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INVITING THE EMPLOYEE TO COMPLETE SECTION 1 OF THE FORM I-9

Following are instructions for using the “Invite Employee” option to send the employee an e-mail invitation to fill out

the electronic Form 1-9.

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

2. Click the New pull-down menu.

3. Select the Invite Employee button.

» Employment Applications

« -9 Forms

Manage -9 Forms

)| HireRight.

Screening Manager Manage I-9 Forms

_d Additional Celumns ™

Invite Employee

E-Verify Check ks

Upload 1I-% Form for Mew Employee

Upload I-9 Form for Existing Employee

E-

The 1-9 Employment Eligibility Form displays.

4. Enter the employee's name and email
address.

NOTE: While it is not required, it
is a recommended best practice to
insert the Employee Start Date at
this time. This will initiate reminder

emails to the employee of
deadlines and requirements.

5. Some accounts include the “Hiring Manager”
feature. This allows you to designate a non-
HireRight system user temporary access to
complete Section 2 of this specific Form 1-9.
If you or another system user will be
completing Section 2, leave these fields
blank.

Notification Options: If you would like to
add someone to the list of users who will
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.
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Deleta -9 Forms Kiosk
1-9 Employment Eligibility Form
Employee Info
First Mame:*
Last Mame:® °
E-mail:*
P  Employee Start Date: se Today's Date
Message Template:® Default Invitation Letter ¥ | Preview / Edit
Send me a copy
Hiring Manager
First Mame:
Last Mame: e
E-mail:
Motification Options
Initiated by Samantha Johnson (automatically receives all notific ations )
s who will rec eive copy of notification letters
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EDITING AND SAVING THE EMPLOYEE E-MAIL INVITATION

During the Form 1-9 submission process, users are given the option to

send an invitation to applicants to complete Section 1 of the Form 1-9, | Streening Manager Manage |- Forms .
A default invitation email is included with your 1-9 Solution. If users N
have appropriate permissions, they can view, edit, preview, set a new || New F [y Additional Columns ~

template as the default Employee Invitation e-mail, as well as delete

old templates.

After selecting Invite Employee from the New pull-down menu, users P
are asked to fill in Employee Information and send an invitation to the

applicant.

To Preview/Edit the Default Invitation Letter:

1.

2. Click the Edit button at the bottom of the preview window.

4

From the 1-9 Employment Eligibility Form, click the
Preview/Edit link.

Invite Employee

Ll

E-Werify Check Lica =
Upload I-% Form for Mew Employee
Upload I-9 Form for Existing Employee

Kiask

1-8 Employment Eligibility Form

Employee Info

First Name:® JK

Last Name:* Rowling

E-mail:* JKR@hogwarts.com
Employee Start Date: |11 19 2010

lessage Template:® | Default Invitation Letter

Send me a copy O

Editable Message Preview

Test

Below iz @ preview of the e-mail that will be sent.
Subject: -9 Demo Account Employment Bigibility (-9 Form

Dear <3pplicant's name>,

&ll new amplogyes= are raquired by faderal law to complate I
Enipl oyment Eligikil ity Form by the first day of work for ps
complete Section 1 of the I-% Form at any time between acce
offer and the first day of work for pay. Please complete I
fpos=zible by going to the wabrire li=ted below. Once thare,
unigque password [included below]), and Sign in to complete 2
Form.

Web Address:

https:/ftest0]l hirezight.ee/ in_html They=+EET%

Login: <applicant's loginx
Pas=word; *h+dtsists

Jur cbjectiwe is o complete this process quickly. Please 1
accurately prowvide all of the requested informarion. If wrou
in completing the online I-9 Form, please contact HireRight
Cu=tomer Serwice i= awailable &4 hour= a day, 5 days a weel
p-m. through Friday 9 p.m. Pacific Time (GMT |-8]. Feou can ¢
[§66) 521-6335 (within the T.3. and Canadal

+1 (949) 22G5-5G04 (out=ide the T_.3. and Canadal.

@Make Cefault Delete
N v
: o :
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Editable Message Preview

Test

3. Edit the default invitation letter to meet your
company’s custom needs.

Below is @ preview of the e-mail that will be sent.

subject: | COMPANYHAME Employment Eligibility [1-3) Form

Dear <--WNAME-->,

&1l nem em@) are required by federal law

. 1l of an I-9 Emplosment E ility Form by the first day of

4. Select the Save as a new template option and Employees may complete Section 1 of the [-9 Form at any tin

HEH 4 H acceptance of a Job offer and the first day of werk for pas

name your new emall |nV|tat|0n template thi= form ar =oon ax possible by going to the webrive lizte

there, anter the m and unique pa=s=word (included below)
complete and =submit the I-9 Form.

e To apply your changes to a new “Default [ henre==:
Invitation Letter” select the Save radio _
bUtton -C!"BI‘:GfPBSSII]URD'T}Pisswotd: <=--PASEWORD -~
< !--END FASSWORD--=
Or Mote: Al zpecial tags like <--PASSWIORO--#, <--LINE--*, etc. will be substituted by t
e To apply your edits to this one letter O save
Only' select the Apply Changes to this () Save as a newtemplate: [MTHFUN_|rvites
request only radio button.
O Apply changes to this request only.

5. Click the Save button to save your new invitation Savs 2
letter. < % -

To Save Your New Invitation as the Default

6 Check the filename Editable Message Preview

MTHFUM_Inwites e

Bilow iz 3 preview of the &-mail that will be sent.
Subject: 19 Demo Account Employment Bigibility (-9 Form

Dear <&pplicant's name>,

&1l new Mountain Pun enployees are required by federal law
1l of an I-9 Empleoyment Eligibil ity Form by the first day of
Employee=s may complete Section 1 of the I-% Form at any tin
acceptance of a jJob offer and the first day of work for paj
thir form ar =zoon ax porsible by going to the webrite lis=te
there, anter the login and unique pas=word [included balow)
compl ette and submit the [-3 Form.

Web Address:

hittps: fte=st0l hireright . eef in_html *hey=EET%

Login: <applicant'=s login>
Pas=mpord: *Hdddsits

Our objectiwe iz to complete thisx process quickly. Please n
accurately prowvide all of the requested information. If you

7_ Cllck the Make Default button in completing.the.onl ine. I-9 Form, plea=e contact HireRight
. . . Customer Ferwvice ir awvailable Z4 hour=s a day, § day=s a2 wash
At this point you could also delete your new file, P.m. thocugh Friday § p.m. Pacific Time (GMT -§). You can

or make further edits, if necessary. [BE6E) E21-£995 [within the U.3. and Canadal

+1 (949) 425-5802 [ewt=ide the U.5. and Canadal.
Edit hdake Defauit | Delete

< —'E}a >
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SETTING UP AN I-9 KIOSK LINK

In cases where an employee has limited access to the Internet, you can provide a desktop link at an alternate
computer for your employee to be able to access and fill out the forms. In these cases you will need to copy and

paste the link to a desktop.

To get the link to an alternate computer, you can email a URL link to an I-9 login page using Kiosk Mode.

To Setup a Kiosk Link

1. Log in to your account and click I-9
Forms,
then Manage I-9 Forms from the left-side
navigation menu.

2. Select Kiosk from the New pull-down
menu.

The Generate Kiosk Link screen is displayed.

3. Right-click on the web address
(URL).
4. Select Copy Shortcut.

5. Go to your desktop paste the
shortcut for future applicant’s use.

OR

Other options are to email the link
to yourself, the employee, or to any
person that can provide online
access.

Arrange Icons By g
Refresh

MWIDIA Conkral Pan

Mew

Properties
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)| HireRight.

» Employment Applications

~ |9 Farms

1234567| Q

Screening Manager Manage 1-9 Forms

| ] Newe _d Additional Columns ™
c' Invite Employee

E-Verify Check _—
Upload I-9 Form for Mew Employee

Manage -9 Forms

| Upload I-9 Form fer Existing Employee

Delete I3 Farms %

| Kiosk N

5

1-8 Employment Eligibility Form

Generate Kiosk Link

Nty

Firgt Name: *
Last Name: *

E-mail address: *

Subject: *

Text: *

Open in Mew Wwindow
Save Targek As...
Prink Target

Sales Demo -9 Employment Eligibility Kicm

Dear =<—MNAME—=, Add ko Favorites..,

Below you will find a link to the -8 Employment Elig Properties
for account code <—ACCOUNT_CODE—=. This kiesk'Page may oe
uged to allow employvees to self register by creating a ugername
and pazsword. Once registered, they may login and complete
Section 1 of the 5 form.

Thiz kiozk link may be emailed, stored in your browser, or stored as
a ghortcut on your deskiop for easy access. This kiosk link may be =

All gpecial tags like <—PASSWORD—>, <—LINK—>, etc. will be
substituted by the real values.

Send Cancel

The kiozk link for thiz account iz located below. You may either click on thiz link to launch the kiosk website, or email
the kiosk link to =ave for future reference.
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6. The link takes the employee to a registration page like the one shown below.

)| HireRight.

ABC Technical, A Sales Demo Company :: |-9 Employment Eligibility Registration

Welcome to the 1-5 Employment Eligibility Kiosk!

First Mame: * |

Last Mame: * |

User Name: * |

| don't have e-mail address: [

E-mail Address: ™ |

Confirm E-mail Address: * |

Password: * |

Confirm Password: * |

\erification code: * k ta\{U q

Returning User

Pleaze complete the information below and click "Sign In”. Then you can complete your I-9 form cnline.

19 Employment Eligibility An e-mail will be sent to you with your legin information for future reference.

At least B characters, must include an upper
case letter, a lower case letter and a number.
Cannoct contain your email address.

Please enter the characters you see in the box
below in all lowerc ase and without any spaces.
This is for security purposes.

If you have any questions about the |-9 process or the -9 form, please contact HireRight Customer Service at customerservice@hireright.com or by calling
1-8656-521-69595. Customer Support hours are: Sundays 5:00 PM - Fridays 9:00 PM (Pacific Time).

This system is for authorized users only. All activities on this system may be monitored andior
recorded by HireRight security personnel. Unauthorized use is strictly prohibited.

After completing registration, the employee is directed to the Form -9 to complete Section 1.

7
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THE EMPLOYEE EXPERIENCE — COMPLETING SECTION 1

Once an employer has finished the “Invite Employee” process, an email is sent to the employee with a login and
password to access Section 1 of the Form 1-9. The employee fills in the required information, checks the required
authorization checkboxes, provides and electronic signature, and submits it to the HireRight system.

Following is an example of what that process looks like.

1. Employee receives e-mail with link and login information from HireRight:

HireRight Customer Support customersu) 12:55 PM (6 minutes ago) =, -
to John [+

Dear John Moore,

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. Employees may complete
Section 1 of the 1-9 Form at any time between acceptance of a job offer and the first day
of work for pay. Please complete this form as soon as possible by going to the website
listed below. Once there, enter the login and unigue password (included below), and Sign
in to complete and submit the -9 Form.

Web Address:

https:/fows01. hireright comdin.html ?key=1D887 280409 2206 F 3444 F AF 44649449
Login: johnmoore@email.com c

Password: d1883db2

Cur objective is to complete this process quickly. Please make every effort to accurately
provide all of the requested information. If you have any questions in completing the
online 1-9 Form, please contact HireRight Customer Service. Customer Service is
available 24 hours a day, 5 days a week beginning Sunday 5 p.m. through Friday 9 p.m.
Pacific Time (GMT -8). You can call them at:

(866} 521-6995 (within the U.S. and Canada)

+1(949) 428-5804 {outside the U.5. and Canada).

Thank You,

2. Employee clicks link and logs in:

1) HireRight. | Applicant Center

Login

User Name jehnmoore{@email.com ‘four e-mail address

Passwaord | ............ |

8 )| HireRight.
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3. Employee will be prompted to create a unique password for security and privacy purposes.

.l HireRight. | Applicant Center

Change Password

and a number.

New Passward: *kkkkhkhkkk

Caonfirm Password: Y

Secret Answer: coupe

Save%%e

Choose a password that is at least 8 characters, not similar to your e-mail address, includes a lowerc ase letter, an uppercase letter

If you forget your password, we'll help you reset it using this question and answer.

Secret Question: What was the type of your first car?

v

4. Employee is then presented with directions. Once the employee has read the directions they continue by clicking

the “Proceed with 1-9 Employment Eligibility Form” button.

)} HireRight.

EMPLOYMENT
EEE::?(%E{O" All new employees are required by federal law to complete Section 1 of an I-9 Employment
Eligibility Form by the first day of work for pay.
#o Directions
Please complete this form as scon as pessible. Enter all information on the form. The official Form 1-9,
Employee Information and Employment Eligibility “erific ation Instructions are located on the left or by clicking here. The List of
Attestation Worksheet Acceptable Documents is also located on the left or by clicking here.
Section 1 Review and E-Sign Save Form and Exit

™3 Form -8 Instructions

| Information on Receipts

E Save Form [B]F'rint | Clear Form | Help | Live Chat | Change Password Cancel & Discard

Employment Eligibility Verification — Directions

As you are completing the 1-2 employment eligibility form, you will have the option of saving 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 -9 employment eligibility verification form later to complete and submit the form.

Signing the I-9 Employment Eligibility Form

When you are finished c empleting the form, please click the "Electronically Sign™ button on the form.

‘: List of Acceptable Doc uments Help

4 Who is Issued This Document? If you have guestions about completing the -9 employment eligibility form, please contact support at

- customerservice@hireright. com. If you have questions about the content of the I-9 employment eligibility
. Sample Document Images form, please call 1-8656-521-6995. Customer Support hours are: Sundays 5:00 PM - Fridays 9:00 P
- (Pacific Time).

-

Froceed with -9 Employment Eligibility Farm

9
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5. The employee completes Section 1 by entering his Employee Information and Citizenship or Immigration Status
information, and then clicks proceed. All fields indicated with an asterisk are required fields and will throw an
error if not completed. Optional fields are not validated.

}) HireRight.

# , Employee Information and

Attestation Worksheet
Section 1 Review and E-Sign
by Employee

Sample Document Images

**4 Information on Receipts

) Form 1-9 Instructions
** List of Acceptable Documents
"4 Who is Issued This Document?

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

-+ Directions

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:
@) did notuse a Preparer or Translator *

If 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 *

Information Required for ABC Technical, A Sales Demo Company

Employee Information

Your Last Mame: * Moore
Your First Name: * | john

| certify that | do not have any middle initial (if checked "N/A" will be displayed in the Middle Initial field
of 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: + | . | ext. | |
Your Country: * | USA V|
Your Address- * :.123 Main Street .

| certify that | do not have any apartment number (if checked "N/A” will be displayed in the Apt.
Y ap; play p
Number field of Section 1)

Your City: * [irvine .|
Your State: * [California
Your Zip/Postal Code: * 12345 )

Your Date of Birth: * |[|1 | |01 | | 1900 |

Citizenship or Immigration Status

What is your citizenship or immigration status? = | Citizen of the United States V|
Your Social Security Number: * |1‘|'|—‘|‘|—1‘|'|1 |
Re-enter Social Security Number: * | 111-11-1111 |

| 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 |-9. *

Proceed to Form -9 Comp\eti%e

10
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6. Employee then reviews the
information entered into the

Form I-9.

—p

7. Employee must give
electronic consent by first
entering their full name and
date of birth. Depending on
your account configuration,
the employee may or may not
have mouse signature ability.
However, all employees must
click the attestation
statements and click the
Electronically Sign/E-Sigh &
Save button to finish.

When you are finished, click
the Save Form button.

B Save Form |&)

)| HireRight.

Print | ClearForm | Help | Live Chat | Change Password | Cancel & Discard

-, EMPLOYMENT Section 1 Review & E-Sign by Employee
* ELIGIBILITY
Fields marked with an * are required

VERIFICATION

Section 1. Employee Information and Attestation (=mpioyees must complete and sign
jon 1 of Form I-9 o later than the first day of employment, but not before accepting a job offer.)

Last Name (Family Name) First Name (Given Name) Middle Initia] Other Last Names Used (if @)
Section 1 Review and Moore John N/A N/A
E-Sign by Employee
Address (Street Number and Name) Apt. Numbey City or Town State ZIP Code
123 Main Street N/A Irvine CA 12345

Employee's E-mail Address
N/A

Employee's Telephone Number
N/A

£k EE EEEE *xe_*%_1111

i

| 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):

[V 1_A citizen of the United States
™ 2. A noncitizen national of the United States (See instructions)
™ 3. Alawful permanent resident (Alien Registration
Number/USCIS Number)
I 4. An alien authorized to work until (expiration date, if
applicable, mm/dd/yyyy)
Some aliens may write "N/A" in the expiration date field.(See
instructions)

N/A

N/A

QR Code - Section 1
Do Not Write in This Space

Aliens authorized to work must provide only one of the following document
numbers to complete Form I-9:

An Alien Registration Number/USCIS Number OR Form |-94 Admission
Number OR Foreign Passport Number.

