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A Brief Introduction

This document is intended to provide a concise guide for supervisors and hiring managers on how to
navigate the Hire Right |-9 Verification process. The purpose of this guide is to outline the general steps
involved in the process and to provide an explanation of the reasoning behind HRM's recommended
process suggestions.

Before Initiating the 1-9

Before initiating the I-9 verification through Hire Right, an employee must first formally accept the job
offer. Once you have confirmed that the prospective employee has accepted the offer and committed to
joining LSUHSC, you must inform HRM of this updated status. The method you use to inform HRM is
dependent on how you recruited the employee:

Method 1: If you recruited the individual through People Admin, you would follow the process
on the PeopleAdmin site to set that hiring proposal as “offer accepted”.

e Please upload the hiring proposal funding sheet before updating it to “offer accepted”.

e Offer accepted status must be completed in People Admin to initiate an email to HR to
run a background check.

e Current employees with no break in service will not require a background check. - HR
will check the current employment status and advise the department.

e The candidate must accept an email request from Hire Right and complete the data
required to run the background check.

e HR will advise the department of background check results (typical turn-around time is
3-5 business days)

Method 2: If the employee was recruited through means other than People Admin, you will
need to email HRM Recruit Talent the following information:

e Candidate’s Name

e Personal Email Address

e Department Name AND Department ID

e Employee Classification (Faculty, Unclassified, Classified, Other Academic, Fellow,

Graduate, Student Worker, Intern)
e Position Number (if applicable)

The confirmation will prompt HRM to conduct a background check on the individual.

PLEASE NOTE:

e If this prospective employee is to function at 100 percent effort, they MUST ALSO comply with
and pass a drug screening. An initial Hire Right email will be sent to the employee so they may
provide their information for a background check. Additionally, your department will arrange for
a drug screening to be scheduled for an unclassified or faculty appointment. The HR Talent
Acquisition/Operations team will schedule the drug test for classified appointments.

e Please do not initiate the I-9 verification process until you have confirmed that the individual
has passed the background check/drug screening. Preemptively initiating the process could
result in repeated steps or errors. Following the outlined processes can save time and resources.
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With confirmation that the employee has successfully cleared the background check and drug screening,
you may initiate the I-9 verification process.

How To Gain Access to Hire Right
How Do | Register for Hire Right?

e To gain access to Hire Right, your Division Head/Dean'’s office must email Talent Acquisition at
recruittalent@lsuhsc.edu to request I-9 Hire Right access.

e To reset your password or reactivate your account, email recruittalent@lIsuhsc.edu. Upon
request, The Talent Acquisition team will reset your account and you will then receive an email
from Hire Right to reset your password to gain access. Things to keep in mind:

o LSUHSC Company Code: LHS001
o Your username will be your LSUHSC email address.
o The email you receive can be used to set a new password for Hire Right.
e Access to Hire Right is rescinded after 90 days. Simply email Talent Acquisition to restore access.

The Hire Right -9 Process

By the time you have reached this step, the employee should have already received one email from Hire
Right to conduct a background check. We HIGHLY recommend you inform them that they will receive
another email through Hire Right to complete the I-9 form.

Inviting the Employee

Begin by inviting the prospective employee to complete Section 1 of the I-9 Form electronically.

1. Login to your account and click
Manage -9 Forms.

)| HireRight.

Screening Manager Manage 1-9 Forms

u’@ g Additional Columns ~

Invite Employes

2. Click the New pull-down menu.

3. Select the Invite Employee button.

» Employment Applications
Employment Application eted E-

~ -9 Farms

Delete -9 Forms

You will be redirected to the I-9 Eligibility Form shown below:



4. Enter the employee's name and email
address. 1-9 Employment Eligibility Form

Employee Info

NOTE: HRM highly suggests you
refrain from providing a start date
until later in the process. If the start
date provided changes for any
reason, a tedious process to input
the new start date is innitiated.

Default Invitation Letter .

5. Some accounts include the “Hiring Manager” Hie Manaw
feature. This allows you to designate a non- First Name |
HireRight system user temporary access to g
complete Section 2 of this specific Form [-9. o o
If you or another system user will be :

completing Section 2, leave these fields
blank. Notification Options

Notification Options: If you would like to nitisted by Samantha Johnson (sutomstic sl recefves ol noifications
add someone to the list of users who will UR0rn. Who' Wl ricieive copy oF nollication lefier

receive a copy of the notification letters, you

may click the Add User link and make a

selection from the list of users in your

HireRight account.

