HIRE RIGHT

Electronic -9 and
E-verify Management ™

This training addresses employer features and
details you may need to manage in HireRight."
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HireRight Legal Notice:

These materials were prepared by HireRight for informational purposes only. These materials are not intended to be comprehensive,
and are not a substitute for, and should not be construed as, legal advice or opinion. These materials contain HireRight confidential
information, are directed solely to the intended recipient(s), and may not be further distributed without the express written permission

of HireRight.

—_—
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Agenda

= Overview

= Access HireRight I-9 Features
« |nitiate Section 1 Completion

= Complete Section 2

= E-verify Check Process

= Additional 1-9 Actions

- Additional E-verify Actions

= Update 1-9 (Section 3)

= Getting Help

—_—
3 © 2019 HireRight. All rights reserved. Confidential. H I R E IB I G HT



Helping You Remain Compliant & Informed

o 0¥ Pviww Choose 25
Pt per PO ireRight .,
g\‘:\)‘e“ ‘)\\3“(,2 * ‘.ﬁ‘ ‘“&w

v' Regulatory Changes —

v’ Employment Law SompRng ey
v’ Webinars
v’ Compliance Briefings
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Simple, Secure and Direct

Simplifies 1-9 Form Completion
Secure Storage

Direct connectivity to E-verify
Program Management Tools

CLL KL
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Form I-9 and E-Verify Workflow

1. Employee completes Section 1 prior to start.
2. Employer completes Section 2 when the employee starts.

3. E-verify check process initiates after -9 form is complete.

= 98% are returned “Authorized to Work”
= 2% require additional steps
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Overview of E-Verify Process

« How Does E-Verify Work?
- Form I-9 information is sent to through the E-verify check system
- 1-9 information is compared to confirm Employment Authorization
- Results are returned — 98% come back “Employment Authorized”

Verification - I-3 Information

Read instructions carefully hefore completing this form. The instruc
n of this form.

must be available during

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-

authorized individuals. Employers CANNOT specify which document(s) they will
accept from an employee. The refusal to hire an individual because the documents
have a future expiration date may also constitute illegal diserimination. )

(To be

Homeland
Security

Section 1. Employee I
employee ai the time emplo

‘Print Name: Last
Hoore

Address (Streat Name and Number) Aprs Date of Bisth (morsh iy yeaz)

123 Beach Road PRy -
City Sate Tip Cods Social Security = -

San Clemente California 92672 wex_wx—1111

Tam aware that federal law provides 1, under penlty of perjury. that Lo (d £

for imprisonment and/or fines for false

statements or use of false documents
in connection with the completion of
this form.

Middle Initial Mziden Name

Social Security

U.S. Citizenship
and Immigration
Services

+ BACK NEXT >
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HireRight 1-9 Account Features

e
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Log into HireRight

Enter company ID, user name and password.
- This information is provided by HireRight via emaill

HIRE RIGHT

Company ID:

User Name: »
| J
Password:

| |

ﬁmember my Company ID and User Name
Need help \ \%)glrﬂ

Bookmark my login page

© 2019 HireRight. All rights reserved. Confidential.
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Access |-9 and E-verify Tools

= Click on I-9 Forms
= Click on Manage I-9 Forms to open |-9 dashboard

HIRE RIGHT'
| E—
Screening Manager
Q Backaground & Drug Requests + ¥ Refresh

-+ Search Tips

Current User - Last 7 days - Last Update:

Not Submitted In Progress Completed Cancelled
I-9 Forms

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

-+ Manage -9 Forms
-+ Delete |-8 anjh }

—_—
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-9 Forms Dashboard

Tabs to support process and separate statuses.

Screening Manager Manage -9 Forms b
& New ™ & Additional Columns ™
All Users - Last 90 days -

i¥ Refresh

Refreshed

Sent to Employee Pending Employer Completed E-Verify Duplicate

E-Verify Tentative

Pending Info Review Pending Photo Match Final Non-Confirmation

[-9 specific status tabs

11

E-verify status tabs

© 2019 HireRight. All rights reserved. Confidential.
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Email Invite to Employee

1. 1-9 Forms for options.
2. Manage I-9 Forms to access menu.
3. Invite Employee for email prompt.

HireRight Training, | Sign Out

HIRE RIGHT

Screening Manager Manage =~ s ®
1 Q N - FLIVE | Cal A % Refrash
|| Mew T Auuonal Columns ¥ Refras
2 Invite Employee Refreshed
LT L E-Verify Check erify Tentative Pending Info Rewi.. Panding Photo Mat.. Final Non-Confir.. -
Manage -8 Forms ] ) : L
Upload I-9 Ferm for New Employee Werify Status Date Next Action Location Number Hiring Manager
-9 Forms Settings
Delete -9 Farms Upload I-% Form for Existing Employee
» Employment Screening Kiosk

Management Reports
» Account Setup
» Forms & Documents

» Help & Training

—_—
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Email Invite to Employee — cont’d.

1-9 Employment Eligibility Form

4. Enter Employee’s First and Employse Info
LaSt Name, emall address. First Name:* 4

Last Name:*
*start date is not required but e mail
recom mendEd Employee Start Date: Entering a Start Dake is optional, The Start Date conkrols

when HireRight sends aukomated reminders (such as the
reminder ko emploves ko bring supporking documents, and

5. Notification Options (optional). essage Tempite <) 1 o copite -3 o o Bay 3
6. Click SUBMIT to send email. e

MNotification Options

Initiated by HireRight HireRight Training (automatically receives all notifications)

5

who will receive copy of notification letters

6

e
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Email Invite to Employee — cont’d.
Hiring Manager Assignment

I-9 Employment Eligibility Form

4. Enter Employee’s First and Last

Name, email address. Employee Info
*start date is not required but recommended First Hame:* 4
5. Designate Section 2 completer in
lelng Manager erIdS Employee Start Date:

Entering a Stark Date is optional, The Start Date controls
when HireRight sends aukamated reminders (such as the

6. Click SUBMIT to send email (not wossage Tompiate® | Dlbomi o g 13 s by gy cocumerts an
shown).

e
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Hiring Manager Notification Email

« Sample emall notification sent to advise assignment for Section 2 completion

Dear Steve Martin,

James Cobb has completed Section 1 of the I-5 Employment Eligibility Form for ABC Technical, A Sales Demo Company.

Flease go to
https://ows01l hireright.com/in.htmlI?key=0251ADES1D4A781AE45E810B06D150A2E
to log in to the HireRight system to review Section 1 of the I-5 Form and complete and sign Section 2.

Login: kari.talmadge @hireright.com
Password: b5f43706 (a user-defined password will be established after login)

You will need to view the employee's work eligibility documentation in order to complete Section 2.
When you login to the system, you will see instructions on the left hand side that can assist you in completing this form.

Our objective is to complete this process guickly and within the employee’s first 3 days of employment. Please make every effort to accurately provide all of the requested
information. If you need support, HireRight Customer Service is available 5 days a week from Sunday 3 p.m. until Friday 7 p.m. Pacific Standard Time by phone {toll free in the
U.5.) at (866) 521-6555, or by a toll call elsewhere at +1 [545) 428-5304.

Additional HireRight toll free numbers from many countries: http://www.hireright.com/Contact-Us.aspx#tah2

Thank You,
Kari Talmadge

J—
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Email Invite to Employee — cont’d.

= Here's the confirmation message.
« Click Close to return to the Manage 1-9 Forms dashboard.

1-3 Employment Eligibility Form
Message Sent

An email has been =ent to the emploves.

vou will be notified by email once the employee has completed Section 1 of the 19 form. At any time, vou can
check the status of the -9 form under the Manage -9 Forms menu item.

Close @
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New Hire Overview

All New Hires should access and complete
their 1-9 prior to their start date.

= Email provides direct, secure access

- Directions
- Resources ‘10 0/()’
New Hires should
- Kiosk supports direct access, without email P the
Form I-9 online
= Email Notifications tied to optional Start Date I—

- Complete Form
- Bring Documents

J—
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New Hire: Directions

= Clear Instructions and Embedded Support

EMPLOYMENT
ELIGIBILITY
VERIFICATION
Directions
Employee Information and

Attestation Worksheet

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

Section 1 Review and E-Sign
by Employee

Fomm -9 Instructions

List of Acceptable Documents

Who ig |lzsued Thiz Document?