1. Alien Registration N/A

Number/USCIS Number

OR
2. Form 1-94 Admission N/A
Number.
OR
3. Foreign Passport N/A
Number.
Country of N/A
Issuance:

Signature of Employee Today's Date (mm/dd/yyyy)

Electronic Signature of Employee

John
Moore

Jan [v]01]v]

Tt mouse button and draw your signature below

v Megray,

First Name: *
Last Name: *
E-mail Address

Month & Day of Birth: *

Not all accounts have
“‘mouse signature”
functionality enabled. The
employee can still give
electronic consent by
using the “Electronically
Sign” button below.

|
| All four | e
: attestation |
7] | am aware that federal law provides for imprisonment and/or fines for false statements or use of false
statement I M documents in connection with the completion of this form. =
|
| MUST be :
. | understand that | am using electronic means to sign this document, and | consent to signing this document
| reviewed lectronically. * ’ ’ o
| | electronically
and checked
I | certify that the information that appears above on the Form 1-9 is exactly as | entered it in the Employee
| Off for an : Information and attestation Worksheet. *
electronic
. | understand that by typing my information above, | am certifying that | am the person identifie this
l d d that by typing my inf | ifying th: he p dentified by th
| Slgnatu re to I information, and that my providing this information and clicking the "Electronically Sign” button below will
| be valid | constitute my electronic signature. *
| .

Back E-Sign & Save Decline
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9. A confirmation message appears. The employee’s task is complete. The employer may now find this employee’s
completed Section 1 under the Pending Employer tab under Manage 1-9 Forms of your HireRight account.

)} HireRight.

Help | Live Chat () Frint

Employment Eligibility Verification

Thank You

Thank you for completing your federal L9 Employment Bigibility Form for ABC Technical, A Sales Demo Company .

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.

T The List of Acceptable Documents may be found here.

To print the completed form, pleaze click here.

Close

12 l' HifERight@
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EMPLOYER REVIEW AND VERIFICATION - COMPLETING SECTION 2

Before completing Section 2, the Employee MUST have already completed and signed Section 1.

Employees must present unexpired original documentation that shows their identity and employment authorization.
Ensure that any document the employee presents is on the List of Acceptable Documents or is an acceptable
receipt.

Physically examine each document to determine if it reasonably appears to be genuine and to relate to the employee
presenting it. If the employer rejects a document, he or she should allow the employee to present other

documentation from the List of Acceptable Documents.

To Verify I-9 Docs

1.

2
3.
4

Login to your account and click Manage [-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

Q MNew ™

All Users
Employment Applications Sent to Employ

Manage 1-9 Forms

| Additional Columns ~

Last 50 days

di I

-9

I-9 Farms F* First Name
Manage I-9 Forms
ALl U e Rt LR John
Delete I-9 Forms

Background Forms
Employment Screening
Management Reports
Price List

Billing

Managed Accounts
Account Setup
Compliance Central
Forms & Documents
Guidelines

Help & Training

More Options =

Duplicate

A Refresh

Refreshed 1 hour age

E-Verify Tentative Pending Info Review Pending Photo Match Final Mon-Confirmation A

SSN
*re1 1111

Varify I-9 Docs

View

Send Form
Start/Termination Dates
Reassign

Correct I-3 Form

Set Hiring Manager
Delete 1-3 form

Flag

Date Next Action

05/24/2016 Complete Section 2

The Employer Review & Verification Worksheet Opens
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The Employer Review & Verification Worksheet Opens

Ensure that any document the employee presents is on the Lists of Acceptable Documents or is an acceptable
receipt. Physically examine each document to determine if it reasonably appears to be genuine and to relate to the
employee presenting it. Additional guides, including the official I-9 Instructions and the List of Acceptable Documents
are available on the left-hand side for your convenience

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 adocument for each of List B and C.

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

VERIFICATION

Employer Review and
Verification Worksheet

Who is Issued This Document?

-

N

B Save Form (&) Print | Clear Form | Help | Live Chat | Cancel & Discard
e Section 2 - Employer or Authorized Representative Review and Verification Worksheet

Fields marked with an * are required

Employee Name: John Moore
Citizenship Status: Citizen of the United States

The employee must present original documents, with the exception that the employee may present a certified copy of a
birth certificate. The employer must physically examine the actual document or documents presented by the employee
and determine if they reasonably 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 clrcumstances the emplo»er snould allov. the employee to choose any other

e s" for review and, if appropriate,

acceptance by the emplo\er

This employer participates in the federal employment eligibility program called E-Verify. The E-Verify program requires
that you may accept List B documents, only if they include a photograph. Please ensure that the new hire shows you a
document with a photograph and select below which document they showed to you

Please note that all documents presented by the new hire must be unexpired

 ListA %e 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 one document from Llst A OR examine a combination of one
document from List B and one document from List C as listed on the ' F s" on the next page
of this form. For each document you review, record the following |nf0rmat|on document tifle, issuing authority, document
number, and expiration date, if any.

The Employee has presented a Receipt for a replacement of a lost, stolen, or damaged document
Document Title: * U.S. Passport < G
Issuing Authority * U.S. Department of State v %
@ | 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.

E 1 ¢ Iné,

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.
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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 one document from List A OR examine a combination of cne
document from List B and one document from List C as listed on the "Lists of A D ments” on the next page of
this form. For each document you review, record the following information: document tifle, issuing authority, document
number, and expiration date, if any.

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

Document Title: * U.S. Passport |"|

lssuing Authority: * |-—Select Value-- v |
[ | certify that the issuing authority entered matches exactly to that of the document presented. *

Document #: * | |

Expiration Date (if any): *
This document is subject to E-Verify Photo Matching. You must retain a copy of the employee's document.

The additional information
area is provided for employers
to use in documenting any

¥ Check here if there is additional information you need to document on the -9 Form 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.

Section 2 Additional Information

Employment Information

e #v | attest under penalty of perjury, that | have examined the document(s) presented by the above-named employee,
that the above-listed document(s) appear to be genuine and to relate to the employee and that the information
entered above reflects the information that appears on the original document(s) presented by the employee. |

certify that the information entered above can be used to complete Section 2 of the I-9 form. *

Employee Start Date: * 01 \ 04 2017  |Use Today's Date \
Business Name: * ABC Company

Your First Name: * Samantha

Your Last Name: * Johnson

Title: * Manager

Email Address: * sjohnson@abccompany.com

> O

Business Address *

Address: 1234 Main Street

City Orange

State California v
Zip/Postal Code 12345

@ Proceed to Form |-9 Completion

8. Click the “I attest under penalty of perjury, that | have examined the documents presented by the
above-named employee...... ” Box.

9. Enter or confirm “Employment” information not already pre-populated in the Employment
Information area.

. | HireRight.
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10. Click “Proceed to Form 1-9 Completion.”

11. Review Section 2 Information.

[&] save Form (&) Print

EMPLOYMENT
ELIGIBILITY
VERIFICATION

. Section 2 Review and E-
Sign

Clear Form | Help | Live Chat

Section 2 Review & E-Sign

| Cancel & Discard

Section 2. Employer or Authorized Representative Review and Verification

(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 one document from List A OR a combination of one document from List B and one
document from List C as listed on the "Lists of Acceptable Documents.")

Moore

Employee Info from Section |Last Name (Family Name)
1:

John

First Name (Given Name)

Citizenship/Immigration
MI1 |Status

N/A |1

ListA OR
Identity and Employment Authorization

ListB
Identity

AND

ListC
Employment Authorization

Document Title

U.S. Passport

Document Title

N/A

Document Title

N/A

Issuing Authority
U.S. Department of State

Issuing Authonty

N/A

Issuing Authority

N/A

Document Number

B123456

Document Number

N/A

Document Number

N/A

Expiration Date (if any)(mm/dd/33yy)

01/01/2027

Expiration Date (if any)(mm/dd/yyy)

N/A

Expiration Date (if any)(mm/ddyyy)

N/A

Document Title

N/A

Issuing Authority

N/A

Document Number
N/A

Expiration Date (if any)(mm/ddyyy)

N/A

Document Title
N/A

Issuing Authonity
N/A

Document Number
N/A

Expiration Date (if any)(mm/dd/yyyy)

N/A

Additional Information

QR Code - Sections 2 & 3
Do Not Write in This Space

Certification: | attest, under penalty of perjury, that (1) | have

d the doc

1,

pr d 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.

The employee’s first day of employment (mm/dd/yyyy)

01/04/2017 (See instructions for exemptions)

Signature of Employer or Authorized

Today's Date(mm/dd/yyyy)

Title of Employer or Authorized Representative

Representative Manager

Last Name of Employer or Authorized Representative|First Name of Employer or Authorized Representative| Employer's Business or Organization Name
Johnson Samantha I9DNEW

Employer's Business or Organization Address (Street Number and Name)  [City or Town State ZIP Code

1234 Main Street Orange CA 12345
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12. Enter your Full Name — the email addres

s will be pre-populated and validated upon submission.

13. Read and check the four attestation statement checkboxes.

Electronic Signature of Employer

First Name: * Samantha
Last Name: * Johnson
E-mail Address sjohnson@abccompany.com

Hold down left mouse button and draw your signature below

Clear
& CERTIFICATION - | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named
employee, (2) the above-listed documents(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. *

2 | certify that the information that appears above on the Form I-9 is exactly as | entered it in the Employer Review and
Verification Worksheet. *

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

& | 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 & Run E-Verify % @ Decline

14. Click the E-Sign, Save & Run E-Verify button to finish. The Form 1-9 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.

NOTE FOR E-VERIFY CUSTOMERS:

Help | LiveChat () Print

1-9 Employment Eligibility Form
Thank You

Thank you for your submission for John Moore.

Order Details
Elecironic -2 Form Submitted
E-Verify Case Status Submitted
View E-Verify Report View -9 Form Upload Supporting Documents Close Window

If E-Verify is part of your I-9 solution, the following will also occur:

17

Employee data is automatically sent to the E-Verify Check system for verification.

E-Verify Check will respond with a case num

ber.

Report will display a unique E-Verify case number and status.

E-Verify Check will typically provide a response within 5 minutes, with one of two types of results:

i. Tentative Non-Confirmation — requires
work

additional steps for verifying employee’s authorization to

ii. Authorized (SSA Authorized or Employment Authorized)

)) HireRight.
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DESIGNATING A HIRING MANAGER TO COMPLETE SECTION 2

Federal law requires that the employee completes Section 1 of the Form I-9 by his or her first day of work for pay.
Employees may complete Section 1 at any time between acceptance of a job offer and their first day of work for

pay.

The job of the “Hiring Manager” is to ensure that the employee completes Section 1 of the Form I-9 in time, and
that you review the employee’s document and complete Section 2 of the Form I-9 within three (3) business days of
the first day of work for pay.

EXAMPLE: If the employee begins work on Monday, you MUST complete Section 2 by Thursday.
The term Hiring Manager is used as a generic term for the person who will be validating the employee’s 1-9 Section 2

documentation (from Lists A or B and C). When a user invites an employee to complete Section 1, the Hiring
Manager option will display if the permission is enabled for the account.

| Mew F [ Additional Columns I-9 Employment Eligibility Form
E Invite Employes h E
E-Verify Check L‘E Empioyee Info
!
Upload I-% Form for Mew Employee i
First Name:®
Upload I-% Form for Existing Employes : Jane
Kiosl Last Mame:® Smith
E-mail:* csmith@yahoo.com|
The Hiring Manager field allows you to Employee Start Date:

grant a non-HireRight user or an

existing HireRight user temporary
access to complete Section 2 for this lezzg
specific Form 1-9.

ge Templater® | Default Invitation Letter hd

If you enter a name and email address in Send me a copy n
the Hiring Manager fields, that person will
be sent a notification once the employee
has completed Section 1 of the electronic Hiring Manager
Form I-9. The Hiring Manager will then
use the information provided in the email .
to access and complete Section 2 of the Hiring Manager Name:  |Kari Rogers
electronic 1-9.

E-mail: krogersi@abcco.com

The request will go to the Pending

Employer tab once Section 1 is
completed. The I-9 Form Initiator, and any other user with applicable permissions, will be able to view the status of
the Form 1-9.

(See the Job Aid entitled “Hiring Manager Access and I-9 Form Completion” for more information on what the
process will be for the Hiring Manager upon receipt of the email notification.)

In certain circumstances, a user may wish to designate a Hiring Manager to an Form 1-9 later after the Form I-9
process has been initiated.

» )| HireRight.
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To Set a Hiring Manager:

1. Right click on the desired record and select “Set Hiring Manager.”

2. Enter a Hiring Manager name and E-Malil

address.

3. Click Submit.
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Verify I-9 Docs

ViewiPrint

Send Form

Start/Termination Dates

Feasszign

Correct I-9 Farm

Wiew Audit Trail

Resend

G Set Hiring Manager %
Delete I-2 form

Flag k

I1-8 Employment Eligibility Form

Set Hiring Manager

Employee: Jane Smith
Initiating Regquestor: Dan Doss
Created: 1210612010
Name:

E-mail:

e Subrmit

Cancel

)) HireRight.
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HIRING MANAGER ACCESS AND COMPLETION OF SECTION 2

1. The Hiring Manager (Kari Rogers in the sample below) is advised via email that the employee has completed
Section 1 of the electronic Form I-9. The Hiring Manager uses the information provided to access and complete
Section 2 of the electronic 1-9.

2. The Hiring Manager accesses the form using the Employee information contained in the email:

John Moore has completed Section 1 of the I-9 Employment Eligibility Form for Sales
Demo.

Please go to
https://ows@l.hireright.com/in.html?key=8E20AB8B4216C2FET7FABCF4866FE5AL

to log in to the HireRight system to review Section 1 of the I-2 m andjcomplete
and si i

Login: krogersghireright.com
d: 815ed5a3

Our objectivg is #0 complete this process quickly and within the employee’s first 3
days of employment. Please make every effort to accurately provide all of the
requested information. If you have any questions in completing the online I-9 Form,
please contact HireRight Customer Service. Customer Service is available 24 hours a
day, 5 days a week beginning Sunday 5 p.m. through Friday 9 p.m. Pacific Time (GMT -
8). You can call them at:

(866) 521-5995 (within the U.S5. and Canada)

+1 (949) 428-5804 (outside the U.5. and Canada).

)| HireRight. | Applicant Center v
Login
User Name krogers@hireright.com
Password | ............ |
Logir: D}qIEI'
3. The Hiring Manager resets the
password to securely access and )| HireRight. | Applicant Center

complete the Employer section of

the online form.

4. Click Save to complete
Section 2.
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Change Password

Cheoose a password that is at least 8 characters, not similar to your e-mail address, includes a lowerc ase letter, an upperc ase letter
and a number.

New Password: *hkkkkhkkkk

Confirm Password: Kk kkhkkkk

If you forget your password, we'll help you reset it using this question and er.

Secret Question: What was the type of your first car? v

Secret Answer: coupe

L+ I

) HireRight.
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The Employer Review & Verification Worksheet Opens

Ensure that any document the employee presents is on the Lists of Acceptable Documents or is an acceptable
receipt. Physically examine each document to determine if it reasonably appears to be genuine and to relate to the
employee presenting it. Additional guides, including the official I-9 Instructions and the List of Acceptable Documents
are available on the left-hand side for your convenience

5. Select the List A or the List B&C tab depending on the document(s) the employee provided. Applicant
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.

B Save Form (&) Print | Clear Form | Help | Live Chat | Cancel & Discard
1Y el Section 2 - Employer or Authorized Representative Review and Verification Worksheet
L5
" VERIFICATION

Fields marked with an * are required

Employee Name: John Moore
, Employer Review and Citizenship Status: Citizen of the United States
Verification Worksheet

The employee must present original documents, with the exception that the employee may present a certified copy of a
birth certificate. The employer must physically examine the actual document or documents presented by the employee
and determine if they reasonably 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 circumstances, the emplover snould allo'.\ the emplovee to choose any other
document(s) the employee wants to present from the ' e Documer

acceptance, by the employer.

This employer participates in the federal employment eligibility program called E-Verify. The E-Verify program requires
that you may accept List B documents, only if they include a photograph. Please ensure that the new hire shows you a
document with a photograph and select below which document they showed to you.

Please note that all documents presented by the new hire must be unexpired

[ ListA A%e 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 one document from List A OR examme a comblnanon of one
document from List B and one document from List C as listed on the "Lists of Acce le

of this form. For each document you review, record the following information: document
number, and expiration date, if any.

suing authority, document

a J The Employee has presented a Receipt for a replacement of a lost, stolen, or damaged document
Document Title: * U.S. Passport ,&-M;e
[ 7/275 =
Issuing Authority * U.S. Department of State v '
@ | 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.

, | HireRight.
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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.