6. Click Submit. :

Preparing for Verification

e Once the invitation has been sent, the prospective employee MUST complete Section 1 of the I-
9 form BY THEIR FIRST DAY OF WORK FOR PAY (start date).

e Additionally, remind the employee that they will need to present unexpired original documents
confirming their identities as outlined by the List of Acceptable Documents on the I-9 Form.

e If you will not be the individual viewing the employee’s original documents, you may use the
Hiring Manager functions to designate the person who will complete the certification process.
This person will receive an email from Hire Right informing them they have been set as the
Hiring Manager with a link to complete the process. This link is not evergreen, so once clicked
on, the Hiring Manager should be prepared with all documents required to complete the
certification process at that time.

Employer Review and Verification

The employee should have brought their physical proof of identity. Begin by examining the documents
provided to confirm they are genuine and relate to the employee presenting them. Additionally, confirm
that they are acceptable items as outlined by the List of Acceptable Documents section of the I-9 Form.
Should the items presented be deemed sufficient, proceed to copy and scan the documents, and initiate
the verification process on Hire Right.
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[ To Verify 1-9 Docs
1.

Login to your account and click Manage 1-9 Forms.
Click on the Pending Employer tab.

Select the employee record.

Right click on the employee record and select Verify I-9 Docs from the menu or

Click on the employee record and select Verify I-9 Docs from the More Options menu on the toolbar above.

)| HireRight.

Screening Manager Manage |9 Forms

o e * 1 Additicnal Columns = Mare Ciptio

All Users -] [Last 30 days
Sent to Employes  Pending Emplayer plated

F* First Hame Last M

ahn IMoore.

Help & Training

ns

cify Duplicate  E-Verify Tentative  Pending Info Review

111

The Employer Review & Verification Worksheet Opens

S5N Date
ELA01E

Eending Phots Match

Firal Nor-Confirmation

Next Action

omplete: Section 2

¥ Refresh

Please continue to the next page.




Should you require them, there are additional guides provided on the left-hand side for your consideration.

5. Select the List A or the List B&C tab depending on the document(s) the employee provided.
Employee is required to provide information for either; one document under the tab List A,
or a document for each of List B and C.

6. Select the Document Type(s) that most accurately represents the document(s) the employee provided.

Lj Save Form (&g Print Clear For Help ve Chat Cancel & Discard

e Section 2 - Employer or Authorized Representative Review and Verification Worksheet

VERIFICATION

Employee Name: |
Citizenship Status: Citizen of the United States

ListB&C

jamaged document

ssuing Authority * US. Department of State v % :

& | certify that the issuing authority entered matches exactly 1o that of the document presented. *
pcument #: * B123456

Expiration Date (if any): * 01 01 2027
\ This document Is subject to E-Venfy Photo Matching. You must retain a copy of the employee's document.

7. Enter the required information indicated by the red asterisk (*): State, Document Title, Issuing Authority,
Document Number(s) and Expiration Date (if any) from the original document(s) the employee presented.
Document Title and Issuing Authority must be typed exactly as it appears on the face of the document.

Repeat steps 6 and 7 for Document C if you chose List B&C in Step 5 above.




Document A

—-Select Value—- v
' 0
piration Date

This document |s subject to E-Venly Photo Matching. You must retain a copy of the employee’s document

Section 2 Additional Information

Employment Information

aDOve (€ 1 ¢ . ihat appe

01 04 2017

ABC Company

Samantha

Johnson

Manager
sjohnsongpabccompany com

Business Address

1234 Main Street

Orange

e

Some documents require
“Photo Matching.” This is NOT
a trick question! Simply
confirm the photo matches
the appearance of the
individual you are hiring!

oﬁ, atest under pena ¢ that | have examined the document(s) presented L
hat the above-isted d or 3 1o be gent 3nd 1

@ Proceed to Form 1-9 Completion

The additional information
area is provided for employers
to use in documenting any
additional notes employers are
required to document
regarding provided
documentations, such as an
extension on a work visa. Click
the checkbox to add additional
information.

- O

Click the “/ attest under penalty of perjury, that | have examined the documents presented by the

above-named employee...... Box.

Enter or confirm “Employment” information not already pre-populated in the Employment

Information area.




