify Photo does not Match

I-8 Employment Eligibility Form -

Confirm Employee Referral

By =electing Refer below, vou are indicating that yvou have =poken to the emplovee about thiz Tentative Non-Confirmation status and the employee
has been provided the Referral Letter. If vou have not 2poken to the emplovee, click Cancel.

Selecting Refer below will 2tart the & federal working days the emplovee iz allowed to make initial contact with the S5A or DHS.

Mail Copy of Employee Documents to E-Verify

Express mail a copy of documents to 2end to DHS if TNC iz due to photo mizmatch. Do NOT =end original documents to USCIS.

EXPRESS MAIL: Send a copy of the photo document along with a copy of the emplovee’s referral letter to:
U.5. Citizenzhip and Immigration Service

10 Fountain Plaza, 3rd Floor

Buffalo, NY" 14202

Attn: Status Verification Unit - Photo Tool

Inform all hiring sites of the USCIS =hipping information. USCIS will not pay for any =hipping coste. Participantz are free to choose an express
zhipping carrier at their own expense

Employee has eight federal government workdays to contact DHS via instructions on the Referral Letter
Dezignated Agend checks E-Verify for caze updates and follows steps to close casze.

IMPORTANT: The emplover may not azk the employee for additional evidence or confirmation that DHS resohved his or her case
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-9 Form Complete: Confirmation Page

v Form I-9 completed successfully
“* TENTATIVE E-verify Case Status

Help | LiveChat (=} Print

I1-8 Employment Eligibility Form
Thank You

Thank vou for your submission for Test Test.

Order Detailzs

Electronic -9 Form

E-\Verify Case Status 55A Tentative Non-Confirmation

Wiew E-Verify Hepart y WView [-9 Farm Lpload Supporting Documents Close Window

Click View E-verify Report to access notification templates
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Actions for TNC: Central HR

EMPLOYER:

= Must contact the Employee within 3 days of receipt of the Tentative
Non-Confirmation status

1. Present and Review Notification with the Employee
2. Keep the signed original
3. Provide a copy of the Notification and Referral letter to the Employee who contests

EMPLOYEE:

= Provides written confirmation of their choice:

» Contest or Not Contest
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To Access the Report and Letters

= Locate Employee and right-click to view E-verify Report

Screening Manager Manage 19 Forms b
& Naw ™ [B]Print LE Additional Columns ~ More Cptions ™ i¥ Refresh

All Users - Last 90 days ~- Refreshed 20 s=conds age

Sent to Empl.. Pending Empl.. Completed E-Verify Ten.. Pending Info.. Pending Phot.. Final Non-Co.. b

¥ First Name Last Hame S5N E-Verify Status Date Next Action

Saturn L 554 Tentative Non-Confirmation - Referred  08/26/2014 Print and Review THNC w

Wiew/ Print
Reassign

Re-verify I-3 Form
Manage Supporting Docs
Close Case

Send Form

E-Verify Report &

Start/Termination Dates

View Audit Trail
Correct I-9 Form
Delete I-9 form

Flag ]
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Print/Present TNC Further Action Notice

Access E-verify report to print letter templates

» Employer to print and discuss referral options with Employee

Report - James T Cobb

E Background Verifications
ElView Applicant Letters
EPre-adverse Action
Report Letter
Report for Applicant
FCRA & State Disclosure
= Adverse Action
Position not offered
FCRA & State Disclosure

=IDownload PDF

1-9 Employment Eligibility
Pending

Name: James T Cobb

DOB: =+

SSN: =*--4567

Hire Date: 01/18/2017

Citi hip Status: Citizen of the United States

F Employment Eligibility

= English E-Verify Notices
SSA Tentative Non-Confirn
SSA Referral Letter
DHS Further Action Notice|
DHS Referral Date Confirm|

= Spanish E-Verify Notices
SSA Tentative Non-Confirn
SSA Referral Letter
DHS Further Action Notice|
DHS Referral Date Confirm|

CTEman Appicants

ElMiscellaneous
Reviewer's Comments

ElApplicant Reports
EIHE-011817-WE45T
1-9 Employment Eligibility

4 L3

Document Information

List B Document: Driver's license

List B Document Name: Drivers license issued by statefterritory
List B Document #: **5123

List B Document Expiration Date: 12/1%/2020

List C Document: Social Security Account Number card
List C Document Name: Social Security Card (Unrestricted)
List C Document #: ™-""-4567

List C Document Expiration Date:

Case Verification Number Received

The Case Verification Number for this employee's -9 employment eligibility check is: TST00246558140X
Please note that a case verification number alone does not indic ate work eligibility.

E-Verify Response from DHS

0111817 - 10:1%:08 DHS responded with 554 TENTATIVE NONCONFIRMATION. The citizenship status selected for this employes does not match 5S4 records. First name: James. Last name: Cobb.
02/08M17 - 08:03:58 Employee referred to S5A.

02/08M17 - 09:04:02 Date to resclhve discrepancy: 01-01-2080.

02/08/17 - 09:05:03 DHS responded with S3A UPDATE AND RESUBMIT. 55A UPDATE AND RESUBMIT.