Employment Information

e qv | attest under penalty of perjury, that | have examined the document(s) presented by the above-named employee
that the above-listed document(s) appear to be genuine and to relate to the employee and that the information
entered above reflects the information that appears on the original document(s) presented by the employee. |

certify that the information entered above can be used to complete Section 2 of the I-9 form. *

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

Your First Name: * Samantha

Your Last Name: * Johnson

Title: * Manager

Email Address: * sjohnson@abccompany.com

- O

Business Address *

Address 1234 Main Street

City Orange

State California X
Zip/Postal Code 12345

@ Proceed to Form I-9 Completion

8. Click the “I attest under penalty of perjury, that | have examined the documents presented by the above-

named employee...... Box.

9. Fillin all any missing “Employment” information not already pre-populated in the Employment
Information area.

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

22 I’. HiI'ERighL
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11. Review Section 2 Information
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[&] save Form (& Print | Clear Form | Help | Live Chat | Cancel & Discard

EMPLOYMENT
ELIGIBILITY
VERIFICATION

Section 2 Review and E-

Sign

Section 2 Review & E-Sign

Section 2. Employer or Authorized Representative Review and Verification

(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 one document from List A OR a combination of one document from List B and one
document from List C as listed on the "Lists of Acceptable Documents.")

Citizenship/Immigration
Employee Info from Section |Last Name (Family Name) First Name (Given Name) MI1 |Status
1 Moore John N/A | 1
List A OR ListB AND ListC

Identity and Employment Authorization Identity Employment Authorization

Document Title Document Title Document Title

U.S. Passport N/A N/A

Issuing Authority Issuing Authority Issuing Authority

U.S. Department of State N/A N/A

Document Number Document Number Document Number

B123456 N/A N/A

Expiration Date (if any)(mm/dd/3yyy) Expiration Date (if any)imm/dd/yyyy) Expiration Date (if any)(mm/ddyyy)

01/01/2027 N/A N/A

Document Title it - QR Code - Sections 2 & 3

NIA Additional Information Do Not Write in This Space

Issuing Authority

N/A

Document Number

N/A
Expiration Date (if any)(mm/ddyny)
N/A

Document Title

N/A

Issuing Authonity

N/A

Document Number

N/A

Expiration Date (if any)(mm/dd/yyyy)

N/A

Certification: | attest, 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.

The employee’s first day of employment (mm/dd/yyyy) : 01/04/2017 (See instructions for exemptions)

Signature of Employer or Authorized

Today's Datemm/dd/xyyy) Title of Employer or Authorized Representative

Representative Manager

Last Name of Employer or Authorized Representative|First Name of Employer or Authorized Representative| Employer's Business or Organization Name
Johnson Samantha I9DNEW

Employer's Business or Organization Address (Street Number and Name)  [City or Town State ZIP Code

1234 Main Street Orange CA 12345

) HireRight.
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12. Enter your Full Name.

13. Check the four attestation checkboxes.

Electronic Signature of Employer

First Name: * Anabelle
Q Last Name: * Lee
E-mail Address alee@abcco.com .
Hold down left mouse button and draw your signature below

Clear

w CERTIFICATION - | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named
employee, (2) the above-listed documents(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. *

2 | certify that the information that appears above on the Form I-9 is exactly as | entered it in the Employer Review and
Verification Worksheet. *

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

o | 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 & Run E-Verify % @ Decline

14. Click the E-Sign, Save & Run E-Verify button to finish. The Form I-9 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 & Run E-Verify button below, the document will be considered “SIGNED.”

Help | Live Chat |_‘;"]F"i'|'.

A confirmation message appears.
1-9 Employment Eligibility Form

Thank You
Thank you for your submission for John Moaore.

Order Details

Electronic I-8 Form Submitted
NOTE FOR E-VERIFY CUSTOMERS: A -
If E-Verify is part of your 1-9 solution, the following
WI" also occur: \iiew E-Verify Report View I-9 Form Upload Supporting Documents Close Window

= Employee data is automatically sent through

the E-Verify Check system, which uses the Social Security Administration (SSA) and Department of
Homeland Security (DHS) to validate employment eligibility.

= E-Verify Check will respond with a case number.
= Report will display a unique E-Verify case number and status.
= E-Verify Check will typically provide a response within 5 minutes, with one of two types of results:

i. Tentative Non-Confirmation — requires additional steps for verifying employee’s authorization to
work

ii. Authorized (SSA Authorized or Employment Authorized)

24 }) HireRight.
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RECEIPTS FOR LOST, STOLEN, OR DAMAGED DOCUMENTS

When an employee is unable to present a required document (or documents), the employee can present an
acceptable “receipt” in lieu of a document from the Lists of Acceptable Documents.

This functionality only covers a receipt showing that the employee has applied to replace a document that
was lost, stolen, or damaged per USCIS guidelines. Please refer to the “Information on Receipts” link on the
left hand side of the page in Section 2 or Section 3 for additional guidelines.

Receipts for a replacement of lost, stolen, or damaged documents can be presented by all employees. A
receipt fulfills the verification requirements of the document for which the receipt was issued (can be List A,
List B, or List C) and is valid 90 days from date of hire or, for reverification, the date employment
authorization expires. At the end of the receipt validity period, the employee must present the actual
document for which the receipt was issued.

1. If you are presented with a receipt that meets the above requirements, simply check the check box
indicating “The employee has presented a Receipt for the replacement of a lost, stolen, or damaged
document” for the List A, List B, or List C document that was presented by the employee. Complete the
rest of Section 2, electronically sign, and click submit.

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 -=n ploym -=r't r::-L m Lst pr' sn.ell} EXAM ine one :::-..Ln ent from List A OR =ren ine a com tlr'etlc-r' of cne document from
f Acceptable Documents” on the next page of this form. For each

docum -=r't /OU eV |,_-.'a record the f::-II::--.alr':. information: document title, |ssur'=. authority, document number, and expiration
date, if any.

a S The Employee has presented a Receipt for a replacement of a lost, stolen, or damaged document.
The receipt is valid for 90 days from the date of hire

Document Type: * U.S. Passport [v]
Document Title * U.S. Passport

& | cerify that the document title entered matches exactly to that of the document presented. ®

Issuing Authority * U.5. Department of State v

& | certify that the issuing autherity entered matches exactly to that of the document presented. =
Document # * 12345673

Expiration Date (if any ). *

2 }) HireRight.
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90-Days Remaining

30-Days Remaining

At this time a timer is started. The employee now has 90 days to bring in a hard
copy of an original acceptable document.

After 60 days, a reminder email message will be sent to the employer saying that
they have 30 days remaining.

If your company participates in E-Verify, and if the employee presents a receipt

EVerify

showing that he or she applied to replace a document that was lost, stolen or
damaged, a case cannot be created in E-Verify. You must wait until the employee

presents the actual document for which the receipt was presented before you can
create a case in E-Verify for the employee.

2. Notice that when you view the Electronic Form I-9 (by right-clicking and selecting “View/Print”) you'll see
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the word Receipt in red, indicating that a receipt was accepted in lieu of an original. The expiration date
will display the expiration date of the receipt (90 days after the employee’s start date).

Section 2 Review & E-Sign

Section 2. Employer or Authorized Representative Review and Verification
(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 one document from List A OR a combination of one document from List B and one

document from List C as listed on the "Lists of Acceptable Documents.”)

Employee Info from Section (Last Name (Family Name)
1:

List A

Identity and Employment Authorization

Citizenship/Immigration
First Name (Given Name) MI |Status
OR List B ListC

Identity

Employment Authorization

Document Title

Document Title

Document Title

U.S. Passport N/A N/A

Issuing Authority Issuing Authority Issuing Authority
U.S. Department of State N/A N/A

Document Number Document Number Document Number
B123456 R.ECE]PTQ N/A N/A

Expiration Date (if any)imm/ddnyy)

01/01/2027

Expiration Date (if any)(mm/dd/xnyy)

N/A

Expiration Date (if any)(mm/dd/yyy)

N/A

Dacnment Title

Additinnal infarmatinn AR Code - Sections 2 & 3

)) HireRight.
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3. When the employee presents the actual
document, use the “Correct 1-9 Form”
command to open the employee’s Form [-9
and correct Section 2.

Note: The “Corrections” User Permission
must be enabled.

4. Check the box next to “Actual document presented”, and enter a new document number and

expiration date. Then click “Next.”

Screening Manager

._./.JNEW "

Current User

Sent to Employee

F*  First Name

Jezse

Eprint

L4

Manage 19 Forms

\_a Additional Columns ™

Last 90 days =
Pending Employer

Last Name

Gaynor
WigwfPrint

F.eassign

Re-wverify I-9 Form
Manage eTHC Process
Manage Supporting Docs
Refar Employes

Close Case

Send Farm
Start/Termination Dates
Wiew Auadit Trail

E-verify Report

Correct I-9 Form
Delete I-9 form
Flag »

Completed

®

More Options ™

E-Verify Tentative =
55N
=

Document A
NOTE: A red message

|
will initially be displayed, :
indicating that the |
system is still waiting for :
an actual documentto
be presented.

date, if any.

Document # ©

Document Title *

Issuing Authority ®

Expiration Diate (if any): *

List A

"|}.§:tual document presented

Dot °‘p&: *

day of employment. You must physically examine cone doc
List B and one document from List C as listed on the "Lis
decument you review, record the following information: doc

U.5. Passport

.5 Passport

U.S. Department of State

#| | certify that the issuing authority entered matches exactly to that of the document presented. *

12345673
0 02

ListB&C

Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first
ument from List A OR examine a combination of one document from
C Documents” on the next page of this form. For each

ument titie, i

> The employee presented a RECEIPT on Section 2.
Please select the checkbox below once the employee presents the actual document.

«| | certify that the document title entered matches exactly to that of the document presented. *

2025

ssuing authority, document number, and expiration

L
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5. Review the information in the Correction Review page. Notice the old value, and the new value
indicating your changes. Briefly describe the reason for the change.

o If an E-Verify case is not needed, then click “Submit Changes.”

e For E-Verify Users: If you need to create an E-Verify case for this employee, click “Save and Run E-
Verify.”

Correction Review
Correction Review
Please review the changes you have made carefully. Once you are sure you want to accept these changes

and update this -9 form, click Submit Changes. If you do not wish to commit these changes, click Cancel.

If you wish to go back to the previcus page and update your corrections, click on menu to the left.

Fieid Oid Value New Value ReasonChange Summary ™
Document A Receipt Presented Receipt Document
Document A Expiration 03/232016 01022025

Dateil).5. Passport)

Submit Changes e Save and Run E-Verify Cancel
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Additional Info

The Electronic Form -9 will also be updated. The red “Receipt” text will be removed and the new expiration
date will be included from the Actual Document.

Section 2 Review & E-Sign

Section 2. Employer or Authorized Representative Review and Verification

(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 one document from List A OR a combination of one document from List B and one
document from List C as listed on the "Lists of Acceptable Documents.")

Employee Info from Section (Last Name (Family Name)
1:

First Name (Given Name)

Citizenship/Immigration
MI |[Status

List A OR
Identity and Employment Authorization

List B AND

Identity

ListC
Employment Authorization

Document Title

Document Title

Document Title

ol

U.S. Passport N/A N/A

Issuing Authority Issuing Authornity Issuing Authority
U.S. Department of State N/A N/A

Document Number ) Document Number Document Number
B123456 N/A N/A

Expiration Date (if any)(mm/dd/yyyy)

01/01/2027

N/A

Expiration Date (if any)(mm/ddnyy)

Expiration Date (if any)(mm/dd/yyy)

N/A

Daocnment Title

Additinnal Infarmatfinn

QR Code - Sections 2 & 3

The 1-9 Audit Trail will record everything that is required by USCIS to properly document receipts for lost,
stolen, or damaged documents.

15 Form

Annctations/ Notes

Audit Trail

1-9 Employment Eligibility Form

Below you will find the list of actions and any changes made for this -9 form.

Action

Whao

John Moore (New Hire)
MDD 0101

07/27/2016 11:50:45 PST Section 1 Submitted
IP Address:
Annabelle Lee
072712016 15:07:35 PST Section 2 Submitted E-Mail Address: al@demo.email
IP Address:
Annabelle Lee
D8/01/2016 10:32:40 PST Form Corrections Section 2 E-Mail Address: al@demo.email
IP Address:
Figid O Value New Valus Reason/Change Summary
Document A: Receipt Presented 12345878 Receipt 12345578 Actual document lost document replaced
Document A Expiration Date 08/2312016 010212025 new exp. date
0E/01/2016 10:33:20 PST MNote added Annabelle Lee
Print Close
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INSTRUCTIONS FOR NOTARIES — COMPLETING SECTION 2

A Form I-9 is required to be completed for every new employee by the federal government in order to comply with
employment eligibility law. The form must be completed by all employees when starting a new job.

The new employee has already completed Section 1 of the form. Notaries are often asked to complete Section 2 of

the form when the employee is not located close to their employer. This document explains how to complete the
form.

Completing Section 2 of the Form 1-9

1. The employee will present you with a paper copy of the Form |-9. Section 1 (Page 1) will already be completed
or you will access an electronic version that has been emailed to you.

Employment Eligibility Verification USCIS
y - FormI-9
Dep_a.l tment of Home]_and .Se(ul 1('3_7 OMB No. 1615.0047
U.S. Citizenship and Immigration Services Expires 083112019

- START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination.

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

Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)
Moore John WA WA

Address (Street Number and Name) Apt. Number | City or Town State ZIP Code

123 Main Street N/R Irvine cn j 92617

Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's E-mail Address Employee's Telephone Number
0170171981 111-11-1111 Wi {123) 123-4567

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

lattest, under penalty of perjury, that | am (check one of the following boxes):
] 1. A citizen of the United States

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

D 3. A lawful permanent resident  {Alien Registration NumberfUSCIS Number): N/R

N/E
[] 4. An alien authorized to work until (expiration date, if applicable, mm/ddiyyyy):  wa
Some aliens may write "N/A" in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form 1-9: Do ot Wt e B

An Alien Registration Number/USCIS Number OR Form [-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number: H/A

OR
2. Form I-94 Admission Number:  N/2
3. Foreign Passport Number:  H/2
Country of Issuance: N/&

Signature of Employee John Moore Today's Date (mm/ddAyyy) 1/5/2017
Preparer and/or Translator Certification (check one):
<] 1 did not use a or A andior ) assisted the in ing Section 1.
(Fields befow must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)
| attest, under penalty of perjury, that | have i in the pletion of ion 1 of this form and that to the best of my
I ledge the information is true and correct.

Signature of Preparer or Translator Today's Date (mm/dd/yyyy)

Last Name (Family Name) First Name (Given Name)

Address (Street Number and Name) City or Town State ZIP Code

Form1-9 11/14/2016 N

Page 1 of 4

30 )} HireRight.

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

Copyright © 2017 HireRight, LLC. All rights Reserved.




Completing Section 2 of the Form I-9

2. The employee will present you with documents that prove identity and that they are authorized to work in the
United States. Please complete Section 2 based on the documentation provided by the Employee. Please see
the attached List of Acceptable Documents to identify which documents are List A, List B and List C.

NOTE: Issuing Authority is the organization that issued the document (for example, the Department of Motor
Vehicles for a Driver's License).

3. Inthe CERTIFICATION section, enter the Employee’s Start Date (you may need to ask the employee for this

date). Sign and print your name and provide your business information, as you are the person completing the
form.

Optionally, you can provide your Notary stamp on the form.

4. Give the completed form to the employee.

Employment Eligibility Verification USCIs
Department of Homeland Security OMg;r“l'mI;gm 4
N - N - o. -
U.S. Citizenship and Immugration Services Expires 08/31/2019
Section 2. Employer or Authorized Representative Review and Verification
(Employers or their authorized representaiive must complete and sign Section 2 within 3 days of the employee’s firsi day of You
must i examine one from List A OR a combination of one document from List B and one document from List C as listed on the "Lists
of Acceptable Documents.”)
- Last Name (Family Name) First Name (Given Name) M.I. | Citizenship/lmmigration Status
mployee Info from Section 1 Moore Tohn N/a N
—
ListA OR ListB AND ListC
dentity and Employment Authorization Identity Employment Authorization
Document Title Document Title Document Title
1.5, Passport = | wa ] s =
Issuing Authority Issuing Authority Issuing Authority
U.S. Department of State = H/A MiA
Document Number Document Number Document Number
B123456 H/R H/E
Expiration Date (if any)(mm/dd/yyyy) Expiration Date (if any){mmddd/yyyy) Expiration Date (if any)(mm/dd/yyyy)
01/01/2027 H/R H/R
Document Title
W/R
Issuing Authority Additional Information I?nﬂmgmﬁfﬁ‘“;’i‘:gpi;
H/R
Document Number
W/R
Expiration Date (if any){mm/dd/yyyy)
WA
Document Title
H/B
Issuing Authority
H/A
Document Number
H/R
Expiration Date (if any){mm/dd/yyyy)
H/R
Certification: | attest, under penalty of perjury, that (1) | have ined the d (s) p d 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 Stateg
The employee's first day of employment (mm/d 3 (See instructi for exempti
Signature of Employer or Authorized Representative | Today's Date(mm/dd/yyyy) Title of Employer or Authorized Representative
Manager
Last Name of Employer or Authorized Representative | First Name of Employer or Authorized Representative | Employer's Business or Organization Name
Johnson Samantha REC Company
Employer's Business or Organization Address (Street Number and Name) | City or Town State ZIP Code
1234 Main Street Orange ca 3 12345
FormI-9 11/14/2016 N Page 2 of 4
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Employment Eligibility Verification USCIS

Department of Homeland Security Form I-9
.- . o - OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 08/31/2019

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

Employee Name from Section 1: Mooze John N/A

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative )
A. New Name (if applicable) B. Date of Rehire (if applicable)
Last Name (Family Name) Date (mm/ddivyyy)

First Name (Given Name) Middle Initial

C. If the employee’s previous grant of employment authorization has expired, provide the information for the document or receipt that establishes
continuing employment authorization in the space provided below.

