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1-9 SYSTEM OVERVIEW

This document will walk through a standard I-9 from start to finish. It will then provide additional
content on other I-9 and E-Verify terminology and administrative functions.

CIS Login and I-9 Tile

You may follow the navigation listed below to access I-9 Employment Verification tile.

e Loginto CIS (Portal) and select HR Administrative Services from the dropdown

HR Administrative Services v

Finance/Accounting

HR Administrative Services
Information Technology
PeopleSoft Systems
Researcher

Student

Student Support
University Resources

Click on the I-9 Employment Verification tile

[-9 Employment
Verification *

I-9 Homepage Options

There will be 3 menu options that appear:

5 2 Employment Verification I1-9 Employment Verification

1-9 w/Employee or Enter Paper IMPORTANT NOTICE: All 19 and E-Verify actions are audited as soon as you begin the process, not just when the
process is complete. Once you click on any of the links here, your action will be recorded. If you do not want your
actions logged, please navigate away from these links.

%

Manage Employee Verification

7| Section 3 from Different Dept

1. 1-9 w/Employee or Enter Paper — Use this to start an -9 Form. You may use this form for
regular I-9s when the employee is sitting with you. However, you must use this option for paper
[-9s and I-9s where a translator is needed in section 1.

2. Manage Employee Verification — Use this to update, complete, or use any administrative
options for an existing I-9 Form.
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3. Section 3 from Different Dept — Use this to submit an I-9 Form Section 3 when the employee’s
latest completed I-9 does not appear in Manage Employee Verification.

Note: The Self Service I-9 Section 1 will not be displayed in the I-9 Homepage but is accessed using the
tile in CIS or through a direct link. Employees may use this to complete section 1 of an I-9 by themselves
or if they will be participating in the alternative virtual document inspection process authorized by DHS.
If this option is used, then the Employer Representative will need to use Manage Employee Verification
and select Complete 19 to complete section 2.

Creating an I-9 Form

There are two options for employees to complete section 1 of an I-9.

1. Self Service I-9 Section 1 - This self-service option may be used for the following scenarios:
when employees are able to remotely complete section 1 without a translator or who will be
participate in the alternative virtual document inspection process authorized by DHS. This form
requires the employee to authenticate their credentials upon first entering the form to ensure
they can sign and complete this section. Once section 1 has been completed and submitted the
Employer Representative will then complete section 2 of the I-9 by navigating to Manage
Employee Verification.

2. 1-9 w/Employee or Enter Paper — This option may be used for the following scenarios: when the
employee is sitting with the Employer Representative to complete sections 1 and 2, when
translators are used or when a paper -9 was completed.

Compliance Note: Section 1 must be completed on or before the first date of hire. Both options allow
the employee to complete Section 1 and hold the I-9 until the Employer Representative completes
Section 2. This also allows for situations where the employee does not have their documents available
onday 1.

Manage Employee Verification

Once an I-9 form has been created, Manage Employee Verification will allow you to take multiple
actions of an 1-9 by navigating to /-9 Employment Verification > Manage Employee Verification.
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19 Information
4] -0 wEmployee or Enter Paper

Below are the list of 19s for this person id. The most current one is the first one in the list. Select the one that you wish to take action on.

Manage Employee

%l Verification 1

Effective Date O Effective Sequence * Status as of Effective Date &  Citizenship Status Name &  Began Employment Date <  E-Verify Case Number & 19 Type © Selected

ijeccionliionDiflerenibent 1 05/05/2015 2 Active U.S. Citizen 05/04/2015 2015125105104XY Paper Selected

E-Verify Case Information

D Below are the E-Verify Cases associated with the 19 selected above. Select the desired E-Verify case to get the list of Actions for it.

1

E-Verify Case Number © Citizenship Status Code ¢ Began Employment Date ¢ Case Eligibility Statement & Case Status Display ¢ Selected
1 2015125102344XY US_CITIZEN 05/04/2015 EMPLOYMENT_AUTHORIZED Closed Selected
4
Add Comment/Attachment
Take Action Add Section 3
Print 19
19 Status | Review I9 Case Status CLOSED

Listed below are a few examples of the options that you may see at times.

Complete 19 - Allows the Employer Representative to complete section 2 of the I-9.
Add Section 3 — Allows you to complete Section 3 of the |19 for reverifications and rehires.

Print 19 — Allows you to view and print an I-9, including section 3.

Section 3 from Different Dept

Employer representatives may use this form for Rehires or Reverifications where the employer
representative does not have access to the employee’s last I-9 form.

A few reasons why the employer representative may not have access to the employee’s last form is
because the employee has been rehired into a different department than when they terminated
previously or the employee may have transferred to a different department but now needs to update
their work authorization documents.

If the Employer Representative does have access to the employee’s latest -9 form they may choose to
use this form or the option called Add Section 3 located in Manage Employee Verification.

PREPARATION FOR I-9 COMPLETION

Ensure Employee Has Active Signature Ability

For employees to sign Section 1, they must have an active PeopleSoft uNID and Password. Once they
have their uNID and password they will need to sign into CIS first and reset their password from the
default. If an employee does not yet have a uNID then the Employer Representative will need to follow
the process to submit a Hire eForm and generate a uNID.
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Ensure Employee Has Employment Documents

To complete Section 2 of the Form I-9, the employee must present a document or set of documents that
(1) verify identity, and (2) verify work eligibility. Refer to the USCIS website for the 1-9 list of Acceptable
Documents prior to starting the I-9 form. For compliance purposes, Section 2 must be completed prior
to the end of business day 3 after the effective date of hire.

Signature Rules

The available options for signatures are as follows:

e Self Service I-9 Section 1: the employee signature is used to start and end this process

e |-9 w/Employee or Enter Paper: Section 1 requires the signature of the EMPLID that is not the
currently logged in user to the system

e Preparer Translator Page: any user with a uNID that is not associated with the form EMPLID

e Section 2: signature of the currently logged in user (Employer Representative)

SECTION 1 - SELF SERVICE 1-9 SECTION 1

To begin creating an I-9 form using the Self Service I-9 Section 1, the new employee must
1. First have an EMPLID created
2. Loginto CIS to reset their default password

3. Click on the tile Self Service 1-9 Section 1 located in the affiliate portal. This tile will appear for
incoming new hire affiliates.

