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Accessing I-9 and E-verify Features

HireRight provides access to our system for managing more complex tasks, reporting and account
management. Log in to your HireRight account to utilize the full features of the solution.

HIRE RIGHT"
Note: some customers may initialize the 1-9 form 3
and complete from an outside system. o -

Navigation Remambermy Company 1D ad Use e

Click I-9 Forms on the left.

— Select Account: | ABC Company v Dan Doss, | Sign Out
HIRE RIGHT Data Location: United States @)

Screening Manager

E.0, Joo, Jo%, ab-1234567| NGl Orders and Reports Maximize £ Refresh Announcements
m 4] Advanced Download
~ -9 Farms Current Aczount__ v|  [Curvent User v] [last7days  ~ Refreshe: Welcome to
Manage |-9 Forms Invitations  Not Submitted  In Progress  Pending Adjudication  Completed  Cancelled - leenght Global
Delete |-9 Forms P Last Name First Name Request Date Status Requestor 3
My Collection Sites New 4, 2019 Update - Summit County, OH (Criminal) - Public
. Record Service Delay Notification
» Employment Screening Now 4, 2019 Update - Public Record Service Delay Notification
Management Reparts N OTE . for Galifornia inamu@m and Wildfires
Price List If your account is used for background checks T eord Senis Doty Natfvatim e
S and I-9 form completion, the Screening Manager B et it ol
» Data Contributions . . . . . [ Hindnba  ©1 Parnrin Caiinke ©A IORCAE A Fis i)
Managed Accounts dashboard will allow right-click capability to Invite
Account Selip Employee. You will see a blend of Background LD
Compliance Central - H H Crystal Calitn 38 HE-072919-E398 1 day ago
| rome & Documents and_ I-9 form records here, if you have permission ot ok ot L0 S e oo
 Guideines to view both types of records.
» ol & Tinng View the TYPE column to distinguish these
® © records.
| -"j - All other I-9 tasks are done in Manage 1-9 Forms.

» ONLINE TRAINING
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Click Manage 1-9 Forms to open the Manage 1-9 Forms dashboard.

[
HIRE RIGHT
Screening Manager COVID-19 Affecte
Eg, Jos, Jo%, ab12 P New ~ ~d Additional Columns
Al Users Last 7 days

~ |-8 Forms

Sentto Employse  Pending Employer | Completed

<

Manage I-8 Forms
1-9 Forms Settings
Delete I-9 Forms
Start/Termination Date Batch

» Employment Screening

Management Reports
e I-9 status tabs
Biling
» Account Setup
Compliance Central
» Forms & Documents

» Help & Training

® o
Jd e

* ONLINE TRAINING

E-Verify Duplicate

Manage I-9 Forms x

E-Verify Tentative  Pending Info Review  Pending Photo Match

E-verify status tabs

| Sign Out
Data Location: United States @)

¥ Refresh
Refreshed 20 seconds ago

Final Non-Confirmation -
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Inviting the Employee to Complete Section 1 of the Form 1-9

NOTE: HireRight can enable up to four features for Form managing your I-9s in one online system.

-—

Invite Employee: Used to send an emailed invitation to the employee to complete Section 1.

2. Invite Employee — Remote Order: Used to send an emailed invitation to the employee to complete
Section 1 and queue our vendor, N3, to schedule a face-to-face appointment with your employee to
complete Section 2 on your company’s behalf.

3. Kiosk: Used when employee either accesses personal email at work or needs to complete the form
onsite.

4. Upload I-9 Form: Used to upload and store a completed paper I-9. Creates an electronic record

which now has the benefit of automated reminders, reporting and storage with your electronic 1-9

records.

Invite Employee
1. Click the New pull-down menu on the Manage 1-9 Forms dashboard.

2. Select the Invite Employee. < jnen ] J Additional Columns *
3. Complete Required fields and click Submit. Note: Fields .
. . . A Invite Employee -
are required unless specified as optional. E-Verify Check
| Completed
Upload I-9 Form for Employee
E Name

Kiosk

-9 Employment Eligibility Form

Employee Information

It is recommended to
include the start date
enabling HireRight to
automatically send

additional reminders.

~ Seluct From Ust -

Select From st -

Select From Uist .
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4. A confirmation message displays indicating the email was sent. Close window.

1-9 Employment Eligibility Form

An email has been sent to the employee.
You will be notified by email once the employee has completed Section 1 of the I-9 form. At any time, you can check the status of the I-9 form under the Manage I-9 Forms menu item.
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Invite Employee — Remote Order

1. Click the New pull-down menu on the Manage -9 Forms Bl 'g Additional Columns ~
dashboard. A Invite Employee
3 Invite Emqployee - Remote Order
2. Select the Invite Employee — Remote Order. ; pmpleted
E-Verify ck [
3. Complete Required fields and click Submit. Note: Fields Upload:I-9 Fdrm:for. Employee

are required unless specified as optional.

Employee Information First Name

Enter the employee’s first name. The employee's first name s his or

Some examples of correctly entered first names include Jessica, John-Paul, Tae Young, D'Shaun, Mai

Enter the
emp|0yee’s f| rSt Last Name
name, Sl

Examples of correctly entered last names include De La Cruz, O'Neill, Garcia Lopez, Smith-johnson, Nguyen,

last name, and
email address.

E-mail Address

Enter the employee's e-mail address to send an invitation email to. Use one of the valid formats:

» user@domain.com or
gle-letter second-level domain) or
(two-letter second-level domain),

« user@qq.domain.

Enter the
MOBILE Country ode
phone number for usAm .

the employee.

Telephone Number

Employee Start Date

‘We cannot accommedate remote orders with less than 5 business days until the start date.

Start date is Month
requ|red| — Select From List - -
Remote orders B

- Select From List - -

with less than 5

business days
until the start date

Invitation to new hire can be customized once, or it can be saved as a template for all users in the

aCCOITImOdatEd. account going forward.

Default Remote Invitation Letter HTML v

Year

— Select From List - hd

Message Template
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Employer Information Employer's Business or Organization Name

e

Emp | oyer Employers Business or Organization Address (Street Number and Name)

Business st ' i

Information that 123 Main st

will appear on GiyorTown

Section 2 of the I- e e v

9 is displayed Thousand oaks

and may be sis

updated, if

desired.

California -

ZipfPostal Code

Enter the S-digit ZIP code for the Employer's Business ganization Address

91320

Notification Options
You may select another user to be copied Hohcaton Satins Inated by HireRigh HirRight Trlning(automatcaly recefes 3
on notifications. By default, the initiator

receives Notifications.

An additional Certification remark will need e

to be checked when you select Remote Certfication e above e il s been mace s cepted 3
job at the company listec

Order. s Al i e 0 A EOTAY G

address be used in completing this I-9 form.

Click Submit to send the invitation to the “
employee.

Confirmation message of email sent.

Click Close to return to the Manage 1-9 Forms dashboard. (Note: Remote Order is not currently available with
integrations)

I-9 Employment Eligibility Form

An email has been sent to the employee.
You will be notified by email once the employee has completed Section 1 of the I-9 form. At any time, you can check the status of the 1-9 form under the Manage |- Forms menu item.
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Check the Remote I-9 tab of the 1-9 dashboard for the current status of the Employee’s |-9 form. Right-
click to Resend to Employee, if applicable.

HIRE RIGHT"
=
Screening Manager COVID-19 Affecte Manage |-9 Forms x
Q o New ~ |- Additional Columns *
All Users .| [lastoodays - Refres
DHS Manager .
Sent to Employee pending Employer  Completed  E-Verify Duplicate  E-Verify Tentative  Pending Info Review  Pending Photo Match  Final Non-Confirmation
+ 1-9 Form
9 Forms Status t Name Last Name SSN Date Next Action
Manage |-9 Forms 097202021 Complete Section 1

Sent to Employee Test Test
Delete I-9 Forms

Start/Termination Date
Batch

1-9 Employment Eligibility Form
Employee Infa First Name

Last Name

festiest
E-Mail
jrdelosreyesShireright.com
Notification @ send message template
Send text

Message Ter

Default Invitation Letter
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Invite Employee | Additional Features

Hiring Manager

This feature allows you to designate a non-system user access to complete Section 2 for the employee. If
you or another system user will be completing Section 2, leave these fields blank.

NOTE: You may delegate the authority to complete Form 1-9 to a responsible agent, however, you will
retain liability for any errors.

~ Hiring Manager (Optional)

You can use this feature to grant ene-time access to an individual to sign Section 2 for this employee.

First Name
Last Name

E-Mail

Notification Options
If you would like to add someone from your account list of users who will receive notifications, you may
click the Add Users link and make a selection from the list of users in your HireRight account.

~ Notification Options

Initiated by Kari Talmadge (automatically receives all notifications).
Add users who will receive copy of notification letters (Optional).
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Invite Employee — Upload Documentation

1. Click the New pull-down menu.

2. Select the Invite Employee — Remote Order.

Reassigh Requestor

Right-click on record to reassign to another account user. The newly assigned user will receive all further
notifications related to the Form 1-9.

Screening Manager Manage 19 Forms % Reassign x

1-9 Employment Eligibility Form

Employee Test-Kari Test-Talmadge ()
Initiating Requestor Kari Talmadge
Created 06/16/2020

Reassign Requestor

Reassign to M
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Kiosk i | | Print | Additional Columns ~

1) Click the New pull-down menu. A Invite Employee -
2) Select Kiosk. | E-Verify Check Completed
[‘ Upload I-9 Form for Employee

{ Kiosk

The reusable URL can be accessed via a desktop shortcut, browser bookmark or email.

1-9 Employment Eligibility Form

The kiosk link for this account is located below. You may either click on this link to launch the kiosk website, or email the kiosk link to save for future reference.

https:/fows01 hireright.com/iSk2in.htmI?kiosk=2A0ESBA3ASFDIFC41D1205ACADEG4BDF

User Information First Name:

Last Name

E-mail Address

Notification Subject

‘ 19 2020 Version Test -9 Employment Eligibility Kiosk Link |

Text

Dear <-MNAME->,

Below you will find a link to the 1-0 Employment Eligibility Kiesk page for <-ACCOUNT NAME-->, This kiosk page
may be used to allow employees to self register and complate Section 1 of the I-9 form.

This kiosk link may be emailed. stored in your browser. or stored as a shortcut on your desktop for easy access.

All special tags like <~PASSWORD-2, «--LINK-—= =tc viill De substizuted oy tne real valuss.

NOTE: All notifications will be directed to the Super User until another person takes any action with the 1-9, such
as Section 2 completion.
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Employee Experience for Section 1 Completion (Emailed Invite)
The employee fills in the required information, checks the required authorization checkboxes, provides
and electronic signature, and submits it to the HireRight system.

Following is an example of what that process looks like.