Document Title

Document Number Expiration Date (if any) (mm/ddfyyyy)

Ll

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the doc (s) | have ined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative ‘ Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative

LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A

or a combination of cne selection from List B and one selection from List C.

LISTA LISTB LISTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and Identity Employment Authorization

Employment Authorization

OR

AND

U.5. Passport or U.5. Passport Card

Permanent Resident Card or Alien
Registration Receipt Card (Form [-551)

Foreign passport that contains a

temporary I-551 stamp or temporary INS AUTHORIZATION
1-551 printed notation om a machine- 2. ID card issued by federal, state or local {3) VALID FOR WORK ONLY WITH
readable immigrant visa government agencies or entifies,
— provided it contains a photograph or DHS AUTHORIZATION
Employment Authorizatien Document information such as name, date of birth, Certification of Birth Abroad issued
that contains a photograph (Form gender, height. eye color, and address by the Department of State (Form
I-7E3) F5-545
)
3. School ID card with a photograph . - -
Fer a nonimmigrant alien authorized Certification of Repart of Birth
o work for a specific employer 4. Voter's registrafion card issued by the Department of State
because of his or her status: (Form DS-1350)
5. LL5. Military card or draft record — - -
a. Foreign passpart; and . Original or certified copy of birth
b. Form I-84 or Form 1-0dA that has 6. Military dependent's ID card cerificate |5§|.|_ed|byl-:h5t_ale.
the following: 7. U.S. Coast Guard Merchant Mariner county. municipal authority. or
territory of the United States
(1) The same name as the passport; Card bearing an official seal
and
8. MNative American tribal document - - -
{2) An endorse t of the alien's Mative American tribal document
nonimmigrant status as long as 9. Driver's license issued by a Canadian

that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

Passport from the Federated States of
Micronesia (FSM) or the Republic of
the Marshall Islands {RMI}) with Form
I-84 or Form [-84A indicating
monimmigrant admission under the
Compact of Free Associafion Between
the United States and the FSM or RMI

Drriver's license or |D card issued by a
State or cutlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

. A Social Security Account Mumber

card. unless the card includes one of
the following restrictions:

{1) NOT VALID FOR EMPLOYMENT
(2) VALID FOR WORK ONLY WITH

government authority

U.S. Citizen ID Card (Form 1-187)

For persons under age 18 who are
unable to present a document
listed above:

Identification Card for Use of
Resident Cifizen in the United
States (Form 1-179)

10. School record or report card

Employment authorization
document issued by the

4

1. Clinic, doctor, or hospital record

12. Day-care or nursery school record

] it of Homeland Security

Examples of many of these documents appear in Part 8 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

Page 3 of 4
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Managing Your Uploaded Supporting Documents

To help you maintain E-Verify compliance and aid in the E-Verify photo matching requirement of storing copies of
supporting documents, HireRight offers the ability to have an Upload Supporting Documents feature activated within
your account.

Supporting Documents can only be uploaded to your account if the "Upload Supporting Documents" feature has
already been activated within your account. If your account does not currently have this feature enabled, or if you
need to add this permission for additional users, please contact your HireRight Representative. This feature does
incur an additional charge due to document storage costs.

It is recommended that HireRight E-Verify participants store E-Verify-required copies of Supporting Documents within
the HireRight I-9 system to help keep your company in compliance with E-Verify rules. As a result, if you have the
“Upload Supporting Documents” feature activated within your account, the new system enhancements that will be
released along with the E-Verify Photo Tool Upgrade will automatically be implemented for the users with the
“Upload Supporting Documents” permission UNLESS you contact your Account Manager to opt out. If your company
decides to store E-Verify Supporting Documents outside of the HireRight system, please contact your Account
Manager to opt out.

e Require Users to Upload Supporting Documents for E-Verify - After E-Verify photo matching has
completed, the system will prompt the user to upload a PDF file of the employee’s supporting document.
Uploading Supporting Documents does incur an additional charge. This is an optional feature you may opt-
out of if your company chooses to not store supporting documents in the HireRight 1-9 system.

I-9 Employment Eligibility Form

Upload Supporting Documents
Per E-Verify Photo Matching requirements, you are required to upload a PDF copy of the
Supporting Document for this employee.
Pleaze note that only POF documents ar pted for upload.
The documents you uplead will be transfe stored in our secure document storage. This process
may take up to several minutes. As soon as your document is uploaded it will appear in the list.
File To Upload: Choose File | No file chosen
Document Type: |-766 (Empleyment Autherization) ¥

Upload
List of Supporting Documents i
Close

If you are unable to upload a supporting document at this time, simply click the “close” button to exit.

e New supporting document notification — An email notification will be sent if an employee does not have a
required supporting document on file as a result of E-Verify photo matching. By default, this notification will
send to the 1-9 Form Initiator. Uploading Supporting Documents does incur an additional charge. This is an
optional feature you may opt-out of if your company chooses to not store supporting documents in the
HireRight 1-9 system. If you would prefer to not receive this notification OR would like to have the notification
sent to a different user, please contact your Account Manager.
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e New status in I-9 dashboard — After E-Verify has been completed, you are able to view and identify within
the 1-9 Dashboard which employees may require a supporting document on file due to E-Verify photo
matching requirements. This is located under the Next Action column, and the message ‘Supporting
Document Needed’ will display. Uploading Supporting Documents does incur an additional charge. If you do
not see the “Next Action” column, be sure to right click on the column headings and select it to show.

& Mew T o Additional Celurnns ™
All Uzers - Last 7 days -

Sent to Emplaves Pending Employar Completed

I First Name Last Name SSN
ickey Mouze k2754
Donald Dk e R

E-Werify Tentative  Pending Info Review Pending Photo Match Final Mon-Confirmation

E-Verify Status

Employment Authorized  0328:2011 ppotting Document Needed 12 Faorm

Employment Authorized

¥ Refraszh

Last Update:

Mext Acton Type

- -8 Farm

e Supporting Document Management Report —This report will enable you to compare what Section 2

document was entered into the system and view a list of supporting documents that were uploaded for each
employee. Easily track and manage employees who are required to have a supporting document on file as a
result of E-Verify photo matching. This report will only be available to users who have access to
Management Reports and if the “Upload Supporting Documents” feature is enabled for the account.
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SUBMITTING AN E-VERIFY (ONLY) CHECK

For employers that do not need to initiate an 1-9 but do need to run an E-Verify Check.

To Submit an E-Verify Check

1. From the Manage I-9 Forms tab, select
the E-Verify Check menu option from the
New pull-down menu.

)| HireRight.

E.g, Joe,

> Employment Applications
~ |9 Forms
Manage -9 Forms
-8 Forms Settings
Delete -9 Forms
Batch Requests

Jo%, ab-1234567] Q,

Screening Manager

Manage |-9 Forms

I_a Additional Celumns ~

A Invite Employee

e
o Eedfycheck g &1
B Upload I-9 Ferm for New '55"

Upload I-9 Form for Existing Employes
Kiask

2. Working from the paper I-9 form
completed by the Employee, enter
the information from the paper form.

Employee -9 Information

Warning

Please note that by completing the form below you are performing an E-Verify Check OMNLY.
Employers must still complete Form I-9 for each newly hired employee.

Employee Information e

Employee Last Name: *
Employee First Name: *
Employee Middle Initial: *

~ Middle Initial field of Section 1)

Employee Other Last Names Used
(if any): =

Employee E-mail Address:
Employee Telephone Mumber:

Employee Date of Birth:

[ ] | certify that the employee does not have any middle initial (if checked

(] |certify that the employee has not used
~ Other Last Names Used field of Section 1)

+[1

Mia™ will be displayed in the

any other last names (if checked "M/A" will be displayed in the

A | ext.

. Citizenship or Immigration Status
3. Enter the employees Citizen or ? g

Immigration Status by using the
pull-down menu.

What is the employes's citizenship or
immigration status? *

Employee's Social Security Mumber: *

Emnlowor B oious

| Citizen of the United States

II'[
<
-

;

(111111111
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4. SelectList A or List B&C.

5. Enter all required information. Fields
indicated by a red asterisk are
required fields.

AN

6. Click Submit 1-9 Verification.

Information will be submitted to
E-Verify for verification and a
record can be found.

A NEW employee record is
created and placed in the
Completed tab. Notice the E-Verify
Status is “In Progress.”
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Employer Review

Document B

Document Title: *

State: *
Issuing Authority: =

Document #: =

Document Expiration Date

Document C

Document Title: *

Issuing Authority: ®

Document #: =

Document Expiration Date

Employee Start Date: *

N

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

HNote: This employer participates in E-Verify. Any List B document presented to an employer
participating in E-Werify MU ST contain a photo.

ListB&C

Drivers license issued by statefterritory

Oregon v
Oregon
[w#f] | certify that the issuing authority entered matches exactly to that of the document presented. *
Format
A12345678 helg

[w#| | certify that the issuing authority entered matches exactly to that of the document presented.

| certify the document the employee presented does not
hawve an expiration date

Social Security Card (Unrestricted)

O

Social Secunty Administration

[111-11-1111 |

om ]

| certify the document the employee presented does not
hawve an expiration date

o1 ot |07

Submit -9 Wriﬁcatiur%__li-;;' e

Screening Manager

& New ™ | (= print

Current User b

Sent to Employee Pending Employer | Completed E-\erify Tentative ing Info Review  Pending Photo Matg
F" Last Name First Name Type E-Verify Status Date
Draper LeAnn -8 Form Upload In Progress 10/24/2017.

Manage 1-9 Forms x

|_3 Additienal Columns =

Last 90 days =

More Options ~

) HireRight.
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What Happens Next?

e E-Verify will respond with a uniqgue Case Number.
e The E-Verify report will display the Case Number and status.
o E-Verify will typically provide a response within 15 seconds.

Results
E-Verify will respond with one of two types of results:

e Tentative — requires additional steps for verifying an Employee’s authorization to work
e Final — E-Verify has made a final determination status

Possible Statuses

e Final:
v' Employment Authorized
v" DHS/SSA Final Non-Confirmation
v" DHS/SSA Employment Non-Authorized
v" DHS/SSA No-Show

e Temporary:
v' DHS/SSA Tentative Non-Confirmation

= Please reference the “How to Handle a Tentative Non-Confirmation Status” Job Aid for
further instructions.

v" DHS/SSA Tentative Non-Confirmation — Photo Mismatch
= Please reference the “E-Verify Photo Tool” Job Aid for further instructions.
v" DHS/SSA Verification in Process

= Note: This status means that additional time is needed from E-Verify to provide a final
status. No action is needed on your part at this time in the process.

v DHS/SSA Case in Continuance

= Note: This status means that additional time is needed from E-Verify to provide a final
status. No action is needed on your part at this time in the process.

v' DHS/SSA Institute Additional Verification

= Note: This status means that E-Verify has instituted additional verification procedures to
verify the new hire’s employment eligibility and that resolution of the status may take some
extra time. No action is needed on your part at this time in the process.

. I} HireRight.
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USING HIRERIGHT’S E-VERIFY PHOTO MATCHING TOOL

As mandated by the U.S. Department of Homeland Security, all customers using HireRight’s E-Verify solution are
required to conduct an E-Verify Photo Match when certain documents are provided.

What does the E-Verify Photo Matching Tool do?

Using HireRight's E-Verify Photo Matching Tool, you will be verifying that the photo displayed in E-Verify is identical
to the photo on the document that the employee presented to you in Section 2 of the I-9 Form. Once E-Verify is
initiated, a window will appear that prompts users to compare the photo on the employee’s documentation with a
photo displayed on HireRight's E-Verify screen. This helps ensure that the documents provided are valid.

The photo matching prompt automatically occurs when an employee presents any of the following documents as
proof of employment eligibility:

. U.S. Passport or Passport card - active for HireRight customers on 4/29/2011

. Permanent Resident Card (Form 1-551) - active for HireRight customers on 12/3/2010

«  Employment Authorization Document (Form |-766) - active for HireRight customers on 12/3/2010

List A ListB & C

Document A

Ernployers or their authorized representative must complete and sign Section 2 within 3 business days of employment. You
must physically examine one docurment from List A OR examine of combination of one document from List B and one

reviewy, recaord the following information: document title, issuing authaority, document number, and expiration date, if any.

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

Docurment Type: Permanent Resident Card or Alien Registration Receipt Card

Farm -551)

Citizenship and/or immigration status noted by the employee in Secfion T of the Form 19 is inconsistent with the
documents selected to complete Section 2 of the Form 19, Please examine the document{s) to ensure they
reasonably appear on their face to be genuine and to relate to the person presenting them. If so, proceed hy asking
the employee to clarify and/or correct the discrepancy, if any. See Matrix for additional explanation.

Document Title * Permanent Resident

Issuing Autharity: * Departrnent of Homeland Security

Dacument # * 123456789

Expiration Date (if any): * 17 12 2025 O The document the employee presented does

not have an expiration date
i P>This document is subject to E-Verify Photo Matching. You must retain a copy of the employee’s document. |

When the employee presents one of the above documents and the 1-9 Form information entered by the employer
matches DHS records, the employee’s photo automatically displays on HireRight's E-Verify screen.

NOTE: If an employee presents a U.S. Passport (or Passport Card), Permanent Resident Card, or Employment
Authorization Document, E-Verify requires that the employer must make a copy of that document and keep it on
file with the 1-9 Form. If you prefer to not keep a paper copy, you may scan and upload a PDF file to the HireRight
system using the Manage Supporting Documents feature (provided this permission is activated for your account).

Avoiding Discrimination

Employees have the right to present any acceptable documentation to complete the -9 Form. Employers may not
require an employee to present a specific document. Employers must accept the documents the new employee
chooses to present as long as they appear to be genuine and relate to the person presenting them. Otherwise,
employers may violate federal law prohibiting discrimination in the verification process.

» )| HireRight.
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Sample Document Images
Note: Images may vary from documents shown here based on document issue date.
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e U.S. Passport Card

CNE STATES OF AMEm UNITED STATES DEPARTMENT OF STATE ‘
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e |-551 (Permanent Resident Card)

PERMANENT RESIDENT CARD

NAME VOID, VOID V g PERMANENT RES'DEN CARD

UNITED STATES OF AMERICA  Department of Homeland Securiny

Birthdate " Bitegory Sex The parsnn ientifiod by this cardl bs suthariand b wark and feside in the US
01/01 ‘ p
Coufitry 'LM r
§ El S.'l\.i’di o~ r_fﬁ
"0 1/02/80

Residedt Sjuc=. 01/01/80

C1USADO00000392SRC0O000000039<<
2001010F8001022SLV<<<<<<<<<<<0
VOID<<VOID<LCCLLLLLLLLLLLLLKLL<LK
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e Form I-766 (Employment Authorization Card)

LS DEFARTMENT OF HOMELAND SECUNITY, L. 5. Cltsesabdp and bnsnigration Servios

EMPLOYMENT AUTHORIZATION CARD
The peran identified i assthorised o woek i the | S for the valdicy of this card
wae VOID, VOIDV

L SO O T T

Q‘ IND ot This card is not evidence of U.S. citizenship or permanent residence.
‘ This document is void if altered, and may be revoked by the
NOT VALID FOR REENTRY TO U.S. U.S. Governmeat FORM 1766 Rev. (05.2004)

[CARD VALIO FROM 01/01/50 “55501/01/50 "4
>
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E-Verify Photo Matching Tool Process

In HireRight's I-9 and E-Verify interface, photo matching may be required when an employee presents one of the
following documents in Section 2:

1.

U.S. Passport or Passport card - active for HireRight customers on 4/29/2011
Permanent Resident Card (Form 1-551) - active for HireRight customers on 12/3/2010
Employment Authorization Document (Form |-766) - active for HireRight customers on 12/3/2010

NOTE: As of 12/3/2010, Alien number (#) will no longer be accepted as a Document number (#) for I-551 and |-
766 documents that are entered within the HireRight E-Verify system.