The direct URL may also be emailed to the employee, which is listed below.

https://www.hcm.utah.edu/psc/hrprod/EMPLOYEE/HRMS/c/G3FRAME.G3SEARCH_FL.GBL?G3FORM_FA
MILY=EVERIFY&G3FORM_TYPE=I9_KIOSK&G3FORM_TASK=ADD&G3FORM_CONDITION=Default

The employee will sign in to open the form using their uNID and CIS password. Once the form has
opened, they will click the Authenticate button.

< 19 Section 1 Self Service : Pre Validation

Authentication

Please sign with your ID. This will give you access fo the Section 1 for completion. After completion you will need to sign the form again as an attestation that all the information is accruate

Authenticate
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A signature box will appear and the employee will enter their uNID and CIS Password.

Signature Entry

Password |

‘ Sign ‘ Cancel ‘

The following message will appear if the signature was successful. Click the OK button to continue.

Signature was successful, fransaction ID: 15490920-7abb-11eb-b1a1-d90e6d197d4e

Lo |

After authentication, the employee will gain access to Section 1 for completion. The Empl ID and Name
is automatically populated from the uNID when first signed in.

mployee Information

Anti-Discrimination Notice. It is illegal to discriminate against work-authorized in
ndividual because the documentation presented has a future expiration date may

Section 1. Employee Information and Attestation (Employees must complete a

Empl ID 06034916
Name Joe Milbarge

*First Name

= *Last Name

The employee will enter their information to fill out section 1.

Located on the bottom of the form is an optional Document Attachments section where the employee
may click “Attach Document” button to upload a supporting document and corresponding attachment
description that will be used for section 2. Click the + button to insert a new to upload additional
documents.

Document Attachments

1row

Attachment Description < Attach Document Delete Row/Attachment View Document Insert A Row

T | ‘ | ‘ Delete Row/Attachment ‘ View Document ‘

Note: this Document Attachment section will be used during a virtual inspection process for the
alternative procedure authorized by DHS to examine documents.
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Please be patient when uploading documents. Do not click the upload button until the document name
appears in the dashed box.

Choose From

Wait to click Upload until
document name appears here.

_______________________________________________________________________

When the document name appears in the dashed area you may click the Upload button and the Done
button when the document has finished uploading.

___________________________________________________________

i sampla-pof-download-10-mb pdf
v JEBl  File Sizes 10386KB

___________________________________________________________

Note: The following errors may occur during a document upload.

e  “Errorin File upload: 11” may appear on the page when the upload button was click before the
document was fully uploaded. Please try to upload the document again and allow additional
time before clicking the upload button.

e  “Errorin File upload: 12” may appear on the page when the file name is too long. Please rename
the document to a smaller name and try to upload the document again.

Once the employee has finished filling out section 1, they will click the Acknowledge & Sign button to
sign using the same uNID and password used for the Authenticate process.

*Important — The employee must click the Submit button at the bottom of the form to save this
information and fully complete section 1. Once submit is clicked, the results page will appear and show
that “You have successfully submitted your eForm.”

/19 Section 1 Self Service : Results

You have successfully submitted your eForm.

Transaction / Signature Log

Current Date Time Step Title User ID Description Form Action
1 05/18/2022 4:13:36PM Initiated ua12089s Elaine Goodell Authorize

Refresh Log
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Note: Once the employee submits section 1 the Employer Representative will need to remember to
complete section 2 before the I-9 is considered complete. Click here to navigate to instructions for the
Employer Representative to complete Section 2.

SECTION 1 - I-9 W/EMPLOYEE OR ENTER PAPER

The 1-9 w/Employee or Enter Paper is used when the employee is present with the employer
representative while section 1 and 2 are completed; input a paper I-9 or |-9s that require a translator.

To begin creating an I-9 form using the 1-9 w/Employee or to enter the Paper I-9, the Employer
Representative should navigate to /-9 Employment Verification > I-9 w/Employee or Enter Paper

1-9 Employment Verification e .
= 1-9 Employment Verification

1-9 w/Employee or Enter Paper IMPORTANT NOTICE: All 19 and E-Verify actions are audited as socn as you begin the process, not just when the process
is complete. Once you click on any of the links here, your action will be recorded. If you do not want your actions logged,
please navigate away from these links.

+

4] Manage Employee Verification

7 Evaluate an I-9 Form |

Section 1 Employee Information
The Employee should then be given control of the computer to complete Section 1.

If the user clicks on the Instructions link at the top of the page, the current I-9 instructions will be
displayed for review. The Acceptable Documents link will bring up the listing of acceptable identification
documents. The Handbook for Employers link will bring up the full I-9 handbook (M-274).

Instructions / Print I9

Please read all instructions carefully before completing this form.

The Instructions and Acceptable Documents links apply to both the new employee, the employer representative, and any preparer/translators who will complete any part
of the 19 form. The Handbock for Employers (M-274) only applies to the employer representative, if required. The Print 19 button is only available after Section 1 has
been completed.

1 row

Instructions Acceptable Documents Handbook for Employers (M-274) Print 19

1 Instructions Acceptable Documents Handbook for Employers (M-274) Print 19

Employee Search / Entry

The Employer Representative will provide the employee their Employee ID (emplid) to be entered in the
Empl ID field.
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*Empl ID Q

*First Name Middle Initial

*Last Name Other Last Names

If the employee has an Empl ID but would like to search for themselves by name click on the magnifying
glass. Enter information in the search criteria and click the Search button. Click on the correct Empl ID.

[ cancel Lookup
Search for: Empl ID
~ Search Criteria
Empl ID
bagins with)
Name
bagins with)
Last Name
begins with)
Alternate Character Name
bagins with)
(=]
~ Search Results
=]
Empl ID Name Last Name < i
AADOD Kimberly Adams ADAMS
AADDDZ Paul Acosta ACOSTA
AADDD3 Allison Brown BROWN

If the employee has other last name(s) they may enter them. If they have more than one, they can click
the plus button to add additional row(s). Click the OK button to return to the form.