Employee Email Access

Employee uses the emailed information to access and complete Section 1 the Form 1-9.
Thu 11/5/2020 €:24 PM
HireRight Customer Support <noreply@hireright.com>

1-9 2019 Version Test Employment Eligibility {I-9) Form

To DelosReyes, R

—_
HIRE RIGHT ABC COMPANY LOGO

We are here to help you get hired.

Dear John Doe,

All new employees are required by federal law to complete Section 1 of an -9
Employment Eligibility Form by the first day of work for pay. Employees may
complete Section 1 of the I-9 Form at any time between acceptance of a job
offer and the first day of work for pay. Please complete your -9 Form as soon
as possible by going to the online portal listed below.

Questions about the I-8 Form

If you have additional questions about completing the 1-9 Form, please contact

customerservice@hireright com or call one of the numbers listed here_

Sincerely,

I C
F g pport
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Login: Employee will be prompted to create a unique password for security and privacy purposes.

HIRE RIGHT" | App

Test Test

A warm welcome from HireRight.

Let's set up your account. All fields below are required.

Create New Password Enter Password

Your password requires:

1 Upper case letter
1 Number
more than 7 characters

e

Confirm Password

¥ Passwords match.

P Would you like to subscribe to text messages for notifications and
Text Notifications password resets?

Q ves

1acknowledge and agree that T may receive texts for notifications and
password resets, and that standard data and text charges may apply.

@® No

Twould like to receive emails only for ntifications and passwerd resets.

:

Copyright © 2004 - 2021 Hirel C. All Rights Reserved. Privacy/Security

Employee will need to click the link to access the 1-9 form.

HIRE RIGHT | Applicant Center

Log out

ABC COMPANY LOGO

Your application is incomplete.

We need the following information from you to proceed:

° 1-9 Employment Eligibility Form
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Employee I-9 Kiosk Access
The kiosk provides the employee access to a registration page.

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

The next page addresses the employee experience for Section 1 completion.

HIRE RIGHT" | Applicant Center

1-9 Kiosk

Create Account Log In

Welcome to HireRight! Please complete the information below and register in order to complete your online 1-9 form.
Already have an account? L now.

Legal First Name *

Legal Last Name *
E-mail Address *
Confirm E-mail Address *

Password *

Mus

Confirm Password *

Would you like to subscribe to text messages for notifications?

O Yes, 1acknowledge and agree that I may receive texts for notifications, and that
standard data and text charges may apply.

© Mo, Iwould like to receive emails for notifications and password resets

Verification Code *

YszVZi

Copyright © 2004 - 2021 HireRight. LLC. Al Rights Reserved. Privagy/Security
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Form 1-9 Completion: Section 1

Form Preparation:
Built-in 1-9 Form Instructions, List of Acceptable Documents and Information on Receipts can be viewed
before completing Section 1.

Indicate if the form is being completed by an individual other than the employee. Click Next to proceed to
the Employee Worksheet.

HIRE RIGHT " | Applicant Center
Log out

1-9 Section 1 Live chat Help Print

Individual Preparing Form

Al fields are required

USCIS Links Below are links to official USCIS webpages that will always have the most
up to date information,
1-9 Form Instructions
List of Acceptable Documents

Information on Receipts

Is this form being prepared by an Yes
i ?
individual other than the employee? Please use this option for “Minors™ and "Special Placement” situations as wel

No

NEXT

| SAVE |

Copyright © 2004 - 2020 HireRIght, LLC. All Rights Reserved. Privacy/security
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HIRE RIGHT | Applicant

1-9 Section 1 livechat Help Print
b Individual Preparing Form

Employee Information Worksheet

A ek ace required

Employee Information Worksheet

Name of employee Legal irst name (given name)

Name of Employee

Jonn

Legal last name tamily name)

Full Legal Name, including Legal Middle Initial,
if applicable. If not, click NO.

Do you have a legal middle infial

Other Last names used, if applicable.
If not, click NO.

Employee home address

Employee Home Address

~ select From List -

Street number and

Employee Home (physical) Address.

- Pléass select country - -

2Ip Code

Encer your S-igrc 5. 15 code, S~ Mexican postal cods, or S-dige Canadian posca!
casle (e, HOH GHO) 1 e el

Date of birth Month
D t f B H th ~ seloct From List -
oay
~ Salect From List -
vear
— Select Fram List - -
Email address Woid you llke to provide your email address?

Email Address, optional

Telephone number Waid you ke ta provice your (elephone number?

Phone Number, optional R S —

2 nat enter jour telzgnana

Click Next to continue. [ s

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
warrant any statements in these materials. HireRight's products and services are provided under the terms and conditions of HireRight's screening services agreement and any
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Citizenship or Immigration Status

Employee selects a Citizenship or Immigration Status.

Note: Provision of Social Security Number by an employee is ONLY required for customers who use E-
verify. Employee clicks Next to proceed.

HIRE RIGHT ' | Applicant Center

1-9 Section 1 Live chat Help Print

» Individual Preparing Form

£ § |

Citizenship or Immigration Status Worksheet

All flelds are required

What s your citizenship or immigration status?
Status

Select your citizenship o Immigration status.
@ Acitizen of the United States
A noncitizen national of the United States
n nationals of the United State are persons born in American Samos,
former citizens of the former Trust Territory of the Pacific Islands, and
certain children of noncitizen nationalz barn abroad.
A lawful permanent resident
A lawful permanent resident iz any person who iz not a UsS. citizen and wha
resides in the United States under legally recognized and lawfully recorded

residence as an Immigrant. The term "lawful permanent resident”
Includes conditional residents.

An alien authorized to work

Any person who is not a citizen or national of the United States or a lawful
permanent resident, but are authorized to work n the United States.

Enter your SSN
Social Security Number

Please enter your SSN again

Copyright © 2004 - 2020 HireRight, LLC. All Rights Reserved. Privacy/Security

Note: If there is flex field(s) configured to be provided by Employee, then they will be shown on an
“Additional Information” page after “Citizenship” page.
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Employee Upload Documentation Option (must be enabled)

- From a deSktOp, employee can Citizenship or Immigration Status Worksheet
click Browse to
Status ‘What is your citizenship or immigration status?
upload your document. @ A ciizen of the uniteaseaes

A noncitizen national of the United States

- A mobile device will

certain former citizens of the former Trust Territory of the Pacific Islands, and
al I OW yO u to Cath re a certain children of noncitizen nationals born abroad.
. Alawful permanent resident
document, real-time, and
Alawful permanent resident is any person wha is not a U.S, citizen and wha
resides in the United States under legally recognized and lawfully recorded
u p| oad permanentresidence o2 o . The e Tewil permenent resilen”

includes conditional residents.

An alien authorized to work

Any person who is not a citizen or national of the United States or alawful
permanent resident, but are authorized to work in the United States.

Please select a document te upload
Document Upload

Drivers license issued by state/territory -

Please attach a picture of the selected document.

Browse

The document you selected also requires one of documents to be
included

Click here to select Document Title v

. Enter your SSN
Social Security Number

Please enter your SSN again

= Supports List A or List B and List C documentation upload of PDF, PNG, or JPEG

Citizenship or Immigration Status Worksheet
All fields are required
What iis your citizenship or immigration status?
Status
@ Acitizen of the United States
A nencitizen national of the United States
Noncitizen nationals of the United States are persons born in American Samoa,
certain former citizens of the former Trust Territory of the Pacific Islands, and
certain children of nencitizen nationals born abroad.

Alawful permanent resident

Alawful permanent resident is any person who is not a U.S. citizen and who
resides in the United States under legally recognized and lawfully recorded
permanent residence as an immigrant. The term “lawful permanent resident”
includes conditional residents

An alien authorized to work

Any person who is not a citizen or national of the United States or a lawful
permanent resident, but are autherized to work in the United States.

Please select a document to upload
Document Upload

Drivers license issued by state/territory -

Drivers license issued by state/territory Remove

The document you selected also requires one of documents to be
included

Click here to select Document Title -

Enter your SSN
Social Security Number

Please enter your SSN again

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
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Review

Employee then reviews the entered information and can make any edits, if needed, or confirm the
information should be inserted into Section 1 of the form. Click NEXT to proceed.

HIRE RIGHT ' | Applicant Center

1-9 Section 1

w Individual Preparing Form

USCIS Links

Is this form being prepared by an Individual other

than the employee?

Edit

Name of employee

Employee home address

Date of birth

Email address

Telephone number

Edit

Status

Live chat Help Print

Below are links to official USCIS webpages that will always have the most
up to date information.

1:9 Form Instructions
List of Acceptable Documents

Information on Recelpts

Legal first name (given name): John
Legal last name (family name): Doe

Do you have a legal middle initial? No

I certify that | do not have a middle initial: v/

Heve used any other last names? No

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

Country: USA
Street number and name: 111 Address Street
Do you have an apartment or sulte number? No
I certify that | do not have any apartment number (if chacked "N/A” will be displayed in the Ap.
Number field of Section 1):
City or town: Irvine
tate: California
Zip Code: 92612

Month: January
01

Day:
Year: 1989

Would you like to provide your email addrezs? No

Would you like 1o provide your telephone number? No

Status

Social Security Number

Edit

Worksheet Review

What iz your citizenship or immigration status? A citizen of the United States

Enter your SSN; 111-22-3333
Please enter your SSN again: 111-22-3333

Please certify that the information is correct using the checkbox below in order to proceed,

John Doe

— | certify that the information that appears above should be Inserted

into Section 1 of the Form 19,

NEXT

Copyright © 2004 - 2020 HireRight. LLC. All Rights Reserved. Privacy/Security
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Employee clicks
Review to review the
electronic I-9. I-9 Section 1 Livechat Help Print

HIRE RIGHT' | Applicant Center

Attestation and E-Signature - John Doe

Alfieids are required
Please review all the information on Section 1 of the 1-9 Form.

Final Review
Please click the Review button to preview the 1-9 Form. You will not be
able to proceed until you have clicked the Review button to view the form

Copyright © 2004 - 2020 HireRight, LLC. All Rights Reserved. Privacy/Security

Section 1 of the 1-9 opens for final review. Once reviewed, employee can close the viewer and proceed to
complete Section 1 of the Form I1-9.

HIRE RIGHT

1-9 Section 1 Live chat Help Print

i - Google Cheame. - o

@ ows01.hireright.com/i9. form/?. F63284185B50DAAR3588545FB7event=i9_ac2 view_smploye.
iction 1 of the 1-9 Form.

the 19 Form. You will not be

Employ Eligibility Verificati uscis
mployment Eligibility Verification Form 1. he Review button to view the form.
Department of Homeland Security o e 1615 047

ULS. Citizenship and Immigration Services Espies 107310122

—

Lactamo (Rl Mne) Frct o (G A il e proper corrections now.