ListA ListB&C

Document A

Employers or their authorized representative must complete and sign Section 2 within 3 business days of employment. You
must physically examine ane document from List A OR examine of combination of one document from List B and one

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

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

Fermanent Resident Card or Alien Registration Receipt Card
Form |-551)
Citizenship and/or immigration status noted by the employee in Section T of the Form 19 is inconsistent with the

documents selected to complete Section 2 of the Form 19, Please examine the document{s) to ensure they
reasonably appear on their face to be genuine and to relate to the person presenting them. If so, proceed by asking

the employee to clarify a“' correct the discrepancy, if any. See Matrix for additional explanation.

Document Type:

Permanent Resident
lssuing Authority: * Department of Homeland Security
Docurment # * 123456789

Docurnent Title *

Expiration Date (if any); * 12 12 2025 O The dncume_nt _the employee presented does
not have an expiration date

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

2. An E-Verify Photo Match is activated once you click “Submit I-9 Verification”

Employar Reviaw

I-766 (Employment Authonzation)

Geument £ * AJX3I214567594
Documesnt Expiration Dabe 01 01 2020
e Start abe : = 12 23 2010
O
)| HireRight
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Once the E-Verify Check is initiated, a screen will return from E-Verify that includes a photograph (usually within 15
seconds). Simply compare the photo displayed by E-Verify to the photo on the employee’s document and determine if the
photos are reasonably identical. This means that the photos should be identical, but you should take into account minor
variances in shading and detail between the two photos based upon the age and wear of the employee’s document, the
quality of your computer monitor, and the watermark on the photo in E-Verify to protect it from unlawful use.

! SAMPLE RETURNED MESSAGE FROM E-VERIFY (USUALLY WITHIN 15 SECONDS.)

1-9 Employment Eligibility Form

E-Verify Photo Matching and Comparison

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

the age and wear of the document and the qualify of your computer display

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

=€ Yes
AN

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 identical. The photos should be identical but you should take into account minor variances in shading and detail based upon

Please lote: Do NOT compare the photo displayed by E-Verify to the employee directly - this step was already completed during Section 2.

3. Select Yes or No to the question: “Does the photograph above match the photograph on the documented

presented by the employee?”

e Yes- the photo on the employee’s document matches the photo displayed by E-Verify. Clothing, hair style,
facing direction and appearance on the card should be identical to the photo displayed by E-Verify.

¢ No - the photo on the employee’s document is not identical to the photo displayed in E-Verify.

NOTE: If ‘No Photo on this Document’ appears, select Yes.

Do not compare the photo displayed by E-Verify to the employee directly. The direct comparison between
the document and the individual happens during Section 2 of the I-9 Form completion, prior to using E-

Verify.

4. Click Submit once you have verified that the photograph on the screen matches the photograph given to you.

)| HireRight.
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Don’t Get Stuck! — Some Troubleshooting Tips

What If the Photos Don’t Match? J Does the photograph above maich the photograph on the document presented by the employee? >
In the cases when the photo that is returned to you from o ves
E-Verify doesn’t match the photo that was given to you -
by the employee, you must select NO when prompted %
“Does the photograph above match the photograph on
the documented presented by the employee?”
Submit

In these cases, E-Verify may return a Tentative Non-Confirmation (TNC) for this employee. When you refer the employee
through the TNC process, you will be instructed to send photocopies of the document and physically mail them to
USCIS. Instructions are displayed for you when you refer the employee within the HireRight system.

1-3 Employment Eligibility Form

Confirm Employee Referral

Exprass mad a copy of documents 1o send tp DRE if TNT & due to pheto msmatch, Do NOT send orignal cocuments o USCS

EXPRESS MAIL

al hiring stes of th

Npping carrier st thek own &

IMPORTANT: The emplayer may not ask the employes for addtonal evidence or confymation that DHS resoived his or her case

Document # vs. Alien #*

The Document number (shown as Card # on the Employment Authorization Card) should be three (3) letters followed by
ten (10) numbers, and the alien number is a nine (9) digit number typically found on the card as A#. As of 12/3/2010, Alien
number (#) will no longer be accepted as a Document number (#) for I1-551 & 1-766.

Document Numbers

LS. DEFARTMENT OF HOMELAND SECUSITY, L. 8. Clilsessbip and bnenigration Serviem

SMPLOYMENT AUTHORIZATION CARD

PERMANENT RESIDENT CARD

HAME VOID, VOID V

As 000-000-039
Birthdage V" Categpry Sex
i, A

g El &-nm =4
W6 10280

e 010180

Residont Sjw

VOID<KKVOIDLKLLLCLLLL LKL ‘ — Nd?mJDthEEmYTOU.S.
J [caRo vaLID FROM 01/01/50  5501/01/50

* Images may vary from documents shown here based on document issue date.
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What if the Photo Match screen never appears or my browser crashes?

Large document sizes can cause timeouts. On occasion, the E-Verify service may be delayed in returning the photo. A
message regarding a timeout could appear on the Thank You page, or an email notification may be sent to alert you of a

Pending Photo Match that has not yet been completed.

There is a corresponding E-Verify “work queue” tab on the Manage I-9 Forms Dashboard; named Pending Photo Match.

o Maw T | Additional Columns ~ % Refresh
Al Users - Last 90 days = Last Update: 03/30/2011 10:15:435 AM GMT-07:00
Sent ta Employes Pending Emplover Cormpleted E-Varify Tentative Pending Info Revigw | Pending Photo Match inal Man-Confirmation
' First Name Last Mame SEM E-Verify Status Date + Next Action Type

Alice hdiller #2111 Photo Matching Reguired 0353002011 Confirm E-%erify Phota |-8 Farm

Pending Photo Match

In order to continue processing the E-Verify check for this employee, right click and select “Confirm E-Verify Photo” to re-

start the E-Verify photo matching process.

-

o Mew _dAdditic\naI Calurmns ™

All Users Laszt 90 days =

Sent to Employee Pending Employer Completed E-Verify Tentative Pending Info Review

Re-verify I-9 Farm

Cloze Caze

Send Farm
StaryTermination Dates
Wiew Audit Trail

E-Warify Report

Correct I-9 Form

Delete I-9 form

Flag

Last Update:

Pending Photo Match

' First Name Last Mane SEM E-Verify Status Date + Next Action Type
Alice Ilillezr #x 22 4111 Photo Matching Reguired 0373002011 Confirm E-%erify Photo I-8 Farm
WViewdPrint
Feaz=ign

Mzanage Supporking Docs
Canfirm E-Verify Phota

+¥ Refresh
03 20/2011 10:18:43 AM GMT-07:00

Final Mon-Confirmation
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Review E-Verify Information Process

In some instances, a case status of ‘Review E-Verify Information’ occurs and you will see a screen appear to review and
update the employee’s information. This means that a discrepancy was found in the information that was submitted
compared to the information that is maintained in the E-Verify database.

A ‘Review E-Verify Information’ occurs for reasons including typographical errors and/or incorrect information provided on
the 1-9 Form. You are required to review the data in the screen provided, correct the information if necessary, and
resubmit to E-Verify.

1-2 Employment Eligibility Form

Review E-Verify Information: Confirm information is correct

Pleaze check the information below to ensure it iz correct. Make any updates as necessary.

Last Mame: * Johngon
First Mame: * Rokher
Miccle Initial:

Maicen Mame:
Social Security Mumber: * 111-11-1111

Drate of Birth: * 1 1 19710

Continue

What if the screen never appears or my browser crashes during this process?

On occasion, if the E-Verify service experiences problems in returning the ‘Review E-Verify Information’ screen, the
process will time-out. In the event should this occur, an email notification will be sent to alert you of a Pending E-Verify
Information Review status.

There is a corresponding E-Verify “work queue” tab on the Manage I-9 Forms Dashboard; named Pending Info Review.

o Mew T o Additional Columns T ¥ Refresh
Al Users - Last 90 days - Laszt Update: 03/30/2011 11:37:24 AM SMT-07:00
Sent to Ernplayes Pending Emplaver Completed E-Warify Tentati'.' Pending Photo Match Final Man-Confirmation
' First Name Last Mane S5M E-Verify Status Date + Next Action Type

Rokert Johnson s R SE4 Info Review Reguired 032952011 Reviewy E-Verify 354 Information |-8 Farm

; )| HireRight.
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Pending Info Review

In order to continue processing the E-Verify check for this employee, right click and select “Review E-Verify SSA/DHS
Information” to re-start the ‘Review E-Verify Information’ process.

& Mew ™ o Additional Colurmns T ¥ Refresh
All Users - Last 90 days  ~ Lazt Update:

Sent to Ernplayes Pending Emplaver Completed E-Yerify Tentative Pending Info Review Pending Photo Match Final Man-Confirmation

' First Name Last Mane S5M E-Verify Status Date 1+ Next Action Type
Rokbert Johnzon BT SE4 Info Reviews Required 0372802011 Revieny E-Werify S5 Infarmation |-9 Farm
Wiew/Print
F.eassign

Re-verify I-9 Farm
Manage Supporting Docs
Close Case

Send Farm

Start/ Termination Dates
View Audit Trail

E-verify Report

Correck I-3 Form

Celete I-9 form

Flag 3

Once You Click Submit

Employee data is automatically sent to E-Verify.

= E-Verify will respond with a unique Case Number.
=  The E-Verify report will display the Case Number and status.
= E-Verify will respond with one of two types of statues:

1. Temporary — A temporary status DOES NOT mean that the employee is not authorized to work. Temporary

statuses require additional action from the employer to address the status to the employee and the employee has

to then follow up with DHS or SSA. The employee CAN continue to work while the temporary status is being
resolved.

2. Final — Final statuses indicate whether or not the employee is legally authorized to work in the United States. The

employee will either continue to work or be terminated based upon a final status.

NOTE: If the status is temporary, use the instructions provided and the letter templates linked in the E-Verify Report to
guide the employee in initiating a resolution. See the Tentative Non-Confirmation Job Aids for more information.

. ) HireRight.
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How TO HANDLE A “TENTATIVE NON-CONFIRMATION” STATUS

Most of the time, E-Verify Checks come back from the Department of Homeland Security (DHS) and the Social Security
Administration (SSA) with a status of “Employment Authorized”. On rare occasions, a check will be returned with a status
of “Tentative Non-Confirmation (TNC)” where the employee’s information could not be verified against what was provided
by the Employee.

Upon Receipt of a “Tentative Non-Confirmation” status:

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

2. Click the E-Verify Tentative tab.

3. Select the employee that has the “Tentative Non-Confirmation” status and right-click.
4. Select E-Verify Report from the drop-down menu.

)| HireRight.

Screening Manager Manage 1.9 Forms x

E = 234567) Q S New [} Additional Columns ~ More Options ™ ¥ Refrash
All Usars - Last 50 days = Refreshed 5 minutes ago
DU Mana0en Sent to ploy Pending pl { | E-Verify Tentative # o Review Pending Photo Match Final Mon-Confirmation -

» Employment Applications P | First Name Las{ Right Click SSN s E-Verify Status Date Next Action

~ -9 Forms | Dana Demc \\ w00 SSA Tentative Non-Confirmation 06/04/2016 Print and Review THC with Emplayi:

Manage -9 Formsg Bob Tod L% s g1 S54 Tental T 016 Print and Review THC with Employe

-9 Forms Set‘hngs Ben Test i NN | SSA Tental 016 Print and Review TNC with Employe

Delete I-9 Forms Manage Supporting Docs

; S
> Employment Screening eassign
Refer Employee

Management Reports

Price List

Close Case

E-Verify Report >

Biling Re-verify I-8 Form
» Account Setup Start/Termination Dates e
Compliance Central Send Form
» Forms & Documents View Uploaded Form
+ Help & Training Edit Flex Fields

Correct 1-9 Form
Delete I-3 form

Flag 3

Here you can review: the applicant’s report, the details around the DHS/SSA status, instructions for taking steps to resolve, and copies
of the letters that need to be reviewed with the Employee.

Report - Dana Demo

1-9 Employment Eligibility

Z Employment Eligibility Pending
=IEnglish E-Verify Notices
5SA Tentative Non-Confirmation Letter
SSA Referral Letter

DHS Further Action Notice

DHS Referral Date Confirmation

Case Verification Number Received

The Case Verification Number for this employee's [-3 employment eligibility check is: TST00219998149X
Please note that a case verification number alone dees net indicate work eligibility.

=1 Spanish E-Verify Notices
5SA Tentative Non-Confirmation Letter
SSA Referral Letter

DHS Further Action Notice
DHS Referral Date Confirmatio

SSA Tentative Non-Confirmation Status Received - Employee Referral Required.

A status of "SSA Tentative Non-Confirmation"” has been received on this employee for the -9 employment eligibility check. Please download and
print the SSA Tentative Non-Confirmation Letter and Referral and present these documents to the employee to either contest this status and be
referred to the appropriate agency for resolution, or agree to this status. This status alone does not indicate that this employee is not authorized to
work in the USA_ This status indicates that the employee has an issue that needs to be resolved with the Social Security Administration in order to
determine final work authorization status.

EE-mail App

EMiscellaneous
Reviewer's Comments

= Applicant Reports E-Verify Response from DHS

FIWE-060316-5NTW7 DS/03M6 -
1-9 Employment Eligibility (1/1)

04:26:01 DHS responded with SSA TENTATIVE NONCONFIRMATICN. The citizenship status selected for this employee does not match SSA records. First name: Dana. Last name: Demo.

5. Print and review the DHS or SSA Further Action Notice letter with the employee to determine and document if the
employee wishes to contest.

6. Employee and employer MUST sign and date the letter. Keep the signed original on file and give the Employee a
copy.
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If Employee DOES NOT CONTEST, file the signed Further Action Notice Letter in the Employee's file and close the
case.

To Close a Case:

1. From Manage I-9 Forms, select the record and right-click to open the actions menu.
2. Click Close Case.

Screening Manager Manage 1.9 Forms x
& New ™ [B]Print La.-f-‘-.dditiunal Columns ™ More Cptions ™
All Users - Last 90 days -
Sent to Employes Pending Employer Completad E-Verify Tentative Pending Info Review Pending Phot
F First Name Last Name E-Verify Status Date

Bob Sponage 534 Tentative Non-Confirmat 111220

Customer Submizsion S5A Tentative Non-Confirmat 11/12/20

Schwartzman Wendy 554 Tentative Non-Confirmat 111220

john internaticnalorder View/Print 12120

John Doe w11 13020
Reassign

John Doe e N | 13020

) Re-werify I-% Form
Firsthm Lasthim w11 18120
o Manage Supporting Docs
test inviteemployvee E_EE_11 20
) Refer Employee
Prem testing1016 D053 s 20
1 Close Case i ‘:ff__ ]

Prem KT1017 e ik 4373 [e—. i 20
Send Form '

Gabby Cortez w11 13020

) Start/Termination Dates

Prem EEThruKio=k1218 e N | 18720
View Audit Trail

Prem PrepTranTest1216 E_ER_ 3333 16420
E-Verify Report

Prem RT1212 FEEEE_3445 18720
Correct I-9 Form

Linda Morgan w11 16420
Edit Flex Fields

Prem DuEWTest1218 B T 18720

) Delete I-% form

Prem Testing1216 E_ER_ 3333 16420
Fla F

Amex Test B T - S18/20

3. Select if the employee still works for your company or not AND whether you’ve provided a notification of a TNC.
4. Then click the Close Case button.

Employment Eligibility Verification WView
Close Case
Reassign
Verification Status: S5A TENTATIVE NONCONFIRMATION

Re-verify I-% Form

Have you (the employer) provided a netification of the Tentative Mon-Confirmation (TNC) to the employee?
) v Manage Supporting Docs
) Yes
J Ne I} e Refer Employee
Please select from the options below. < . Close Case >
Tl M.

- Employee still works for the employer.
-/ Employee does not work for the employer.

This formalizes the Employee’s
choice not to contest, giving the
Employer the ability to proceed

= Case’v‘"ﬁge with terminating employment.

. }) HireRight.
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If Employee DOES CONTEST, you will need to “Refer the Employee.”