Other Last Names
1 row

[a][*]

B

Last Name
: [+] [-]

| oK H Cancel

Note: Leave the social security number (SSN) field blank when the employee has a temporary work ID
(TWID) issued by the University of Utah tax services department.

When the SSN field is blank, the following SSN Required acknowledgement question will appear below
the citizenship status.

SSN Required

| attest that | currently do not have a Social Security number and that | have applied for an SSN with the appropriate administration. If this is not the case, a Social Security number must be provided

“Acknowledge b

After entering their personal data in Section 1, the employee needs to identify their residence status.
The system has smart coding that opens required fields for input based on the status selected.

Last Updated 12/13/2023 Page 10 of 33



[-9 System Process Guide for Departments

Citizenship Information

| 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, that | am (select one of the following options):

*Citizenship
Status

Preparer and/or T| Lawful Permanent Resident
Noncitizen Authorized to Work

Did you require | Noncitizen National
someone to enter US. Giti
your information ->- Litizen

If the employee selects “U.S. Citizen” or “Noncitizen National”, no additional information is needed.

If the employee selects “Lawful Permanent Resident”, the Alien Number field opens and is a required
field along with a second drop-down box where Number Type - Alien or USCIS - must be selected.

Citizenship Information

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false d ts in cor tion with the completion of this form.

1 attest, under penalty, that | am (select one of the following options):

*Citizenship Status | Lawful Permanent Resic v

*Alien Number *Number Type v

If the employee selects “Noncitizen Authorized to Work”, the Authorized to work until field opens and
should be entered if the authorization to work expires. The Alien Number, I-94 Number and Foreign
Passport Number fields will all open.

*Important — Enter only ONE of the following:

e Alien Number and Number Type
OR
o |-94 Number
OR
e Foreign Passport Number and Country of Issuance

*Citizenship Status ‘ Noncitizen Authorized to v‘ Authorized to work until ‘

When you are not a citizen or national of the United States or a lawful permanent resident but are authorized to work in the United States.

*Alien Number *Number Type v
OR
*1-94 Number
OR
*Foreign Passport Number *Country of Issuance Q ‘

If Alien Number is provided, then Number Type is required and must also be selected. If Foreign
Passport Number is provided, then Country of Issuance field is required and must also be entered.
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Once you enter and tab out of the field, the remaining fields will become read only as they will not be
needed. If a change is needed, simply delete what has been entered and all the fields will be editable
again.

Citizenship Information

| 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, that | am (select one of the following options):

*Citizenship Status |Noncitizen Authorized to v Authorized to work until |

When you are not a citizen or national of the United States or a lawful permanent resident but are authorized to work in the United States.

Alien Number Number Type
OR
1-94 Number
OR
*Foreign Passport Number |789789789 ‘ *Country of Issuance AFG Q|

Only if a translator was used, the employee will answer Yes to the question, “Did you require someone
to enter your information in section 1 or translate the form for you?”. If “Yes” is selected, a page will
appear after section 1 is signed, where the preparer/translator information will be gathered.

Preparer and/or Translator Certification

Did you require someone
to enter your information

in section 1 or translate -
the form for you?

Yes )

Click here to navigate to instructions on completing the Preparer / Translator section.

Signing and Completing Section 1
After completing section 1, the Employee should click on the Acknowledge & Sign button

Signature of Employee

*Today's Date D

Acknowledge & Sign

Note: For Paper I-9 Only

If this is a paper I-9 do NOT click the ‘Acknowledge and Sign’ button. Instead, click the Next button on
the bottom of the page and the following message will appear. If this is a paper I-9 select the Yes
button. If you select Yes, the Acknowledge & Sign button will not appear in section 2.
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Section 1 1s not signed.
With Section 1 left unsigned this will only be valid as a Paper |19 Form. Would you like to proceed without signing?

o ) ]

If the employee has not completed all the required fields including I-9 eligibility, the system will display
an error message with the identified field(s) that need to be completed. Below is an example of a
message. If this occurs, you must click OK, enter the missing information, and then click the
Acknowledge & Sign button or Next button again to proceed.

Make an entry in the following required field(s) to proceed: Social Security #

If all required fields are complete, a final verification message will display.

Allinfo will convert to READ ONLY and may be sent to DHS once you sign.
Please review the following information:

Entered First Name: Test
MATCHES
Database: TEST

Entered Last Name: Test
MATCHES
Database: TEST
Entered Middle Initial: D
DOES NOT MATCH
Database:
Entered Birthdate: 1979-12-12
MATCHES
Database: 1979-12-12
Entered Social Security Number: 789789788
MATCHES
Database: 789789788
The above information does not match what is listed in the database.

Is your entered information correct?

Select “Yes” to have the Employee’s Signature page open. Select “No” to make changes.

Signature Entry

uniD | ]

Password |

| Sign H Cancel ‘

After selecting “Yes” the signature page opens and the employee should enter their User ID and
Password then click “Sign”.
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The system will display an error message if the employee enters their uNID and/or password incorrectly.

Invalid UserlD or Password
This combination of UserlD and Password do not match any existing combination of UserlD and Password.

OK

Or if the employee does not have an active uNID in the system.

Unauthorized Signer
The User that has signed does not have authorization to sign.

OK

If the User ID and password are correct, then the system will display a message confirming the Signature
was Successful.

Signature was successful, transaction 1D 53a6ad28-ecTt-11ea-8dae-cab36cc8d60b
OK

Congratulations. The employee section 1 is now complete, and you are ready to go to the next
section. The Employer Representative should click on the Next button to proceed.

Note: If the Employer Representative wishes to complete Section 2 later, they can sign out or navigate
away at this point. However, they should remember that this section must be completed before the I-9

can be considered complete (and before an E-Verify case can be created, if applicable.)

Click here to navigate to instructions on how to Complete the I-9 later.

Completing the Preparer/Translator Certification

If the Employee used a Preparer/Translator to assist them in completing section 1 of the I-9 form and
they answered Yes to “Did you require someone to enter your information in section 1 or translate the
form for you?”, the “Preparer and/or Translator Certification” section will need to be completed.