Sample Document lmages

Informaticn on Receipts

Employment Eligibility Verification — Directions

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

Please complete this form as soon as possible. Enter all information on the form. The official Form 19,
Employment Eligibility Yerification Instructions are located on the left or by clicking here. The List of

Save Form and Exit

As you are completing the -9 employment eligibility form, you will have the oplion 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 retum to the -9 employment eligibility verification form later to complete and submit the form.

Signing the I-9 Employment Eligibility Form

When you are finizhed completing the form, please click the "Electronically Sign" button on the form.

Help

If you have guestions about completing the |1-9 employment eligibility form, please contact support at
customersenvice@hireright.com. If you have guestions about the content of the 1-9 employment eligibility

form, please call 1-866-521-6995. Customer Support hours are: Sundays 500 PM - Fridays 9:00 PM
(Pacific Time).

Proceed with -8 Employment Eligibility Form @

—_—
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Preparer/Translator Assistance

« Response Required to Document form Completion

HIRE RIGHT
| E—
Ej Save Form L:ﬁ Print | ClearForm | Help | Live Chat |@ge Password | Cancel & Discard kari.taimadge@hireright.com
EMPLOYMENT Section 1 - Employee Information and Attestation Worksheet
ELIGIBILITY
VERIFICATION Fields marked with an * are required
Employee Information and Preparer and/or Translator Assisted Completion

Attestation Worksheet

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

Section 1 Review and E-Sign

by Preparer and/or Translator did not use a Preparer or Translator *
4

ofie 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
Section 1 Review and E-3ign (individuals under 18) and individuals attesting to the identity of certain employees with disabilities must
by Employee ct this option):

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

—_—
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Employee Information

Employee Information

Your Last Name: *
Your First Name: *

Your Middle Initial; *

Your E-mail Address:
Your Telephone Number:
Your Country: *

Your Address: *

Cobb

James

S5

&

+H1 W

@ certify that | do not have any middle initial (if checked "N/A”" will be displayed in the Middle Initial field
6f Section 1)

) certify that | have not used any other last names (if checked "N/A” will be displayed in the Other Last
ames Used field of Section 1)

ext.

USA

123 South Street

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

Number field of Section 1)
Your City: *
Your State: *
Your Zip/Postal Code: *
Your Date of Birth: *

Long Beach
California
90807

12 19

1970

20
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Citizenship or Immigration Status

= SSN is required for E-verify

Citizenship or Immigration Status

What is your citizenship or immigration status? * == A m e 1R C e
Citizen of the United States
Noncitizen national of the United States
Re-enter Social Security Number: * Lawful Permanent Resident
Alien Authorized to Work

@cerﬂfy and understand that | alone have provided and entered the information above to complete the

mployee Information and Verification section of my Form 1-9. | am also aware that federal law
provides for imprisonment and/or fines for false statements or use of false documents in connection
with the completion of the Form 1-9_ *

Your Social Security Number: *

Proceed to Form |-9 Completion @

—_—
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Citizenship or Immigration Status

= Helpful prompts and link to get 1-94 number

Citizenship or Immigration Status

What is your citizenship or
immigration status? *

When are you authorized to
work until? *

Provide your Alien or
Admission or Foreign
Passport number- *

I certify | am an Alien whose authorization does not expire

| Alien Authorized to Work v

02 |/|02 ||2020

O alien Registration#/USCIS#

® Form 1-94 Admission#
O Foreign Passport# Get 1-94 Number Now d

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

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

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

Proceed to Form -9 Completion

22 © 2019 HireRight. All rights reserved. Confidential.
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Employee Review and Signature/Submission

23

EMPLOYMENT
ELIGIBILITY
VERIFICATION

Section 1 Review & E-Sign by Employee

Fields marked with an * are required

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

Last Mare (Family Name) First Name (Given Nams) Middle Initiall Other Last Names Usad (jf any,
Coblb Jamasz 5 N/iA

Address (Streat Nunber and Nams) Apt. Mumbes| City or Town Stata ZIP Coda
123 Bouth Street N/A Long Beach CA QQE0T

Diate of Birth (een/'ddian] U8, Secial Securty Numbey Emplovee's E-mail Address
EE XX ERTE wdk_F%_]]]11 WA

Emplovee's Telephone Number
NiA

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

false documents in connection with the completion of this form.

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

¥ 1. & citizen of the United States

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

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

"] 4. &n alien authorized to work until (expiration date, if N/A
applicable, mmiddfyyyy)

insfructions)
liens authorized to work must provide only one of the following document
numbers to complete Form -9,
An Alien Registration Numbe
Number OR Foreign Passport Nu

IS Number OR Form 1-94 Admission

mber.

1. Alien Registration N/A
NumberlJSC1S Mumber

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

OR
3. Foreign Passport N/A
MNumber:

Country of MN/A
ssUance

QR Code
Do Mot Write

23 © 2019 HireRight. All rights reserved. Confidential.
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Employee Review and Signature/Submission

Electronic Signature of Employee

New Hire enters

First Mame: * James
 Nerme: + name and month and
Last Mame: Cobb d i
E-mail Address ay of birt
Month & Day of Birth: * Dec [v]19]v]

Hold down left mouse button and draw your signature below

ﬂ/l Optional mouse
signature

Clear New Hire provides
e-signature
| am aware that federal law provides for imprizonment andifor fines for false statements or use of falze Va"dation

documents in connection with the completion of this form. *

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

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

| understand that by typing my information above, | am certifying that | am the person identified by this

information, and that my providing this information and clicking the "Electronically Sign” button below will
constitute my electronic signature. *

Back E-Sign & Save Decline

—_—
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Employee Confirmation of Success!

)| HireRight.

Help | Live Chat (=} Print

Employment Eligibility Verification
Thank You

Thank you for completing Section 1 of your I-5 Form.

Pleaze note your 1-9 is still considered incomplete until you have presented the required documents confirming work authorization and
identity in person to your employer and they have completed Section 2.

Mot sure which documents to present? Please find the List of Acceptable Documents here d
To view Section 1 of your I-5 Form click her

1

Close

—_—
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Overview of Steps to Complete Section 2
No Later than Third Day of Start Date

« Employer Responsibility
- Physically examine documents provided by New Hire
- Access I-9 via HireRight
- Complete Section 2
- Automated submission to E-Verify
- Uploads PDF of Documents in HireRight

— -
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Section 2: Employer Completion

1. Click on I-9 Forms
2. Click on Manage I-9 Forms to open |-9 dashboard

HIRE RIGHT"
Step 1

Q

<

Step 2 S

Manage -9 Forms
Delete I-9 Forms

Employment Screening
Management Reports
Price List

Billing

Account Setup

Compliance Central

Forms & Documents

Help & Training

Screening Manager

Orders and Reports

Current User - Lzst 7 days -
Invitations Not Submitted In Progress Completed Cancelled
P First Name Last Name SSN/National ID Status
£
Alerts
Current User - Last 1 week =

Action Requests Information-only

¥ Date i MName Title

27

Maximize «¥Refresh

Refreshed

Type

Maximize +¥Refresh

Refreshed

© 2019 HireRight. All rights reserved. Confidential.

Announcements

¥ Welcome to

HireRight Enterprise™

E-Verify services are unavailable due to a government -
zhutdown

101/2012  The SSN Verification product iz unavailable dus to a
Government =hut down.

022072012  HireRight Compliance Alert - EEQC Clarifies Guidance on
Criminal Background Checks W

022772012 HireRight Scheduled System Maintenance on Octeber 10,

Recently Viewed [tems

HIRE RIGHT



Section 2: Employer Completion

3. Click New Hire to select that record
4. Use More Options or right-click to select Verify I-9 Docs

Screening Manager Manaae |-9 Forms ®
& Mew ™ =) Step 4 = More COptions Ij
All Users - Last 90 days - : LIS S e S
yee Pending Employer Completec Wiew Info Review Pending Photo Match Final Nen-Confirmation
Step 3 Last Name Send Form Next Action Start Date
Ronald Rogers Start/Termination Dates | Complete Section 2
Timathy Talmadge F.eassign 4 Complete Section 2
Timothy Smith Correct I-3 Form 4 Complete Section 2 09172014
lane Doe Set Hiring Manager 4 Complete Section 2
Timothy Talmadgs Delete I-3 form 4 Complete Section 2 05/032014
lane Doe Flag L Complete Section 2
Jane Anderson e et 1111 0a20:2014 Complete Section 2
Theodore Smith =111 02/08/2014 Complete Section 2

®

—|
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Super User | Tip

If you do not see the employee’s name in the Pending Employer tab:

= Adjust filters

= Check Sent To Employee tab

Screening Manager

& Mew ™

Manage 1-9 Forms

_d Additional Columns ™

All Usars

Last 90 days -

Sent to Employes

¥ First Name

Ronald
Timothy
Timothy
Jane
Timothy
Jane

Jane

Theodore

Pending Employer
Last Name
Rogers
Talmadge
Smith
Doe
Talmadge
Doe
Anderson

Smith

Completad

x

More Options

E-Werify Tentative

55N
::x::_::x_-1 -1 -1 1

-

29

Pending Info Review

Date

1042572014
101572014
0872014
090872014
09032014

08/20/2014
08/20/2014
08/06/2014

© 2019 HireRight

Pending Photo Match Final Mon-Confirmation
Next Action Start Date
Complete Section 2
Complete Section 2
Complete Section 2 08172014
Complete Section 2
Complete Section 2 05032014
Complete Section 2
Complete Section 2
Complete Section 2

HIRE RIGHT

. All rights reserved. Confidential.
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Resend to Employee if I-9 Is not Complete

From Sent to Employee tab:
= Click employee to select and use choose Resend.

