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EMPLOYEE SERVICES

HireRight: Step-by-Step Guide

This guide provides step-by-step procedures for using HireRight to complete the Employment Eligibility
Verification Form [-9 and E-Verify check electronically.

Federal law requires employees to complete Section 1 of the Form [-9 by the first day of work for pay.
Employees may complete Section 1 at any time between accepting a job offer and their first day of work for
pay.

As someone authorized to verify an employee’s eligibility, you must ensure that an employee fully completes
Section 1 of the Form 1-9 on time, review the employee’s documents, and fully complete Section 2 of the
Form 1-9 within three business days of the first day of work for pay. For example, if an employee begins work
on Monday, you must complete Section 2 by Thursday.

For more information about the Form -9, acceptable documents, and your responsibilities for verifying an

employee’s eligibility to work, complete the online course, CU: Form I-9, available in the Human Resources
folders in SkillSoft.

For additional information about E-Verify refer to the USCIS website: https://www.uscis.gov/e-verify/employers.

Inviting an Employee to Complete the Electronic Form |-9 Section 1

To begin the Form I-9 process, invite the employee using the Invite Employee option in HireRight. This sends
the employee an e-mail invitation to fill out the electronic Form [-9:

1. Login to your HireRight account and click Manage I-9 Forms.
2. Click the New menu.

3. Click Invite Employee.

—
HIRE RIGHT | )
Screening Manager OVID-18 Affecte.. Manage |-9 Forms
E.g. Joe, Jo%. ab-123455 Q) - .
. New I g Additional Columns
A

~ I-3 Forms : E-Verify Check pleted | E-Verify Duplicate  E-Werify

Manage 1-9 Fn.rms : Upload 1I-9 Form for New Emploves Last Nama

I-9 Forms Settings g Kiosk
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4. Enter the employee's First Name, Last Name, and E-mail address.

I-9 Employment Eligibility Form

Employee Info

First Name:*
Last Mame:*

E-mail:*

Employee Start Date: e Tadanrs Erate

Messags Template:* Default Invitation Letter | Preview / Edit

] Send me a copy

Note: While not required, it is a recommended best practice to enter the Employee Start Date
(highlighted above). This initiates reminder emails to the employee or employer of deadlines and
requirements based on status.

Some accounts display text boxes for a Hiring Manager. This lets you designate a non-HireRight
system user temporary access to complete Section 2 of this specific Form 1-9.

Hiring Manager

First Name:
Last Name:

E-mail:

5. If you or another system user will be completing Section 2, leave these boxes blank.

6. Click Submit.

Notification Options

Initiated by Samantha Johnson (automatically receves all notific ations )

Add users who will receive copy of notific ation letters

Submit Close

HireRight sends the employee an e-mail with an invitation to complete Section 1 of the Form I-9.
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Completing Section 2 — Employer Review & Verification

Before you can complete Section 2 of the Form I-9 in HireRight, the employee must have completed Section 1
electronically.

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

Physically examine each document to determine if it reasonably appears to be genuine and to relate to the
employee presenting it. If you reject a document, allow the employee to present other documentation from the
List of Acceptable Documents. For more information about the Form I-9, refer to the online course,

CU: Form I-9, available in SkillSoft.

Verifying Form [-9 Documents
To verify the Form 1-9 documents:
1. Login to your account and click Manage 1-9 Forms.
2. Click the Pending Employer tab.
3. Select the employee record.
4

Right-click on the employee record and select Verify 1-9 Docs.

Screening Manager Manage 1-9 Forms

Eaq Ab-1234 Q & New ™ )< Print/Download " g Additional Columns ~
[ All Accounts All Users Last 90 days v

»Search Tips . . ) . . . <

Sent to Employ Pending ploy Completed E-Verify Tentative Pending Info Review Pending Photo Match Final Non

Employment Applications P First Name Last Na m SSN Status Date i Next Action
1-9 Forms Barack Obama e N Pending Employer 10/15/2012 Complete Section 2

» Manage -8 Forms o George Jetson R P\cyer 10/12/2012 Complete Section 2

) 1.8 Forms Settings perm res 3 loyer 08/05/2012 Complete Section 2

» Delete -9 Forms View

» Batch Requests Start/Termination Dates
Reassign

Send Form

Delete 1-9 form

Flag »

Employment Screening
Management Reports
Price List

Billing

s Oat

The employee’s Employment Eligibility Verification page of the Form 1-9 appears.
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Review the information entered by the employee, and click Next at the bottom of the page.

EMPLOYMENT
ELIGIBILITY
VERIFICATION

1-9 Form Review

Employment Eligibility Verification USCIS

Section 2 Review and E-Sign 5 2 Form 1-9
v Department of Homeland Security OMB No. 1615.0047
U.S. Citizenship and Immigration Services Explres 10/3172022
START HERE: Read belore g this form. The must be 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 s illegal to discriminate against work-authorized individuals. Employers CANNOT specity which
document(s) an employee may present 1o establish employment authorization and identity. The refusal 1o hire or continue 10 employ an
individual because the documentation presented has a future expiration date may also constitute illegal discrimination

Section 1. Employee Information and Attestation (Employees must compiete and sign Section 1 of Form 19 no later
than the first day of employment. but not before accepting a job offer.)