Ao Skt Nesrtor and Roma) Aot Fumbar | Gay or Town Pm |zwm

Dato of Birt (mmtiiypyy) | U.S. Socal Secusity Number [Emmym ‘s E-mail Address ‘ Emgioyees Telephone Murber|

s for Imprisonment andver fines
d s in connection with the

connection with the completion of this form.

g boxes):
¥ 1 A cazanof ne Uned Smms
T2 A ovcitien mationa of tha Uried States (5o rsinctens” it
Ao el o e e Sl e : : y. that | am: Citizen of the United
774 A s authorized t work url faxgation Gate, f spsicabie, M yyy)
gy :

O Cade - Gamon 1
Do ot o Th Spaso.

on
2.Formi

or
3. Formgn Passport Namomr.

Courwy of suance:  xin

Enter Last Name

E-Signature
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Attestation and E-signature

Review and check the boxes to complete the Attestation section, complete e-signature section and
click E-sign and Save. Drawn signature is optional.

HIRE RIGHT " | Applicant Center
Log out

1-9 Section 1

Attestation and E-Signature - John Doe
All fields are required

Please review all the infarmation on Section 1 of the 1-9 Farm,
Final Review

Please click the Review button to preview the |- Form. You will not be
able to proceed until you have clicked the Review button to view the form,

If you found any errors, please make the proper corrections now.
Edit Worksheet

| am aware that federal law provides for imprisonment and/or fines
for false statements or use of false documents in connection with the

Attestation
completion of this form.
I attest. under penalty of perjury. that | am: Citizen of the United

States

E-Signature First Name

Last Name

‘ Enter Last Name

E-Signature

I understand that | am using electronic means to sign this agreement.
I have reviewed the following electronic signature disclosure, and |
consent to signing this agreement electronically and receiving
electronic disclosures as described.

I understand that by typing my information above, | am certifying that
1am the person Identified by this informatlen, and that my providing
this information and clicking the "Electronically Sign" button will
constitute my electronic signature.

E-Sign and Save

Copyright © 2004 - 2020 HireRight. LLC. All Rights Reserved. Privacy/Security
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A confirmation message appears. The employee’s task is
complete. The employee can view Section 1 or the
List of Acceptable Documents from this screen.

The initiator or designated Section 2 completer will receive an
email notification that Section 1 is complete. The employee’s
completed Section 1 will now be viewable in HireRight under
the Pending Employer tab on the Manage 1-9 Forms
dashboard of your HireRight account.

1. How visually appealing is our website?

o

O sweage
Q a0
Ow

O excellem

2. How user-friendly is our website:

xperience with HireRight

@ o
How long do
pre-employment
background *>ieck
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>

>

>

>

Form 1-9 Completion: Section 2
Login to your account and click 1-9 Forms > Manage |-9 Forms.

Click on the Pending Employer tab.
Click the employee record you wish to access.

Right-click on the employee record and select Verify 1-9 Docs from the menu or
click on the employee record and select More Options menu on the toolbar above.

Sign Out
Data Location: United States
HIRE RIGHT -]
Screening Manager COVID-19 Affecte Manage |-9 Forms
Q . p
o New ™ g Additional Columns £ Refresh
All Users - Last 90 days = Refreshed

1-9 Forms

Manage 1-9 Forms Sent to Employee Pending Employer Completed E-Verify Duplicate E-Verify Tentative Pending Info Review Pending Photo Match Final Non-Confirmation

1-9 Forms Settings ¥ First Name Last Name SSN Date Next Action
Delete 1-8 Forms Test Brett =-*-3333 02/05/2021 Complete Section 2
Start/Termination Date Batch DevTest DevTest Verify 1-9 Docs 03/01/2021 Complete Section 2

John Doe 03181202 Update SSN
Employment Screening View
w Revort Testiyy name 0310672021 Complete Section 2
anagement Reports Start/ Termination Dates
mm i tart/Termination Dates 03/15/2021 Updale SSN
. Far
L mmm mmm Send Form 03/15/2021 Update SSN
- el
Billing st remote Gt Flex Rekds D1/16/2021 Pending Correction
Account Setup calcen emote Reassign 01/16/2021 tion 2
ct 1-9 Fi
Compliance Gentral test splash Coerect -9 Form 01/16/2021 Complete Section 2

Set Hiring Manager

Forms & Documents Sue Test eete 19 form 02/06/2021 Complete Section 2
Help & Training var Test eiete L3I0y 122012020 Complete Section 2
. doc test Move T Anofiver Accounk 01116/2021 Complete Section 2

Flag »

® O
J i

» ONLINE TRAINING

Avoiding Discrimination

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

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
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Section 2 Worksheet of the Form 1-9 Opens

Ensure that any document the employee presents is on the Lists of Acceptable Documents or is
an acceptable receipt. HireRight's form will only show acceptable documents for the
Citizenship/Immigration Status indicated by the employee while completing Section 1.
Physically examine each document to determine if it reasonably appears to be genuine and to
relate to the employee presenting it. Additional guides, including the official 1-9 Instructions and
the List of Acceptable Documents are available within the form for your convenience.

Review Employee Provided Information to ensure you have accessed the desired employee’s 1-9 and it
appears to be completed accurately and match provided documentation.

1-9 Section 2 Live chat Help Print

nmigration status A citizen of the United States

—l ~ Employee Provided Information

Name of e

ployee

nuary
Bay: 91
Vear: 1089

2 Acitizen of the United States

sssss
ogain 111223333

n.to Employes Option to send Section 1 back to employee for corrections.

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
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Enter Employee’s first day of employment.

Document Selection. Select the Document Type(s) that most accurately represents the document(s) the
employee provided. Use either the pull-down menu or typing in the document name. You will be prompted
to select a second document when the system recognizes you have selected a document from List B or
List C.

Enter the relevant document information such State, Document Title, Issuing Authority, Document
Number(s) and Expiration Date (if any) from the original document(s) presented by the employee. If Other
is selected, Document Title and Issuing Authority must be typed exactly as it appears on the face of the
document and click Next.

1-9 Section 2 Live chat Help Print

Name of employee John Doe
Citizenship or immigration status A citizen of the United States
» Employee Provided Information

Identity and Employment

> Employee’s first day of employment The emplayee will be required to provide a vald list A/B/C document with an explration date after the employee's first day
«of employmer
Date
Use Today's Date
Month
June -
Day
) -
Year
2022 -

Document A

_> Document Selection

~=Select From List A— -
Document B
DOCUMENT SELECTION E——— T
You can type in the document type to find and anp
select. Was a receipt provided? Select your o
document type with the word ‘Receipt’ in the =

document title.
Below are links to official USCIS webpages that will always have the most up to date information.
1-9 Handbook for Employers (M-274)

List of Acceptable Documents

Who is issued this document? Access to Resources
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Employer or Authorized Representative. Enter first name, last name and email as the Authorized
Representative completing Section 2.

Employer’s Business or Organization.
= Prefilled for users and Remote |-9 completers.
= Hiring Managers: designated representative may need to manually enter this information,
depending on how your account has been configured.
= Click NEXT.

I-9 Section 2 Live chat Help Print

Name of employes John Do
ltizenship or Immigration status Acitizen of the United States
» Employee Provided Information

» Identity and Employment

Employer or Authorized Representative

Allfids are required

—l Employer or Authorized Representative First Name of Employer or Authorized Representative

Fthe person wh physically examines the employee's arlginal documents, completes, and signs Section 2.

Title of Employer or Authorized Representative

war the title, position or role of the person wha physicaly sxamines the smplayes's sriginal document(), compltes, and signs Section 2.

Email of Emplayer or Authorized Representative

il addrazs of the persan whe physally sxamines the emplayes's arignal decument(s), campletes, and sie

) £miployer’s Business or Organization Employer's Business or Organization Name
Enver the name of the employer's business or organizacon

ABC Company

Danot provide a post affice box address (P.0. Box). Only border commuters from Canada or Mexico may Use an intemnational address.

Employer's Business er Organization Address (Street Number and Name)

mpany has muliple [0cations, use the MOSt appropriate address that identfies the

emplayer Ifyour
P.0 Box

123 Address

city

california

2ip Code
Encer the S-digit 2IP code for the Employer's Business or Grganization Address.

92612

SAVE
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The Additional Information area is provided for employers to use in documenting any additional notes
employers are required to document regarding provided document(s), such as an extension on a work
visa.

Click the Yes to add additional information, if applicable, or No.

NOTE: Additional fields may appear for customers using flex fields to identify internal information for
invoicing and reporting purposes.

Click NEXT to proceed.

1-9 Section 2 Live chat Help  Print
Name of employee John Doe
Citizenship or Immigration status Acitizen of the United States
» Employee Provided Information
» Identity and Employment
» Employer or Authorized Representative

Additional Information

qices umless speciied
— 1-9 Additional Information Area 1s there any additional information you need to document on this 1-92
ves
N
Location
Example of FLEX FIELD(S) e T

Cost Center

Cost contor

SAVE
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Worksheet Review: Employer reviews the entered information and can make any edits, if needed, or
confirm the information should be inserted into Section 2 of the form. Click NEXT to proceed.

1-9 Section 2 Live chat Help Print
Name of employee John Doe
Citizenship or immigration status Acitizen of the United States

~ Employee Provided Information

Name of employee

yea in the Orher Last Name:

Employee home address

(F checked “N/A" wil be displeyed n the Agt. Number field of Secvon 1) ¥

Code: 92612
Date of birth Month: January

Day:01

Vear 1989
Email address Would you live to provide your emell sddress? No
Telephone number Would you like to provide yaur telephene number? No
Status wins i or imgrazon =

Social Security Number Encer your SSN: 111:223333
Sleaze enter your SSN agan: 111-223333

192015 Version Test additional information

Send Section 1 correction to Employee

~ Identity and Employment

employee's first day of employment Dace
Marth: November
3505

Veer 2020

Document Selection ent has the empioyee provided?: U.S. Passport

U.S. Passpart ssuing ausnoriy: U.S. Department of State
Document Number 123456

Edit

~ Employer or Authorized Representative

Employer or Authorized Representative e IR
e De Los Reye

tthorized Representative

delasreyes@hireright.com

s Busimess o Organizeson Neme: ABC Company

Employer's Business or Organization
 and name: 123 Address

State: California
Zip Code: 92612

Edit

~ Additional Information

1-9 Additional Information Area 2 tere any addzansl nfarmszn yeu mesd o5 decument 2n iz 12 Na
1-9.2019 Version Test additional information Location: Irvine
Cost Canter Cost center

Edit

Worksheet Review

Preaze cortfy tha ox below in order ta pracasd

| certify that the information th o
Employer or Authorized Representative —l R

bove should be inserted into Section 2 of the Form -9,
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warrant any statements in these materials. HireRight's products and services are provided under the terms and conditions of HireRight's screening services agreement and any
applicable product-specific addenda, and pursuant to HireRight policies, guidelines and procedures. Please contact HireRight for more information. HireRight’s private
investigation licenses can be found at: https://www.hireright.com/legal/license-information/

Copyright © 2020 HireRight, LLC. All Rights Reserved. Reproduction and distribution of this publication in any form without prior written permission is prohibited.