To Refer an Employee:

1. From Manage I-9 Forms,
select the record and right-
click to open the actions
menu.

2. Click Refer Employee.

3. If you have spoken to the employee

Screening Manager

& New ™ | @]F’rint
All Users -

Sent to Employee
F First Name

Bob

Customer

Schwartzman

john

John

John

Firstim

test

Prem

Prem

Gabby

Prem

Prem

Prem

Linda

Prem

Prem

Amex

Manage 1-9 Forms

‘_a Additional Columns ™

Last 50 days -

Pending Employer
Last Name
Sponage
Submission
Wendy
internatienalorder
Doe
Doe
Lasthm
inviteemployee
testing1016
KT1017
Cortez
EEThruKiozsk1216
PrepTranTest1215
RT1212
Morgan
DuEWTest1215
Testing1218

Test

Completed

x

More Options ™

E-Verify Tentative Panding Info Review Pending Phot:
SSN E-Verify Status Date
TR 5S4 Tentative Non-Confirmat 11/12/20

#ee_we CC

SSA Tentative Non-Confirmat 11/12/20

=1 b SSA Tentative Non-Confirmat 11/12/20
et GESG \' ViewBrint 12420

= 13620
F.eassign

L 13420
Ra-varify I-9 Form

L 1820
Manage Supporting Docs

w110 R 2120

Rafer Employes

*xs_ss_CECE =
Clozse Case k

R | 20
Send Form

= 320

Start/ Termination Dates
wrz_wx_q1411

Wiew Audit Trail
w2 w3737
E-Werify Report
Correct -5 Form
Edit Flex Fields
Delete I-5 form

Flag
*xx_s2 GTED

1-9 Employment Eligibility Form
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about the TNC and provided the Further
Action Notice, click the Refer button. The
timeline for resolution will now be

monitored automatically. At that point, the

employee must take action within 8
business days.

The E-Verify generated “Referral Date Confirmation” letter

will appear in a new window.

HireRight pre-populates the Referral Date Confirmation letter
with the employee information. Make sure that you and the
employee receive a copy. If the information is not pre-
populated, be sure to enter the information requested before

printing.

Confirm Employee Referral

By selecting Refer below, you are indicating that you have spoken to the employee about this Tentative Mon-
Confirmation status and the employee has been provided the Further Action Notice. If you have not spoken to the

employee, click Cancel.

Selecting Refer below will start the 8 federal working days the employee is allowed to make initial contact
with the S5A or DHS and generate a "Referral Date Confirmation” letter. Please print and provide Referral
Date Confirmation letter to the employee.

For HireRight-Authorized Recipient Only — Further Distribution is Prohibited

EVerify &%

Referral Date Confirmation
y Tentative

us of

‘mation (DHS TNC)

E-Verify Case Verification Number: e

Your employer referred your E-Verify case to DHS after you decided to contest (take action to resolve) a
DHS Tentative Nonconfirmation (DHS TNC). This document confirms that your case was referred to DHS.

Employee Name:

What you should do

Call DHS within 8 Federal Government working days, by (MM/DDIYYYY), to begin to
resolve the DHS TNC. If you have not received the DHS TNC Further Action Notice from your employer,
contact your employer immediately to obtain this notice.

The DHS TNC Further Action Notice includes information about your E-Verify case and which documents
you need when you contact DHS. You must have the DHS TNC Further Action Notice when you contact
DHS.

1f you do not take action within 8 Federal Government working days, by
Final Nonconfirmation will be issued and your employer may terminate your employment. E: must
allow you o contest a DHS TNC and may not take adverse action against you because of the DHS TNC
while you are contesting the DHS TNC and your E-Verify case is pending.

For More Information

nmmmmmmmo contact E-Verify at 888-897-7781 (TTY: avnrs-eomu

ot £-Verkvlcheo0u you need assistance n 8 language ctherthan Englh, you may ask the E-
Vet utiomer repeesestatve for an interpreter. For more formatn on EVersy, Incuding our privecy
practices and program rules, mmsvmmn-mmmm_m
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Upon successful completion of the referral process (clicking the Refer button), the Referral Date Confirmation letter will
be available alongside the Further Action Notice on the E-Verify report.

Report - Dana Demo

EBackground Verifications
ElDownload PDF

B Employment Eligibility
EIEnglish E-Verify Notices
SSA Tentative Non-Confirmation Letter Case Verification Number Received
SSA Referral Letter

EIWE-060316-5NTWT
1-9 Employment Eligibility (1/1)

1-9 Employment Eligibility

DHS Further Action Notice The Case Verification Number for this employee's -9 employment eligibility check is: TST00219998149X
DHS Referral Date Confirmation Please note that a case verification number alone does not indicate work eligibility
= ng’x?gs.;?;mgﬁ!gg;ﬁrmaliun Letter SSA Tentative Non-Confirmation Status Received - Employee Referral Required.

SSA Referral Lett . . _—

DHS FE:I:E; A;i;l; Notice A status of "SSA Tentative Non-Confirmation” has been received on this employee for the -8 employment eligibility check. Please download and

DHS Referral Date Confirmation | print the SSA Tentative Non-Confirmation Letter and Referral and present these documents to the employee to either contest this status and be

- - referred to the appropriate agency for resolution, or agree to this status. This status alone does not indicate that this employee is not authorized to
EIE-mail Applicants waork in the USA This status indicates that the employee has an issue that needs to be resolved with the Social Security Administration in order to
EIMiscellaneous determine final work authorization status.
Reviewer's Comments

EAppIicant Repons E-Verify Response from DHS

06/03/16 - 04:26:01 DHS responded with SSA TENTATIVE NONCONFIRMATION. The citizenship status selected for this employee does not match SSA records. First name: Dana. Last name: Demo

Pending

Monitoring Status

HireRight automatically checks the E-Verify system for an updated status of the record on an hourly basis. Once the
DHS/SSA has updated the record, it will be reflected in your account in either the Completed (Authorized) tab or the

Final Non-Confirmation tab.

Employment Authorized Status = No Further Action Required

)| HireRight.

Julie Lambla, 119 Demo Account | Switch Back | Sign Out

Batch Requests
> Employment Screening
Management Reporis
Price List

Billing

Screening Manager Manage |9 Forms *
Eglas ok 2 j Q Jnew | Eerint [ Additionsl Columns ™ More Options ” ¥ Refrash
All Users B Last 90 days - Refreshed 10 =
P Y e — Y 1
.
Employment Applications Sentto mployes  Pending Employer || Completed | | E-Verify Tentative  Pending Info Review  Pending Photo Match  Final Nan-Confirmaticn -
v l9Formse 2 || ___ 1
-9 Forms P First Name Last Name SSN E-Verify Status Date 4 Next Action Type -
Wanage I-9 Forms Steve Roberts w1 Employment Authorized 1200502013 Receipt Provided - Enter Actu -9 Form
|9 Forms Settings James Thompson S Employment Authorized 01/31/2014 Update SSN 1% Form Upload
Delete -9 Forms James Thempson = Employment Authorized 02/01/2014 Update 55N 19 Form Upload

Final Non-Confirmation Status = YOU must “Close the Case” - See Instructions above for “Closing a Case”

) HireRight.

Julie Lambla, -9 Demo Account | Switch Back | Sign Out

Delete I-9 Forms Steve Roberts
Batch Requests

Employment Screening
Management Reports
Price List

Billing

Final Non-Confirmation

Screening Manager Manage -9 Forms L3
o Naw ™ ) [ Additional Columns ~ ¥ Rafrash
All Users - Last 30 days - Refreshed & minutes ago
_— fmmmmmmm = .
> Employment Applications Sent to Employee  Pending Employer  Completed  E-Verify Tentative  Pending Info Review  Pending Photo Match 1| Final Non-Confirmation : -
g
v 19 Forms P First Name Last Name SSN E-Verify Status Date +  Next Action Type -
Manage I-9 Forms James Thompson - Final Non-Confirmation 01/31/2014 18 Form Upload
-9 Forms Settings Gab Gab Final Non-Confirmation 01/22/2014

12/05/2013

-9 Form Upload

8 Form
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UPD

ATING THE FORM |-9 — COMPLETING SECTION 3 REVERIFICATION

To update a Form I-9, you will use the “Re-verify I-9 Form” function. You may update a Form 1-9 in the following
instances:

NOTE:

An employee has a legal name change
Work authorization documentation has expired and needs to be updated
An employee is rehired within 3 years from when the Form 1-9 was originally completed.

If the Form 1-9 was not initially completed electronically, the paper form may be imaged and uploaded to the

HireRight system. Once complete, you have the ability to perform an electronic re-verification as shown below.

To Re-verify a Form [-9

1. Us

e the “Search” feature to locate the employee’s Form I-9 you need to update.

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

OR

3. Se

lect the employee and choose Re-verify I-9 Form from the More Options

pull-down menu on the toolbar.

Il HireRig ht 9 Demo Account | Switch Back| Sign O
Screening Manager Manage -9 Forms
T T H
Mew ™ d:hprint o Additienal Columns = | Maore Options ™ e 4 # Refresh
L - 1
Current User - Last 90 days = Refreshed 5 minutes =
Sent ta Empl.. Pending Empl.. Completed E-Verify Ten.. Pending Info.. Pending Phot., Final Man-Ca..
¥ First Name Status Date  Type Next Action
Joan Vicon -==1111 Completed 10/24/2013 -8 Form Upload Resubmit E-Verify
Steve f ==-1111 Completed 10/24/2013 -89 Form Upload Resubmit E-Verify
G Mell ==1111 Completed 10/24/2013 -8 Form Resubmit E-Verify
John View/ Brint 10/22/2013 -8 Form Resubmit E-Verify

Send Form
Start/Termination Dates
E-Verify Report

Manage Supporting Decs
Reassign

Resubmit E-Werify Case
Re-wverify I-9 Form

Wiew Audit Trail E}
Correct I-9 Form o
Edit Flex Fields

Delete I-9 form
Flag F
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NOTE:

Some accounts will display an option box at this time, asking
whether you wish to send the form to a Hiring Manager or Update
Myself. This is a custom feature so not all users will see this box

19 Employment Eligibility Form

Form 1-% Updating and Re-Verification {Section 3) Options

i i X X ho will be updating Section 3 of this form™
display. After you make your selection, click Submit.

4. Select the purpose of the reverification, then enter the updated

information.

5. Click the "I attest..." checkbox.

@ Update hy=zelf

O Send to Hiring Manager

Submit

6. Click the Proceed to Form [-9 Completion button.

VERIFICATION

, Updating and Reverification
Worksheet

Section 3 Review and E-Sign

Form I-9 Instructions
List of Acceptable Documents
Who is Issued This Document?

Sample Document Images

Information on R

03 0 0 N Y

B Save Form (i) Print | Clear Form | Help | Live Chat | Cancel & Discard
. EMPLOYMENT i . it ;
@Q ELIGIBILITY Section 3 - Reverification and Rehires Worksheet

Fields marked with an * are required

Employee Name: Nell Moore
Citizenship Status: Citizen of the United States

Information Required for ABC Company

Location * Irvine

To be completed and signed by employer or authorized representative

Purpose of Reverification

v Employee Name Change
Employee Rehire
¥ Employee Work Authorization renewal

Employee's New Name

Last Name

[ Thome |
First Name ‘ Nell ‘
Middle Initial: I I
Document
List A ListC

If employee's previous grant of work authorization has expired, provide the information below for the
document that establishes current employment eligibility.

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

document
U.S. Passport E

Document #: * B123456
Expiration Date (if any): *

Document Title: *

01 01 2024

@ | attest under penalty of perjury that to the best of my knowledge this employee is authorized to
work in the United States, and if the employee presented document(s), the document(s) | have
examined appear to be genuine and to relate to the individual. | certify that the information entered
above can be used to complete Section 3 of the Form -9 *

e Proceed to Form I-9 Completion
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7. Enter your Full name first and Last Name

NOTE: Some accounts will NOT have
the mouse signature functionality
enabled, however, by clicking the four
attestation buttons and the
Electronically Sign button below, the
document will be considered
“SIGNED.”

8. Click the "I attest..." checkboxes (4)

9. Click the Electronically Sign button to
finish. The form is electronically stored in
your account.

A confirmation message appears.

53

Complete and Electronically Sign Form 1-9, Section 3

Fields marked with an * are required

Employee Name from Section 1: |ﬁt£ame (Family Name)

First Name (Given Name) Middle Initial
Hell H/A

Section 3. Reverification and Rehires (To be completed and signed by empioyer or authorized representative.)

A. New Name (if icabie) B. Date of Rehire (if
Last Name (Family Name) First Name (Given Name) Middle Initial Date (mm/ddiyyy)
Thorne Nell /A /A

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes
continuing employment authorization in the space provided below.

Document Title Document Number Expirafion Date (if any) {mm/dd/yyyy)
U.S. Passport B123456 01/01/2024
| attest, under penalty of per]ury, mat to the best of my knowledge, thls employee is authorized to work in the United States, and if
the employee pi the d ) | have d appear to be genuine and to relate to the individual.
Signature of Empl orA ized Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative
Samantha Johnson 02/04/2017 Samantha Johnson
(" Electronic Signature of Employer
First Name: * Samantha
Last Name: * Johnson
E-mail Address: sjohnson@abccompany.com

’

\

Hold down left mouse button and draw your signature below

Clear
w# CERTIFICATION - | aftest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named
employee, (2) the above-listed documents(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. *

& | certify that the information that appears above on the Form I-9 is exactly as | entered it in the Employer Review and
Verification Worksheet. *

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

¥ | 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 Electronically Sign %e Decline

Employment Eligibility Verification

Thank You

Thank you for completing the federal -8 Employment Eligibility Form.

Close

) HireRight.
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Information will appear in Section 3 of the employee’s Form [-9.

Employee Name from Section 1:

Moore

Last Name (Family Name)

Hell

First Name (Given Name)

Middle Initial
H/A

Section 3. Reverification and Rehires (To be completed and signed by empioyer or authorized representative.)

A. New Name (if applicable)

B. Date of Rehire (if applicable)

Last Name (Family Name)

Thorne Nell

First Name (Given Name)

Middle Initial
H/A

Date (mm/ddiyyy)

H/A

C. If the employee's previous grant of employment authonzation has expired, provide the information for the document or receipt that establishes
continuing employment authorization in the space provided below.

Document Title
U.5. Passport

Document Number
B123456

-]

Expiration Date (i any) (mm/ddiyyy)
01/01/2024

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative

Samantha Johnson

Today's Date (mm/add/yyyy)
02/04/2017

Name of Employer or Authorized Representative
Samantha Johnson

To confirm re-verification was completed, you can right-

click and select “View Audit Trail”.

Screening Manager

h::] Print

Current User -

< Mew ™

Manage -9 Forms

o Additional Celumns =

Last 30 days

More Options =

NOTE : Ifitis necessary to perform an additional re- Sent to Employee Pending Employer Completed E-Verify Tentati.,
verification, the edited information will appear on section 3 " First Name Lag 55N Type
of a blank Form -9 attached to the bottom of the original LeAnn Orq Right Click I-8 Form Upload
Form I-9. Be sure to continue to scroll down to view your Nell Motre sas e i I-8 Form Upload
edits. Wigw/Print
Order E-Verify
Start/Termination Dates
Manage Supporting Daecs
Reassign
Wiew Audit Trail I}
Wiew Uploaded Form
Edit Flex Fields
Re-werify I-9 Form
Correct [-9 Form
Send Form
— Delete I-9 form
-9 Employment Eligibility Form Flag r
Audit Trail
Below you will find the list of actions and any changes made for this -8 form.
Date Action Whao
12/30/2016 11:08 Section 1 Submitted Mell Moore (Mew Hire)
P Address: 10.11.2.74
MMDD: 0314
12/31/2016 11:12 Section 2 Submitted Samantha Johnson
P Address: 10.11.2.74
E-Mail Address: sjohnson@abccompany.com
2/04/2017 11:28 <« Samantha Johnson
- P Address: 10.11.2.74
E-Mail Address: sjo )
Print Close
L] L]
y /| HireRight.
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DESIGNATING A HIRING MANAGER TO COMPLETE SECTION 3

To Designate a Hiring Manager to Complete Section 3:

Start by locating the form that needs to be updated or re-verified from the Completed tab.

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

OR select the employee then choose Re-verify 1-9 Form from the More Options pull-down menu on the toolbar.

If the record is older than 90-days, you will need to use the Search function to find the desired record.

Screening Manager

‘_c'] Additional Columns ™
i

o New ™ |

All Users - Last 90 days -

First Name

Sent to Employees Pending Employer

Last Name

PAD-GE VANG

PAD-GE VANG

HELEN M HUGELEN
HELEN M HUGELEN
HELEN M HUGELEN
Coliin Johnzon
Wichelle Westling

Alex Ruzu

Joe Jones

Upload Test

bobby test1-EVE3517
bobby test2-EVE4167
Wendy NoSSN

John Jones

Comp

Manage 1-9 Forms |More Options F

Order E-Verify

Wiew/Print
StartyTermination Dates
Manage Supporting Docs
Feasz=sign

Wiew Audit Trail

Wiew Uploaded Form

Fe-verify I-2 Farm

Send Farm
Celete I-9 form

Flag

R R EET|

wee_wx o149
wrx gt |1

-Confirmation

E-Verify Status

R

Date
0429/2010
042972010

Order E-Verify

WiewlPrint
Start/Termination Dates
Manage Supporting Docs
Fe=azsign

Wiew Audit Trail

View Uploaded Form
Re-wvarify I-9 Forll;n -
Send Form |}
Delate I-9 form

Flag 2

2. Click Send to Hiring Manager.

3. Enter the Hiring Manager's name and
e-mail address.

4. Click Submit.

The HireRight system sends the Hiring Manager an
e-mail with login credentials.