Last Name (Family Name) | Fust Name (Given Name) Middle Inifial | Other Last Names Used /if any)
S James N/A N/A
Address (Street Number and Narme) E Apt. Number | City or Town | State 2IP Code
B400 Normandale ke Boule ard B B e N 55438
|
Date of Birth (mmttyyyy/ U.S. Socal Secunty Number I Employee's E-mall Address [ Employee's Telaphone Number
eejea nees ees_we_1111 kari.talnaddelhiveriaht %/A

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

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

I~ 2. A noncitizen national of the United States /See instctions)
I~ 3. Alawiul permanent resident (Alien Registration Number/USCIS Number)

BACK NEXT -+

The Employer Review & Verification page appears.

Ensure that any document the employee presents is on the List of Acceptable Documents or is an
acceptable receipt. For more information, see Accepting Receipts for Lost, Stolen or Damaged

Documents on page 9. Physically examine each document to determine whether it reasonably appears
to be genuine and relate to the employee presenting it.

Refer to the CU: Form 1-9 online course in SkillSoft for more information about acceptable documents.

HCM HireRight Step-by-Step Guide | hcm_sbs-HireRight-Forml-9-E-Verify.docx
4 | Revised: January 14, 2022 | Prepared by: Employee Services



HCM Step-by-Step Guide

Select either the List A or the List B & C link, depending on which documents the employee provided.

ENPLOYMENT
&) sucewnry
VERIFICATION

Section 2 - Employer or Authorized Representative Review and Verification Worksheet

Empioyes Namae
Citizenship States

Information Required for University of Colorado

ListA ListB&C

Document A

Section 2 Addtional Information

) Crock ) 3 1

Employment Information

()

Unwversey of Colorado
John

Senith

HR Professions
-90emo@cu. edu

Business Address *

(1800 Grant St
Denver
Colorado v

80202

Proceed 1o Form -0 Compiation
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8. Select the Document Type that most accurately represents the documents the employee provided.

9. Enter the Document Title, Issuing Authority, Document Number and Expiration Date (if any) that
appear on the original documents the employee presented. Document Title and Issuing Authority must
be typed exactly as they appear on the face of the document. Repeat steps 8 and 9 for Document C if
you chose List B & C in Step 7 above.

Document B

Hote: Thie employer participates in E-Verify. Any Lisf B document presented fo an employer parficipating in E-
Varify MUST contain a photo.

D-".' - pOyes Nas presenbed a -\ @ replcemenl 1 lasl, shoke ar damaged documenl
E ment Tider: = Click here to select Document Tille L4
|5= ] Ml riby: *

Document C

[ The Employes has presented o Recsipd for @ repbcement of 2 lost siol

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

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

11. Enter Employee Start Date. Enter or confirm “Employment” information not already prepopulated in
the Employment Information area.

12. Click Proceed to Form I-9 Completion.

For International Hires/Student Visas:

o 1-20: Select Foreign Passport, then select the The Employee has presented a Student Visa box and
enter the Student Visa type.

o 1-94: Select Foreign Passport, and the I-94 document section appears. Select The Employee has
presented a Student Visa box and enter the Student Visa type.

The Visa number can be found in the employee’s passport. For further information about Student Visas, refer
to the USCIS website: https://www.uscis.gov/i-9-central/complete-correct-form-i-9/complete-section-1-
employee-information-and-attestation/foreign-students
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Note: For questions about where to find document information, contact U.S. Citizenship and Immigration

Services (USCIS) at 888-464-4218.

13. Enter your Full Name — the email address will be prepopulated and validated upon submission.

14. Read and check the four attestation statement checkboxes.

15. After you ensure all information is populated correctly on the form you can sign electronically. Click the
E-Sign, Save & Run E-Verify button to finish. The Form I-9 is electronically stored in HireRight.

E-Sign, Save & Run E-Verify

The applicant is required to provide either one document from List A, or a document from each List B and C.

Note: After you electronically sign, the E-Verify process begins and the following actions will occur:

¢ Employee data is automatically sent to the Department of Homeland Security (DHS) for verification.

e The DHS responds with a case number:
o Areport displays a unique DHS case number and status.

o The DHS typically responds within five minutes with one of the following results:

Tentative Non-Confirmation (TNC) — requires additional steps for verifying the
employee’s authorization to work.

=  Authorized.

You will see the following screen appear showing the results of the E-Verify check:

Help | LiveChat (=) Print

1-9 Employment Eligibility Form
Thank You
Thank you for your submission for

Order Details
Electronic 1-9 Form Created Successfully
E-\Yerify Case Status 53A Tentative Non-Confirmation

View E-Verify Report View I-9 Form Close Window

For more information about the results, see the Receiving E-Verify Results section.
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Uploading Supporting Documents

Scanned images of Form I-9 supporting documents (such as images of Social Security cards) can be stored in
HireRight. Check with your campus HR for specific processes and policies.

Note: The documents you upload must be PDF documents.
1. Login to your account and click Manage 1-9 Forms.