10. Click “Proceed to Form I-9 Completion.”

11. Review Section 2 Information.

I Save & Prin leal I el Live Chat ancel & Discard
m‘cﬁ" Section 2 Review & E-Sign
VERIFICATION
Section 2. Employer or Authorized Representative Review and Verification
(Empioyers or their auhorized esentatve must compiete and ection 2 within 3 business days of the employee’s st day
! empioyment r or 10 - ent from List B and one
C mmigratio
Review and E Employee Info from Section N F MI |S
u Moore NA |1

List A OR
Identity and Employment Authorization

L et Title
U.S. Passport
lssusag Authorst wing Asthont nt
U.S. Department of State NA NA
Docussent Numbe Document Numbe: Documes be:
B123436 NA N/A
Expiratson Date Expuation Date son Da
01012027 NA NA
T A QR Code - Sections 28 3
zsent T Additional Informatio
NA \ddftional Information p,., ot Write in This Space
£ Asthor

Numbes
T

ment Number

Certification: | a
(Z) the above- listed

t, under penalty of perjury, that (1) | have examined the document(s) presented by the above named employes
cument(s) appear to be genuine and to relate 1o the employee named, and (3) to the best of my knowledge the

employee is authorized to work in the United States.
The employes’s first day of employment (mmvddyyyy) 01042017 (See instructions for axemptions)

er or Authonze

or Authorized

Today's Daterwm a1 Title of Empl
‘ l.\l:un;n

Last )
Johnson

honzed Representative|F Name of B
Fan\znvha

mpbover or Authonzed Representat .lfm;; or's Be

ISDNEW

En

1234 Main Street

Streer Number » ame

] Orange

I(A




12. Enter your Full Name — the email address will be pre-populated and validated upon submission.

13. Read and check the four attestation statement checkboxes.

Eleetromie Sigratura af Emgloyer

1 Ty
Hold Sown el mouse DUTLon and araw your Lignalum Below

14. Click the E-Sign, Save & Run E-Verify button to finish. The Form -8 is electronically stored in your account.

NOTE: Some accounts will NOT have the mouse signature functionality enabled. however, by clicking the four
attestation buttons and the E-Sign & Save button, the document will be considered "SIGNED.”

A confirmation message appears.
I-% Employment Eligihbiity Form

Thisfik ¥isil

e E-eily Rpgrd Wit j-3 P Clase Window
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Attaching Supporting Documents

I-9 Employment Eligibility Form

Thank You

ectronic -8 Form Submitied

E-Verify Case Status Submitted

View E-Venfy Repori View -9 Form Upload Supporiing Documents Close Window

Once you have completed the verification, you will see the box above. The box outlined in red reads
“Upload Supporting Documents”. You must upload scanned copies of the documents the employee
provided. If for any reason this box does not appear, go to “Manage I-9 Forms”, right-click on “Employee
Record” and select “Manage Supporting Documents” to upload.

PLEASE NOTE:

e |If possible, please attach the chosen documents provided as one attachment. Hire Right charges
LSUHSC for each file attached so attaching a singular file with all the documents uploaded can
save the institution’s resources.

e Please refrain from uploading more than the required documents or leading the employee to
favor certain documents over others. These actions are illegal.

Additional Information

Common Errors or Inconveniences

HRM is aware that the Hiring process can be confusing for managers. Here are some common mistakes
that we have noticed throughout the process. Keep these in mind as you are completing your
employee’s I-9 form.

Hire Right Emails:

e During the onboarding process, employees will be sent an email from Hire Right for information
about the background check (and, if operating at 100 percent effort, a drug test will need to be
scheduled). Once you initiate the 1-9 process, they will receive another email from Hire Right.

e Consider informing the employees that they will need to complete two separate processes in
Hire Right to prevent extended wait times due to incomplete steps.

Verifying Documents:
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e Remind the employee to bring physical copies of their verifying documents on their FIRST day of
work (if not collected previously).

e Refrain from influencing your employee’s decision on which documents to provide for the I-9
verification, even if asked.

e When uploading the proof of identity to Hire Right, only upload the minimum number of
documents required selected by the employee. Uploading more than is required is a compliance
issue.

Start Date:

e Itis not uncommon for an employee’s projected start date to change during the onboarding
process. HRM recommends refraining from entering the employee’s projected start date in Hire
Right until the employee has already completed the drug test and background check.

e RESOLVING AN ISSUE WITH THE START DATE

o Ifthereis an issue with the employee’s start date, you can fix the issue by following
these steps.

o Access your Hire Right homepage.
o Right-click the name of the individual whose start date needs to be corrected.
o Select the “Correct I-9” option.
o Proceed to Section 2 to correct the start date.
Photo Verify:

® Some hiring managers/supervisors are confused by the photo-verify step of Hire Right. This
process is not a trick question. Simply confirm the picture shown matches the individual you are
hiring.