Screening Manager Manage 1-9 Forms
& New ™ ‘o Additional Celumns ™ Mare DptiunsF
Wiew
Current User - Last 90 days -
Sent to Employee Pending Employer Cnmpleteci Resend dReview Pending Photo Match Final Mon-Confirmation
F*  First Name Last Name SSN Set Hiring Manager Date Next Action Start Date
Ron Rogers - Reassign 1042902014 Complete Section 1

Start/Termination Dates
Delete 1-9 form

Flag 3

e
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Section 2: Employer Completion — Review Section 1

Review Section 1

- The Section 2 completer is responsible for ... review
ensuring Section 1 is reviewed for

accuracy before completing Section 2.

Employment Eligibility Verification USCIS &
F 19
Department of Homeland Security OMB ::_n,‘,,, 5-0047
- U.S. Citizenship and Immigration Services Expires 08/31/2019
Click NEXT to complete — —

i 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. Employer: ~ =~
document(s) an employee may present to establish employment authorization and identity. The refusal to hi N am e
individual because the documentation presented has a future expiration date may also constitute illegal disc

Section 1. Employee Information and Attestation (Employees must complere ana s~ @CCUrate?

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

Last Name (Family Name)
Cobb

Section 2

First Name /Given Name)

James

Middle Initial Other Last Names Used (# any)
s N/A

Address (Street Number and Name)
123 Main Street

Date of Birth (mmvddyyyy) | us. Soctal Secunly Number
wafunjrann

Apt. Number | City or Town

N/A Irvine CA 12345

State | ZIP Code

Employee's Telephone Numbe:
N/A

‘ Employee's E-mail Address

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

| attest, under penalty of perjury, that | am (check one of the following boxes):
IV 1. A citizen of the United States
I 2. A noncitizen national of the United States (See instructions)

3. A lawful permanent resident (Alien Registration Number/USCIS Number) N/A
4. An alien to work until date, if YYYy) N/A
Some aliens may write “N/A" in the expiration date field. (See mnstructions)
QR Code - Section 1
Aliens authorized to work must provide only one of the nolete Form 1-9: Do Not Write in This Space
An Alien Registration Nurmber/USCIS Number OR Form 1-94 Adnwssm Number Oﬁ Foreign Passport Number.
1. Alien Registration Number/USCIS Number: N/A
OR
2. Form 1-94 Admission Number: N/A
3. Foreign Passport Number: N/A
Country of Issuance: N/A
ianature of 2 A [Todavs Date ] %

¢« BACK

NEXT -»

—_—
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ection 2: Employer Completion

EMPLOYMENT
ELIGIBILITY
VERIFICATION

Venfication Workshe

Section 2 - Employer or Authorized Representative Review and Verification Worksheet
Flekds marked with an *  are requirea Review
obb 1
Employer Review and Access of the United States InStrUCtlonS
st
Resources
MLV plon t
ual
g » N ar on thelr ¢ genul
r face to be genuin
ed This T ¥ nces the employe the emplayes 1}
dotume N the "LISIS of ; Arceplable Docume for review and, if appropriate
) 510 Lo
e Document A
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 examine a combination of one
document from List B and one document from List C as listed on the "Li f A D on the next page of
this form. For each document you review, record the following informat autherity, 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: * Perm. Resident Card (Form 1-551) |v|
Issuing Authority: * U.S. Citizenship and Immigration Services v
[# | certify that the issuing authority entered matches exactly to that of the document presented. *
Document # EAC9876543210 Format help Note the
o D 08 01 2022 reminders
=xpiration Late (i any): U | certify the document 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.
Section 2 Additional Information
[L] Check here if there is additional information you need to document on the 1-9 Form
32 © 2019 HireRight. All rights reserved. Confidential.
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Section 2: Worksheet

Em&g{m‘” Section 2 - Employer or Authorized Representative Review and Verification Worksheet

VERIFICATION

Fields marked with a

Employee Name: Jany
Citizenship Status: it

= Complete the Worksheet
- Confirm Employee’s Start Date z

Review your contact information for accuracy

- Click Proceed to I-9 Form Completion

Issuing Authority * U.S. Department of State v
v certify tr uing authority entered atches exactly to that of & C ent presented
Document #. * B123456

tion D if an o 01 01 2027

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

Employment Information

. 01 04 2017
ABC Company
Samantha

Johnson

Manager

sjohnson@abccompany.com

1234 Main Street

City Orange
Stat California v
12345

Proceed to Form -9 Completion

—
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/. Complete the Worksheet | Additional Detalls

List A or List B&C documents are entered directly into the form

List A ListB & C

Document A

Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's
first day of employment. You must physically examine one document from _|st A “F{ examine 1 combin ’-ltlan of one
document from List B and one document frn:m _|:-1 C a:- I|S':c on the "Lists of Ac

this form. For each document you review
number, and expiration date, if any.

i fitle, issuing au horlt, LI-::u: ment

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

Document Title: # U S Passport w
Issuer

lssuing Authority: * U.5. Department of State v . .

) . . _ confirmation
l#f| | certify that the issuing authority entered matches exactly to that of the document presented. #
Document #; * 123456789 h
Expiration Date (if any): * 12 12 2020 NOt? the
This document is subject to E-Verify Photo Matching. You must retain a copy of the employee's document. reminder

Section 2 Additional Information

Check here if there is additional information you need to document on the -9 Form
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I save m gap Print Ciear Form teip Live Chat cancel &

Section 2: Review & E-sign  .se e

ELIGIBILITY
VERIFICATION

Section 2 Emplp er or Authorized Rapresen}atlve Rgvlew and Verification 3

« ed e corr ana s

St i s Employee Info from Section |La
2 view -

- ReVIGW and E_ Slg N .de.:nw?nlusmp%.',i‘m’:mn;hw,ﬁof“* _ ety _: . ,. o )

- Enter Your First and Last Name

A

ions 2 & 3
This Space

ation QR Code _Se
-— Do

Not Writ

Drawn signature is preferred

- Read and check off attestation statements

- Click E-sign, Save and Run E-verify

Certification: | attest, under penalty of perjury, that (1) 1 hay
(2) the above listed doc

examined the document(s) presented by the above named employee,
e named. and (3} to the best of my knowledge the

3
»
3
2
)
5
T
-]
3
g
g
.
g
@
3
3
5
®
2
2
2
B
-2
H
?

2

nited States.
nent (mm/ddlyyyy) - 01/04/2017 (See instructio

s for exemptions)

yee's first day of emplo

mployer or Authol

Johnson

iess o O
12334 Main Street

Electronic Signature of Employer

Fist Name: * Samantha
Name: * Johnson

E Actdr

a hnson mpanycom
Hold down left mouse button and draw your signature below

—
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Section 2: Confirmation of Completion

- E-verify Check process begins

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

Processing Request ....

Please wait while your request is being processed

Procassing Results IE'

) HireRight.
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Section 2: Confirmation of Completion

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

Help | LiveChat (=) Print

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

Order Details

Electronic -2 Form Created Successfully
E-\Verify Case Status Employment Authorized
View E-Verify Report View -9 Form Upload Supporting Documents d Close Window

= Upload Documents and then Close Window to return to HireRight

S
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-9 Form Process and Reminders

= All New Hires and Rehires must complete the 1-9 prior to or on their first day

= Section 2 completion requires you to physically examine documents to prove
both identity and proof of work authorization

= All I-9s must be completed no later than the third day of employment
« Reminders:

- Upload a PDF of the documents after completing Section 2, if applicable
- Review and Take Action on Emailed Notifications, as needed

e
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= This is only done in cases where
the Electronic I-9 could not be
filled out to support a timely on-
boarding process.