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

Random Tests Y Pk

Employment Applications Reassign

I-9 Forms Re-verify I-9 Form

- Manage -9 Form | Manage Supporting Docs
-+|-9 Forms Settin Resolve Case

-+ Delete I-9 Forms Send Form 0
o E-Verify Report

View Audit Trail

Correct I-9 Form
Re-submit Case

Delete I-9 form

Flag »

The Upload Supporting Documents page appears.

3. Click Choose File to locate and select the file you want to upload from your computer.
Note: Only PDF files may be uploaded.

4. From the Document Type menu, indicate the type of document you are uploading. (U.S. Passport
shown.) If the document type you are uploading is not listed, select Other Document and type a
description in the Document Description field that appears.

5. Click Upload.

6. When you are finished, click Close.

1-8 Employment Eligibility Form

Upload Supporting Documents

document slorage. This process
it will appear in the lsL

File To Upioad: Choose File | Mo file chosen

Dacument Type .5, Passport it
Upload

List of Supporting Documents £ Relr

Close
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Accepting Receipts for Lost, Stolen or Damaged Documents

If an employee is unable to present required documents, the employee can present an acceptable receipt in
lieu of a document from the Lists of Acceptable Documents.

This option only applies to a receipt that shows the employee has applied to replace a document that was lost,
stolen, or damaged per USCIS guidelines. You can click the Information on Receipts link displayed on the
left side of the page in Section 2 or Section 3 for additional guidelines provided in the M-274 Handbook for
Employers.

Receipts for a replacement of lost, stolen, or damaged documents can be presented by all employees.
A receipt fulfills the verification requirements of the document for which the receipt was issued (can be List A,
List B, or List C) and is valid 90 days from date of hire or, for re-verification, the date employment authorization

expires. At the end of the receipt validity period, the employee must present the actual document for which the
receipt was issued.

If an employee presents a receipt meeting the above requirements:

1. Select The employee has presented a Receipt for the replacement of a lost, stolen, or damaged
document check box for the List A, List B, or List C document that was presented by the employee.

List A ListB&C

Document A

Empiloyers or fheir authorized representative must complete and sign Section 2 within 3 business days of the employee’s first
day of employment. You must physic ally examine one document from List A OR examine a ¢c ombination of one dot ument from

Lizt B and cne document from List C as ksted on the "Lisis of Acceptable Documenis® on the next page of this form. For each
document you review, record the following information: dot ument title, Bsumng authority, document number, and expiration
.-13-.; if""""
date, if amy.

o ¥, The Employee has presented a Receipt for a replacement of a lost, stolen, or demaged document
The receipt is valid for 90 days from the date of hire

Doc ument Type

U.S. Passport V.
Document Titke U.S. Passport N
o | certify that the doc ument title entered matc hes exactly to that of the doc ument presented. ®
Issuing Authority * L. 5. Department of State ¥
o | cerify that the issuing authority entered matc hes exactly to that of the document presented. *
Document # * 12345678

Expiration Drate (if any ). *

Complete the rest of Section 2, electronically sign, and click Submit.
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E-Verify

HCM Step-by-Step Guide

At this time, HireRight starts a timer. The employee now has 90 days to
bring in a hardcopy of the original acceptable document.

After 60 days, HireRight sends you an e-mail reminding you that the
employee has 30 days remaining.

If your company participates in E-Verify, and if the employee presents a
receipt showing they applied to replace a document that was lost,
stolen or damaged, a case cannot be created in E-Verify. You must
wait until the employee presents the actual document for which the
receipt was presented before you can create a case in E-Verify for the
employee.

2. Notice that when you view the Electronic Form I-9 (by clicking the Print/Download button) you'll see the
word RECEIPT in red, indicating that a receipt was accepted in lieu of an original. The expiration date
that appears is the expiration date of the receipt (90 days after the employee’s start date).

Section 2 Review & E-Sign

Section 2. Employer or Authorized Representative Review and AVarificgtion

tat

te and sign Section 2 within 3 business days of the empioyee's lirst day

Hative n

- 18t L yination of one document from List B and one
document from List C as listed on the "Lists of Acceptable Documents
tizenship/immegration
Employee Info from Section |LastN Family Nam First Name (G Name MI Status
List A OR ListB AND ListC
Identity and Employment Authorization Identity Employment Authorization
Document Title Document Title Document Title
U.S. Passport NA N A
Issuing Authont ving Author Issuing Aut t
U.S. Department of State N‘A NA
Document Number ument Numt D 1 umber
B123456 RECEIPT o N/A NA
Expiration Date (If / Expiration Date (if amy j(mm Expiration Date (if amy)(mn
01/01/2027 NA N/A
~ QR Code - Sections 2& 3

3. When the employee presents the actual document, use the Correct 1-9 Form command to open
employee’s 1-9 Form and correct Section 2.
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Note: The Corrections User Permission must be enabled.

Screening Manager

& New*

Current User -

' First Name

/~ Print/Download

Sent to Employee Pending Employer Completed

Manage |9 Forms x

L_g Additional Columns ~

Last 90 days ~

Last Name

E-Verify Tentative

SSN

Jesse Gaynor

View,

Reassign

Re-verify 1-9 Form
Manage eTNC Process
Manage Supporting Docs
Refer Employee

Close Case

Send Form

Start/Termination Dates
View Audit Trail

Delete I-9 form

Flag »

A

pd

HCM Step-by-Step Guide

4. Select the Actual document presented check box and enter a new Document # (number)

and Expiration Date. Then click Next.

be presented.