Note: The Preparer/Translator can be someone other than the Employer Representative. If someone
else is used, they must have a User ID and password provisioned to them for signing the form.
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= ) Create an 19 with Employee : Preperar and/or Translator Form

Employee Information

Empl ID AA0007
Last Name Salek

FirstName Tim Citizenship Status Name US. Citizen

List of Preparer/Translators

You can add up to 5 people who assisted with the preparation or translation of the 19. Add a new line to the grid for each person

Acknowledge/Sign  *Last Name < “First Name & *Date (menthidaylyear) ¢ *Address < “City © *State © *Zip Code &

1 Acknowledge/Sign Fields Deb 08/01/2020 123 Main St Salt Lake City ut Q| 84157

Add a Translator or Preparer

Add Signer

Previous Next

1D 11933

1row

Delete A
Row

=

= | Create an |9 with Employee : Preparer and/or Translator Form ID 1320
Employee Information
Empl ID 00350155
LastName Tester
First Name Test Citizenship Status Name U.S. Citizen
List of Preparer/Translators
You can add up to 5 people who assisted with the preparation or translation of the 19. Add a new line to the grid for each person
D N
“Today’s Date (month/day Dele
“Last Name & *First Name © Middile Initial & Iyean) & Y -Address ¢ *City & *State *Zip Code & A
e Roy
1 [Fields | [Dep | o | (100972023 £ (123 Main st | [sat Lake city | [ur Q| [54111 l ‘ -

Add a Translator or Preparer

Add Signer

The Preparer/Translator should enter in the “Last Name”, “First Name”, “Date”, “Address”, “City”,
“State”, “Zip Code” fields.

After the Preparer/Translator has completed the above fields and hit tab, the “Acknowledge/Sign’
button appears.

Note: If any required fields (noted with *) are left blank, that button will not appear.

The Preparer/Translator should enter their uNID and Password then click on “Sign”.

Signature Entry

Password

Sign Cancel |

4

If the User ID and password are correct, then the system will display the Preparer and/or Translator

Certification Section with the Preparer/Translator Signature completed.
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<) Create an 19 with Employee : Preperar and/or Translator Form ID 11933

Employee Information

Empl ID AA0007
Last Name Salek

First Name Tim Citizenship Status
Name U-S. Citizen

List of Preparer/Translators
You can add up to 5 people who assisted with the preparation or translation of the 19. Add 2 new line to the grid for each person
1 row

Signature © LastName FirstName  Date (monthidaylyear) Address ey o State  Zip Code

] Hideon Tayton Odmin

Fields Deb 09/01/2020 123Main  SaltLakeCity UT 84157
Preparer/Translator. Gideon Taylor Admin,
KU0007

Add a Translator or Preparer

Add Signer

Previous Next

Click “Add Signer” for each Preparer/Translator used. Up to five Preparer/Translators are allowed.

The Preparer/Translator is now complete, and you are ready to go to the next section. The
Preparer/Translator or The Employer Representative should click on the “Next” button.

SECTION 2 - COMPLETE 19

To fill out section 2 and complete an I-9 form that has not been finished yet or section 1 was completed
using the Self Service I-9 Section 1; the Employer Representative should navigate to Manage Employee
Verification.

Navigation: Main Menu > HR Offices > I-9 Employment Verification > Manage Employee Verification
= -9 Employment Verification
-9 w/Employee or Enter Paper

| Manage Employee Verification
Section 3 from Different Dept

Evaluate an 1-9

You can search for the employee you wish to take action on by filling in one or multiple fields and then
click the Search button.
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Search by.

5= 1-9 Employment Verification
Empl ID Begns With v
21 19 wiEmployee or Enter Paper
Last Name BeginsWith v Goodell
. Manage Employee Verification
First Name Begins With v

o) Section 3 from Different Dept
Search Clear

Evaluate an -9 4rows
Empl D < Last Name First Name
1 120808 S00de Elaine
Click on a link to the person you want to take action on. The 19 EV Person Mgmt page will appear. The
Take Action button for the latest I-9 and E-Verify case (if applicable) will be automatically selected. If
you want to take action on a different I-9 then click the Take Action button in the 19 Information section
for that I-9. Select the Complete |9 option under the Case Action dropdown at the bottom of the page.
=) 19 Actions : 19 EV Person Mgmt Form ID 13217
Employee Information
Empl ID 00080222 Name Test Test
First Name test Last Name test
Date of Birth 01/01/1990 SSN *FE 4111
Management ID 00080222
19 Information
Below are the list of I9s for this person id. The most current one is the first one in the list. Select the one that you wish to take action on.
Effective Date < Effective Sequence < Status as of Effective Date < Citizenship Status Name < Began Employment Date < E-Verify Case Number & 19 Type < Selected “

1 10/05/2023 1 Active US. Citizen Paperless Selecte:

E-Verify Case Information

Below are the E-Verify Cases associated with the 19 selected above. Select the desired E-Verify case to get the list of Actions for it

E-Verify Case Number & Gitizenship Status Code Began Employment Date < Case Eligibility Statement < Gase Status Display & Take Action

Take Action

19 Status IN_PROGRESS Case Status

“Case Action v

N

Validate all information in Section 1 to be correct and no errors have been made. If errors have been
made then work with your HR Analyst on how to proceed with fixing the error(s). When ready, click the
Next button to be taken to Section 2 to complete it.

Completing Section 2 of the I-9

The Employer Representative should use the identification document(s) that the employee has provided
to complete Section 2 of the form.
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= | Create an 19 with Employee : Section 2 Form ID 11934

Employee Information

EmplID AA0007
Last Name Salek

First Name Tim Citizenship Status Name U.S. Citizen

Section 2 - List Documents

*Document Category | List A Document v%
List A Document
List B & C Documents
1 row
*Doc Type Name © *lssuing Authority < "Document # < Document Expiration Date < Attach Front Attach Back
1 v Attach Front Attach Back

List A, B and C will only display the valid document types for the citizenship status that the employee
selected in Section 1.

To complete this step, the Employer Representative should complete each applicable list section:

1. Select List A or List B & C from the Document Category dropdown, based on the document(s)
provided.

*Document Category | List A Document >
List A Document
List B & C Documents

2. Select a document title in the dropdown.

*Doc Type Name < *Issuing Authority < *Document # < Document Expiration Date < Attach Front Attach Back

1 - Attach Front Attach Back

| I

.8 Passport
U.S_ Passport Card

3. Complete any additional fields for the selected document(s).

4. To attach an electronic copy of a document, click on the Attach Front and Attach Back buttons.
The document should be in PDF, JPG, or PNG file format and under 5 MB in size to upload.