Paper I-9 Form Process

After a paper I-9 form is completed

= Use Upload a Paper I-9 form to store the electronic image of the I-9 in HireRight and initiate
the E-verify check, in one step.

4 NEWF

Invite Employes [\}‘

Upload I-5% Form Fcr\f.:JE'.':Ernplcyee

Reminder: Scan and save |-9 as a PDF so that it can be uploaded for electronic storage.
Then, click NEW from the Manage I-9 Forms dashboard and select Upload I-9 Form for New Employee.

e
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Paper I-9 Form Process: Create an E-verify Case

1.

EMPLOYMENT ELIGIBILITY
VERIFICATION Upload I-8 Form for New Employee You must have a fully

Upload the PDF of the completed 1-9 form in order
completed I-9 form. — to complete this process.

Warning

Employee Information:
Complete fields using the be available for downloading via ~View Uploaded Forme sction.
information from Section 1 of #, Form v nstructons

the completed 1-9 form. ) Lt of Accestabe Docuents | Create an E-Very Case

- szued This Document? D Create an E-Verify Case for this employee

R S You must not use E-Verify to verify your current workforce unless your company has been
e awarded a federal contract that contains the FAR E-Verify clause. E-Verify does not allow any

% | formation on Receipts other type of employer to verify its current workforce.

Upload 19 Form

Please locate the 3 Form you would like to upload and click the "upload™ buttos 1uing. Only PDF
filez are accepted.
File to Upload: ® Browse

Upload

Employee Information

Employee Last Name: *
Employee First Name: * 2

Employee Middle Initial:

Employee Other Names Used (if

any). ®

|:| | certify 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:

—_—
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Upload Paper I-9 Form

= You must upload the completed paper I-9 form
- Don’t forget to upload documents

-8 Employment Eligibility Form
Upload Supporting Documents

Please note that only PDF documents are accepted for upload.
The documents you upload will be transferred and stored in our secure document storage. This process
may take up to zeveral minutes. As soon as yvour document is uploaded it wil appear in the list.

File To Upload: U Wy Documents\1Desktop32915isample 1-9. pdf T
Document Type: Other Document (please describe below) ﬂ
Document

Description: Paper -9 Form ”

Upmad@ @

List of Supporting Documents ¥ Refrash

Close

J—
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Paper I-9 — cont’d.

What iz the employee's citizenship or immigration -
s Fe ¢ ‘ - Select From List -

status? © 3

Employee’s Social Security Number:

3. Citizenship and Immigration Status:
Complete fields using the information
from Section 1 of the completed 1-9 form.

Employer Review

List A ListB&C

4. Employer Review: Complete fields using
the information from Section 2 of the Docament A
completed I-9 form.

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

. . e - a ccmt:lnatlcn of one document from List B and one document from List C as listed on the "Lists of
5. CIICk SmeIt |'9 Verlflcatlon R Acceptable Documents” on the next page of this form. For each document you review, record the follow ving

|nfcrmﬂtlcn "ccumsnttrtls iszuing authority, document number, and expiration date, if any.

Document Type: * Click here to select Document Type EI

Document Title * 4
lz=zuing Authority; *

Document #: *

Document Expiration Date : *

Employee Start Date: ® Use Today's Date

Termination Date:

Additional Fields

Cost Center ﬂ

Submit -9 Verification

J—
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https://ows01.hireright.com/oseserv/0.do;jsessionid=46BC9340B655F889A51CC76E6EF6B4FC?event=DEFAULT&create=true&SID=54E24BA068C09E8F8AFDEC94F1D9065D
https://ows01.hireright.com/oseserv/0.do;jsessionid=46BC9340B655F889A51CC76E6EF6B4FC?event=DEFAULT&create=true&SID=54E24BA068C09E8F8AFDEC94F1D9065D
https://ows01.hireright.com/oseserv/0.do;jsessionid=46BC9340B655F889A51CC76E6EF6B4FC?event=DEFAULT&create=true&SID=54E24BA068C09E8F8AFDEC94F1D9065D
https://ows01.hireright.com/oseserv/0.do;jsessionid=46BC9340B655F889A51CC76E6EF6B4FC?event=DEFAULT&create=true&SID=54E24BA068C09E8F8AFDEC94F1D9065D
javascript:mopen('1');
javascript:mopen('1');
javascript:mopen('1');
javascript:mopen('1');

Manage Supporting Documents

1. Return to Manage I-9 Forms dashboard
2. Locate the employee’s record and click to select
3. Use Manage Supporting Docs to ‘Upload’ documents after the [-9 process is complete

Screening Manager Manage 1-9 Forms 1 1
& New ™ E]Print =g Additional Columns 7 More Options F
All Users - Last 50 days Viewy/Print
Sent to Employees Pending Employer Completed Send Form
P  First Name Last Name Start/Termination Dates
lenmy Doe E-Verify Report 3
Rohbert = mith Manage Supporting Docs
lohn 2 Dos Reassign %
Charles Smith Re-verify I-9 Form
Jeszsje Tester View Audit Trail
Test Correct I-S Form

Edit Flex Fialds
Delete I-5 form

Flag 3

e
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-9 Email Notifications

Section 1 is Complete

Reminder to Complete -9 Form (if Start Date is indicated)
Upload Supporting Docs, if required for E-verify

1-9 Form Modification/Correction Complete (Section 1)
Work Authorization Expiration

Reminder to Get Actual Document

Update SSN

Qf
j —

e
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Additional I-9 Tasks

e
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Correcting 1-9 Forms

= Corrections may be made for the following reasons:
- Section 1 errors must be corrected by the New Hire
« Update an I-9 with newly issued SSN
« Make necessary correction to Section 1 such as misspelled name
- Section 2/3 errors must be corrected by Employer
» Correct adjusted Start Date on Section 2/3
« Correct Document information
« Enter live document information (receipts)

e
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Receipts

= Receipts for a replacement of lost, stolen, or damaged documents

= Areceipt fulfills the verification requirements of the document for which the
receipt was issued (can be List A, List B, or List C)

= Areceipt 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 actual document must be
presented

e
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Receipts (Continued)

= 1-9 forms tracks if receipt was used and provides a reminder to collect actual document

List A ListB & C

Document A

Emplovers ar their autharized representative must complete and sign Section 2 within 3 business days of employment.
You must physically examine one document from List A OR examine of combination of one document from List B and ane
docurnent from List C as listed on the "Lists of Acceptable Documents” on the next page of this form. For each document
you revieswy, record the following information: document title, issuing autharity, docurment number, and expiration date, if
any.

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

Document Type: .5 Passportor .S Passport Card |V|

Document Title *
lssuing Authority: *

(® | have reviewed the docurment presented by the employvee and confirm that the Issuing Authority as reflected on the
employvee's document matches exactly the Issuing Authority presented above.

(O | have reviewed the document presented by the emplovee and the Issuing Authority as reflected on the employee's
document does not match exactly the Issuing Authority presented ahove. | will type the Issuing Authoarity as reflected
onthe employee's document in the space ahove.

Document #; *

Expiration Date (if any): * [ The document the employee presented does
not hawve an expiration date

J—
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Receipts (Continued)

= Use Correct I-9 Form to open the I-9 Form and
correct Section 2.

= Check the box next to Actual document
presented, enter a new document number and
expiration date.

- Then click Next.

= If an E-Verify case is not needed, then click
Submit Changes.

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

- In most cases, this would have already been done in
onboarding.

52

Screening Manager Manage 1-9 Forms x
& Mew ™ LE:]Print g Additional Columns ¥ More Options ™
Currant User - Last 30 days -

Sent to Employee Pending Employer Completed E-WVerify Tentative F

" First Name Last Name SSN

Jesse Gaynor e 111
WiewfPrint

Reaszign

Re-wverify I-2 Forrm
Manage eTHC Process
Manage Supporting Docs
Refer Ernployee

Close Case

Send Form

Start/Terrnination Dates

Wiew Audit Trail

List A 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 one document from List A OR examine of cambination of ane document from List B and one

dacurment from List C as listed on the on the next page of this form. For each document
wou review, record the following information: document title, izsuing authority, document number, and expiration date, it
any.