ListA ListB&C

e 1 Document A
: NOTE: A red message :
1 will |nma||y be d|sp|ayed' | Employers o ther authorized representative must complete and sign Section 2 within 3 business days of the employee's first
I i d . th th day of employment. You must physi ally examine one document from List A OR examine & combnsation of one dotument from

in |cat|ng at the I List B and one document from List C as Isted on the "Liats of Acceptable Dotumenis” on the next page of this form. For each
: Systefn is Sti" waltlng for : :g:;:p:: you review, record the following information: document fitle, ssuing suthorty, document number, and expiration

A Yy

| an actual documentfo
|
|

l » The employee presented a RECEIPT on Section 2,
Please select the checkbox belo&e the employee presents the actual document.

W2 Az tual doc ument presented

Document Type: * US Passport

Document Title *

U S Passport

| | cerlify that the document litle enfered matzhes exaclly to that of the doc ument presented ™

Issuing Authoriy * U.S Department of State v

| | certify that the ssuing authority entered maiches exactly to that of the document presented. *
Document #: * 12345678

Expiration Date (f any). * 01 | /o2 ', 2025
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5. Review the information on the Correction Review page, which displays the old value and the new value,

indicating your changes.

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

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

Correction Review

Correction Review

Please review the changes you have made carefully. Once you are sure you want to ac ¢ ept these changes
and update this -8 form, click Submit Changes. If you do not wish to commit these changes, click Cancel

If you wish to go back to the previous page and update your comrections, click on menu to the left

Field Oid Value New Value

Document A: Receipt Presented Receipt Doc ument

Reason/Change Summary™

Document A Expiration
Date(U.S. Passport

08/232016 010272025

Submit Changes o Save and Run E-Verify

Cancel

The Electronic Form I-9 will also be updated. The red RECEIPT indicator will be removed, and the new

expiration date will be included from the actual document.

Section 2 Review & E-Sign
Section 2. Employer or Authorized Representative Review and Verification
u’:mr"r‘yev’s or theiwr authorized representative must compiete and s\gn Section 2 within 3 business days of the employee's first day
of empioyment. You must physically examine one document from List A OR a combination of one document from List B and one
document from List C as lsted on the "Lists of Acceptable Documents ")
Citizenship/immigration
Employee Info from Section |Last Name (Fomilv Nowe) First Name (Given Nome) M1 Status
1:
ListA OR ListB AND ListC
Identity and Employment Authorization Identity Employment Authorization
Document Title Document Title Document Title
U.S. Passport N/A NA
Esswung Auothonty Issuing Authonty [ssmang Avthonty
N/A NA
Document Number Document Number
NA N/A
Expiration Date (if any ymm dd yy3y) Expuration Date (if any st/ ded y ) Exparation Date (if sy )i/ dedyya
01/01/2027 N'A N/A
Dacument Title Addtianal Infarmation QR Code - Sections 2 & 3
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The 1-9 Audit Trail will record everything that is required by USCIS to correctly document receipts for lost, stolen,

or damaged documents.

19 Farm Anrctaticrd Noled Al Tradl

1-8 Employment Eligibility Form

Below you will find the st of actions and amy ¢hanges made for this |-8 form
Darte Actson
DT2TR2006 11.50:45 PET Section 1 Submitied
CT2TR2016 1507 38 PET Section 2 Submitied
12016 2:40 PST Form Cosrections Section 2

Field
Dozument 4: Receipt Presenied
Document 4: Expiration Date

DE/D1/2016 10:33:20 PST Mecte Bddid

Frint

Close

Wihio

John Maare (New Hire)
MMDD 1]
P Address

Annabelle Les

ress

Change Summary

pcument replaced

nesw exp. date

Annabelle Lase
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Receiving E-Verify Results

This section provides information about the E-Verify process that occurs after the Form 1-9 is submitted. Once
you complete Section 2 of the Form I-9 and submit it with an electronic signature, this process is initiated
automatically.

To complete the E-Verify process you will need to confirm the results that are returned. E-Verify will respond
with one of two types of results:

o Tentative — requires additional steps for verifying an employee’s authorization to work.

e Final — E-Verify has made a final determination status.

Possible Status Values

e Final — Final statuses indicate whether the employee is legally authorized to work in the United States.
The employee will either continue to work or be terminated based upon a final status.

o Employment Authorized

o DHS/SSA Final Non-Confirmation

o DHS/SSA Employment Non-Authorized
o DHS/SSA No-Show

e Temporary — A temporary status does not mean the employee is not authorized to work. Temporary
statuses require additional action from the employer to address the status with the employee, and the
employee must then follow up with DHS or SSA. The employee can continue to work while the
temporary status is being resolved.

o DHS/SSA Tentative Non-Confirmation
See Handling a Tentative Non-Confirmation Status for more information.

o DHS/SSA Tentative Non-Confirmation — Photo Mismatch
See Using the HireRight E-Verify Photo Matching Tool for more instructions.

o DHS/SSA Verification in Process
This status means that additional time is needed from E-Verify to provide a final status. No action
is needed on your part at this time in the process.

o DHS/SSA Case in Continuance
This status means that additional time is needed from E-Verify to provide a final status.
No action is needed on your part at this time in the process.