Page 30 of 104



HIRE RIGHT

If Employee has uploaded documentation, it will be visible in the Employee Provided Information
section while completing Section 2.

1-9 Section 2 Live chat Help Print
Name of Employee License Format
Citizenship or immigration status A citizen of the United States

w Employee Provided Information

Name of Employee Legol Frst Neme (Given Nome): License
Legal Lost Nome (Family Nome): Format
Do you have a egal middle inival? No

| cernfy that | do nor have any middie initial (i checked “N/A” will be displayed in the Middle Inicial field of Secion 1)

Heve u

any other lost names? No

1 ceraify that | heve ot used any.

‘er a5t names (i checked "N/A" will be displayed in the Other Last Names Used field of Section 1): v

Employee Home Address y
Addres: < Number and Name): 123 Anywhere Street
Do you have an aparsmen: or sufte number? No

I cersify that | da not have any apartment number (f checked "N/A” will be displayed in the Apt. Number fied of Section 1) v

w: Fort Collins

State; Marylan
Zip/Postal Code: 80525

Date of Birth Morhi ¥e

Day:
Year: #ae¢

£-mail Address Would you ke 0 provide your e-mail address? No
Telephone Number Would you like to provide your telephone number? No
Status. What iz your ciizenship or Immigraton starus? A citizen of the United States
Document Upload Drivers license issued by stats/tarrisory

— Social Security Cord (Unrestricted)
socal Security Number Enter your SSN: $44-s4-ekes

Please enter your SN again: *eseraes

1-9 2020 Version Test additional information Location (Optional)
Cost Center (Optianal): N/A

Send Section 1 correction to Employee
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Final Review: Review the Section 2 electronic -9 with the inserted worksheet information.

I-9 Section 2 Live chat Help Print

Attestation and E-Signature - Employer or Authorized Representative
Al fields are required

. Please review all the information on Section 2 of the 1-9 Farm.
Final Review
Please click the Review button to preview the 1-9 Form. You will not be able to proceed until you have dicked the Review
button ta view the farm.

Review for accuracy and close.

A 4
1-9 Section 2 Live chat Help Print
: , ME 8.dojsessionid=BATEDFSTDEFECACIABB240CR01698 1F - Google Chrome. - o x
Attestation and E-Signature - Empl @ ows01.hireright.com/i9_form/8.dosjsessionid=6A7EDEG7DEFBCAC3ABAB240CB016881F7event=i9_ac2_view_employe Q

Al fields are required

8.dojjsessionid=6A7EDF67DEFBCACIAB4B240CB01... 1 / 1

Final Review
Employment Eligibility Verification leed until you have clicked the Review

Department of Homeland Securi
U.S. Citizenship and Immigration Services

S —— R
Enstyers o 1ot erosedaeroeomane :?—'-uma-—:mnm-mw-m-aqnm—m

[ o o1 | 82N Py e N (G o) 7 Pt |
[ on Gats ) Teic
eniity Empioyment Authorization
Document Tite omument Tile Gocument Tee
| B Toing Aoy o Aoy

Document Nurber Domument Nambar Document Ruber
Altestation e Luid L

Exration Oate i ary Kinm vy Expraton Oaw

Documart T 3F

Addulona iformation [ e | lployee named. and
Tsuing Auhorty 05 Mot Wete . T Space
Document Mmber 7N + fted states.

|

E-Signature

AEeF FIFst Name

Last Name

Enter Last Name

E-Signature
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Attestation and E-signature

Review and check the boxes to complete the Attestation section, complete e-signature section and
click E-sign and Save (I-9 only or Remote Order completion) or E-sign, Save & Run E-Verify (as
shown here) button to finish. The Form 1-9 is electronically stored in your account.

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

I-9 Section 2

Live chat Help Print

Attestation and E-Signature - Employer or Authorized Representative

Al fields are required

Final Review

—p  Attestation

—p  E-Signature

Please review all the information on Section 2 of the 1-9 Form.

Please click the Review button to preview the I-8 Form. You will not be able to proceed until you have clicked the Review
button ta view the form

If you found any errors. please make the proper corrections now.

Edit Worksheet

1 attest, under penalty of perjury, that
(1)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 knewledge the employee is authorized to work in the United States.

First Name

Entor First Name

Last Name

Enter Last Name

£ Signature

I understand that | am Using electronic means to sign this agresment. | have reviewsd the following electranic
signature disclosure, and | consent to signing this agreement electronically and receiving electronic disclosures as
described

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

and that my providing ormation and clicking the "Electronically Sign” button will constitute my electronic

signature.

E-Sign, Save and Run E-Verify
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NOTE FOR E-VERIFY CUSTOMERS:

If E-Verify is part of your 1-9 solution, the following will also occur:
= Employee data is automatically sent to the E-Verify Check system for verification.
= E-Verify Check will respond with a case number.

= |-9 form will display a unique E-Verify case number and E-verify Report will reflect
the status.

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

i. Authorized (SSA Authorized or Employment Authorized)

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

Here’s an interim message that appears, after the Form 1-9 is complete, to confirm the E-verify
check is in progress.

Processing Request ....

Please wait while your request is being processed

Processing Results IEl

HIRE RIGHT"

customerse ht.com
Phone: 866-52 5, 949-428-5804
Fax: 877-797-3442, 949-224-6020

Within a few moments, a confirmation message appears.

1-9 Employment Eligibility Form

Thank You Order details

Thank you for your submission for John Doe.

Electronic -9 Form: Created Successfully

E-Verify Case Status: Employment Authorized

View E-Verify Report m Upload Supporting Documents

Shortcut buttons can be used to View E-verify Report, View -9 Form or Upload
Documents to store with the employee’s I-9 form.
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Additional 1-9 Features

Designating a Hiring Manager to Complete Section 2

Federal law requires that the employee completes Section 1 of the Form [-9 on their first day of work for
pay. Employees in some states may complete Section 1 at any time between acceptance of a job offer
and their first day of work for pay.

The Hiring Manager feature enables an employer to designate a trusted individual to review the
employee’s document(s) and complete Section 2 of the Form 1-9 within three (3) business days of the first
day of work for pay.

EXAMPLE: If the employee begins work on Monday, you MUST complete Section 2 by Thursday.

The term Hiring Manager is used as a generic term for the person who will be validating the employee’s |-
9 Section 2 documentation (from Lists A or B and C). When a user invites an employee to complete
Section 1, the Hiring Manager option will display, if the permission is enabled for the account.

The Hiring Manager field allows you to grant a non-user direct access to complete a specific employee’s
Form I-9.

Hiring Manager (Optional) You can use this feature to grant one-time access to an individual ta sign Section 2 for this employee.

First Name
Last Name

E-mail Address

Enter the first and last name and email address in the Hiring Manager fields; the named person will be
sent a notification once the employee has completed Section 1 of the electronic Form 1-9. The Hiring
Manager will then use the information provided in the email to securely access and complete Section 2 of
the electronic 1-9.

For user visibility, you can track the status of the 1-9 form in HireRight’s I-9 Manager dashboard.

In certain circumstances, a user may wish to designate a Hiring Manager to complete a Form 1-9 later
after the Form 1-9 process has been initiated or change the Hiring Manager, as needed.
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If the Hiring Manager needs to be changed, right-click on the employee’s 1-9 record in HireRight and
select Set Hiring Manager. Update with the new hiring manager information and click Submit to send an
email to the new designee. The previous email will no longer be valid for access.

To Set a Hiring Manager:
5. Right-click on the desired record and select Set Hiring Manager.

Verify -3 Docs

View

Start/Termination Dates
Send Form

Reassign

Correct I-3 Form

Sat Hiring Manager
Delate 1-3 form

Flag 3

6. Enter a Hiring Manager name and E-Mail address. If one has been designated, you can update the
information to send to another designee. (This will make the previous email inactive for a previous
recipient).

1-9 Employment Eligibility Form

Set Hiring Manager

Employee Sarah Sanders

Initiating Requestor Kari Talmadge

Created 12108/2021

First Name Andrew

Last Name Kupstas

E-mail [andrewk@abced com ]
Submit

7. Click Submit.
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Hiring Manager Access and Completion of Section 2
The Hiring Manager receives an email that the employee has completed Section 1 of the electronic Form
[-9. The Hiring Manager uses the information provided in the email to access and complete Section 2 of

the electronic I-9 when they meet with the employee.

Dear Steve Martin,

Test Brett has completed Section 1 of the I-9 Employment Eligibility Form for I-9 2020 Version Test.

Please go to
https://ows01.hireright.com/i9 form/entry?key=FA07012775CEQEFD4527861DABAC33F2
to log in to the HireRight system to review Section 1 of the I-9 Form and complete and sign St

Login: krogers@hireright.com
Password: 40781261 (a user-defined p

5804.

Additional HireRight toll free numbers from many countries: https://www.hireright.com/customer-service

Thank You,
HireRight HireRight Training

The Hiring Manager accesses the form using
the login information contained in the email.

Login

Hiring Manager Login

is form.

ake every effort to accurately provide all of the requested information. If you need support,
ne by phone (toll free in the U.S.) at (866) 521-6995, or by a toll call elsewhere at +1 (949) 428-

Please enter your e-mail and password and then press the Log In button

The password assigned to you is temporary, so please login as soon as
possible and select your permanent password for the form completion.

Please refer to our Privacy Policy, if you have any questions about how
your information will be used.

E-mail

steve@noemail.com

Password

Forgot your password?

This system s for authrized users only. All activities on this system may
be monitered and/or recorded by HireRight security personnel.
Unauthorized use is strictly prohibited

If this temporary password has wrongly reached you, please close this
page now.

Copyright © 2004 - 2021 HireRight, LLC. All Rights Reserved.

Privacy/Security
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The Hiing Manage ceates

password to securely access and
complete the Employer section of the

f Change Password Please change your password to prevent your login credentials from
Orm. being compromised.

Login

Registered user

krogers@hireright.com

New password

Confirm password

For security purposes, a strong password must:

Have at least 8 characters

Use at least 1 upper case letter
Use at least 1 lower case letter

Use at least 1 number

Not contain your email address

Copyright © 2004 - 2021 HireRight, LLC. Al Rights Reserved,
Privacy/Security

The Employer Review & Verification Worksheet Opens for Section 2 completion

The Hiring Manager will have access to reference materials and Live Chat, for additional assistance in
completion.
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Receipts for Lost, Stolen, or Damaged Documents
When an employee is unable to present a live document (or documents), the employee can present an
acceptable “receipt” in lieu of a document from the Lists of Acceptable Documents.

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

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

90-Days Remaining
ri\
When a receipt is used for completing the 1-9, a timer is started. The

employee now has 90 days to bring in a hard copy of an original
acceptable document.

30-Days Remaining After 60 days, a reminder email message will be sent to the employer

— and employee as a reminder to present the live document, once
obtained.