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

"/]\Actua\ document presented

cument Type U5 Passportor US. Passport Card ]
Dacument Title * US Passport
Issuing Authority: * US Govt - Departrent of State

@ | have reviewed the document presented by the employee and confirm that the Issuing Authority 3= reflected an the
employes's document matches exactly the 1ssuing Authority presented above.

QO | have reviewed the docurnent presented by the emplovee and the [ssuing Authority a5 reflected on the emplovee's
document does not match exactly the Issuing Authority presented ahove. | will type the I1ssuing Autharity as reflected
onthe employee's document in the space above.

Document # *

Expiration Date (f any): * The documentthe emploves presented does not have an expiration date

1
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Making Corrections

1. Locate the I-9, right-click, and select
Correct I-9 Form.
& New ™ _,;l,Additional Columns ™ More Options ™

2. CIICk SmeIt Current User - Last 90 days -

Sent to Employeae Pending Employer Completed E-Verify Tentative

3.  An email is sent to the New Hire with a = e
link to access the Form [-9.

Screening Manager Manage 1-9 Forms &

Timothy Smith werify 1-9 Docs
Timathy Talmadge
Theodore Smith View

Send Form
Start/ Termination Dates

Reassign

__________________________

Correct I-9 an

anager

Delete I-3 form
-8 Employment Eligibility Ferm

Form I-9 Corrections Options

What would you like to do with this form?
O Send Section 1 to Employee
Applicant Name: # Ronald Rogers

E-mail: * krogers@hireright.com

EXAMPLE: Please enter your name as it appears on

~
v

Correction Reason: your documents.

Submit

®

—|
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No SSN on Start Date

= Start Date
- New Hire completes section 1 marking they have not been issued SSN yet.
- Employer completes section 2, but E-Verify doesn’t run due to lack of SSN in
section 1.
= After SSN Card Is Issued

- Employer sends Section 1 back to the New Hire to correct once the SSN card is
Issued.

- New Hire corrects section 1 to include SSN.

- Employer right-clicks on the corrected I-9 record in HireRight and selects “Order E-
Verify”.

- E-Verify runs its normal course.

e
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No SSN on Start Date

E-verify will not occur without an SSN

Help Live Chat gz Print

-9 Employment Eligibility Form

Thank You
Thank you for your submission for James Cobb.
o] Details
Electronic -9 Form Created Successfully
E-Verify Case Status Error
Warning

Please note that an SSN is required on the 1-9 Form and is required to run an E-Verify Check. The employee has indicated on Section 1 that they do not yet have an S5N issued from the SSA. When the employee receives
his/her S5N, please use the corrections functionality to update the -9 Form with the correct SSN value and then submit an a-la-carte E-Verify Check using the option "E-Verify Check™.

View |-9 Form Upload Supporting Documents Correct -9 Form Close Window

« Email reminder is sent to Section 2 Completer as a reminder to Update 1-9
with newly issued SSN and initiate E-verify Check

e
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Making Corrections

1. Locate the I-9, right-click, and select
Correct I-9 Form.

2. Click Submit.

3.  An emall is sent to the New Hire
with a link to access the Form 1-9.

56

Screening Manager Manage 1-9 Forms &
& Mew ™ o Additional Columns 7 Mor
Current User - Last 90 days -

Sent to Employeae Pending Employer Completed

F

-

e Options

E-Verify Tentative

First Name Last Name S5N
Ronald Rogers i b
Timothy Smith Warify 1-9 Docs
Timathy Talmadge

Theodore Smith View

Send Form

Start/ Termination Dates

Reassign

Correct I-9 Form

Set Hiring Manager

Delete I-

3 form

-8 Employment Eligibility Ferm

Form I-9 Corrections Options

What would you like to do with th
O Send Section 1 to Employee
Applicant Name: *

E-mail: *

is form?

Ronald Rogers
krogers@hireright.com

Correction Reason:

EXAMPLE: Please enter your name as it appears on
your documents.

~
v
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No SSN on Start Date

= Form Initiator receives a Notification to update Section 1 of the I-9 form with
live SSN information

- You may wish to advise the new hire why the correction is being requested, as
shown here

Dear James Cobb,

You completed an I-9 Employment Eligibility form online and submitted that form on 07/10/2018. You may now review your completed form and make any edits or corrections to the form as necessary.

Correction Reason:
Please enter your social security number you recently received

Please review and correct this form as soon as possible by going to the website listed below. Enter the login and password, and Sign in to review and edit your I-3 Form.

‘Web Address:
https://ows01.hireright.com/ac.html?key=E0340BASBB51CC34D08238AB2FFODBCS

Login: kari.talmadge @hireright.com
Password: (use the password you created at the first login) (a user-defined password will be established after login)

Cur objective is to complete this process guickly. 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) 521-6535 (within the U.5. and Canada)

+1(943) 428-5804 (outside the U.5. and Canada).
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No SSN on Start Date

= Once Section 1 has been updated with the SSN, order the E-verify

Scraening Manager Manage 1-9 Forms
& New ™ g Additional Columns ~ More Options ™ ¥ Refresh
All Users - Last 90 days - Refreshed
Sant to Employee Pending Employer Completed E-Verify Duplicate E-Varify Tentative Panding Info Review Pending Photo Match Final Mon-Cenfirmation -
E-Verify Status F First Name Last Name SSMN Date i MNext Action Start Date
- James Cobb N 07102018 oFM020me
Jane View - D5/3172018 D3E312018
Order E-Vearify
Send Form
Start/Termination Dates
Manage Supporting Docs
Reassign
Re-verify I-5 Form
Correct I-5 Form
Delete 1-9 form
Flag 3
58 © 2019 HireRight. All rights reserved. Confidential.

HIRE RIGHT



Additional E-Verify Tasks Overview

e
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E-verify Email Notifications

= Photo Match

= Reminder to Complete E-verify

- Referral Required

= Resubmission

= Action Required: SSA/Admission Number Mismatch
= Tentative Non-Confirmation

= TNC Final Status

88—

) —
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Delayed E-Verify Status

= If the E-Verify status is not returned immediately, it remains in the Pending Employer tab. The
pending status is most likely due to incorrect formats or insufficient data.

= For cases pending more than 10 federal workdays with no update, reach out to HireRight for
assistance at 866-521-6995.

= E-Verify results are returned back to the HireRight account. The Section 2 completer should
also be notified. Temporary and final status information is provided in the E-Verify Status
column.

e
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Pending Information Review

« Why: I-9 form information differs from what is on file for E-verify

I-9 Employment Eligibility Form

Review E-Verify Information: Confirm information is correct

Please check the information below to ensure itis correct. Make any updates as necessary.

Last Name: # Test

First Name: * Test

Middle Initial:

Other Names used (ifany): YA

Social Security Number: * 1M11-11-111

Date of Birth: # 12 19 1970

Continue

Actions:

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

v Click Continue to submit to E-Verify check
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Pending Information Review

= There are two possible outcomes:
1. Review for Errors
a) ACTION: Correct the E-Verify information and Continue to submit to E-verify.
b) Review the information. If no obvious errors are found, click Continue.

a) If a tentative non-confirmation is returned, follow the process of notifying the New
Hire.

2. No Errors, a TNC will be returned
a) ACTION: Meet with New Hire regarding TNC

» Referral steps are referred to later in this training

e
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Duplicate E-Verify Cases

= Why: A duplicate record was
recognized within your account
and requires resolution

- Close E-verify Case
- Ignore and Continue with E-verify

.
Du plicate E-Verify Alert - Internet Explai b@u
File Edit View Favorites Tools Help
Duplicate E-Verify Alert ~
E-Verify records indicate that cases with the same SSN num ber have been processed for this em ployer within last 30 days N
o
Case Number SSN Case Created On Date of Hire Bigibility Statement Text
2016091034338YX =000 03/31/2016 00:00 03/31/2016 Employee Referred to DHS
You must choose one of the follow ing options below
O Do not continue this E-Verily case - choosing this option w ill close the E-Verily case that you just created. *
Reason for Closing: * v
O ignore existing duplic ate case(s), review /update the employee information below and continue processing the E-Verify case that you c reated. *
First Name: * Kari
Last Name: *
Middle Initial
Other Mames Used
SSN: * 111-11-1111
Date of Birth: * 12 f| 19
(O Ignore existing duplic ate case(s) and continue processing the E-Verify case that you created. Y ou are required to specify a reason, if you choose this opfion. *
Reason for Continuing: * — W
Specify Reason Text: *
Continue v
< >
l HI127% ~w
e
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Photo Match