Activity Log
Activity Date/Time Performed By | Recipient | Result
Report Submitted | Jan 18,2017 10:19:03 AM | Sales Demo
-
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E-verify Check Statuses in HireRight

Two Options for TNC:
= CONTEST: Refer Employee
= NO CONTEST: Close Case for employee(s)

& Mew ™ [B]Print |_E Additional Celumns ™ i
All Users - Last 7 days - View/Print
Sent to Employee Pending Employer Completad Reaszign nfo Review Pending Photo Match Final Mon-Confirmation
¥ First Name Last Name Re-verify I-9 Form E-Verify Status Date %
Chad Smith Hlan=gsisspRorting]tiocs SSA Tentative Non-Confirmation  06/08/2012

Refer Employes

Cloze Case

Send Form
Start/Termination Dates
View Audit Trail

E-verify Repaort

Carrect I-9 Form
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Actions for TNC

= Process Description for Employee Actions:
» Continues to work during contest period
» Has 8 government business days to initiate first contact
» Follows instructions on Referral letter

» Employee communicates with HR throughout and at completion of
the contest process

= Two separate processes depending on the TNC:
— SSA TNC: Requires employee to VISIT SSA local office to resolve
— DHS TNC: Requires employee to TELEPHONE DHS to resolve
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Actions for TNC

" Process Description

» When the employee is referred in HireRight, HireRight pings the E-
verify check system until the final confirmation is received.

» It can take up to two weeks for the E-verify check system to return
the final confirmation status.

» An emall is returned with the final
status and the record is updated.
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Section 3: I-9 Form Re-Verifications

Employer uses to update 1-9 Form information as applicable.

)} HireRight.



Section 3 Completion

1. Name Change
2. Rehire
3. Expired Work Authorization

» New documentation has to be provided by
the employee for continued employment.

Use Management Reports to track
all employees whose documents
require re-verification.

Proprietary and Confidential — HireRight — For HireRight-Authorized Recipient Only — Further Distribution Prohibited o .
66 HireRight ® Copyright © 2016. All Rights Reserved H "EnghL



Use Search to find an Employee’s I-9 form

=  Click result to select

= Besureitisthe -9 Form, not the E-verify or Background Report.

= Right-click for the menu.

)| HireRight.

Screening Manager

green Q

[B] Print _EDuvmluad

Search For: |green

i
Mo Filter

Manage I-9 Forms

-9 Forms Settings

Delete I-9 Forms P First Nama
> Employment Screening Wiy
Tammy

Management Reports
» Account Setup
» Forms & Documents

» Help & Training

Pending Adjudication

HireRight Training, | Sign Out

Manage -9 Forms ® | Search (green) ®
| Mote [] smart s=arch [] search &ll Accounts + Search
Q
Last Name| View/ Print Type
Green 5 Form 06122014 HE-061314-
Send Form
Green Background Request 0EeM3z014 HE-061314-

Start/Termination Dates
E-Werify Report
Manage Supporting Docs

Reassign

Re-verify I-9 Form

View Audit Trail
Correct I-9 Form
Delete I-9 form

Flag
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Section 3 Completion

= Complete Required Information fields as needed to document the

update.

= Click Proceed to Form I-9 Completion and employee’s applicable |-9

Information is updated.

B Save Form (&g Print Clear Form | Help | Live Chat | Cancel & Discard
Eh D oI Section 3 - Reverification and Rehires Worksheet
" VERIFICATION

Fields marked with an * are required
Employee Name: James Cobb
, Updating and Reverification Citizenship Status: Citizen of the United States
Worksheet

Section 3 Review and E-Sign

Information Required for ISDNEW

Location * Irvine

il

(=)

=Tt To be completed and signed by employer or authorized representative

Purpose of Reverification

BN NENE

Employee Name Change
Employee Rehire

Employee Work Authorization renewal

Proceed to Form |-9 Completion
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Let’s Review

= Overview of the solution benefits

= Electronic I-9 Form completion 1

» Section 1
» Section 2 @
» Section 3

= E-verify check process and results

" Resources to help complete tasks

\
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Self-Support

» Employment Screening

Custom Applicant Questionnaire You can access support resources directly from
\anagement Reports your leenght account.

Price List

Billing Click Help & Training!

Managed Accounts

» Account Setup

Compliance Central
» Forms & Documents

» Guidelines D '

«~ Help & Training On t FOrget N
Email Customejiwice '
Live Help
Training & Documentation
HireRight University
Help Center
About
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Self-Support

HireRight University ™

» On-demand modules
— 24/7 availability
— E-learning

— Recorded training

» Training & Documentation
— Videos, user guides, job aids

— Whitepapers, webinars

» Instructor-led WebEX training
sessions

— System, services, product focus

Peop‘e Recmi’tmen’c Business
wWork Qualification Function

Human Resources

employees SKills
Change Traming Jobs

performance Management

72
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HireRight Support

EASY
PROCESS

START TO
FINISH

~ Phone @ Live Chat 4 Email
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