- Once 90 days is up, the employer will need to Correct the 1-9 form,
E've"fy indicating the live document was presented.

NOTE: If your company participates in E-Verify, and if the employee presents a receipt showing that he or
she applied to replace a document that was lost, stolen or damaged, a case cannot be created in E-
Verify. You must wait until the employee presents the actual document for which the receipt was
presented before you can create a case in E-Verify for the employee.
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Upload a paper Form I-9 for Employee
The HireRight I-9 Solution can store scanned images of the Form 1-9, however, you must have a
completed Form 1-9 before uploading the form to your HireRight account.

You will need to scan and save the paper Form I-9 (document) as a PDF, PNG or JPEG in
order to upload.

Click the New button.  [ief] (9 e clumns

a Invite Employee -

ck -
e ‘| Completed | E-Verify Duplicate  E-Verify Tentstive  Pending Info Review  Pending Photo Match  Final Non-Confirmation
Upload -5 Form for Employes

E-Verify ©

g s P First Name Last Name SSN
. L James Cobb
CIICk Upload |'9 - George Washington -
- Test Upload =LA
Form for Employee.

The Upload I-9 Form -
screen displays.

Enter the associated Employee Information data from the paper form in the provided fields.

Upload I-9 Form

Employee Information Worksheet

Al fieids are required

Name of Employee Legal First Name (Given Name)

Enter your fulllegal irst name. Your first name is ven name.

correctly entered first names 2, John-Paul, Tae Young D'Shaun, Mai

If you only have one name, enter it in the Legal Last Name field, then enter "Unknown” in this field. You may not enter “Unknewn” in both this
field and the Legal Last Name field.

Legal Last Name (Family Name)

Enter your fulllegal last name. Your last name is your family name or surname. If you have two last names or a hyphenated last name, include
both names in this field.

Examples of correctly entered last names include De La Cruz, O'Neil, Garcla Lopez, Smith-Johnson, Neuyen.

f you only have one name, enter it in this field, then enter "Unknown" in the Legal First Name field. You may not enter "Unknown" in bath this
fiEld and the Legal First Name field.

Do you have a legal middle initial?
Your middle initial is the firstletter of your second given name, or the first letter of your middle name, ifany.
Yes

No

Have used any other last names?

Erovide all other st names used, ifany (such as maiden name).

For exemple, if you legally changed your last name from Smith to Jones, you should enter the name Smith in this field.
Yes

No
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Indicate if the upload is for a New Employee or Existing Employee.
Enter Employee’s first day of employment.

Upload I-9 Form
» Employee Information Worksheet

Employee Type

Allfieids are required

USCIS Links Below are links to official USCIS webpages that will always have the most up to date information,
1:9 Handbook for Employers (M-274)
List of Acceptable Documents
Who is issued this document?

Information on Receipts

New Employee or Existing Employee Are you uploading the I-9 Form for a New Employee or an Existing Employee?
New Employee

Existing Employee

Employee’s first day of employment The employee will be required to provide a valid list A/B/C document with an expiration date after the employee's first day
of employment.

Date

Use Today's Date

Month

~ Select From List -
Day

- Select From List - -
vear

- Select From List ~ ~

Upload a scanned image of the completed paper I-9 form.
Indicate if you want to create an E-verify case for the employee.
Click Next to continue.

) Would you like to provide the employee's termination date?
Employee's termination date
Yes

No

Please attach the I-9 Form for a New Employee or an Existing Employee.

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

Upload I-9 Form

Create an E-Verify Case Do you want to create an E-Verify case for this employee?
Yes

No

Warning: You must not use E-Verify to verify your current workforce unless your company has been awarded 2 federal
contract that contains the FAR E-Verify clause. E-Verify does not allow any other type of employer to verify its current
workforce.

NEXT
SAVE
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Worksheet Review: Employer reviews the entered information and can make any edits, if needed, or
Confirm the information that appears above is correct and matches exactly the uploaded form. Click
Submit.

w Citizenship or Immigration Status Worksheet
Status What is your citizenship or immigration status? A citizen of the United States

Document Upload

Social Security Number Would you ke to provide your Social Security Number (SSKY? No
Edit

w Identity and Employment

Document Selection Which document has the employee provided?: U.S. Passport

U.S. Passport Document Title: U.S. Passport
Issting Authoricy: U.S. Department of State
Document Number- 9876543
Expiration Date
Wonth: February

Year: 2024
Edit
+ Additional Information
1-9 Additional Information Area Is there any additional information you need to document an this 197 No
1-9 2020 Version Test additional information Location: Irvine

Edit

Worksheet Review
Please certify that the information is correct using the checkbox below in order to proceed.

W | certify that the information that appears above i correct and matches exactly the uploaded Form 19,

Employer

Data and form will be uploaded to your HireRight account. If your account is setup with E-Verify, and you
selected E-verify, the employee data will be sent to the DHS for verification. Otherwise, only the 1-9 form
record is created.

1-9 Employment Eligibility Form

Thank You Order details

Thank you for your submission for George Washington.

Scanned Paper 1-9 Form: Created Successfully

View |-9 Form Upload Supporting Documents
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Upload Supporting I-9 Documents
You can store scanned images of 1-9 supporting documents. Simply scan the documents and use this
feature to upload and store the files with HireRight.

Right-click on the record and select Manage Supporting Docs.

o New ~ [E Additional Columns ~ Mare Options ™
All Users - Last S0 days  ~

Sent to Employse  Pending Employsr | Completed | E-Verify Duplicats  E-Verify Tentative  Pending Info Review  Pending Photo Match  Final Non-Confirmation

E-Verify Status F* First Name Last Name 55N
James Cobb
George Washington -
Test Upload ==
John = =***.3333
View
Whitney 3333

Order E-Verify
Start/Termination Dates
Manage Supporting Docs
Reassign

Move To Another Account
Edit Flex Fields

Re-varify I-9 Form
Correct I-3 Form

Send Form

Delete 1-3 form

Flag »

At the Upload Supporting Documents page, click Browse to locate the file on your computer you want
to upload.

Select the type of document you are uploading by choosing it from the Document Type menu.

1-9 Employment Eligibility Form

Upload Supporting Documents The documents you upload will be transferred and stored in our secure document storage. This process may take
up to several minutes. As soon as your document is uploaded it will appear In the list.

Each document should be smaller than 30MB.
Each document should be a PDF, PNG, or JPEG.

Document Type

Please Select Document Type -

Browse

N Docurment Type
List of Supporting Documents
U.S. Passport Remove

Acceptable file formats for uploading employee documentation to store with the electronic I-9 are PDF,
PNG or JPEG. The opportunity to upload documentation will appear in the confirmation message that
appears after Section 2 is complete.
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If the document type you are uploading is not listed, choose Other Document and add a description in
the Document Description field that appears.

Click the Upload button.

When you are finished, click Close.

If you would like to see the new document in the list, click the Refresh button. Uploaded supporting docs
can be viewed by double-clicking the record and click the Supporting Documents tab.

J=|Print/Download  Manage Supporting Docs

19 Form Annotations/Motes Audit Trail Supporting Documents

Document Type Uploaded by Date Uploaded
-84 Document James Cobb Apr12, 2021
ESM Passport with Form 1-94 James Cobb Apr12, 2021
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Form 1-9 Corrections
Corrections to Section 1, Section 2 or Section 3 of the Form 1-9

Locate the employee’s record, right-click and select Correct [-9 Form to open the employee’s Form -9
and document the correction.

o New * & Additional Columns *  More Options ~ £ Refresh
All Users - Last 90 days  ~ Refreshed
Sent to Employee  Pending Employer | Completed = E-Verify Duplicate  E-Verify Tentative  Pending Info Review  Pending Photo Match  Final Non-Confirmation -
E-Verify Status ¥ First Name Last Name SSN Date . Next Action Start Date
James Test L X 03/10/2021 Receipt Provided - Enter Ac' 03/18/2021

View

Order E-Verify

Send Form

Start/Termination Dates
Manage Supporting Docs
Reassign

Re-verify 1-9 Form
Correct I-9 Form

Delete 1-9 form

Flag »

You will be prompted to indicate which section requires correction. Also, based on account configuration,
Hiring Manager may also appeatr.

1-9 Employment Eligibility Form

Form |-9 Correction Options What weuld you like to do with this form?

@ Ccorrect Myself - Section 2
send Section 1 to Employee

Send Section 2 ta Hiring Manager

Cancel

NOTE: Hiring Manager is an outside designee you trust to complete the correction but does not have
access to your I-9 account.
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Example of 1-9 Section 2 Correction

Go to section requiring correction(s) and make the necessary correction(s) and click Next.

1-9 Section 2 - Corrections
Neme of Employee Tess Cobb
Ciuzenship o mmigration status Aciizan of the United States

» Employee Provided Information

Identity and Employment
Employee's first day of employment The employee wil be required 1o provide a valid st AVE/C document with an expiration date afier the employee's irstcay
of employment

Dete
Use Toda's Date

Montn

March -
Day
2 -
Vear
2021 -
Document Selection Wihicn Gocumen: nas the employe provided?
»
» -

An agditional document is required from the employee based on the previous selectian.

Saclal Security Card (Unrestricted) -

Below are links to off veipages that will always have the most up to date information]

-5 Handbook for Employers (M.274)

List of Acceptable Documents

Whe is issued this document?

Information on Recelpts

Make the appropriate changes. In this example, a Driver’'s License is replacing the receipt for a Driver's
License.

Document Selection Which document has the employee provided?

— | Drivers license issued by state/territory - |

An additional document is required from the employee based on the previous selection

| Social Security Card (Unrestricted) - |

Below are links to official USCIS webpages that will always have the most up to date information.
1-2 Handbook for Employers (M-274)

List of Acceptable Documents

Who is issued this document?

Information on Receipts

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
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You will be prompted to complete additional fields as relevant for completing the correction.

Drivers license issuad by state/territory This employer participates in E-Verify. Any List B document presented to an employer participating in E-Verify must
contain a photo.

Issuing Authority
Enter the issuing authority of the provided dacument or its receipt. The issuing authority is the ertity that issued the document

California -

Document Number
Encer che document number exacry as it appears on the provided document or its recsipt
} Format Help

5757123

Does this document have an expiration date?

This example shows -
the prompts include .
selection of issuing Expiratin Date

Enter the expiration date of the document you selecsed in the Document Title field. A document is not acceptable i it has already expired. An
Unexpired <he expiration date shown on the face of a document has been automaically extended, such

aUth 0 ”ty, d ocument o= ot it it Temporary Provacied ot
number and expiration

December -
date.
Day
19 hd
Year
2026 -

Review information and continue through the form prompts by clicking Next.