= Why: Certain List A documents are
subject to photo matching, in
accordance with E-verify
requirements.
- U.S. Passport, U.S. Passport Card,

Permanent Resident Card,
Employment Authorization Card

Action:

- Compare the Photo on the document

to the Photo on the Photo Match
prompt and indicate whetheriitis a
match

1-9 Employment Eligibility Form #
E-Verify Photo Matching and Comparison
E-Verify has returned a photograph of your new employee edede3 edede.
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

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

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

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

Choose Yes or No

Submit

—_—
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Sample List A Ph

U.S Passport

U.S. Passport Card

|-551

(Permanent Resident Card)

Form |-766
(Employment Authorization Card)

oto Matching Documents

66

PCUSATRAVELER<<H

1 AS609165M08111

UNI'!'ED STATES OF AMIERIFA |
*PASSPORT CARD *

Passport Card No,

C00002951

sncr oe
7 T4
]
13

& o o ot B
) ) JAN 1981

ol zu-au-

EW YORK. USA 4
7 (vtisma O Ecowepdn o
4 15 MAY 08 15 MAY. 8
UNITED BTATRS DEPARTMENT OF 8 TATS"

PERMANENT RESIDENT CARD

Eitegp:

2 “’?35

C1USAD000000392SRC0O000000039<<
2001010F8001022SLV<<<<<<<<<<<0
VOID<KVOIDLCCCLCLLLLCLLLCLLCLLLL<LKLKL

Valig for Y

|mw' | land and L u"’"ﬂ'ﬁ'.'ﬁﬂ
se8 ravel - protective siveve when
United States. Canada K x Dot In use.

Mexico, (he Caribbean -

_———— A 00002951

e D
(1T R PSS ovsien
IPUSACO00029515<<<<<<<<A02<159

8101012M1805156USA<<0754052229
HAPPY<STRAVELER<<C<<<LCLLL<<LK

UNITED STATES OF AMERICA Depa

PERMANENT RESIDENT CARD

S DEPAXTMENT OF HOMELAND SECUMITY, U 5. Cltisensiy and bmenigration Servies

EMPLOYMENT AUTHORIZATION CARD
The perven lentified is suthorised to work i the { . fo the vaduiey of this card
wae VOID, VOID V

Fan W QUSSR Qyay

As 000-000-002
m-wwammom

e
‘ ‘NOTVMJDFNREENTRVTOUS

CARD VALIO FROM 01/01/50 “%£501/01/50

1000 0 RS 009010000000 0 PO

w14 ,\l.

" 3
"‘é‘ﬂr
s

.' rn.

This card Is not evidence of U.S. citizenship or permanent residence.
This document is void f altered, and may be revoked by the
U.S. Government FORM 1-766 Rev. (05-2004)

o’
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Document Retention

Document Imaging:
1. Scan the documents and save as a PDF
2. Review the image to make sure the image is clear

Document Retention:
1. Upload the PDF after completing Section 2 i Gemaws
2. Delete the image once it has been uploaded

JOHN DOE

—|
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Photo Match Upload Required

= The system will prompt you if the photo requires uploading

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

ument st

File To Upload Choose File | No file chosen

Please Select Document Type

Upload

List of Supporting Documents

Q
(o]
w
I

68

€. This process

b
vill appear in the list

Next
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Photo Match: Referral

= If the Photo does not Match, an email
notification will remind you of the need for
Referral and prompt the Refer prompt in the
mess ag e. 1-9 Employment Eligibility Form #

Confirm Employee Referral

- f I I i h By =electing Refer below, you are indicating that you have =poken to the employee about thiz Tentative Non-Confirmation status and the employee
Re erra process req u I res NeW H I re to ContaCt t e has been p?c-. ided the Referral Letter. If ;.-:i have not scheF to the employ - click Cancel I N

document |Ssuer and reSOIVe the |Ssue |n Order to Selecting Refer below will start the & federal working days the employee is allowed te make initial contact with the 554 or DHS.
continue employment

Mail Copy of Employee Documents to E-Verify

ChECk the PhOtO Ma'tCh tab for any addltlonal Steps Express mail a copy of documents to send to DHS if TNC is due to photo mismatch. Do MOT send original documents to USCIS.

H H H%Y] EXPRESS MAIL: Send a copy of the photo do ent along with a copy of the employee’s referral letter to:
Referral steps are referred to later in this training DS Chmenshis and miaration Serrien ARG S e
.5. Citizenship and gration Service
10 Fountain Plaza, 3rd Floor
Buffalo, NY 14202
Aftn: Status Werification Unit - Photo Tool

Inform all hiring siteg of the USCIS ghipping information. USCIS will not pay for any =hipping costs. Participantz are free to choose an express
=hipping carrier at their own expenze

Employee has eight federal government workdays to contact DHS via instructions on the Referral Letter

Dezignated Agend checks E-Verify for case updates and follows steps to close case.

IMPORTANT: The employer may not azk the employee for additional evidence or confirmation that DHS rezolved hiz or her case

Refer Cancel

S
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E-verify Tentative Status: SSA or DHS TNC

= TENTATIVE E-verify Case Status requires you to provide Notification within 3 days

Help | LiveChat (=} Print

1-9 Employment Eligibility Form
Thank You
Thank vou for your submission for Test Test.

Order Details

Electronic -9 Form

E-Verify Case Status 554 Tentative Non-Confirmation

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

Click shortcut link to View E-verify Report to access naotification templates.

—_—
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E-Verify Status Tabs

Screening Manager Manage |-9 Forms =
& Naw ™ ﬁ La.hdditinnal Column i Refrash
All Users - Last 90 days - Last Up FM GMT-08:00

Sent to Employee Pending Employer Completed E-Verify Tentative Pending Info Revi.. Pending Photo Mat.. Final Mon-Confir.. -

F First Name Last Name 55N Date *
Julie Moore ses 22 {111 1/08/2011
Alecia Moore wee_ws 111 SO Trmation. 1 1/09/2011

No action required for Authorized status

& Naw ™ [E}]Print l—a Additional Celumns ™ More Options ™

All Usears - Last 7 days -

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

' First Name Last Name S55M E-Verify Status Date *

N o
Chad Smith 1111 Employment Authorized 06/01/2012

J—
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Tentative Confirmations

= If a status of Tentative Non-Confirmation (TNC) is returned on an E-Verify, the employer must speak to
the New Hire about the TNC and provide the Further Action Notice within 3 days of receiving status.

= The TNC status alone does not indicate that the New Hire is not authorized to work in the USA. This
status indicates that the New Hire has an issue that needs to be resolved with the Social Security
Administration or Department of Homeland Security in order to determine final work authorization
status.

= If the employee chooses to contest the TNC Status, the employer will Refer the employee to the
appropriate agency for resolution. At that point, the employee must take action within 8 Federal
Government Working Days.

= If the employee does not take action within 8 Federal Government Working Days, a Final Non-
Confirmation Status will be issued and the employer may terminate the employment.

e
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Resolving Tentative Non-Confirmation (TNC)

= Meet with the New Hire within 3 days of receiving the status

- Before Meetlng & Mew ™ LE:]F’FiI'It Fg Additional Columns ™ More Options F
+ Access the E-verify Report All Users o] [lest7days -« view/Print
R Prlnt the Further ACt|0n N0t|Ce PSent to Employee Pending Employer Completed :E-aiiiin -
¥ First Name Last Name e-verify I-3 Formn
_ Durlng the Meetlng Chad S mith Manage Supporting Docs
Fefer Emploves
* Review the notification with New Hire Close Casa
. . . . . . Send Form
* New Hire must indicate, in writing, whether or not they will contest Start/Termination Dates
» Option to upload signed originals in HireRight View Audit Trail
. E-Yerify Report
- After Meetlng Correct I-9 Form

» Refer Employee: For New Hires who Contest:
« SSATNC: Requires VISIT SSA local office to resolve www.ssa.gov/locator
« DHS TNC: Requires TELEPHONE DHS to resolve (888-897-7781)
» http://www.uscis.gov/e-verify/employees/how-correct-your-immigration-records

* Close Case: For New Hires who do not wish to Contest

e
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File  Edit Tools

% @) Share Browser WebEx v|

View  Favorites

ackground Verifications
Dommlaad BOE

Employment Eligibility

=IEnglish E-Verify Notices
SSA Further Action Notice
S55A Referral Date Confirmatic

= Spanish E-Verify Notices
SSA Further Action Notice
SSA Referral Date Confirmatit

Miscellaneous
Reviewer's Comments

Further Action Notice Location

Help

1-9 Employment Eligibility
Completed - Data Found

Name: Saturn
DOB:
SSN:

Case Verification Number Received

The Case Verification Mumber for this employee’s -9 employment eligibility check is: SFSESIEES SRR 0
Flease note that a case verification number alone does not indicate work eligibility.