Attach Front Attach Back

Note: Located on the bottom of the form is an optional Document Attachments section where you may
click “Attach Document” button to upload a supporting document and corresponding attachment
description for any additional document(s). The documents in this lower section should be in PDF, JPG,
or PNG file format and under 25 MB in size to upload.
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Document Attachments

1 row

Attachment Description Attach Document Delete Row/Attachment View Document Insert A Row

1 Delete Row/Attachment View Document

5. If the documents were examined using the alternative procedure authorized by DHS then click
the slider to ‘Yes’.

Certification and Signature

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) pres:
and (3) to the best of my knowledge the employee is authorized to work in the United States.

Check here if you used an S
alternative procedure authorized [ Yes [ )
by DHS to examine documents

6. If the employee is a Noncitizen Authorized to Work, the form may add additional fields and/or a
3 “Doc Type Name”. There may also be an Additional Information section that appears with
some required fields to complete based on DHS requirements because of the selected Doc Type
Name. These required fields will have an *. For specific document requirements, consult the
DHS website.

Additional Information

*Nonimmigrant Status v‘

SEVIS Number \
F1

H1B Non-Porting
H1B Porting
J-1Visa
Certification: | attest, under penalty of pe

knowledge the employee is authorized to o1

Certification and Signature

Other Visa Types
Additional Information
*Nenimmigrant Status | H1B Porting V|
*Visa Port Date | = Visa Port Text AC-21

SEVIS Number | |

Note: When selecting the Nonimmigrant Status of ‘Other Visa Types’ enter the visa type name in the
additional Other Visa Type Name field.

Finalizing Section 2

The Employee’s first day of employment and Hiring Department ID will pre-populate from the
employee’s pending hire eForm. If these fields are blank, the Employer Representative will need to enter
information into those field as well as the Today’s date in the Certification section.
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The Employer Representative’s information will pre-populate.

Certification and Signature

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.

m Employee's first day of employment 01/24/2022 Today's Date (month/day/year) |05/23/2022
ERTitle Assoc Dir, HR
Acknowledge & Sign

ER First Name AMANDA ER Last Name OVESON

University of Utah
Organization Name

Hiring Department

Hiring Department ID 01379 USHE Comissioner

Click on the Acknowledge & Sign button.

Note: The Acknowledge & Sign button will not be present if section 1 was completed without a
signature making it a paper I-9.

If all required fields are complete, then the Employer’s Signature page opens. If not, an error message
will display.

Signature Entry
Signature ID
Password

Sign Cancel

Employer Representative should enter their uNID and Password and then click on “Sign”. You must use
the uNID and Password that you used to log in with.

Section 2 is now complete, and the form is ready to be submitted. When ready, click the Submit button.

Certification and Signature

Certification: | attest, under penalty of perjury, that (1) | have i the by the ab d (2) the abx listed appear to be genuine and to relate to the employee named, and (3) to the best of n
knowledge the employee is authorized to work in the United States.

Check here if you used an alternative
procedure authorized by DHS to
examine documents

Yes ( /‘

*Employee’s first day of employment ‘10/09/2023 ‘ Today's Date (month/day/year) 10/09/2023

ER Title 00626017

ST0CAE 250;36%

Employer Representative. STACIE RIGBY, 00626017
ER First Name STACIE ER LastName RIGBY

University of Utah
Organization Name

Org Address 250 East 200 South, Suite 125 Org City Salt Lake City

Org State UT Utah Org Zip Code 84111

Hiring Department

Hiring Department ID |00410 Q. | Human Resources Management
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Note: At times, Section 2 signers may see a Next button instead of a Submit button at the bottom of the
page. This will happen when the employee has a previous e-verify case in situations such as rehires.

Documaent Atachmanis

Artachment Dedcnigtion

1 Document Front Side

=

Click Next and the following Duplicate Cases page will appear requiring a reason to be selected of why
an e-verify case might be created upon HR’s approval of the I-9.

= | Create an |9 with Employee : Duplicate Cases Form ID 135827

Duplicate Cases

If any cages arg in the Bel below ane not closed, they should be resolvid at some point. You should cloge them with the appropriate resull, If you have an Emplayment
Authorized case i tha kst his case might be a gupkcate. If 50, plaase abandon this case procass. Addlianally, vou may ba rehaing the amployed afer lemporary
separation

Ifthe cases in the kt ane for a different parson, you maghl have mistyped the Social Securitly Number on page 1. Please go back 10 page 1 and update the SSN with the
correct valua

The Mot Info bution will get you additional information about the individual duplicate case. The next segmant gives you addiional actions that you can do

Case Number Case Status © Date Initiated = Maore Info

1 2022305213108ME CLOSED 1012022 More Info i

Duplicate Case Actions
There are additionsl acHoNs you can take 1o procded with the cument Case

The Duplicate Reason field is the axplanation of why the above duplicate cases do not appdy to the cument caze. Once you select 8 value for this field. you will be
alivwed to continue to Process this case as ks, ignonng the above lis? of duplicate cases

“Duplicate Reason -

Ot
The empioyee is a rehire and | am required bo create a new case
The previous case Is invalld because of incormect data

The options are:
o The employee is a rehire and | am required to create a new case. — This should be selected
when the employee is being rehired as DHS requires rehires to be sent to e-verify under certain
situations.

e The previous case was invalid because of incorrect data. — This should be selected when a new
I-9 was created in lieu of correcting/updating the existing 1-9.

e Other — This may be used in situations not covered by the above situations.

Once the Submit button is clicked the form will route to the HR Service Team associated with the hiring
department ID listed on the form.
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MANAGE EMPLOYEE VERIFICATION

Once an I-9 form has been created, the Case Actions allow you to manage the administrative tasks of
that I-9. You can take multiple administrative actions by navigating to the homepage /-9 Employment
Verification > Manage Employee Verification.

You can search for the employee you wish to take action on by filling in one or multiple fields and then
click the Search button.