I-9 Section 2 - Corrections
Name of Employee Test Cab
Cidizenship or mmigration status Acitizen of the United Scates
» Employee Provided Information
» Identity and Employment

Employer or Authorized Representative

1 e are reauired

Employer or Authorized Representative First Name of Employer o Authorized Representative

Erver the ul stname ot the person 7 < documens. compleres. Section 2.

First name reers <o the given name.

Ann

Last Name of Employer or Authorized Representative

Ermer e  the p phy iments, complstes and signs Section 2,

Lat name rarers o famiy mame.

Lrmame. I the parsan has S (35 names or 3 hyphensted fsst nams, Includ both names.

HireRight Training

Title of Employer or Authorized Representative

Evcer tne v, postion or e pryscaly - 45, compleses,

HireRight Training

Email of Employer or Authorized Representative

Ever e = E o ) compler

kari talmadge@hireright.com
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Indicate the reason for any updates you’ve made and click Next.

1-9 Section 2 - Corrections

» Identity and Employment
» Employer of Authorized Representative

» Additional Information

Reason For Change

Plaass review e changes you have made carefilly. Once you a1 furs you wars £ accep these changes and updats thiz -3 form, cick Nesz =
Instructions = . Omea = =

procsas o tna o Sgnaties paze.

salect the desied section above s cick 6n

Tiee ehor
Drivers license issued by staterterritory =

Orignal: Recsipt: DAivers licenss I5susd by statsstarmitory

issued by state/territory

Nave 121072023

Comrecion Reasan

> I

Review the corrected information and complete Worksheet Review step to apply information to the 1-9.

~ Reason For Change
Drivers icense issued by staterterritory St
gt Receipt: rivers license issued by stata/temitory

New: Drivers license Issued by state/territory.

Caracuon Reszon: Live document presented
Expiration Dats changod

Origina: 0672272021
New: 12/10/2025

Carrecion Resson Added updated expiration dste

Edit

Worksheet Review

Slaase certty tha the informas

I | ceruty tat the information that appears above snould be inserted into Section 2 of the Form 19,

Employer or Authorized Ref
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Click Review to review the electronic Form [-9.

1-9 Section 2 - Corrections

Attestation and E-Signature - Employer or Authorized Representative
Al ks are requires
Please review all the information on Section 2 of the 19 Form

Final Review
Please click the Review button to preview the I-9 Form. You will nat be able to proceed until you have dlicked the Review

button to view the form.

The electronic I-9 form will display. Close the 1-9 and finalize form.

Attestation and E-Signature - Employer or Authorized Representative

el are reauices

Please review all the information on Section 2 of the I-9 Form.

Final Review
Please dlich
bution to

he Review button to preview the I-9 Form. You will not be able to proceed untl you have clicked the Review
w the form.

HE 10.dojs B 1BE315FEC383 - Goagle Chrome - o X

& ows01.hireright.comy/i9_form/10.dosjsessionid=97CBS5EBAAEDB DA1B2F71BE3 15FEC3837event=i9_ac2_view_employer.. &

Ifyou found any errors, please make ¢

£dit Worksheet = 10.dojsessionid=97CBS5.. 1

‘Employment Eligibility Verification

I attest, under penalty of perjury, tha

Attestation

Departmentof Homeland Scuriy
U, Chzedip o

(1)1 have examined the documentis)

(2)the sbove-isted document(s) app)

(3)to the best of my knowedge the 4

E-Signature First Name

Enter First Name

Last Name

Enter Last Name

ESignature

o et
P e

| understand that | am using electro

signature disclosure, and | consent

described
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Complete Attestation, enter your first and last name, drawn signature is optional. Review and indicate

your understanding of the presented statements. Click the E-Sign & Save or E-sign, Save and Run E-
verify, as applicable.

| smest under pensicy of perjury, that
Attestation Ll O
(1)1 have examined the document(s) presented by ine above-named employee,
(2) the sbove-isted documentis) sppear to be genuine and to relate ta the employee named, and

(3) to the best of my knowledge the employee is autharized to work in the United States.

E-Signature First Name

Ann

LastName

HireRight Training

ESignature

B 1 understand that | am using electronic means 5o Sign this agreement. | have reviewed the fallowing electronic

signature disclosure, and | consent to SIgning this agreement electronically and receiving electronic disclosures as
descrived.

M 1 understand that by typing my information above, | am certifying that | am the person idendfied by this information,
and that my praviding this information and dicking the “Electranically Sign” button will constitute my electronic
signature.

E-Sign. Save and Run E-Verify

For E-verify customers

If applicable, such as with corrections for receipts, you will be prompted to indicate why the E-verify
Check was not submitted within 3 business days of hire, if applicable.

Reason

Reason Please select the reason why this E-Verify Check has not been submitted within 3 business days of hire and then select
Submit 19 Verification

Other

Receipt provided for DL at time of hire.
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Confirmation of completion of changes.

I-9 Employment Eligibility Form

Your changes to the 1-9 form have been successfully submitted.

Audit Trail will record everything. Double-click the record and click on Audit Trail tab to view.

Jlprint/Donrlot  Manage Suppor

15 Form  Annotations/Notes
0328:2021 10:47 D3 PST
032972021 10:47-03 PST

Supperting Documents
HireRight HireRight Training
HireRight HireRight Training

Employer Signature Date 03282021

| understand that |
receiving ecironi

using siectronic
ciosures s desori

0372012021 104703 PST HireRight HireRight Training | understand that by typing my informat
utton will constiuts my electranic signature:

037202021 11:10:50 FST HireRight HireRight Training Form viewsd

0372012021 123700 PST JRDe Los Reyes Form viswed

037202021 13:11:58 FST JR De Los Reyes Form viewsd

03302021 03:57:43 PST HiraRignt HirsRight Training Revarficaton and Rehirs

Fiekd
Rehire Date

0330:2021 03:0048 PST
03302021 09:00:48 PST
0401:2021 08:18.05 PST

st

HireRight HireRight Training Secton Review
HireRight HireRight Treining

JR De Los Reyes Form viewsd

0407/2021 09:48.54 PST HireRight HireRight Training Input of Aor =

Field

Document &: Type
Document B: Tite
Document &: Expiration Date
Document C: Type

04022021 12:6248 PST

HireRight HireRight Training Input ofAor =

Field

Document &: Type
Document B: Tiie
Document B: Expiration Date
Document : Type

04022021 12:55.57 PST HireRight HireRight Training Reason For

Field
Document 8: Title
Document 8: Exgiration Date

0408:2021 13:00.22 PST
040082021 13:00:22 PST
0408:2021 13:08.50 PST
040082021 13:08:50 PST
0408:2021 1321:41 PST
040082021 1321:41 PST

HireRight HireRight Training
HireRight HiraRignt Trsining
HireRight HireRight Training
HireRight HiraRignt Trsining
HireRight HireRight Training

Form Camectons Section 2 Worksheet Review

Form Camectons Section 2 Worksheet Review

Employer Anestation

aliove, | am certiying that | am the person identified by this information, and that my providing thi

I carty that the informaton that appears above should be inserted into Section 3 of the Form I8

| carty that the information that appears above should be insarted into Saction 2 of the Form I-0.

| carty that the information that appears above should be insarted into Saction 2 of the Form I-0.

Old Vskie

Ol Vol
Driver's foense issued by  Stste or outlying possession of the
United St

Receipt: Drivers foense issued by stateferritory

05272021

IF Add

s

iens 1o sign this sgresment | have reviswed Ine following slectronic signafure disdosure, and | consent fo sgning this sgresment slectronically and P Address:
ed.

formation and dicking the "Electronically Sign” 1P Address:

1P Address:
E-Mail Address:
P Address:
E-Mail Address:
1P Address:
1P Address
New Valve Reason/Change Summary
03302021
1P Address
1P Agdrass

E-Mail Address:
IF Address:

1P Address —
New Valve FReason/Change Summary
Driver's ficznse issued by 3 Siste or outlying possession of the

Unied Stat

Drivers licznze issusd by statsiterritory
12192028

ity Account Numbes restrictions

Oi Vol
Driver's hioense issued by a State or outlying passession of the
Unied States

Receipt: Drivers icanse issued by stataerritory
082772021

ity Acoount Numbes

1P Address:
New Valve FReason/Change Summary
Driver's license issued by = State or outlying passession of the

Unied States

Drivers licanse issued by statahterritory
121102025

Account Numbes restrictions

Oid Vol
it Drivers feense issued by stateferrtory
202

HireRight HiraRignt Trsining I test, unider penshy of perjury, that (1) |
employ=s named, 2n1d (3) to the best of m
Section 2 comection signed

Employer Signature Date 041082021

| understand that | am using electronic means to sign
receiving electronic disclosures a5 described

y ko

0408:2021 1321:41 PST
04082021 13:21:41 PST
0408:2021 1321:41 PST

HireRight HireRight Training
HireRight HireRight Training
HireRight HireRight Training

04082021 13:21:41 PST

HireRight HireRight Training | understand that by typing my informtion above: | am certying
iten wil constiute my electranic sgnature.

E-Verity Subrmitted

04082021 132351 PST
04022021 13:26.01 PST
0408:2021 13:28:28 PST

HireRight HireRight Training
HireRight HireRight Training

HireRight HireRight Training Form viswed

LATE REASON: Audit revesles! that new hire was not run through E-Very yet

ity Acoount Number
1P Address:

New Value Reason/Change Summary

Drivers livense issued by statetterriory Live document presented

121102025 Addad updstad expiration date

IF Address

. (2) the above-isted document(s) appaar to b2 genuine and to relate to the 1P Address:

IF Address
1P Add

s

agreement | have reviewsd the following electronie signature disclosure . and | consent to signing this agreement electionicallyand 1P Address

t | am the parson ideriified by this information, and that my providing this information and dicking the “Electronicaly Sign”  IP Address:

1P Address:
1P Address:

Print
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Updating the I-9 with a Newly Issued SSN and Submitting for E-verify Check
This section only relates to customers who use E-verify and have Employees who do not have a Social
Security Number issued to them prior to the start of employment.

Once the I-9 form is complete, the E-verify check process will return a Warning Message.

Please note that an SSN is required on the Form 1-9 in order to run an E-verify Check. If the employee
has indicated on Section 1 that they do not yet have an SSN issued from the SSA (Social Security
Administration), a notification will remind the employer and employee the document must be provided.
When the employee receives his/her SSN, please use the Correct I-9 Form functionality to update the 1-9
Form with the correct SSN value and then submit the E-verify check.

Correct I-9 Form AFTER the SSNis Issued

Once the SSN is issued to the Employee, return to the employee’s record, right-click and select Correct I-
9 Form.

Choose to Send Section 1 to Employee to make the correction.

Recommendation: Indicate what the action you need the Employee to take when they receive the
Notification for Correction.

1-2 Employment Eligibility Form

Form -9 Correction Options What would you ke t dowith s form?

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
warrant any statements in these materials. HireRight's products and services are provided under the terms and conditions of HireRight's screening services agreement and any
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You will receive a notification when the Employee has completed the Correction, allowing you to Order E-

verify check.