Applicant Reports
SIHE-082614-lesw
1-9 Employment Eligibility (1/2

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

A status of "SSA Tentative Non-Confirmation” has been received on this employee for the -3 employment eligibility check. Please
download and print the SS5A 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 Secunty Administration in order to determine final work authorization status.
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Resolving Tentative Non-Confirmation (TNC)

« For No Contest, upload or store the signed Further Action Notice Letter with
the I-9/E-verify record and Close the Case. (see next slide)

= For Contest, you will need to select
Refer the Employee.

09/2002011

» To refer, select the record, right-click, and
select Refer Employee.

Edit Flex Fields

e
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To Close Case

1.
2.

3.

Go to E-verify Tentative tab

Right-click on New Hire
Select Close Case

All Users -

Sent to Employee

I

Last 90 days
Pending Employer
E-Verify Status
SSA Update and Resubmit - Referred
SSA Update and Resubmit - Referred
SSA Tentative Non-Confirmation
SSA Update and Resubmit - Referred
SSA Tentative Non-Confirmation
SEA Tentative Non-Confirmation
SSA Tentative Non-Confirmation
SSA Tentative Non-Confirmation

S5A Tentative Non-Caonfirmation

~ New ~ ¢} Additional Columns ~

Completed

76

More Options ~

E-Verify Duplicate
First Name
Jane
Tim
Jane
Daniel
REGINALD
Jessica
Tobi
Jane

Michael

© 2019 HireRight. All rights reserved. Confidential.

4¥ Refresh

Refreshed 2 minute

E-Verify Tentative Pending Info Review Pending Photo Match Final Non-Confirmation v

Last Name SSN Date i Next Action

Smith A 05/31/2018 -

Cobb =11 04/20/2018 -

Doe EEA 04/10/2018 Print and Review TNC with Employee

Doss View 018 -

BARCLAY 018 Print and Review TNC with Employee

Guinn Reassian D18 Print and Review TNC with Employee

Raymond Re-yerify 1-9 Form D18 Print and Review TNC with Employee

Smith Manage Supporting Docs |10 Print and Review TNC with Employee

Burnam " ey jﬂ&‘. Print and Review TNC with Employee
( Close Case

Send rorm
Start/Termination Dates
E-Verify Report

Correct I-9 Form

Edit Flex Fields

Delete I-9 form

Flag b

HIRE RIGHT



To Close Case

= Follow prompts to indicate the reason for Closing Case
- New Hire is not contesting the status or taking recommended resolution steps

= Other Close Case Reason
- 1-9 had errors and needs to be redone

Employment Eligibility Verification
Close Case

Verification Status: SSA TENTATIVE NONCONFIRMATION

Have you (the employer) provided a notification of the Tentative Non-Confirmation (TNC) to the employee?

Yes
No

Please select from the options below.

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

Close Case

e
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To Refer Employee

Go to E-verify Tentative tab
Right-click on New Hire

Select Refer Employee

>

New

All Users - Last 90 days

Sent to Employse Pending Employer

r

E-Verify Status

SSA Update and Resubmit - Referred
SSA Update and Resubmit - Referred
S5A Tentative Non-Confirmation

SSA Update and Resubmit - Referred
SSA Tentative Non-Confirmation

S5A Tentative Non-Confirmation

55A Tentative Non-Confirmation

S5A Tentative Non-Confirmation

SSA Tentative Non-Confirmation

v o Additional Columns ~

Completed

More Options ~

E-Verify Duplicate
First Name
Jane
Tim
Jane
Daniel
REGINALD
Jessica
Tobi
Jane
Michael

78

¥ Refresh
‘ Refreshed 2 minutes agt

E-Verify Tentative Pending Info Review Pending Photo Match Final Non-Confirmation d
Last Name SSN Date i Next Action
Smith AN 05/31/2018 -
Cobb AN 04/20/2018 -
Doe A 04/10/2018 @ Review TNC with @
Doss View 018 -
BARCLAY 018 Print and Review TNC with Employee
Guinn Reassign 018 Print and Review TNC with Employee
Raymond Re-yerfy 1-9 Form D18 Print and Review TNC with Employee
Smith Manage Supporting DD.C.S ’ Print and Review TNC with Employee
Burmam Refer Emploves & Print and Review TNC with Employee
Close Case
Send Form

Start/Termination Dates
E-Verify Report

Correct I-9 Form

Edit Flex Fields

Delete 1-9 form

Flag >

—_—
© 2019 HireRight. All rights reserved. Confidential. H I R E IB I G HT



To Refer Employee

= You will receive a prompt before referring employee.
= This Is to ensure you have spoken to the New Hire prior to referral.

I-9 Employment Eligibility Form
Confirm Employee Referral

By selecting Refer below, you are indicating that you have spoken to the employee about this Tentative Non-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 SSA or
DHS and generate a "Referral Date Confirmation” letter. Please print and provide Referral Date Confirmation letter to the

employee.

Refer Cancel

The timeline for resolution will now be monitored automatically. At that point,
the New Hire must take action within 8 Federal Working days.

—|
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CONTEST: Referral Letter

nstructions for Employer Instructions for New Hire

E-Verify

Referral Letter to the Social Security Administration (SSA)

| For S5A Field Office Staff: Use EV-STAR and See POMS RM 10245005

Cabi Jarnes
Employos’s Last Hama Emplayoa's First Name
4567 121870
Employee’s Saclal Security Number | Employos's MonthiYear af Birth
02-08-2017 TSTO0246568 140X
Date Raterred to 554 | case Verfication Numbar
Reasan for this [] 55 doas not match: e an: o
FRatorral Lattar " Soclal Security Adminkiration recoms.
[] 55N s invalid: The Social Security number entered in E-Verify Is nal valid according i
‘Securtty Adminktration recons.
[*] 554 s unabla to tor this
nat match Soclal Securkty Adminisiration reconss.
[] 5N rcord does not verify, cihar reason: The
s o,
[] 584 data: The Secial Securty
‘employes’s record.

Instructions for the Employer

IMPORTANT
The employes must sign and date below.

Review (e Referral Letier (i1 private) wilh the empayes & scon a8 passible.

Ensure the name, Social Security nrumber and month/year of birth at the top of this Referral Letter are correct. If
this informiation is incormec, you must close this case in E-Vierify and create 3 new case with fie cormect
information.

IMPORTANT: If the empleyes earnet read, you must read this Referral Lelter to the employes. If the

does nat mny mmm English, and speaks Spanish, Chiness, Haitian-Crecle, Japanes=, Korean, Russian,
Emmscmm the employee with this Referral Letter in one of these languages,

Sk

Tagalag er Viel
(m.l\dl\\'iszs
‘Yeu and the employes must sign and dale this letier in the space provided below.
Gmawgmﬂ:hdmeE@hluh hpemdmmampymn:mee

~p

the employee that be or she must bing fis il Letier when he o the visits
‘SSA field office.
Complete all blank fields balow.
ABC Technical, A Ssles Demo Company
Employer's Name
Kari Talnadgs 0404285800
Employer Roprasantative's Name | Employer Representative's Phone Mumbar
Employer Ropresentative’s Signatura © ‘Dawm
Employee’s Signaturn © ‘Daw

Paga 1 of 3| Releral Letier 1o the Social Sen

minisation | Rievision Date 010611

80

EVerify.

Instructions for the Employee

Why You Received this Referral Letter to the Soclal Securlty Administration (SSA)

Ymremplm parbcipates in E-Verily, 3 program managed by the ULS. Department of Homelsnd semrr,-iDHSJ and
you gave on Form -, Emplayment

Ebghiny\nmiuunn with the government's recarde ba verify Sat you ane parmittad 1o work in the Uniled Stalas.

You recsied this Referral Lether fram your smployer because E-Verify indicabed St the information entered into

E-\erify fram your Form -8 doss not malch SSA's records. You recsived an "SSA Nofice to Emplayee of Tentafive

Honconfirmation’ and you desided 1o contest. This does nal mean thal you gave incomes! infarmatian (o your

employer or that you are not permitted fo work in the Uniled States.