Manage |-9 Forms Tab

It is important to regularly view the Manage I-9 forms tab to ensure that all necessary actions are taken
promptly and in compliance with |-9 guidelines. The sub-tabs on top of the page will alert you when
issues are pending such as Photo Match, Pending Info, E-Verify Tentative Cases, etc. The next steps are
shown in the far-right column as demonstrated below:

ll Hi{eRight % Demo Account | Switch Back| Sign 04

Screening Manager Manage 1.9 Forms
New ™ | [ Print g Additional Columns ~ More Options * <* Rafrash
Current User - Last S50 days - Refrezhed
Sent to Empl.. Pending Empl.. Completed E-\erify Ten.. Pending Info.. Pending Phot.. Final Non-Cao..

¥ First Name Last Mame S5H Status Date Type Mext Action

When there is a Tentative Non-Confirmation case or other issues, if the next action is not clear, please
request assistance from recruittalent@Isuhsc.edu. It is crucial that all Next Actions are completed in
compliance with the I-9 time restraints to avoid any potential penalties or legal issues.
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By regularly checking the Manage I-9 forms page and taking the necessary actions, you can ensure that
their new hires are properly verified and in compliance with all I-9 regulations.

The Re-Verification Process

PLEASE NOTE: When the employee has been rehired within 3 years of separation, please complete a new

1-9 form (Do not re-verify).

Section 3 Reverification must be completed to update the I-9 form when the employee’s legal name has
changed, or the employee’s work authorization has expired. Please contact Talent Acquisition at

recruittalent@Isuhsc.edu if you were not the initiator on the original I-9 form and ask to be set as the

hiring manager to complete re-verification.

Please proceed to the next page.

To Re-verify a Form 1-9
1. Use the "Search” feature to locate the employee’s Form -8 you need to update.

2. Right-click on the employee record and choose Re-Verify 1-9 Form.

OR

3. Select the employee and choose Re-verify |-9 Form from the More Options
pull-down menu on the toolbar.

" First Name Last Name S5MN Status

YView/ Print

Sand Form

Start/ Termination Dates
E-verify Report

Manage Supporting Docs
Reassign

Easubmit E-Verify Case

View Audit Trail E&
Correct I-9 Form o

Edit Flex Fizlds

Delet= I-9 form
Flz

i
| -

I” HireRIght 15 Demo Account | Switch Back| Sign O
Screening Manager Manage I-9 Forms
o New 7 ,', Print o Additional Columns ~ More Options = o ¥ Refresh
Current User - Last 30 days = Refreshad
Sentto Empl.. Pending Empl.. Completed E-Verify Ten.. Pending Info.. Panding Phot., Final Mon-Ca.,

1 Upload Resubmit E-Vesify

m Uplosd Resubmit E-Verify

Next Action

Resubmit E-Verify

Resubmit E-\Varlfy
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Please proceed to the next page.

NOTE: IT] -I':;ﬁloylllerll- Lli.qi-ll_ilirj:l-ollll

Some accounts will diﬁ'ﬂtﬂl' an CIFIUIJ"I box at this time, ashrng Foans B8 Updaling amd Re- Verdication (Gecbion 1) Dplicns |
whether you wish 1o send the form to a Hiring Manager or Update

Mysall. This is a cuslom feature so not all users will see this box o i pa g Bl 5w (e

display. After you make your selaclion, click Submit

4. Selecl the purpose of the reverification, then enter the updated
information. tiwd

5. Click the ] attest...” checkbou.

6. Click the Proceed to Form -8 Completion button.

= -]
FAPLO YMENT a
) BB Section 1 - Reverification and Rehires Workshest
VERACATION i
Frpioyae fvme
CitmE T
SEron 3 Rewesy e E-8g0

Infarmaton Requiret for AEC Company

ok and wigred by smployer or

Puspoye of Reverifization

-

o

Empioyssa Mew Nams

Dasstian

Linr A Lisz &




7. Entar your Full name first and Lasl Name

MOTE: Some accounts will NOT have
the mouse sighature funchonality
anabled, howevear, by clicking the four
attestation bultons and the
Electronically Sign button below, the
doecumant will be considarad
“SIGNED."