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

Note: If the status is Temporary, see Handling a Tentative Non-Confirmation Status and contact your
campus HR.
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Using the HireRight E-Verify Photo Matching Tool

As mandated by the U.S. Department of Homeland Security, all users using the HireRight E-Verify solution are
required to use the E-Verify Photo Matching Tool to conduct an E-Verify photo match when certain documents
are provided. The HireRight E-Verify Photo Matching Tool lets you verify that the photo displayed in E-Verify is
identical to the photo on the document that the employee presented to you in Section 2 of the Form [-9. Once
E-Verify is initiated, a window will appear that prompting you to compare the photo on the employee’s
documentation with a photo displayed in the HireRight E-Verify page. This helps ensure that the documents
provided are valid.

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

e U.S. Passport or Passport card
e Permanent Resident Card (Form I-551)

¢ Employment Authorization Document (Form |-766)

LIStA ListB & (

Document A

U.S Department of State v

ont & * 123456785
10 2020

’ This document is subject to E-Verify Photo Matching. You must retain 3 copy of the employee's document

When the employee presents one of the above documents and the Form [-9 information entered by the
employer matches DHS records, the employee’s photo automatically displays on the HireRight E-Verify page
after completing Section 2 of the Form 1-9.

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

Avoiding Discrimination

Employees have the right to present any acceptable documentation to complete the 1-9 Form. Employers may
not require an employee to present a specific document. Employers must accept the documents the new
employee chooses to present as long as they appear to be genuine and relate to the person presenting them.
Otherwise, employers may violate federal law prohibiting discrimination in the verification process.

HCM HireRight Step-by-Step Guide | hcm_sbs-HireRight-FormI-9-E-Verify.docx
15 | Revised: January 14, 2022 | Prepared by: Employee Services



HCM Step-by-Step Guide
E-Verify Photo Matching Process

In the HireRight Form 1-9 and E-Verify interface, photo matching may be required when an employee presents
one of the following documents in Section 2:

e U.S. Passport or Passport card
e Permanent Resident Card (Form I-551)
o Employment Authorization Document (Form |-766)

Note: As of 12/3/2010, Alien number (#) will no longer be accepted as a document number (#) for 1-551 & I-
766, and you must make and retain a photocopy of the 1-766 and I-551 if either of these documents are
presented by the employee.

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 documnent from List A OR examine a combmation of one document
from List B and one document from List C as listed on the "Lisis of Acceptable Documents” on the rlcrl page of this form. For
each document '.-"L review, record the following informabon: doc urncr'1 title, =ssuing authonty, dotument number, and
expiration date, if any

The Emgployes has presented a Receipt for a replacemant of & lost, stolen, or damaged document.

Diocument Tidle: *

U 5. Passpor W
Isguing Authority: * U.5. Department of State v
o | cedify thal the issuing authority entered matches exactly to that of the document presented. *
Document # * 123456789
Expirgtion Date (if any); * 10 10 2020

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

HCM HireRight Step-by-Step Guide | hcm_sbs-HireRight-Forml-9-E-Verify.docx

16 | Revised: January 14, 2022 | Prepared by: Employee Services
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An E-Verify Photo Match is activated once you click E-Sign, Save & Run E-Verify.

Electronic Signature of Employer

First Harme: Kan
Lot My ® Smith
E.mail Aodress smithii@abcco.com

Huodd doem left maowuse bartton ard draw your signature belos

Clear

B CERTIFICATION - | afiesl, under penalty of perury, that (1) | have examined the documents) presented by the sbove.ramed
empicyes. (2} the above-isied documenis:(s) appesr [0 be penuine Bnd to relate to T empioyee named, and (2) to the best of my
incraiedge he employes is sulonized 1o work in the United Sistes. *

@ | certify Tt e information that agpears above on the Form 1B s exactly 83 | entened # in the Employer Review and verficetion
Wvorkshest. *

W | understand Shat | s using slectronic masns o skn this Socement. and | consens b sigaing tis document ssctonizaly.

B | undessiand thed by typing my information abowe, | am cerifying thal | am e perscn identified by this information. and thal my
providing this information and clicking the “Blectronically Sign” bution below will corstiute my electronc signaturs. *

Back E-Sign, Save & Run E-\Verify Dechre

Once the E-Verify check is initiated, a screen will return from E-Verify that includes a photograph (usually
within 15 seconds).

1. Compare the photo displayed by E-Verify to the photo on the employee’s document and determine if
the photos are reasonably identical.

~j=loixl
] SAMPLE RETURNED MESSAGE FROM E-VERIFY (USUALLY WITHIN 15 SECONDS.) =

............................................................................