The Hiring Manager then logs in using the directions in
the e-mail to update the Form 1-9.

Note: You will receive an e-mail notification when the
Hiring Manager has completed Section 3 of the Form I-9.
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Form 1-9 Updating and Re-Verification (Section 3) Options

Who will be updating Section 3 of this form?

) Update Myself

@E&nd to Hiring Manager

Hiring Manager Name: *

Kari Rogers e

krogers @hireright.com|

E-mail; *

Click "Submit” to grant temporary access to complete Section 3 of this -9 Form

° Submit
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MAKING CORRECTIONS TO THE FORM I-9

Sometimes the Form 1-9 may need to be edited after it has been signed. For example:

e Mistakes or typos may have been made on the form by either the Employee or the Employer

e The Employee may not have been issued a Social Security Number (SSN) when they completed the form

initially. Later, the Social Security Administration issues an SSN

e The Employee presented a receipt for a lost or stolen document

e Section 3/Reverification was completed in error

The proper I-9 corrections permissions must be enabled within your account. Any field within the Form 1-9 is able to be
corrected. All Form 1-9 corrections will be stored in the Audit Trail.

To Make Corrections:

Open the “Manage 1-9 Forms” tab in your HireRight Account:

1. Locate and right-click on the form ey Manage |9 Forms )
you want to correct. & New ™ ‘_e, Additional Columns ™
All Users Last 90 days -
Sent to Employee Pending Employer Completed E-Verify Tentative Final Non-Confirmation
" First Name Last Name SSN E-Verify Status Date
Rachel Trindade | Right Click | 554 Update and Resubmit - Refs 08/25/2010
Danielle Braham = 19 554 Tentative Non-Confirmation 08/25/2010
Danielle Braham EEETTTIN " \iew/Print 2010
Rachel Jones = VZ010
Dana Test w1 e 1111 Reassign I2010
Danielle Braham we2_en 111 Re-uerify 1-3 Form 2010
Diana DunningtonTEST wee_w2 1111 Manage Supporting Docs |agqp
Danielle Braham w11 Refer Employee I2010
John Jones w1111 Resalve Case bz010
Ed Smith w111 §end Farm iz010
Braham Danielle w2 _s 1111 Start/Termination Dates Iz010
From the pull-down menu choose fonn Dos e View Audie T (2010
Correct |-9 Form. Depending on Geores s T ey Report 2010
your permissions, a dialog box will ey iser T —— =10
! . John Smith s {111 elete 1-3 form 2010
open with several options. L - . e
Ann Wilzon #1111 9 V2010
John Smith = 4119 S5A Tentative Non-Confirmation 08/22/2010

3. Choose the appropriate radio button regarding who will make
the correction(s), by clicking the appropriate radio button. In
this example, we’ll select “Correct Myself — Section 3.” Then

click Submit.

Notice the option to “Send Section 3 to the Hiring Manager.”

If you choose to send the form to the Employee or the Hiring
Manager, you will be required to enter a name and email

address.

If an Employee has more than one Section 3 completed, you
will be required to select which Section 3 to correct based on

its completion date.
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Form 1-9 Corrections Options

What would you like to do with this form?

Correct Myself- Section 2

Correct Myself - Section 3 <«uu— e
Send

d Section 1 to Employee

oW

end Section 2 to Hiring Manager

oW

end Section 3 to Hiring Manager

Submit

)| HireRight.
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Complete the “Updating and Reverification Worksheet”

4. Make the needed corrections.
In this example, we’re entering the
“Employee’s New Name.”

5. Re-enter the necessary List A or List
C documentation information.

6. Check the “| attest under penalty of
perjury...” checkbox.

7. Click “Proceed to Form 1-9
Completion.”

57

B Save Form (&) Print | Clear Form | Help | Live Chat | Cancel & Discard

__ EMPLOYMENT
) ELIGIBILITY
VERIFICATION

ctions

, Updating and Reverification
Worksheet

Section 3 Review and E-Sign

ocument Images

oy b e bl

Section 3 - Reverification and Rehires Worksheet
Fields marked with an * are required

Employee Name: NNell Moore
Citizenship Status: Citizen of the United States

Information Required for ABC Company

Location * Irvine ¥

To be completed and signed by employer or authorized representative

Purpose of Reverification

v Employee Name Change
Employee Rehire
v Employee Work Authorization renewal

Employee's New Name |
Last Name | Thorne ‘ |
I
o | First Name: \uen | |
Middle Initial | | |
L e - —-——=—--1
Document
ListA ListC
If employee's previous grant of work authorization has expired, provide the information below for the
document that establishes current employment eligibility.
J The Employee has presented a Receipt for a replacement of a lost, stolen, or damaged
document
*
Document Title US. Passport E

Document #: * B123456

Expiration Date (if any): * 01 01 2024

(@ | attest under penalty of perjury that to the best of my knowledge this employee is authorized to
work in the United States, and if the employee presented document(s), the document(s) | have
examined appear to be genuine and to relate to the individual. | certify that the information entered
above can be used to complete Section 3 of the Form 1-9. *

Wl
Proceed to Form |-9 Completf;ﬁ%-

| HireRight.
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8. Review the corrections made in
Section 3.

9. Enter your Full name first and Last
Name

NOTE: Some accounts will NOT
have the mouse signature
functionality enabled, however, by
clicking the four attestation
buttons and the Electronically
Sign button below, the document
will be considered “SIGNED.”

10. Click the "I attest..." checkboxes
(4)

11. Click the Electronically Sign
button to finish. The form is
electronically stored in your
account.

A confirmation message appears.
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B Save Form g;h Print | ClearForm | Help | Live Chat | Cancel & Discard

EMPLOYMENT ELIGIBILITY
VERIFICATION

Complete and Electronically Sign Form [-3, Section 3

Fields marked with an * are required

Section 3. Reverification and Rehires (% be completed and signed by employer or authorized
representative.)
A New Name (if applica

Section 3 Review and E-Sign

ne) First Name (Given Nerme) Middle Inttial] B

‘appl
Thorne Nell N/A 010172
ve evious grant of empl ent authorization has expired, provide the mformation for the decument from List A
or List C the employee pr: 3 current employment authorization i the PIOV W,
Document Title: Document Number: Expiration Date
U.S. Passport B123456 01/01/2024

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in
the United States, and if the employee presented document{s), the document(s) | have examined appear to
be genuine and to relate to the individual.

Signature of Emplover or Authorized Representative: [Date (1

Prmt Name of Emplever or Authorized Representative:

Electronic Signature of Employer or Authorized Representative
First Name: * Samantha
LastName: * Johnson

E-mail Address:
Hold down left mouse button and draw your signature below

S

Clear

[ CERTIFICATION - | attest, under the penalty of perjury, that to the bestof my knowledge, this employee is
authorized to work in the United States, and if the employee presented document(s), the documentis) |
have examined appear to be genuine and to relate to the individual. *

[ |certify that the information that appears above on the Form -9 is exactly as | entered itin the Updating and
Reverification Worksheet *

I understand that 1 am using electronic means to sign this document, and | consent to signing this document
electronically *

[# !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. *

K Back E-Sign & Save Decline

Employment Eligibility Verification

Thank You

Thank you for completing the federal -8 Employment Eligibility Form.

Close
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Notes:

e Section 1 or 2 Corrections: If you previously ran an E-Verify request on this employee and a Tentative Non-
Confirmation status was returned, you will see the option to “Save and Run E-Verify”. This will resubmit the E-
Verify check using the updated I-9 information.

e Section 3 Corrections: If you created a Section 3 (e.g. Reverification) in error, you may permanently delete the
Section 3 entry. The details of that action will record in the Audit Trail.
Once a Section 3 entry is deleted, it cannot be restored.

e Exit Without Saving: If you would like to exit the corrections process without submitting your changes, click
Cancel. No changes will be made to the Form I-9 and nothing will be recorded in the Audit Trail.

About the I-9 Audit Trail:

To view the Audit Trail, go to the “Manage |-9 Forms” tab. Locate and right click on the form you want to view. Select
“View Audit Trail” from the menu.

The HireRight system maintains an audit trail of all form actions and any corrections made to the form, including:
= Old and new values.
» The Date changes were made.

= The name of the user who made the change.

19 Form Annotations/MNotes Audit Trail Supporting Documents

-9 Employment Eligibility Form

Below you will find the list of actions and any changes made for this I-9 form.

Date Who Action Details
01/09/2017 10:37:27 James Cobbs(New Section 1 Submitted MMDD: 0101
PST Hire) IP Address:
01/09/2017 10:37:28 HireRight System Email "Notice of Section 1 Completion” sent. E-Mail Address: "Samantha Johnson™
PST
01/09/2017 10:42:18 Samantha Johnson Section 2 Submitted E-Mail Address: sjohngon@abccompany.com
PST IP Address:
01/09/2017 10:42:19 HireRight System Email "Notice of I-8 Form Completion” sent. E-Mail Address: "Samantha Johnson™
PST _
01/09/2017 10:42:22 Samantha Johnson E-\erify Request Submitted E-Mail Address: sjohnson(@ abccompany.com
PST IP Address:
01/09/2017 10:46:47 Samantha Johnson Form Corrections Section 2 E-Mail Address: sjohnson@abccompany .com
PST IP Address: S LN
Field Qid Value New Value Reason/Change Summary
Document A B123456 C123456 Incorrectly entered
Print Close

All corrections that an Employee or Hiring Manager enters will be viewable in the electronic Form 1-9 as well as the Audit
Trail. A notification will not be sent when a correction is made, so periodically check the Audit Trail to confirm the changes
have been successfully submitted.

) ! HireRight.
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UPLOAD FORM I-9 FOR NEW EMPLOYEE AND INITIATE E-VERIFY

The HireRight 1-9 Solution can store scanned images of the Form 1-9, however, you must have a completed Form 1-9

before uploading the form to your HireRight account.

Before you begin scan and save the paper Form I-9 (document) as a PDF.

To Upload a Form 1-9:

1. Click Manage I-9 Forms from the left-side
I-9 Forms menu

2. Click the New button.

3. Click Upload I-9 Form. The Upload 1-9
Form screen displays.

4. Click the Browse button and locate the
Form I-9 (in .pdf format).

5. Click Upload. A confirmation message
appears when successful upload is
complete.

To Initiate an E-Verify Check: Click the
‘Create an E-Verify Check for this
employee’ checkbox.

6. Enter the associated Employee
Information data from the paper
form in the fields provided (required fields
have a red asterisk).

TIP: The more information you can
provide creates a more detailed employee
record and improves the HireRight
system's ability to deliver detailed reports.

Scroll down and enter the Section 2,
documentation information (List A, or List
BandC.)
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Screening Manager Manage 19 Forms
E.g, Joe, Jo%, ab-1234567 QU .
o | Mew F @ o Additional Columns ~
. Invite E vee
« -8 Forms E-verify Check

Delete -3 Forms

== = - - - . ....]plated
Manage I-9 Form Upload I-2 Form for New Employee |
;
-9 Forms Settin Upload I-9 Form for Existing Employek
] 1111
Kiosk
Batch Requests Carl Shen

Employment Screening

Upload I-9 Form for New Employee

Warning

The documents you upload will be transferred and stored in our secure document storage.
This process may take up to several minutes. As soon as your document is uploaded it will be
available for downloading via "View Uploaded Form" action.

Create an E-Verify Case

You must not use E-Verify to verify your current workforce unless your company has been
awarded a federal contract that contains the FAR E-Verify clause. E-Verify does not allow any
other type of employer to verify its current workforce.

Upload 9 Form

Please locate the -9 Form you would like to upload and click the "upload™ butten befor continuing. Only
PDF files are accepted.
Choose File | No file chosen °

Upload H
----------------------- Q@
Employee Information
Employee Last Name; ® Draper
Employee First Name: ® LeAnn

| | cerify that the employee does not have any middle initial (if checked "N/A™ wil be displayed in the
Middle Inttial fiekd of Section 1)

| | cerify that the employee has not used any other names (if checked "N/A™ will be displayed in the
Other Names Used field of Section 1)

Employee E-mail Address:

Employee Telephone Mumber: +[1 ext.
Employee Country: * SA v

Employee Address: © 123 Main

| | certify that the employee does not have any apartment number (if checked "N/A™ will be displayed in
the Apt. Number field of Section 1)

Employee City: * Irvine

Employee State: * California v
Employee Zip/Postal Code: ® 92117

Employee Date of Birth: * 01 01 19381

)| HireRight.
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Citizenship or Immigration Status

What is the employee’s citizenship or
immigraticn status? *

Employee’s Social Security Number: 111-11-1111

| Citizen of the United States

7. Enter the employees Citizen or
Immigration Status by using the pull- Employer Review

ommens s 1D
ListA ListB & C
[ Document B

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 4 OR
examing a combination of one document from List B and one document from List C as listed on the "Lists of

Accep Documents” on the next page of this form. For each document you review, record the following
information: document title, issuing authority, decument number, and expiration date, if any.

8- SEIeCt LISt A or LISt B&C Note: This employer participates in E-Verify. Any List B document presented to an employer
participating in E-Verify MU 5T contain a photo.

Document Type: * Driver's license M

State: * Cregon v
Dotument Title * Oregeon Driver License
[w#] | certify that the doc ument title entered matc hes exactly to that of the document presented. *
Issuing Authority: * Oregon
9. Enter all required information. Fields [# | certify that the issuing authority entered matches exactly to that of the document presented. *
indicated by a red asterisk are required Document #: * |a123456
fields. M2 |1z 2025

Document Expiration Date

| certify the document the employes presented does not
e have an expiration date

Document C
Decument Type: * Sotial Security Account Number card, unless the card includes M
one of the following restrictions: (1) NOT VALID FOR
EMPLOYMENT, (2) “ALID FOR WORK ONLY WITH INS
AUTHORIZATION; (3) VALID FOR WORK ONLY WITH DHS
AUTHORIZATION
Dotument Title * Social Security Card

[w#] | certify that the doc ument title entered matc hes exactly to that of the document presented. *
Issuing Authority: * Social Security Administration

|w#] | certify that the issuing authority entered matches exactly to that of the document presented.
Document #: * 123-45-6789

mm |

| certify the document the employee presented does not
have an expiration date

Document Expiration Date :

Employes Start Date: 11 23 2016 use
\ Termination Diate:
10. Click Submit 1-9 Verification. Data and
form will be uploaded to your HireRight _
account. If your account is setup with E- Submit -9 Veriﬂcatiog;'_%f""ff?:;
Verify, the employee data will be sent to al} @
the DHS for verification.

y ) HireRight.
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11. Your upload has been accepted and the NEW employee record is created and placed in the Completed tab.

Screening Manager Manage |I-9 Forms x
o MNew ™ | @Print | d Additional Celumns = Mare Opticns ~
Current User - Last 50 days =

Sent to Employes Pending Employer Completed E-Verify Tentative Pending Info Review Pending Photo Match Final Man-Confirmation

F

-Verify Status Date Employee Status Requestor
10/2442013 Active J. Lambila

Last Name

Wiew/Print

Order E-VWerify

Start/Termination Dates
. . Manage Supporting Docs
To View the Uploaded Form [-9:

Reassign

A. Right click on the record. 5 View Audit Trail
View Uploaded Form )
B Y " 1}

Select “View Uploaded Image”

Edit Flex Fields

Re-wverify I-9 Form

Correct I-3 Form

Send Farm

Delete I-9 farm

Flag 4
Employment Eligibility Verification . uscis
. Form I-9
Department of Homeland Security OMB No, 1615-0047
U.S. Citizenship and Immigration Services Expires 03/31/2016
—— ===
»START HERE. Read carefully before this form. The instructions must be available during completion of this form.
ANTI-DISCRIMINATION NOTICE: Itis illegal to discrimit against L i Individual; p CANNOT specify which
document(s) they will accept from an employee. The refusal to hire an individual because the dq ion p has a fulure
expiration date may also constitute illegal discrimination.
Section 1. Employee Information and At ion (Employees must and sign Section 1 of Form 1-9 no later
than the first day of but not before a job offer.)
Last Name (Family Name) First Name (Given Name) Middle Initial | Other Names Used (if any)
DRAPE &, L= ANN M.
Address (Street Number and Name) Apt. Number City or Town State Zip Code
122 FERRY ST SALE N OR[E] | 97795\
Date of Birth (mm/dd/yyyy) |U.S. Social Security Number | E-mail Address [Telephone Number
4 n B A0
1z 1% ha1o UL Leann D@ emal. Covn

| am aware that federal law provides for imprisonment andlor 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):
IX A citizen of the United States
D A noncitizen national of the United States (See inslructiorsj

[ Alawdul resident (Alien Registrztion Numbe/USCIS Nombery:

to worls unfi, (e:piration date, If applicable, mm/ddiyyyy) . Some aliens may wrile "N/A” in this field.