Dear Kari Talmadge,

Please note that James Cobb made changes to Section 1 of their I- Form on 07/10/2018.
If you would like to review these changes, please login to the HireRight I-9 Dashboard and select View I- Form or View Audit Trail from the Actions menu.

If you need support, HireRight Customer Service is available 5 days a week from Sunday 3 p.m. until Friday 7 p.m. Pacific Standard Time by phone (toll free in the U.S.) at (866) 521-6995, or by a toll call elsewhere at +1

(949) 428-5804.

Additional HireRight toll free numbers from many countries: http://www.hireright.com/Contact-Us.aspx#tab2

Thank you.

HireRight Customer Service

www.hireright.com

Return to the Completed tab.

Screening Manager

& New ¥

All Users

Sent to Employee

E-Verify Status

Pending Employer

Manage -9 Forms

[Fd Additional Columns *

Last 90 days  ~

P First Name
James

Jane

Completed

Right-click on the Employee record and select Order E-verify.

More Options ™

E-Verify Duplicate
Last Name
Cobb
View

Order E-Verify

Send Form
Start/Termination Dates
Manage Supporting Docs
Reassign

Re-verify I-3 Form
Correct 1-8 Form

Delete I-9 form

Flag

E-Verify Tentative

pending Info Review
SSN
e k|

Pending Photo Match
Date
07M0/2018
D5/31/2018

Final Hon-Cenfirmation

MNext Action

Updste SSN

Start Date
O7/102018
0573172018

4 Refrash

Refreshed just no

Momentarily, an on screen verification of the E-Verify check status will display. If Authorized is returned,

there are no additional steps.

Processing Request ....

Please wait while your request is being processed

Processing Results

HIRE RIGHT"
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Within a few moments, a confirmation message appears.
1-9 Employment Eligibility Form

Thank You Order details

Thank you for your submission for John Doe.
Electronic I-9 Form: Created Successfully

E-Verify Case Status: Employment Authorized

View E-Verify Report m Upload Supporting Documents

Shortcut buttons can be used to View E-verify Report, View 1-9 Form or Upload
Documents to store with the employee’s I-9 form.

Here’s an example of a delay from E-verify. This may occur if e-verify is processing a high volume of
requests at the time of submission. An emailed Notification is sent to the originator or Section 2
completer.

1-9 Employment Eligibility Form

Thank You Order detalls

E-Verify Case Status: In progress

Warning An E-Verify Check was not immediately completed because there was a connection issue with the E-Verify

service. No action is needed on your part at this time. HireRight will automatically save all E-Verify requests
and will re-submit them as soon as the connection with E-Verify is fully restored. Please access the
HireRight Dashboard periodically over the next 24 hours to check if any additional action is required ta
complete the E-Verify Check for this employee.

View E-Verify Report Upload Supporting Documents
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Form I-9 Duplicate Search
Duplicate Search Criteria

* Duplicate search criteria are common in different flows and pages.
* The system considers all existing forms with form type 1-9 Form and 1-9 Form Upload.
» List of duplicate search criteria (Employee data):
v/ Email address
v SSN
v' Combination of Name (First Name and Last Name only) & Start Date
v' Combination of Name (First Name and Last Name only) & DOB
v' Combination of DOB & Start Date
» |If at least one of duplicate search criteria is matched, then the system shows duplicate search
warning.
» User can ignore found duplicates and proceed with the form completion as usual.

Duplicate Search in Invite Dialog

I-9 Employment Eligibility Form

Warning An |-8 Form may have already been ordered for this employee. In most cases, only
one |-8 Form should be on file per employee. Please ensure that the -9 Form that
you are trying to create is not a duplicate record. You can review the duplicates
below using the individual "Review” links or click here to delete this order that you
are creating. Alternatively, you can continue creating the 1-9 Form.

Ann Smith

Employee's E-Mail: aaa@aa.com

Employee's SSM: none

Start Date: 04/13/2021

Termination Date: none

Order Type: 1-9 Form

Form Requested by: EPAMTESTONEFN EPAMTESTONELN
Requested on: 04/13/2021

Review

Employee Information First Name
Enter the employee’s first name. The employee's first name is his or her given name.
Some examples of correctly entered first names include Jessica, John-Paul, Tae Young, D'Shaun,
Mai.
Ann
Last Name

Enter the employee’s last name. The employee's last name is his or her family name or surname.

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
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Duplicate Search in Invite Dialog — Review duplicate

1-9 Employment Eligibility Form

Warning An 1-9 Form may have already been ordered for this employee. In most cases. only

one I-9 Form should be on file per employee. Please ensure that the -9 Form that
you are trying to create is not a duplicate record. You can review the duplicates
below using the individual "Review" links or click here to delete this order that you
are creating. Alternatively, you can continue creating the I-9 Form.

Ann Smith

Employee's E-Mail: aaa@aa.com

Employee's SSN: none

Start Date: 04/13/2021

Termination Date: none

Order Type: 1-8 Form

Form Requested by: EPAMTESTONEFN EPAMTESTONELN
Requested on: 04/13/2021

Review

Employee Information FirsfName

Employment Eligibility Verification USCIS

Form 1-9
Department of Homeland Security OME No. 1615-0047

U.5. Citizenship and Immigration Services Expires 10312022

START HERE: Resad carefully bef npleting this form. The Instructlons must be avallsble, elther In paper or electronlcally,
during of this form. are llable for emrors In the complation of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminats against work-authorized individusls. Employsrs CANNOT spacify which
document(s) an employes may presant to establish employmeant authorization and identity. The refusal to hire or continus to employ an
individual becauss the documantation prasentsd has 2 future expiration date may akso consfitute illegal discrimination.

Section 1. Employee Information and Attestation (Empbyees must compiere ang' sign Section 1 of Fom -8 no (ater
{#fagn i first day of employment, bt mor befare acospting & job afier,)

Last Name /Farmil M) | First Name /Ghver Ama/ Middle Initial | Other Last Mames Used @ amy
Smith RAnn Wr
Address (Steet Mamber ad Namel Agt. Number | Cisy or Town ‘ =S ‘zw Code

Employ=s's Telephone Numbe

Date of Bith mn i) | U5 Social Security Number | Employee's E-mail Address
N,

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

I attest, under penalty of perjury, that | am (check one of the following boxes):
[ 1. Acitizen of the United States

[ 2 Anoncitizen national of the United States (See instuonions)

[ 3. Alawiul permanent resident (Alien Regi ion NurmbenUSCIS Murmber)
[~ 4. An alien authorzed to work until {expiration date, if applicable, mmiddfryyy)
Same alienz may weitz "NIA" in the expiration date field. (See hstuctons! R Code - Sactan 1

Alfiors authorized fo work must providle ey ane of the fiowing cocumen numbers fo cormplads Fanmm 3 D= Mzt Write in Triz Spacs
An Afian Asgristration Mamber LIECNS Mumber OF Fome 84 Admission Number OF Foraign Passpon Mamiber:

| »
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E-verify
e E-Verify will respond with a unique Case Number.
e The E-Verify report will display the Case Number and status.
e E-Verify will typically provide a response within 15 seconds.

If information from an employee’s Form 1-9 did not match government records, Employee may still be
authorized to work and/or is lawfully present in the United States. Common reasons for TNC: SSN did not
match, ID document could not be verified, Citizenship or immigration status changed, or Typographical
errors.

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

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

Possible Statuses
e Final:

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

v DHS/SSA Tentative Non-Confirmation

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

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

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

v" DHS/SSA Case in Continuance

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

v DHS/SSA Institute Additional Verification

= Note: This status means that E-Verify has instituted additional verification
procedures to verify the Employee’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.
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E-Verify Photo Matching Tool
As mandated by the U.S. Department of Homeland Security, all customers using HireRight’s E-Verify
solution are required to conduct an E-Verify Photo Match when certain documents are provided.

What does the E-Verify Photo Matching Tool do?

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

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

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

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

Document Selection Which document hes the employee provided?

U.s. Passport -

Below ar ebpages that will always have the most up to date information.

1:9 Handbook for Empl 274)
List of Acceptable Documents
Who is issued this document?

Information on Receipts

U.S. Passport > This document i subject to E-Verify Photo Matching. You must retain a copy of the employee's document.

ority of the provided documen or s receipt. The Ssuing authorey is the ety that ssued the document

~Select Value- -

Document Number

U5, Passport Number contains &

5 aiphanumeric characiers

Expiration Date

Month

- Select From List -

Day

~ Select From List -

Year

~ Select From List -

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

NOTE: If an employee presents a U.S. Passport (or Passport Card), Permanent Resident Card, or
Employment Authorization Document, E-Verify requires that the employer must make a copy both
sides of the document and keep it on file with the 1-9 Form. If you prefer to not keep a paper copy,
you may scan and upload to the record 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 I-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,
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Sample Document Images

Note: Images may vary from documents shown here based on document issue date.

e U.S. Passport

L \I1 EDSTATES VAT

Pt pig o
-

PCUSATRAVELER<<H Y

1500000035USAS609165M0811150: 08 JONATIRA OF RUAKER AVGAATUNE DX TH1TVAIBK VERMA DAY TTTVEAR
NOT YALID UNTH. SOMED
e U.S. Passport Card M f{g;l;sﬂs' OF AMERICA | e STATEN oepanriany o srare

g w_; m’s1 2

IPUSACO00029515<<<<<<<<A02<159
8101012M1805156USA<<0754052229
HAPPY<<TRAVELER<<<<<<<<CLL<LLKL

. .
e |-551 (Permanent Resident Card)
PERMANENT RESIDENT CARD UNITED STATES OF AMERICA  Department of Hemeland Security
NAME VOID, VOID
- o ?ERMANENTRE&DENTCARD
Bithdate *Eitegpry  Sex ™o poroen Memiifiod ¥ o outharient bo wort oad rooid
£l s..n“.hci =g
: Wb 15280
Residodt S« 01/01/80

C1USADO00000392SRC0000000039<<
2001010F8001022SLV<<<<<<<<<<<0
VOID<<VOID<LLCLLCLLLLLLLLLLLKLLLK

e Form |-766 (Employment Authorization Card)

S, DEPARTMENT OF HOMEL ¥, LL 8. Clttsessd

EMPLOYMENT AUTHORIZATION CARD
The person ientified is authorised to work bn the | S for the validity of this card.

wae VOID, VOID V

1800 0 S 00000 S 0 0 U

‘ TR This card is not evidence of U.S. or
k- This document Is void if altered, and may be revoked by the
NOTVM.IDFM REEN‘TRVTOU S. U.S. Government FORM 1-766 Rev. (05-2004)
[CARD VALIO FROM 01/01/50 “£501/01/50

’ o’
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E-Verify Photo Matching Process

In HireRight's 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 - active for HireRight customers on 4/29/2011

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

e  Employment Authorization Document (Form 1-766) - active for HireRight customers on
12/3/2010

NOTE: As of 12/3/2010, Alien number (#) will no longer be accepted as a Document number (#) for I-
551 and 1-766 documents that are entered within the HireRight E-Verify system.