19 Employment Eligibility Form

E-Verify Photo Matching and Compaison

<. E-Verlfy has retumned a photograph of your new employes edede] edede >

Pease compare the photo dispiryed below trom E-Verity 10 the photo on the document the employee preserted n Secton 2 10 defermine if the
photos are rassonably identical The photos shoukd be identical DUt you $hould take IO SCCOUNt INNOY vanances i shading and deted based LPoN
the age and wear of the document and the quality of your computer display

)o NOT compare 0 e yed by E.Venty (0 the employes areclly - = Step waz eady Com ted dunrg Section 2
Please lote; Do NOT the pihoto displa E-Verity to th x clly - thiz = o et thor) 2

Doss the photograph above match the photogreph on the dgocument presended by the empioyee?™
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HCM Step-by-Step Guide
2. Select Yes or No to the question:

“Does the photograph above match the photograph on the documented presented by the employee?”

e Yes - the photo on the employee’s document matches the photo displayed by E-Verify.

Clothing, hair style, facing direction and appearance on the card should be identical to the photo
displayed by E-Verify.

¢ No - the photo on the employee’s document is not identical to the photo displayed in E-Verify.
¢ No Photo Displayed.
Important: Do not match the photo on the screen to the person; match it to the photo presented.

3. Once you have verified the photograph on the screen matches the photograph given to you,
click Submit.

Expecting the E-Verify Response
Employee data is automatically sent to E-Verify:
o E-Verify will respond with a unique Case Number.
o The E-Verify report will display the Case Number and status.

Note: E-Verify usually provides a response within five minutes.
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Troubleshooting E-Verify

This section provides information about how to handle certain situations that may arise using E-Verify.
What If the Photos Don’t Match?

In the cases when the photo that is returned to you from E-Verify doesn’t match the photo that was given to
you by the employee, you must select NO when prompted “Does the photograph above match the photograph
on the documented presented by the employee?”

Do The phactngragh sbove madch this photograph of Fs Sociament peedented by the empkyee T

Submit

In these cases, E-Verify usually returns a Tentative Non-Confirmation (TNC) for this employee. When you refer
the employee through the TNC process, you will be prompted to send photocopies of the employment
documents and physically mail them to E-Verify. Information regarding what to send, who to send it to, and by
when, is automatically displayed for you when you refer the employee within the HireRight system.

Looking for Document Number vs. Alien Number

The Document Number (shown as Card # on the Employment Authorization Card) is displayed below the Alien
Number. The Document Number should be three letters followed by ten 10 numerals, and the Alien Number is
a nine-digit numeral typically found on the card as A#. As of 12/3/2010, Alien Number will no longer be
accepted as a Document Number for I-551 & |-766.

Document Numbers
PERMANENT RESIDENT CARY
NAME CRITTENDEN, LEE W
INS A# 022.345-679
Birthdate .« Catagory  Sex
10/04/49 P28 M
Q'(' Couniity of Bith

Canada

ARUBEPIRES 14J03/4
Resident SIER " 1961/97

C‘lUSA0223456791EAC97300506329<
4910040M9411014¢C <1

CRITTENDEN<<LEE<W<<<<CCCLKLLLLKL

20000377 A0 000 0 O 0
@ us. Cmunshlg
mnmmuumumm
Thiis document is void If altered, and may be

revoked by the U.S. Government.
The parson identitied I authorized to wark in the U.S. for the valicity of this card.
FORM 6708 Mo (1220008

¥ iound, g v ey US Maltor. USRS Mt s USOR, G Blex 850408, Masoute. TX 79185 1408

IAUSAO000007733SRC0000000773<<
. 27! 2001012M1105108ETHL<<<<K<<<<<4
s s e, O8I SPECIMEN<<TEST<VOID<<<<<LLLLLK
NOT VALID FOR REENTRY TOUS,

\

Note: Images may vary from documents shown here based on document issue date.
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Handling a Tentative Non-Confirmation Status

Before Moving Forward: Identify your campus process for handling Tentative Non-Confirmations.

Most of the time, E-Verify checks come back from the DHS and the Social Security Administration (SSA) with a
status of Employment Authorized. On some occasions, a check will be returned with a status of Tentative Non-
Confirmation (TNC), in which case the employee’s information could not be verified against what was provided
by the employee.

Receiving a Tentative Non-Confirmation Status
1. Login to your account and click Manage 1-9 Forms.
2. Click the E-Verify Tentative tab.
3. Select the employee that has the status of Tentative Non-Confirmation and right-click.
4

Select E-Verify Report from the drop-down menu.

—
HIRE RIGHT

Sereersnyg Marager Manage |9 Foms ®
Q o i ‘g Additioral Calumre T More Options. = iF Bafrash
All Uasrs - Last B0 days Rilreshes
OHE Manager [ — Panding Emgl nlo Pt Panding Photo Madch  Final Men-Corfirmation
» Empkiyment Applicalions ' First Mame L HHII: Click F-Verly Status Wewt Action
& Fomng | rana . el 554 Tenive Non-Comirmation DEEMCTHE Frini and Review THG wilh Employt

-0 Forms SEUI'W‘S
Delete |I-9 Forms

Boe od =111 E54 Tental T 016 Print and Aeview THC wilth Employe

Prini and Aeview THC with Employe

s Ermpbyyment Scraaning

Kanagsmant Repors

Tasl = 554 Tental OiE
Manage Supgorteng Do

Sed3pn

Eafar Emplayes

Price List
Blling Re-wwrity 1-8 Form F

» Account Satup Start/ Termination Dubes o
Compliance Cantral Send Form

» [Forms & Documenis

» Help & Traming

From this page you can review:

o The applicant’s report.

e Details about the DHS/SSA status.
¢ Instructions for resolving the status.
e Copies of the letters that need to be reviewed with the employee.