For aiteis 2uinorized to work, provide your Alien Regisiration Number/USCIS Number OR Form 1-94 Admission Number:

1. Alien Registration Number/2SC!S Number:
. 3-D Barcode

OR Do Not Write In This Space
2. Form |-94 Admission Number:

If you obtained your admission number from CBP in connection with your arrival in the United
States, include the following:

Foreign Passport Number:

Country of

Some aliens may write "N/A" on the Foreign Passport Number and Country of Issuance fields. (See instructions)
l;igna(ure of Employee: ( Xﬁ/}/h 7] /)/} LI Date (mavddyyyy): | [ - O] -7 o;jl

Preparer and/or Translator Certification (To be completed and signed if Section 1 is prepared by a person other than the ‘

employee.)

| attest, under penalty of perjury, that | have assisted in the completion of this form and that to the best of my knowledge the
information is true and correct.

[Signature of Preparer or Translator: | Date (mm/ddiyyyy):
Last Name (Famify Name) First Name (Given Name)
Address (Street Number and Name) City or Town Slate Zip Code

@ Employer Completes Next Page @
. .
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How TO UPLOAD AN IMAGED FORM I-9 FOR AN EXISTING EMPLOYEE

The HireRight 1-9 Solution can store scanned images of the Form [-9. Before you begin scan and save the paper form
(document) as a PDF.
To Upload a Form 1-9: ) HireRight.
1. Click Manage I-9 Forms from the left-side I-9 Forms

‘_dAdditwonaI Columns ™

menu Eg, Joe, Jo%, ab-1234567d Q | A
[ all Accounts £ Inv]
-+ Search Tips E-Verify —

2. Click the New button.

Sereening Manager Manage 19 Forms L

Upload I-9 Form for New Employee

-9 Forms

| Upload I-9 Form for Existing Employes 3
3. Click Upload I-9 Form for Existing Employee. e _Kiosk @

Jim Jim

-+ Manage -9 Forms

Billy Joe
-+ -9 Farms Settings harry potter a
- -+ Dplete 19 F
The Upload I-9 Form for Existing § o

Employee screen displays.

Upload I-9 Form for Existing Employee

NOTE — Only specific federal
contractors are allowed to run

E-Verify checks on existing employees.
Do NOT “Create an E-Verify Case on an
existing employee” unless you are a
federal contractor with an E-Verify FAR
clause.

Warning

This page is to upload Historical I-9 Forms for an Existing Employee. By uploading an -9 Form
on this page, you certify that the information entered in the form is correct.

If Section 3/Reverification has already been completed on the paper form, please enter the most
recent Citizenship Status, Document Type, and Document Expiration Date in the fields below.

The documents you upload will be transferred and stored in our secure document storage.
This process may take up to several minutes. As soon as your document is uploaded it will be
available for downloading via "View Uploaded Form™ action.

Create an E-Verify Case

4. Click the Browse button and locate Create an E-\erify Case for this employes
. You must not use E-Verify to verify your current workforce unless your company has been
the Form [-9 (In pdf format), awarded a federal contract that contains the FAR E-Verify clause. E-Verify does not allow any

other type of employer to verify its current workforce.

e
5. Click Upload. A confirmation e e el
Please locate the -8 Form you would like to upload and click the "upload™ button befor ¢ ontinuing. Only
message appears when successful POF files are accepted.
upload is complete. Fils to Upload: * | Choose File | No file chosen °

Upload
6. Enter the associated Employee w

Information data from the paper Employee Information

form in the fields provided (required Employee Last Name: * Draper
fields have a red asterisk). Employee Firstame. © LeAnn
| | certify that the employee does not have any middle initial (if checked "N/A" will be displayed in the

Middle Initial field of Section 1)
| | certify that the employee has not used any other names (if checked "N/A™ will be displayed in the

TIP The more information you can Other Names Used field of Section 1)

provide creates a more detailed Eployes Ermatcess

employee record and improves the Employce Telephone Number: - +|1_v =t

HireRight system's ability to deliver Fmployes Country: USA ' e
Employee Address: * 123 Main

detailed reports.

| | certify that the empil es not have any apartment number (if checked "MN/A™ wil be displayed in
the Apt. Number field of Section 1)

Scroll down and enter the Section 2,

. . . . . Employee City: * Irvi
documentation information (List A, or List E" Pla’ ' 2":: :
nployee State: = 3 3 v
B and C) mplos a alifornia
Employee Zip/Postal Code: * 92117
Employee Date of Birth: * 01 01 1981
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Citizenship or Immigration Status

‘What is the employee’s citizenship or o s
immigration status? * | Citizen of the United States ‘,%. EL._:D_'

Employes's Social Security Mumber: 111-11-1111

Employer Review

ListA ° ListB&C

Employers or their authorized representative must complete and sign Section 2 within 3 business days of
dOWn menu the employee's first day of employment. You must physically examine one document from List A OR
. examine & combination of one document from List B and one document from List C as Ilsted on the _I:|§gs_ of

table Docuw

7. Enter the employees Citizen or /DocumentB
Immigration Status by using the pull-

ment title, issuing authority, doc ument number, and expiration date, if any

Note: This employer participates in E-Verify. Any List B document presented to an employer
participating in E-Verify MUST contain a photo.

Document Type: ® Drriver's license M

State: * Oregon T
. . Document Title * Oregon Driver License
8. Select List A or List B&C.

[w# | certify that the document title entered matches exactly to that of the document presented. *
|ssuing Authority: Oregon
[w# | certify that the issuing authority entered matches exactly to that of the document presented.
Document #: * |A123r155?8

12 [/h2 |[2024

I | gertify the document the employes presented does not
hawve an expiration date

Dot ument Expiration Date :

9. Enter all required information. Fields
indicated by a red asterisk are required

fields. Document Type: = Social Security Account Number card, unless the card includes M
one ofthefollc-wing restrictions: (1) NOT VALID FOR

EMPLOYMENT, (2) WALID FOR WORK ONLY WITH INS

AUTHORIZATION; (3} VALID FOR WORK ONLY WITH DHS

AUTHORIZATION

Document C

Dot ument Title * Social Security Card

[w# | certify that the document title entered matches exactly to that of the document presented. *
Issuing Authority: * Social Security Administration

|# | certify that the issuing authority entered matches exactly to that of the document presented.
Document #: * 123-45-6789

Document Expiration Date : | certify the document the employ'ee presented does not

have an explratlu-n date

Employes Start Date: ® |11 | |23- | |201E
k Termination Date:
10. Click Submit I-9 Verification. Data and -
form will be uploaded to your HireRight Submit -9 Ve”ﬂcatiw,%ﬁ-@
account
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11. Your upload has been accepted and the NEW employee record is created and placed in the Completed tab.

Screening Manager Manage |I-9 Forms x
o MNew ™ | @Print | d Additional Celumns = Mare Opticns ~
Current User - Last 50 days =

Sent to Employes Pending Employer Completed E-Veri
y

Tentative Pending Info Review Pending Photo Match Final Man-Confirmation

Last Name -Verify Status Date Employee Status Requestor

10/2442013 Active J. Lambla

Wiew/Print

Order E-VWerify

Start/Termination Dates

To View the Uploaded Form 1-9: :“ag.e Supperting Docs
eassign
C. Right click on the record. View Audit Trail

iew Uploaded Form

D. Select “View Uploaded Form” e

Re-wverify I-9 Form

Correct I-3 Form

Send Farm

Delete I-9 farm
Flag 4

Employment Eligibility Verification . uscis

Form I-9
Department of Homeland Security OMB No. 1615-0047

U.S. Citizenship and Immigration Services Expires 03/31/2016
=

»START HERE. Read instructions carefully before completing this form. The instructions must be available during completion of this form.

ANTI-DISCRIMINATION NOTICE: Itis illegal to discrimi against k- ized Individuals. E CANNOT specify which

document(s) they will accept from an employee. The refusal to hire an indivi because the d ion p has a fulure

expiration date may also constitute illegal discrimination.

Section 1. Employee Information and At ion (Empl must and sign Section 1 of Form 1-9 no later

than the first day of employment, but not before accepting a job offer.)

Last Name (Family Name) First Name (Given Name) Middle Initial | Other Names Used (if any)
DRAPE & [PEANN M.
Address (Street Number and Neme) Apt. Number City or Town
122 FERRY ST SALE N

State Zip Code
ORE] | 975\
Date of Birth (mm/ddiyyyy) |U.S. Social Security Number | E-mail Address Telephone Number
m | 2 / 1415 i1 \ ﬂ L, CanN D(o‘) =3 mad. o 24
| 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 1 am (check one of the following):
M A cltizen of the United States

[] A noncitizen national of the United States (See instructions)

D A lawful 't resident (Alien Regi: i USCIS Number):

[] Analien ized to work until iration date, if appli hyyyy) . Some aliens may write "N/A" in this field.
(See instruclions)
For aliens authorized to work, provide your Alien Registration Number/USCIS Number OR Form 1-94 Admission Number:

1. Alien Registration Number/USCIS Number:
OR - 3-D Barcode
Do Not Write In This Space

2. Form 1-94 Admission Number:

If you obtained your admission number from CBP in connection with your arrival in the United
States, include the following:

Foreign Passport Number:

Country of Issuance:

Some aliens may write "N/A” on the Foreign Passport Number and Country of Issuance fields. (See instructions)

'Siuna(ure of Employee: (- f< V) /}/}/”,x; 7)/7 0 24" Date (mavddiyyyy): | [ - O] -7 j

employee.)

Preparer and/or Translator Certification (To be compleled and signed if Section 1 is prepared by a person other than the ‘

| attest, under penalty of perjury, that | have assisted in the completion of this form and that to the best of my knowledge the
information is true and correct.

[signature of Preparer or Translator: | Date (mm/dd/yyyy):
Last Name (Family Name) First Name (Given Name)
Address (Street Number and Name) City or Town Slae Zip Code

@ Employer Completes Next Page @
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FREQUENTLY ASKED QUESTIONS (FAQS) — UPLOADING FORM I-9

As part of our continuing commitment to keep our 1-9 Solution current and updated in accordance with the changes made
to the Form 1-9 by USCIS, HireRight has incorporated the new Form I-9 changes from the latest release (November
2016).

Q: After the release, can | use the old version until the official deadline to start using the new form for my new I-
9s?

A: Not in our system, but you still are able to use the paper form until the USCIS enforcement deadline (January 22,
2017), and then upload a scan of it into our system.

Q: If one of my new hires has completed section 1 of Form 1-9 before the update, and | go to complete Section 2
after the update, what happens?
A: You will still see the old form for completion.

Q: If one of my new hires has been sent an email to complete section 1 of Form I-9 before the update, but hasn’t
logged in yet to complete section 1.
A: The I-9 will use the old version for both section 1 and section 2.

Q: If I need to make a correction to an I-9 after the update when the form was originally completed before the

update, what happens?
A: The corrections will be made on the new form, and will be stored alongside the original version of the old form.

} ! HireRight.

Proprietary and Confidential — For HireRight-Authorized Recipient Only — Further Distribution is Prohibited Copyright © 2018 HireRight, LLC. All rights Reserved.



How TO UPLOAD SUPPORTING DOCUMENTS

The HireRight 1-9 Solution can store scanned images of -9 supporting documents (such as images of Social Security
cards). Simply scan the documents and use this feature to upload and store the files with HireRight.

Note: The documents you upload must be saved as PDF.

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

2. Right-click on the applicant and select Manage Supporting Docs.

3. Atthe Upload Supporting Documents

Random Tests
Employment Applications
I-9 Forms

-+ Manage -8 Form
-+ -8 Forms Settin

-+ Delete -9 Fnrmsa

View/Print

Reas=ign
Re-verify I-2 Form
Manage Supparting Docs

Resolve Case

Send Faorrn e
E-Verify Report

WView Audit Trail

Correct I-9 Form
Re-submit Case
Delete I-2 form

Flag

page, click Browse to locate the file on your I-8 Employment Eligibility Ferm
computer you want to upload.

NOTE: Only PDF files can be uploaded.

Upload Supporting Documents

4. Indicate the type of document you are

uploading by choosing it from the Document

Type menu. (U.S. Passport shown.) T LL.S. Passpant

If the document type you are uploading is not Upload

listed, choose Other Document and add a e
description in the Document Description

field that appears. List of Supporting Documents

5. Click the Upload button.

6. When you are finished, click Close.

Browse..

iF Refresh

If you would like to see the new document in the list, click the Refresh
button.
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HIRERIGHT’S |-9 SMART DELETE FUNCTIONALITY

There are a variety of reasons an employer may need to delete a Form I-9. There are also laws about how long records
must be kept, even after termination. HireRight has taken these needs into consideration when designing the Deletion
capabilities of the 1-9 Solution.

Employers can delete forms themselves as long as they have deletion permissions enabled and the 1-9 meets the
requirements need to qualify for deletion.

[-9’s must be kept on file for:

o 3 years after start date Screening Manager Delete 1-9 Forms L

OR All forms which qualify for deletion based on federal government Form |-8 retention rules are displayed below.
o 1 year after termination,

Chedk the box to select each form you wish to delete and clidk "Delete Selected™ to permanently delete the selected -8 forms.

whichever is longer.

HireRight's Smart Delete functionality searches for expired I-9 docs and 1-9 documents that are legally qualified to be
deleted.

To Delete a Form I-9 [|| Hil’ERight.
Screening Manager Manage 19 Forms =
1. Go to “Manage I-9 Forms” and locate
the employee’s Form 1-9 you wish to Q SNew ™ [0 Additienal Calumns ~
delete. [] &l Accounts All Users - [Last 90 days -
-+ Search Tips Sent to Employee | Pending Employer | Completed  E-Werify Tentat
" First Name S5N
2. Right-click on the employee’s name. L & * Sttt I T
- Lot A =111 pp—
E;nlflourymrzent Appllcahma Tame —ery
3. Click “Delete I-9 Form” option. -+ hanage -9 Forms Vievd Brint
-+ -9 Forms Settings Send Form
If the Form 1-9 qualifies for deletion the N E:::;e;':qzzrs?; e Terminetien Betes
form will be deleted. _
Reassign
Correct I-3 Form e
IMPORTANT: If the Form I-9 does not View Audit Trail
qualify for deletion then a pop up will Resend
appear indicating why the form does not Set Hiring Mansger
qualify and you will NOT be able to B SiRPCRE f %
delete the form. Flag

1-8 Employment Eligibility Form

. Delete selected -9 Forms
Delete Override

% -9 Farmsz for the following employees do not qualify for deletion:

4. Users may still delete the form if they have

“Delete Override” permission by clicking the 1. doe Smith

check bOX and cIicking “Delete Selected These forms fall within the following government retention guidelines:
Forms”. Override is typlca“y limited to Super + Retain an 1-9 form for all current (active) employees
Users and Account Managers. ¢ Forterminated employses:

Retain I-9 for 3 years after the date of hire  OR

Retzin for 1 year after the date emplovment ends, whichever is Jater,

IMPORTANT: Users without override
permissions will not be able to delete a record

that does not qualify for deletion. % °

Delete Selected Eorms | Cancel

. )| HireRight.
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To Delete Multiple Form 1-9s that Qualify for Deletion .I Hil'ERight.

Screening Manager

IMPORTANT: HireRight automatically will generate a list of all Form

. R Orders and Reports
I-9s that qualify for deletion based on federal government Form -9 Eg, Joe, Jod%, ab-1234567 Q)
retention rules, however not ALL users will have the ability to delete [ Al Accounts
tht;elm. Odnly those users who have this permission enabled will be *» Search Tips current fecoont <1 (Al User
able to do so. Invitations Mot Submitted
. F* First N Last N

1. Goto “Delete I-9 Forms” and select each record you would like - E"Z';:ﬁhame Bar:ﬂ *

to delete by clicking the checkbox next to the user’s name. Emplayment Applications Nomitren et

-9 Farms

-+ hlanage -9 Forms
-+|-9 Forms Settings
-+ [Dielete -9 Formes'

-+ Batch Reguests %e

2. If you would like to delete all of the records simply click the “Select All” checkbox at the top of the column.

screening Manager Manage -9 Forms * | Delete 19 Forms =

All forms which qualify for deletion based on federal government Form I-9 retention rules are displayed below.
Check the boxto select each form ywou wish to delete and click"Delete Selectad” to permanently delete the selected -9 forms.

Current User - _dﬁu:lditi-:unal Columns 7 # Delete Selectad |

' o N
¥ | First Name Leis iz Delete selected irems [
2

3. Then click “Delete Selected.”

. )| HireRight.
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