B. Click the " affest... " checkbowes (4)

9. Click the Electronically Sign button to
fnish. The form ks elecironically storad in
your account.

A confirmalion massage appears.

Q|

Complata and Electronically Skgn Form 19, Section 3

— |u'.i. e

T 0 o wrwievew | parEms e o ey B T v Crrvde P FRreis ke B o e o neseas |
1t g e ] gl W ot s e

[ T [rerr—rrr— [—T———————]
Fir - @ 5] hitiam e

Tariem, unci perioy o pequrp. et 1 [he bosi of 1y kaseitge. #90 srgieyes & mEborLnS in work it Dvied Siene. wel §
e b Tew ppear ba Lor spornpne sl i sslwhe o e skl
[T E—— Teckey'n =T

Rmmsc!la ohedes =rELAIxt |-|—u.::.- .

{ Elnciranic Signaiues of Empiayer

L1} S DN b TR Y £ DM

Hladd cown el rTLas butiTn ARE dra W pour Lt beioe

Y

| g le, iyt mend i ey s irbosints sl By

Satk Echira iy Siga ﬁo e e

Employment Eligibility Verification

Thank You

Thard gou for compiebng the federal 8 Ermplogynend Ehgibaiiy Form

Close

Please proceed to the next page.

15




Information will appear in Section 3 of the employee’s Form 1-9.

List M [y M)

Employes Mame fram Section 12 s

Eall

Firal Hame {Caen Marr)

Mciclioy inihal
LAY

[Section 3. Reverification and Rehires (To be compieled and signed by employer or authorized representative |

A, M Mame [if appicaide) B. Die of Rehine (7 appicadiel
Last lame {Famdy Mama) | Flemt Mame {diven Name) Maddia Inifial Crate {memiid iy
Tharnes | M1l iR HiR

autharization in the space piowided below.

L. 1 e empkoyes’s previous gaant of employment sulhonzalion nas eepied, provids the infomation for e docuement oF receipl that estabishes
confinuing empkayment

Document Titla Documant Mumbar Expiration Diste: (1 arh rmidd iy
U.5. Passport E! B1Z3426 04/08 /2024
1 attest, under panalty of perjury, that to the best of my knowladge, this amployes is muthorized 10 work in the United States, and if
the employes presented document(s), the document(s] | have sxamined appear 1o be genuine and to relate 10 the individual.
Signature of Emgioyes of Authoflzed Representaiive | Today's Dale (mmbiddvyy) | Mame of Empioyes or Autharized Representaiie
Samanths Johison B2/04 2007 Sammntha dehnson
Soreamng Managsar Mansgs -8 Forma
To confirm re-verification was completed, you can right-
click and selecl “View Audit Trail". & Naw ™ ._1" Dring g Addibenal Columes = PMare Optizas =
Carreat Uner LastP0 days =
mTE fitis I'!B’C-B‘EEHT 1o FIGI"WITI an additional re- Sankta Employes Pandeg Emslayar Completsd E-Vwrihy Tantabi.,
verification, the edited information will appear on section 3 P Firat R La utn Type
of a blank Form -9 atlached lo the boltom of the original Lad s Fom Uplead

Farm |-9. Be sure to confinue 1o scroll dawn 1o view your sl
edils.
19 Employment Eligibility Form |
Amdif Trail
Dgirm poai P ol o L 2
Date wctian Wha
1EF20IE T % Seraficn | Sewtimrited New Muw)
INALEN S SecBon D Sebmiiied

T w8 P Ul

Wik Prift

Chrdmr B Warfy
SEam Terminaban Daces
Wanage Suppoming Doos
Sl | e RPN

!__.mmr,-m“_,,ﬁi
iww Uploades Farm

Edit Faax Fimlds

Ra-wardy I-3 Fars

Corect 144 Farm

Sand Farm

Delete I-3 form

Flag ¥

CEETIparsy Loam

Prini Closs
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Resources

Link to Full Hire Right Training Document
Link to Supervisor Learning Center
Talent Acquisition Homepage

Talent Development Homepage

Who To Contact

For I-9-related inquiries/questions:
HRM Talent Acquisition
RecruitTalent@Isuhsc.edu

(504) 568-2047

For Training Opportunities:

HRM Talent Development
TalentDevelopment@lsuhsc.edu
(504) 568-2214
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