Report - Dana Demo

Wi Uiploaded Farm
Edit Flan Fialds
Cerract 1-3 Form
Dalstw -3 form

Fimg v

= Background VeriScatons
=Download POF

S Ermploymenn Elagbiity
= English £ Veridy Notices
SSA Temtative Non-Confirmasion Lester
SSA Rederral |oter
DHS Further Action Notice
DHS Rederral Date Confirmation

= Spanish E-Verity Notices
SSA Temtative Non-Confirmation Lemer
SSA Redacral Lutiee
DHS Funther Action Notice

= E-mail Applicants

Miscallsmsous

Casa VeriSication Number Received

1-9 Employment Eligibility

SSA Tenagve Non-Confemation Swuoes Received - Employes Referral Required.

The Cane Verication Nurmber for this semployes s 16 smployment shgitibly check m TSTOOZ19996149X
Plaiio £o16 1hat 3 Case varfBeation mambss #ons does Not INSeata work digtifly

Pending

A status of "SSA Tentative Non-Contrmanon™ has been recewved on this employee foe the -9 employment eigbity check. Piease downioad and
prrt the SSA Tertatve Non-Corfirmabon Letter and Referral and present these documents to the employee to either contest thes status and be
referred to the appropriale agency for resoktion, or agree 1o this status This status sone does nol ndicate that this employee is not suthorized 1o
work in the USA. Thes status ndicates that the employee has an is5ue that needs 10 be resohved with the Soclal Secunty Adminestration in order 10
determine final work authonzabon stabus

Raviewar's Comments
F vy R L oS
< Applicant Reports v Reaponse trom
=WE 260016 5NTWT 16 - 0426 01 DHE 1eaposdes wih G54 TENTATIVE MO MATION The UDesship sintes 545992 ¢ 116 SYrglopee 005 Aot MtIn SS4 (620606 FrSt nérw: Dena. Last sare Dave
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HCM Step-by-Step Guide
Print the DHS or SSA Further Action Notice letters.

Review the DHS/SSA Tentative Non-Confirmation letter with the employee to determine and document
whether the employee wants to contest.

Both the employee and employer must sign and date the letter.
Keep the signed original on file and give the employee a copy.

If the employee does not contest, file the signed Further Action Notice in the employee's file and close
the case.

Closing the Case

1.

2
3.
4

5.

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

Click Close Case.

Select the option indicating whether the employee still works for your company.

Click Close Case.

This formalizes the employee’s choice not to contest, therefore terminating employment.
Employment Eligibility Verification

Close Case

Verification Status ENTATIVE NOM

e e o
ki e oy

Waw Frank

R ki gign

Ra-warnfy 1-9 Form

| age Supporing Decs
Close Case
Feter Employes e ]::

If the employee does contest, give the employee the SSA/DHS Referral Letter. The letter includes
instructions for resolution steps. You must then refer the employee from your HireRight account.
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Referring an Employee

1. From Manage I-9 Forms, select the record and right-click to open the Actions menu.
2. Click Refer Employee.

3. If you have spoken to the employee about the TNC and provided the Further Action Notice, click the
Refer button. The timeline for resolution will now be monitored automatically. At that point, the
employee must take action within eight business days.

I-3 Employment Eligibility Form

Confirm Employes Referral

W B
Faarsign By malesting Rafer bk vou afe indicalng that you Peve spaken b the smlyes aboul this Teataliee Nof
Bmsvarify 1=9 Form onfirmation st nd the employes has been provided the Further Action Hotice. B you hawe not spoken to the

employes, click Cancel
PLars aga- M.mpnr!_ﬁu (=115 ]
i = Selecting Refer below will start the B federal working days the employes ia allowed to make initial comtect
Rl Emplayan
L - -"'} with the S54& or DHS and generate a "Referral Date Confumation” letter. Please print and provide Referral

Fuirehid TaEe Date Confumation letter to the employes

Sand Form
ey Tarranation Dated

i dusdit Teadl

vty Rapast

Comect [+% Foam o » Cancl
Calata B~ Feerr

Flag "

The E-Verify generated “Referral Date Confirmation” letter will appear in a new window.

HireRight prepopulates the Referral Date Confirmation letter with the employee information. Make sure
that you and the employee receive a copy. If the information is not prepopulated, be sure to enter the
information requested before printing.