Search by
5= 1-9 Employment Verificatior

Empl 1D

or Enter Paper
Last Name

. Manage Employee Verification
First Name BeginsWith v

7] Section 3 from Differant Dept
Search | Clear

Evaluate an 1-9
Empl ID = Last Name First Name

1 0120898 S0ade Elaine

Click on a link to the person you want to take action on. The next page will appear and display two
sections, one for |-9 Information and one for E-Verify Case Information, which contain Take Action
buttons.

19 Type indicates if an -9 is paper or paperless.

If the I9 Type indicates Paper that means the I-9 was completed originally on paper and will not have a
signature in section 1 and 2 in the system.

If the I9 Type indicates Paperless that means the -9 was completed in the system and you will see a
signature in both section 1 and 2.

The Take Action button is automatically selected for the latest I-9 and E-Verify Case. If you wish to take
action on a different I-9 then in the |9 Information section click on the Take Action button for the
desired I-9. If you wish to take action on a different E-Verify Case Number then in the lower E-Verify
Case Information section click on the Take Action for that case. When ready, select the desired option
under the Case Action dropdown at the bottom of the page.
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19 Information
Below are the list of 19s for this person id. The most current one is the first one in the list. Select the one that you wish to take action on

1 row,

Effective Date < Effective Sequence < Status as of Effective Date < Citizenship Status Name < Began Employment Date < E-Verify Case Number < 19 Type < Selected

1 10/26/2023 14 Active U.S. Citizen 10/26/2023 2023299204653BG Paperless

E-Verify Case Information
Below are the E-Verify Cases associated with the 19 selected above. Select the desired E-Verify case to get the list of Actions for it

2 rowe,

E-Verify Case Number ¢ Citizenship Status Code Began Employment Date Case Eligibility Statement © Case Status Display © Selected
1 2023299204653BG US_CITIZEN 10/26/2023 null Employee Referred (DHS)
4
2 2023299203823BC US_CITIZEN 10/26/2023 null Coszlnmmgeie Take Action
4 S
Take Action
19 Status COMPLETED Case Status MANUAL_REVIEW

*Case Action v

| search || Next |

The options that appear will vary based on the status of the I1-9 Form and E-Verify Case if applicable. You
may click on each Case Action below for additional information and instructions.

I-9 case action/options available for an I-9 initiator

e Add Comment/Attachment - Allows you to add an attachment or comment to an I-9.

e Add Section 3 — Allows you to complete Section 3 of the 19 for reverifications and rehires.
e Complete 19- Allows the Employer Representative to complete section 2 of the I-9.
e Print 19— Allows you to view and print an I-9, including section 3.

e Review |9 — Allows you to view an I-9, section 1 -2 only.

I-9 case action/options available for HR Service Team only
e Correct 19 — Allows only HR Service Team to correct an I-9.

o Allow Re-I9 — Allows only HR Service Team to bypass the rule of only one I-9 per active
employee that already has an I-9.

Note: The Case Actions available for each I-9 will depend on the status.

View I-9 DATA

Once the I-9 form has been finalized, it can be viewed by authorized users. DHS recommends that each
time the form is viewed that a log be maintained. The log is automatically created and can be viewed or
printed. To view the I-9 form and log, follow the instructions in the next sections for Printing An 1-9 or
Reviewing an 19.
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Printing an I-9

You will need to go to Manage Employee Verification. Search for your employee. Click the dropdown
on Case Action and select Print 19. Click the Next button.

=+ / 19 Actions : 19 EV Person Mgmt

Employee Information

Empl 1D 00120898 Name Elaine Goode

First Name Elaine Last Name Goodel

Date of Birth

SSN srhsEabs
Management 1D 00
19 Information
Belaw are the list of 19 for this person id. The mast current one is the first one in the list. Select the ane that you wish to take action on.
Effective Date © Effective Sequence © Status as of Effective Date © Citizenship Status Name Began Employment Date E-Verify Case Numbar ©
1 05/05/2022 12 Active U, Citizen 10/21/1958 2022129174248KM
E-Verify Case Information
.awn-ﬁ.‘ are the E-Verify Cases associated with the 10 selected above. Select the desirad E.Verify case to get the list of Actions for it
E-Verify Case Number Citizenship Status Code Began Employment Date Case Eligibility Statement Case Status Display
2022129174248KM Us_CITIZEN 10/21/1998 nul

Take Action

19 Status COMPLETED Case Status SCAN_AND_UPLOAD

+Case Action | Print 19 -

The I-9 will open a new browser window with the I-9 init. If the I-9 does not appear, please check the
pop-up blocker on your browser. There will be multiple pages of the I-9, any attached documents, and
the audit log available to view / print. Use the browser’s “Print” functionality to print the page. (For
most browsers, you can right-click on the image of the form and select “Print” from your browser’s

right-click menu.) If the PDF viewer appears in the new window, you can click the printer button in the
top right.
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Employment Eligibility Verification USCIs
Department of Homeland Security Form 1-9

U5, Citizenship and Immigration Services m,:."iéﬁ;]sﬂ?

= START HERE: Road instructions carhally befors comploting this form. The instnsctions must ba avallable, oither in paper or aloctronically,
during compiakion of this form. Emplayors ane llable for ormors in the complation of this form.

ANTI-NSCRIMIMATION NOTICE: H s ilegal i disoniminate against work-authonzed individuals. Employers CANNDT speciy which document{s) an
empioyee may present o establsh empioyment authonzation and identy. The refusal i hine of continue o employ an individual because the
documentation presenied has a future expiration date may also constiute Begal disorimination.

1. Employee Information and Attestation (Employees must compiele and sign Section 1 of Form -8 no later
than the first day of employment, buf not bafire sccapfing a job offer |

Last Mame (Famiy Mame) First Mame [Given Mame) Middie Initial | Oeher Last Mames Usad (¥ arsy)
Mibarge Lo A, M

Mddress [Sirest Number and Mame) Apt Mumiber | City or Town State: ZIF Code
|54 faad A, dsls ||1 TE244
Dae of Birth {mmeoiyyy) UL Social Seourfty Mumber Empioyes’s E-mall Address Empioyes’s Ti
J0&M15/1971 FEH - EE' - ||_F|-|_|;| [T i

| 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.

