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HireRight: Step-by-Step Guide

Reverifying Employment Authorization (Section 3 of the Form 1-9)

An Employment Eligibility Verification Form 1-9 may need to be reverified in the following situations:
¢ An employee who has a name change.
o An employee’s work authorization documentation has expired and requires updating.
e An employee is rehired within three years of when the Form I-9 was originally completed.

Note: If the Form I-9 was not initially completed electronically, the paper form may be scanned to an image file
and uploaded to the HireRight system. Once complete, you can perform an electronic reverification as
described below.

To reverify an employee’s employment authorization:
1. Find the employee whose Form I-9 needs to be reverified.

2. Right-click the employee and choose Re-verify I-9 Form.
Or, select the employee and then choose Re-verify 1-9 Form from the More Options menu on the

toolbar.
Screening Manager Manage I-9 Forms

o MNew ™ "¢ Additional Columns ~ More OptionsF
All Users - Last 90 days - View
Sent to Employee Pending Employer Completed Send Form ntat
E-Verify Status ¥ First Name Start/Termination Dates
Employment Authorized Diane E-Verify Report
Employment Authorized Joel Manage Supporting Docs
Employment Authorized Lara Reassign
Employment Authorized Christopher Re-verify I-9 Form
Employment Authorized Joshua Correct I-9 Form
Employment Authorized Alexander Delete I-9 form
Employment Authorized Macy Flag »
S5A Employment Authorized Nina
Employment Authorized Derek
SSA Employment Authorized Sharon
Employment Authorized Stacy

The Updating and Reverification screen is displayed.
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Note:

HCM Step-by-Step Guide
Some accounts display an option box at this time, asking whether you want to send the form to a hiring

manager or complete the form yourself. This is a custom feature, so not all users will see this box
display. After you make your selection, you can continue as described in the remaining steps.

Under Purpose of Reverification, select the reason for reverifying the Form [-9.

|'ﬂ Save Form g Print | Clear Form | Help | Live Chat Cancel & Discard
EMPLOYMENT Section 3 - Reverification and Rehires Worksheet
ELIGIBILITY
VERIFICATION Fields marked with an * are required

Updating and Reverification

Worksheet
Section 3 Review and E-Sign

To be completed and signed by employer or authorized representative

Purpose of Reverification

X ] Employee Name Change
(| Employee Rehire
O Employee Work Authorization renewal

Proceed to Form |-9 Completion

2 | HCM Step-by-Step Guide | hcm_sbs-HireRight-Reverify-Employment-Authorizaton.docx
Revised: January 11, 2018 | Prepared by: Employee Services



4. Enter updated information.

HCM Step-by-Step Guide
5. Select the | attest... box.

6. Click Proceed to Form I-9 Completion.

Employee's New Name
Last Name:

First Name:

Middie Initial:

Date of rehire

Date of rehire:;
Document

List A ListC

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

O e Employee has presented a Receipt for a replacement of a lost, stolen, or damaged document
Document Title: *

Click here to select Document Title
Document & * .

)

Expiration Date (if any): *

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

appear to be genuine and to relate to the individual, | certify that the information entered above can be
used to complete Section 3 of the Form |-9. *

I Proceed to Form -9 Completion |
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7. Fill out the section, Complete and Electronically Sign Form I-9, Section 3.

8. Provide the name of the authorized representative signing the form.

9. Read and select each of the certification boxes.

Complete and Electronically Sign Form I-9, Section 3

Fields marked with an * are required

Section &’Won and Rehires (7o be comploted and signed by employer or authorized

A. New Name (f applicable) B. Date of Rebire (f gpplicobie)
Last Name (Fawily Name) lsz Naroe (Grven Name) I).b.ii}: Tratia] Date (meme'ddany)
05/01/2017

= the space provaded
Document Title Document Nursber Experaticn Date ({f argy)(mow'dd 300y,

C.!f&-zplo\vnwrwmdmnhnmuhm&wﬂﬂhmh&m«rw
Jthaat authorizaton below.

| attest, under penaity of perjury, that to the best of my knouﬂedoe. this employee is authorized to work in the
United States, and if the s), the t(s) | have appear 10 be
genuine and to relate to the -r\dmdual

Sugnature of Emplover or Authonized Rrwmrm1 Today's Date (mw @303 Name of Ensployer or Authorized x.,xmmu-.1

Electronic Signature of Employer or Authorized Representative

First Name. *

Last Name *

E.mail Address

TIOI0 GOWN JEM MOUSE DUTION BNQ Graw your SIGNITUIe DEIOW

Clear

e
0 CERTIFICATION - | atfest, under the penalty of perjury, that o the best of my knowledge, this employee is
uthorized 10 work in the United States, and if the employee presented document(s), the document(s) | have

xamined appear 10 be genuine and 10 relate 10 the individual. *

certify that the information that appears above on the Form 1.9 is exactly as | enlered it in the Updating and
Reverification Worksheet *

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

understand that by typing my information above, | am ceriifying that | am the person identified by this
Information, and that my providing this information and clicking the “Electronically Sign” button below will
my electronic signature. *

Back E-Sign & Save Deciine

10. Click E-Sign & Save.
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