An 5S4 Tertative Noncorfimaion may oecur if:

«  Yourciizenship of mmigration stalus changed since you received your Secial Security number.
+ You did nal reporl a name change (o SSA.
+  Yourname, Sacial Security number, or date of birth was recarded incamectly in SSA records.
+  There is anather bype of mismatch with yaur SSA recard.
= Youremployer did not enter your information corectly in E-Verify.
What You Must Do
1. Ensure that the name, Scial Security numéer and manfuyear of birth on the st page of this Referral Letier are
camect. Tell your employer there is incarrect

2. You must visit an SSA field office within 8 federal
oy (2 {38 [ == (MMUDDVYYYY), 80 resolve your case.
Ta loeste an SSA fdd office, visi or sl SSA st BOO-T72-1213

‘arane. gosialsecuily goulatatar
{TTY: mm-n’m] Nyuulv: in @n area where thers is & Social Security Card Center, you may be requined to
il the Card Cenler.

from the date of th

“Your employer cannot ake any dverse acion agai
your case is il perding with SSA. Adverse actions inchide:
pay ar frairing. 0 & start date or ofberwise Imhll;ynllmqiﬂylmcl
3. Bring this Referral Letter with you when you visit the SSA field office.
4 emg e following original decuments (o the SSA Beid office, if you have them, SSA must see:
Praof of your age; for examgle, a birth certificate of passport
h. Praof of your identity; for example, & driver's leense from a LS. stabe
& Proof of a legal name change; for =nn\pl= & marriage cerfificate, if you changed your name since you
received your Social Security rumbes
d. Proof of your work-suthorized status:
* Wyou area LS. ditizen: proof of your LS. citizenship, for example, a Naturalization
Certificate, LS. putilic birth certificate, of LS. passpert, of
Hyou are nat a LS. cilinen: peoal of your work-authaorized logal slien status, for example, a
Parmanent Resident Card (Ferm k551 or “green casd), Emplayment Aulharization Document
(Form |-768), or Arival-Departure Record (Farm 1-84) showing wark-sutherized status.
5. mnmuumkhm- save & copy for your recards.

B Tell your ergloyer ofthe i ion you gave changes as & resul of your visit 1o e SSA
fieshd aff zmmzmﬂyuanupdseuuems

ymhasu:lr_m)ml decision in cortest & TNC or whie

For More Information

Ta contact S84, call BO0-T72-1213 (TTY: ammnn) r.l mllSS&sw:ble al warw socialsecurity gov. To find an
SSA field office near you, visit wew soeialsecu

For mare infarmation on E-\erity, including cur privacy practices and program nues, visit the E-Verify webisile at
v s, o Exeriy.

Retemal Letter in the Social Se

Pagazall

minisiration | Fievision Date (/0511

—_—
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Resolving Tentative Non-Confirmation (TNC)

Referral Date Confirmation Letter

- The E-Verify generated “Referral Date Confirmation” letter will appear in a new
window with prepopulated instructions for New Hire.

E-Verify

Referral Date Confirmation
Social Security Administration Tentative Nonconfirmation (SSA TNC)

E-Verify Case Verification Number: 2014031034502wA

Employee Name: Goodell, Elaine

“our employer referred your E-Verify case to S5A after you decided to contest (take action to resclve) an
SSA Tentative Nonconfirmation (S5A TNC). This document confims that your case was referred to SSA.

What you should do

Visit an SSA field office within 8 Federal Government working days, by o2r2r2014 (MMDDM YY),
to begin to resolve the S5A TNC. If you have not received the SSA THNC Further Action Motice from your
employer, contact your employer immediately to obtain this nofice.

The SSA THC Further Action Notice includes information about your E-Verify case and which documents
you need when you visit SSA. You must have the S5A TNC Further Action Motice when you visit SSA.

If you do not take action within 8 Federal Government working days, by 02122014 (MMDDNYYY),

a Final Nonconfimation will be issued and your employer may terminate your employment. Employers
miust allow you to contest an SSA THC and may not take adverse action against you because of the

S5A THC while you are contesting the SSA THNC and your E-Verfy case is pending.

For More Information

If you have questions about what to do, contact E-Verify at 888-897-7781 (TTYy: 877-875-6028) or

email E-Verfyi@dhs.gov. If you need assistance in a language other than English, you may ask the E-
Werify customer representative for an interpreter. For more information on E-Verify, including our privacy
practices and program rules, visit the E-Verify website at www.dhs. gow/E-Verify.

—_—
81 © 2019 HireRight. All rights reserved. Confidential. H I R E IB I G HT



Referral Process for Tentative Non-Confirmation
(TNC)

- Referral Process
» New Hire continues to work during contest period
» Employer cannot take adverse action during contest stage
» New Hire has 8 government work days to initiate first contact
» Referral allows HireRight to automatically track this time frame
» HireRight continues to ping E-verify system for final/updated status

= Email Notification advises when Final Status is returned

e
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E-Verify Interim and Final Statuses

Interim Statuses:
DHS Verification in Progress: DHS is still processing the initial E-Verify check.

SSA/DHS in Continuance (Institute Additional Verification): Indicates that the DHS needs more than 10
Federal Government workdays to resolve the case. The E-Verify report will update automatically when DHS
has more information to provide.

Final Statuses:
- Authorized/Employment Authorized: Authorized for employment
No action required.

SSA/DHS Final Non-Confirmation: Referral process complete but employment eligibility could not be
verified.

Required Action: Employee may be terminated. You must Close Case.

DHS No Show: Referred but Future New Hire did not contact the agency within the 8 government business
days.

Required Action: Employer must decide if the Future New Hire will be terminated. Close Case action must
be taken. [-9/E-verify record will remain in final status tab that was issued prior case closure.

e
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Section 3: 1-9 Form Re-Verifications

e
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Section 3 Completion

1. Name Change
2. Rehire

3. Expired Work Authorization

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

e
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Use Search to find an Existing I-9 form

= Click result to select

= Right-click for the menu.

HIRE RIGHT

green Q

~ -9 Forms
Manage I-9 Forms
[-8 Forms Settings
Delete -9 Forms

» Employment Screening

Management Reports
» Account Setup
» Forms & Documents

» Help & Training

Be sure it is the [-9 Form, not the E-verify or Background Report record type.

HireRight Training, | Sign Out

Screening Manager Manage -9 Forms Search (green)
@Print 4=| Download | Note [] smart search [] search &l Accounts + Search
Search For: |green Q Right-click to
No Filter || Pending Adjudication acceSS avallable
" First Name Last Name View/Print Type . #
Tamrmy Green Send F LS Form 08M 212014 HE-061314-
an orm
Tammy Green Start/Termination Dates Background Request 06132014 HE-061314-
E-Werify Report
Manage Supporting Docs
Reassign
Re-verify -9 Form
View Audit Trail
Corract I-9 Form
Delete I-9 form
Flag ]
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Section 3 Completion

= Complete Required Information fields, as needed, to document the update.

= Click Proceed to Form I-9 Completion and employee’s applicable I-9 information is updated.

=y Save rm (g Print

EMPLOYMENT
ELIGIBILITY

Section 3 - Reverification and Rehires Worksheet
VERIFICATION

elds marked with an * € e red
Employee Name: James Cobb

Citizenship Status: Citizen of the United States

Section 3 Review and E-Sign

Information Required for ISDNEW

Irvine

To be completed and signed by employer or authorized representative

Purpose of Reverification

Employee Name Change
ployee Rehire
Employee Work Authorization renewa

Proceed to Form |-9 Completion
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Start/Termination Dates

= You can change the Start Date up until Section 2 completion.

= Termination date can be manually entered or submitted in large batches for upload by your
organization.

Werify I-9 Docs

Wiew

Send Form
Start/Termination Dates

Reassign

Correct I-% Form
Set Hiring Manager
Delete I-9 form

Flag 3

e
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Self-Support Resources

%= Click Help & Training for Live Help and Training Materials.

DHS Manager

> |-9 Forms
My Collection Sites

» Employment Screening
Management Reports
Price List
Billing

» Account Setup
Compliance Central

» Forms & Documents

» Guidelines

» Help & Training I}
. o
(N
r 1
1 W

* ONLINE TRAINING

S
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Getting Help

Customer Service Hours of Operation

Sunday 5:00pm Pacific - Friday 7:00pm Pacific

E_‘Q  Live Chat
‘Zl e Email
@ * Phone

S
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Thank youl!
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