EVerify &%

Referral Date Confirmation
U.5 Dopar ot y Tentative (OHS TNC)

€ Vertty Cane Varbcanss Nuame:

Fraphryee Nave o

Vins v gloges rwhenrnd piaw b Verby Cate 1o [0 #her pon Deunde] % cartond (abe itin % fesibe | &
DS Tamaive. Karconfiemasion (OHS TNG ) This docement conferms et roor e aas nelermd % OHS
Wl pre shease by

Gl DHS whthvn B Fockrsl Gowarremant werking deys. by (MDDYYYYL 1o Sege fo
swncive Fw DHE TG ¥ you Sarve et recesed B DHE TNC Futher Action Motios o your erpioye:
el yar weymey ety b b T

The DMG THC Fomhar Acton Notce Includes iommaton 300 rou /ety Cane 37 which Soaments
70 Tt e Y0 GITact DHS. Yo Dt fume T DHS TMC Furher ACon Moo when you CORac
o

¥ s M ke s s § Fondir sl Gawninrand werbig Gays ¥y PARTONYYY)
P Nairfrrune wll b Gaom) ww) pas @R Yy v yas weylegeeed | ophomes sl
W yins o cortsl & RS TR wrd ey il ke unrses s agueest o bmene of e DV TG

whike you e corsecting e DG TAC and your E-varly Caus s pendng

Tor Mors bvtorrmasoe

¥ you e Guestiom sbout whet & 00, contect T-Vefly &t S08-807-7 781 (TTY. 877-475-0008) or
ot - aelinn, e ¥ you reed SISESINCE I & MOGUICE Ofr than Eagieh, you may mk e ©
Vemty UM g ey by e e P e blenaten o b Verby Fhedng s (eary
ETEs ar Srogwes mae e e £ vey vatate o was 29 gl ey

Upon successful completion of the referral process (clicking the Refer button), the Referral Date Confirmation
letter will be available alongside the Further Action Notice on the E-Verify report. Checking Your E-Verify Work
Queue in HireRight
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There are two tabs in E-Verify, on the Manage 1-9 Forms Dashboard, from which you can check your pending
verifications: Pending Re-Verify and Pending Photo Match.

................................. Moadid aan-tAfemo Account | Feedback |

i 1-9 DASHBOARD UPDATES i

Screening Manager

Manage 19 Forms

o New ~ ) Print/Download o Additional Columns ~
Currant User - Last 24 hours
Sent to Employee Panding Employer Complated E-Verify Tentative Pending Re-Verify Pending Photo Match Final Noa-Confirmation
P First Name Last Name SSN E-Venty Status Date Start Date
es1_PHOTO test_PHOTO “.0.3123 Pheto Matching Required 22 o
Photo Matching Required

Pending Re-Verify

E-Verify may require you to review and confirm an employee’s data in order to continue processing the
E-Verify check for the employee. This does not occur on every submission, however if it does occur:

1. Login to HireRight and select the Pending Re-Verify tab.

2. Select Re-Verify DHS Information from E-Verify. You are required to review and correct any data
errors and resubmit back to E-Verify.

Screening Manager Manage |9 Forms Search (test_DHS

o Mew = | A= Print/ Download o Additional Columns = ¥ Refrash
Al Usars - Last ¥ days Last Updata:
Zant to Employes Panding Employer  Completed E-Varify Tantative Pending Re-Verify Fanding Photo Match
P Fiest Nama Last Naae SEN E-Vaerify Status Date + Requestor Type
Smith Bok st 1411 DHS Re-verily Requined 1200372010 1. Motifications 15 Form
Wiew/Print
Rasigign

Fasvarify 1% Form

Manage Supporting Docs

Re-Verify DHS Inforrmmation for E<Verify

Close Case

Sand Formn
StartTarmination Dater
Wikw Budit Trail

E-Varify Rapork

Correct 1-% Form

Dalata -9 form

Flag 3

Pending Photo Match

Uploading large documents can cause an upload to timeout and E-Verify may experience problems returning
the photo. A message regarding the timeout is displayed on the Thank You page. In order to continue
processing the E-Verify check for this employee, right click and select Confirm E-Verify Photo to view the
photograph and confirm whether the photo matches the photo your employee presented on his/her
documentation.
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Receiving a Photo Tentative Non-Confirmation

Sometimes you may get a status of SSA TNC/DHS TNC — Photo Mismatch from E-Verify. Follow the same
steps as any other TNC. In addition, you will need to mail a copy of the employee documents to E-Verify.

1-9 Employment Eligibility Form

Coafirm Employee Referral

Mail Copy of Employee Documents 10 E-Verity

Using Resources from the USCIS Website

A photo displayed in E-Verify should be compared with the photo in the document that the employee has
presented and not with the face of the employee.

Following Photo Matching Requirements (Employer’s Responsibility)
If an employee presents a Permanent Resident Card, Employment Authorization Document as the verification
document, you must make a copy of that document and keep it on file with Form [-9.

If the photo displayed on the E-Verify screen does not match the photo on the employee’s document, the
employee will receive a DHS Tentative Non-confirmation (TNC) and must be given the opportunity to correct
the problem. If the employee chooses to contest the TNC, the employer must mail a copy of the employee’s
document to DHS via express mail at the employer’s expense.

Avoiding Discrimination

Employees have the right to present any acceptable documentation to complete Form 1-9. Employers may not
require an employee to present a specific document. Employers must accept the documents the employee
chooses to present as long as they appear to be genuine and relate to the person presenting them. Otherwise,
employers may be in violation of federal law prohibiting discrimination in the verification process.
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