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

[ 1. & citizen of the Urited States

] 2. A nonatizen national of S Unfed Stakes [See insiuctions)

L[] 2 A ot permanent resident  jAlien

TUSCIS (3 B4TIBEG24

[El #. An aten authorized towork  untl [expiration date, f appicable, mmiddiyyyy):  ORA01 /2021
Some akens may wite A" in e expiration daie field. [See nstuctions)

o

Adiens autharized fo work must provide anly one of the fallowing document numbers fo compiete Fom -9: i e s B
An Alien Registration MumbenWSCIS Number OF Form -84 Admission Number GF Foreign Passport Mumbsy.

1. Alien Regisiration Number/ISCIS Mumber: B4TZBEE2Y
OR
2. Form 194 Admission Number:  MIA
OR
I Foreign Passport Number. MR
Country of lssuance: WA

|Sogn:1'ur|.-nl'En'|pl-ugH . Today's Daie {romdaiyyyl

02/ 262031
[Preparer andior Translator Certification (check one]:
[E) 1 did not use a preparer or tramstase. [T A prepanes{s) andéor translaions) assisied e empioyes in completing Section 1.
(Fheids below must ba compieted and signad when preparers andfor iranslafors assisd sn employes in completing Seclion 1.)

T attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information is true and correet.

Signature of Preparer or Translalor A Today's Dale (mmddiyyy)
LIt

Last Mame (Farmily Warme) First Mame {Given Name}

| A

Address (Sireat Number and Name) City or Toan Sate AP Code

LY Pl A A

The results page will appear on your original browser window.
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+ ) Create an 19 with Employee : Results Page Form ID72711

You have successfully submitted your eForm,

Employee Information

Empl ID 00120898
Last Name Goodell

First Name Elaine Citizenship Status Name U.S. Citizen
Transaction / Signature Log 1row

Current Date Time Step Title User ID Description Form Action Time Elapsed
1 05/18/2022 1:21:47PM Initiated U0578860 AMANDA JOYE OVESON Submit

2 05/18/2022 1:22:37PM System System Execute <1 minute

m Refresh Log

Review an I-9

To review an |-9 navigate to Manage Employee Verification. Search for your employee. Select Review |9
from the Case Action dropdown at the bottom of the page and click the Next button.

The 1-9 will open and display all information in section 1 and section 2 as it was entered. Click the Next
button to advance through the pages for each section where the attached document(s), comments and
E-Verify/Send to DHS validation will appear.

Note: Print 19 option is the only way to view section 3 information.

Section 3 - Reverification and Rehires

Employer representatives may use this for Rehires or Reverifications. There are two possible options to
enter Section 3 based upon your access to the employee’s last I-9. Once the employer representative
enters the form the steps to fill out this section will be the same.

The two navigation options are:
e Add Section 3 — Accessed in Mange Employee Verification. Use this when the Employer

Representative has access to the employee’s latest |-9 form.

e Section 3 from Different Department — Accessed directly from the I-9 Homepage left hand
menu. Use this when the Employer Representative does not have access to the employee’s
latest I-9 form.

Add Section 3

When the Employer Representative has access to the employee’s latest I-9 form and a section 3 is
needed then navigate to: I-9 Employment Verification > Manage Employee Verification
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] -9 Employment Verification

1-9 w/Employee or Enter Paper

7] Manage Employee Verification

v, Evaluate an |-9 Form

You can search for the employee you wish to take action on by filling one or multiple fields and then

click the Search button.

Search by:
= 19 Employment Verificatior
Empl ID Begnswith v
9 w/Employee or Enter Paper
Last Name BeginsWith v Goodell
. Manage Employee Verification
First Name Beginswith v
o) Section 3 from Different Dept
Search Clear
4rows
Evaluate an -9
Empl ID © Last Name First Name
1 Elaine

Once you have searched for and selected the desired employee then the next page appears. The -9
status must show as Completed in order for the option Add Section 3 to display. If the I-9 status shows

as IN_PROGRESS then only the Print |9 option will be display.

Select Add Section 3 from the Case Action dropdown at the bottom of the page.

. 19 Actions : 19 EV Person Mgmt

Employee Information

19 information
e list of

Effective Date Effective Sequence Status as of Effective Date Citizenship Status Name Began Employment Date E-Verify Case Number

E-Verify Case Number Citizenship Status Code Began Employment Date Case Eligibility Statemant Case Status Display

*Case Action  Add Section 3

Search Next

Page 27 of 33
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Entering Section 3 - Reverification and Rehires. Up to three sections may appear depending on the
information in the I-9. The three sections are:

A. New Hire
B. Date of Rehire
C. Employment Authorization

= | 19 Actions : Section 3

Section 3. Reverification and Rehires

{To be compieted and signed by employer or authonized representative.)

A. New Name (if applicable)

Last Name (Family Name) | |

First Name (Given Name) | |

B. Date of Rehire (if applicable)

Date of Rehire (mm/ddiyyyy)

*Important — Not all fields are required in Section 3 as you may be updating the employee’s name or
entering a Rehire Date or updating work authorization documents.

When Section 3 first opens, the follow message may appear when section 1 and 2 are paper and do not
display an electronic signature. When the I-9 is considered paper then section 3 will also not require a
signature and as a result the “Acknowledge & Sign” button will not be displayed on the page.

This Section 3 is being added to a Paper 18, no signature will be required.

The Employer Representative will enter all applicable information that is being updated and/or re-
verified. When done enter the Hiring Department ID.

Hiring Department

Hiring Department 1D Q

19 Comments

Previous Comments
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In the Section 3 Signature click the slider to ‘Yes’ if documents were examined using the alternative
procedure authorized by DHS.

Certification and Signature

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) pres:
and (3) to the best of my knowledge the employee is authorized to work in the United States.

Check here if you used an .
alternative procedure authorized | Yes [ )
by DHS to examine documents

D Section 3 Signature

| 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 documentis) | have examined appear to be genuine and to relate to the individual.

Check here if you used an alternative procedure
authorized by DHS to examine documents

*Today's Date (mmiddiyyyy) |

*Name of Employer or Authorized Representative | |

wiedge/Sign

Enter Today’s date and the Employer Representative’s name. If section 1 and 2 contain electronic
signatures then the “Acknowledge & Sign” button will appear. The Employer Representative will click on
that button and enter their uNID and CIS password to sign Section 3.

When ready, click Submit and the system will display the Form Finalized page and confirm that the form
was successfully completed. Once the Form Action status shows as Executed, the system will notify the
HR service team and automatically approve Section 3.

HR will receive an I-9 section 3 notification. HR will review and validate all data by selecting Print 9. If
necessary, submit another section 3 to amend any incorrect information.

Note: Section 3 of an I-9 form can occur multiple times on one form/employee. The process is the same
for multiple updates.

Section 3 from Different Department

If a Section 3 is need but the Employer Representative does not have access to the employee’s latest |-9
form use Section 3 from Different Department. First, ensure the employee is in either of these
situations.

e Employee is being rehired into a different department than previously.
or
e Employee needs a reverification/update documentation but has since transferred to a
different department.

Then navigate to: I-9 Employment Verification > Manage Employee Verification > Section 3 from
Different Dept
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You can search for the employee you wish to take action on by filling one or multiple fields and then
click the Search button.

19 Information
Below are the list of 19s for this personid. The most current one is the first one in the list. Select the one that you wish to take action on.

1
Effective Date © Effective Sequence © Status as of Effective Date © Citizenship Status Name < Began Employment Date & E-Verify Case Number &

19 Type & Selected

1081612016 3 Active U.S. Citizen 08/16/2016 2016229094744CD Paperless

E-Verify Case Information

Below are the E-Verify Cases associated with the 19 selected above. Select the desired E-Verify case to get the list of Actions for it

1
E-Verify Case Number < Citizenship Status Code & Began Employment Date Case Eligibility Statement © Case Status Display & Selected
1 2016229094744CD US_CITIZEN 08/16/2016 EMPLOYMENT_AUTHORIZED @==d Sele
4
Take Action
Add Section 3
19 Status | pyg Case Status CLOSED

*Case Action v

Please follow the instructions Entering Section 3 — Reverifications and Rehires for steps on entering
data into section 3.

Add Comment / Attachment

There are times when you need to add a comment or an attachment to an I-9. To add a comment or

attachment to an I-9 you should navigate to: /-9 Employment Verification > Manage Employee
Verification.

0 Employment Verification

7] 1-9 w/Employee or Enter Paper

4] Manage Employee Verification
+] Section 3 from Different Dept

| Evaluate an 1-9

You can search for the employee you wish to take action on by filling in one or multiple fields and then
click the Search button.

rch by:
i 9 Employment Verificatior

Empl 1D BegnsWith v

Last Name Begins With v fell
;| Manage Employee Verification

First Name BeginsWith v

7 Section 3 from Different Dept
Search | Clear

; 4rows
Evaluate an -9

EmplID ¢ Last Name First Name

1 12089 Goode Elaine
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Click on a link to the person you want to take action on. The 19 EV Person Mgmt page will appear.
Select Add Comment/Attachment from the Case Action dropdown at the bottom of the page and click

the Next button.

19 Actions : 19 EV Person Mgmt

Employee Information

Empl ID 00120898
First Name Elaine
Date of Birth 06/09/1977

Management ID 00000002

19 Information

Effectiva Date Effective Saquence = Status as of Effactive Date
05/05/2022 12 Active US. Citizen

E-Verify Case Information

E-Verify Case Number Citizenship Status Code Began Employment Date

2022129174248KM US_CITIZEN 1072141998

Take Action

19 Status COMPLETED

*Case Action | Add Comment/Attac ¥

Search Next

Below are the list of I9s for this person id. The most current one is the first ane In the list. Select the one that you wish to take action on.

Citizenship Status Name

elow are the E-Verify Cases associated with the 19 selected above. Select the desired E-Verify case to get the list of Actions for it

Name Elaine Goodell
Last Name Goodell

SEN khkkkkkak

Bagan Employmant Data E-Verify Case Number

10/21/1998 2022129174248KM

Case Eligibility Statement Case Status Display

nul

Case Status

Enter a comment in the New Comments box and / or upload an image. Then click the Submit button.

+ 19 Actions : 19 Comments/Attachments

Employee Information

9 Comments

Previous Comments

Dacument Attachmants

Attachment Description Attach Document

Attach Documant

Previous || Submit

Form ID 7273

1 rov)

View Document Insert A Row Delete A Row

View Document + -

A results page will appear when you have successfully made a change.
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+ ) 19 Actions : 19 EV Action Results Page Form ID 72735}

You have successfully submitted your eForm.

SCAN_AND_UPLOAD
Transaction /signature Log
Current Date Time. Step Title User ID Description Form Action Time Elapsed

1 05182022 3BTOPM Initi iated V0578860 AMANDA JOYE OVESON Authorize

m Refresh Log.

Correcting an I-9 Form
If an I-9 form needs to be corrected please work with your HR Analyst.
Note: If any information was corrected, don’t forget to go back to other areas of the systems and

change the same information so that it is consistent in all places. Those other places could be Modify a
Person or submit an ePers-Update Employee Personal Data eForm.

Allow Re-19

The system does restrict from having multiple 1-9s for the same employee. When someone attempts to
create an additional I-9, the system will display the following error message “Employee does not have
authorization to recreate their 19 Form”.

Employee does not have authorization to recreate their 9 Form

It is recommended to use this option sparingly if possible. If there is incorrect information in section 1
or section 2 then work with your HR Analyst to correct it instead of creating a new I-9. If an I-9 was done
in error then work with your HR Analyst and request to have it deleted.

Delete I-9

Work with your HR Analyst if an -9 form needs to be deleted. This should be a rare situation where the
wrong information was entered and a new I-9 section 1 was started on the same day and/or the new
hire was never actually hired / paid.
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APPENDIX A — POSSIBLE 1-9 CASE ACTIONS BY I-9 STATUS

I-9 Status
Possible Case Actions N/A COMPLETED | IN_PROGRESS
Add Comment / Attachment X X
Add Section 3 X
Complete I-9 X
Print -9 X X
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