An E-Verify Photo Match is activated once you click “E-sign, Save and Run E-verify”

Once the E-Verify Check is initiated, a screen will return from E-Verify that includes a photograph (usually
within 15 seconds). Simply compare the photo displayed by E-Verify to the photo on the employee’s
document and determine if the photos are reasonably identical. This means that the photos should be
identical, but you should take into account minor variances in shading and detail between the two photos
based upon the age and wear of the employee’s document, the quality of your computer monitor, and the
watermark on the photo in E-Verify to protect it from unlawful use.

Select Yes or No to the question: “Does the photograph above match the photograph on the
documented presented by the employee?”

1-9 Employment Eligibility Form

8. 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.

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

10. No Photo Displayed.

E-Verify Photo Matching and Comparison

No photo displayed

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

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
warrant any statements in these materials. HireRight's products and services are provided under the terms and conditions of HireRight's screening services agreement and any
applicable product-specific addenda, and pursuant to HireRight policies, guidelines and procedures. Please contact HireRight for more information. HireRight’s private
investigation licenses can be found at: https://www.hireright.com/legal/license-information/

Copyright © 2020 HireRight, LLC. All Rights Reserved. Reproduction and distribution of this publication in any form without prior written permission is prohibited.

Page 61 of 104



HIRE RIGHT

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

What if the Photo Match screen never appears or my browser crashes?

On occasion, the E-Verify service may be delayed in returning the photo. A message regarding a timeout
could appear on the Thank You page, or an email notification may be sent to alert you of a Pending Photo
Match that has not yet been completed.

There is a corresponding E-Verify “work queue” tab on the Manage 1-9 Forms Dashboard; named
Pending Photo Match.

Screening Manager COVID-19 Affecte.. Manage |-9 Forms
New * 3 Additional Calumns Mare Options ~ ¥ Refresh
All Users - Last 90 days - Refreshed 50 s o
Sent to Employee Remote Employee Pending Employer Completed E-Verify Duplicate E-Verify Tentative Pending Info Review Pending Photo Match Final Non-Confirmation -
E-Verify Status I First Name Last Name SSN Date L Next Action Type
Photo Matching Required testPHOTO testPHOTO HEAATED 04/0712021 Pending Photo Match E-Verify Only

Scan And UV testSCAN testAUTH A ATRY View - E-Verify Only
Reassign

Confirm E-Verify Photo

Close Case
E-Verify Report

Manage Supporting Docs

Edit Flex Fields
Flag 3
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Pending Photo Match

In order to continue processing the E-Verify check for the employee, right-click and select Confirm E-
Verify Photo to complete the Photo Match process.

Screening Manager COVID-19 Affecte. Manage I-9 Forms ¥ E-Verify Photo M..
1-9 Employment Eligibility Form

E-Verify Photo Matching and Comparison E-Verify has returned a photograph of your new employee testPHOTO testPHOTO.

Please compare the photo displayed below from E-Verify to the photo on the document the employee presented in
Section 2 to determine if the photos are reasonably identical. The photos should be identical but you should take
into account minor variances in shading and detail based upon the age and wear of the document and the quallfy of
your compurer display.

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

NotFound

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

Yes
No

No photo displayed

Click Submit the start the E-Verify photo matching response.
If user selects Yes, E-Verify server may respond with either Employment Authorized or TNC status.
If user selects No or No photo displayed, E-Verify server will respond with Scan and Upload status.
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Scan and Upload - E-verify Status and Form Action
Scan and Upload status will be received if user selects No or No photo displayed in Photo Match dialog.

User should find the form in the Pending Photo Match tab and select Upload Photo Match Docs action.

Screening Manager COVID-18 Affecte Manage I-9 Forms X
& New ~ | i3 Additional Columns ~ More Options ~ ¥ Refresh
All Users - Last 90 days  ~ Refreshed 3 minutes ago
Sent to Employee Remote Employee Pending Employer Completed E-Verify Duplicate E-Verify Tentative Pending Info Review Pending Photo Match Final Mon-Confirmation -
E-Verify Status F" First Name Last Name SSN Date i Next Action Type
Scan And Upload testSCAN testAUTH R 4TE9 0410712021 - -9 Form Upload
View

Manage Supporting Docs
Reassian

Mowve To Ansther Account

Upload Photo Match Docs

Close Case

E-Verify Report
Re-verify I-9 Form
Start/Termination Dates
Send Form

Edit Flex Fields

Correct I-9 Form
Delete I-9 form

Flag »

User must upload both front and back of document to complete the E-Verify process and Submit.

Screening Manager COVID-19 Affecte.. Manage -9 Forms % | Upload Photo Mat.. x

Upload Photo Matching Documents

Upload Photo Matching Documents

Itis mandatory to submit two photo files of the document that the employee provided for photo-matching purposes — one file displaying the front of the verification document and one displaying the back. Please
note, you will not be able to proceed until you have upleaded the two photo files.

Each photo file should be smaller than SMB.
Each photo file should be a PDF, PNG, or JPEG

Phato Matching Document to submit to Department of Homeland Security (Front Phato): * Browse... | No file selected.

Photo Matching Document to submit to Department of Homeland Security (Back Phota): * Browse... | No file selected.

[] Retain a copy of both the front and the back as a supporting documents

Submit Cancel

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
warrant any statements in these materials. HireRight's products and services are provided under the terms and conditions of HireRight's screening services agreement and any
applicable product-specific addenda, and pursuant to HireRight policies, guidelines and procedures. Please contact HireRight for more information. HireRight's private
investigation licenses can be found at: https://www.hireright.com/legal/license-information/

Copyright © 2020 HireRight, LLC. All Rights Reserved. Reproduction and distribution of this publication in any form without prior written permission is prohibited.

Page 64 of 104



HIRE RIGHT

Scan and Upload Dialog

User can check the checkbox to save these documents as supporting documents for the form. This is
optional. The documents will be shown under the View action > Supporting Documents tab along with
other files attached to the form.

Upload Photo Matching Documents

Itis mandatory to submit two photo files of the documentthat the employee provided for photo-matching purposes — one file displaying the front of the verification document and one displaying the back. Please
note, you will not be able to proceed until you have uploaded the two photo files.

Each photo file should be smaller than 5MB
Each photo file should be a PDF, PNG, or JPEG

Photo Matching Document to submit to Department of Homeland Security (Front Photo): * Browse... | No file selected.

Photo Matching Document to submit to Department of Homeland Security (Back Photo): Browse... | No file selected.

Retain a copy of both the front and the back as a supporting documents
Document Type: | Please Select Document Type =2

ct Document Type

Employment Auth. Document (Form I-766)
U.S. Passport Card

U.S. Passport

Perm. Resident Card (Form I-551)

Alien Reg. Receipt Card (Form 1-551)

Submit Cancel

Foreign Passport, work-authorized nonimmigrant
Foreign Passport with Temp. I-551 Stamp
Other document

Foreign Passport with Temp. I-551 MRIV

FSM Passport with Form I-94

Scan and Upload Dialog — Thank You page

After photos submission, E-Verify will update the form status to TNC and it can be found in 1-9 Forms
dashboard > E-Verify Tentative tab. User can proceed with Refer Employee or Take No Action or Close
Case.

Screening Manager COVID-19 Affecte Manage -2 Forms % | Upload Photo Mat.. x

Thank You

Thank you for upload photo matching documents.

Close Window
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Tentative Non-Confirmation Status

If a status of Tentative Non-Confirmation (TNC) is returned on an E-Verify, the employer must speak to
the employee about the TNC and provide the Further Action Notice.

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

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

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

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

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

2. Click the E-Verify Tentative tab.
3. Select the employee that has the “Tentative Non-Confirmation” status and right-click.

Before Meeting
- Access the E-verify Report
- Print the Further Action Notice

During the Meeting
- Review the notification with Employee
o Employee must indicate, in writing, whether or not they will contest

NOTE: Customers may opt to upload signed original(s) in HireRight
After Meeting, right-click on the record to complete one of the following, as applicable:
Refer Employee: For Employees who Contest:

SSA TNC: Requires VISIT SSA local office to resolve www.ssa.gov/locator
DHS TNC: Requires TELEPHONE DHS to resolve (888-897-7781)
http://www.uscis.gov/e-verify/lemployees/how-correct-your-immigration-records

Take No Action: For Employees who do not wish to Contest
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Refer Employee - E-verify Status and Form Action

Screening Manager Manage |-8 Forms x
& New = | Print |y Additional Columns ~ «# Refresh
Last 20 days - Refreshed 3 minutes
Sent to Employee Remote Employee Pending Employer Completed E-Verify Duplicate E-Verify Tentative Pending Info Revi.. Pending Photo Mat.. Final Non-Confir.. -
E-Verify Status P First Name Last Name SSN Date i MNext Action Type Reque
Tentative Non-Confirmation Elaine Goodell R 3012 04/09/2021 Print and Review TNC with Employee  E-Verify Only E. EPAI
Tentative onfirmation Elaine Goodell TEAT3212 iew Print and Review TNC with Employee  1-9 Form E. EPAI
e Non-Confirmation Ann Upload b v 1 Print and Review TNC with Employee -9 Form Upload E. EPAI
htative Non-Confirmation Bob Smith 4789 Reac=0n Print and Review TN with Employee -9 Form E.EPAl
N FUT Refer Employee . y
Tentative Non-Confirmation Tina Verify H-4TE Print and Review TNC with Employee  E-Verify Only E. EPAI
Tentative Non-Confirmation Verify Ann R’ Taks No fction Print and Review TNC with Employee  E-Verify Only E. EPAI
Tentative Non-Confirmation John Check A ATR0 Clase Cass Print and Review TNC with Employee  E-Verify Only E. EPAl
Tentative Non-Confirmation Bob Check TEANM E-Ver{fy Repart Print and Review TNC with Employee  E-Verify Only E. EPAI
M S rti o]
Tentative Non-Confirmation Bob Check 5709 anage SUpPOng BOSS | print and Review TNG with Employee  E-Verify Only E.EPAI
Tentative Non-Confirmation Ann Ghack 4789 it Pl figlds Print and Review TNG with Employes  E-Verify Only £ ERn
Tt b . - Flag P | it e i T e e - o
< >
Refer Employee dialog
Screening Manager COVID-19 Affecte Manage |-9 Forms x Refer Employee x
I-9 Employment Eligibility Form
Confirm Employee Referral By selecting Refer below, you are indicating that you have spoken to the employee about this

Tentative Non-Confirmation status and the employee has been provided the Further Action
Notice. If you have not spoken to the employee, dick Cancel.

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

Refer Cancel

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
warrant any statements in these materials. HireRight's products and services are provided under the terms and conditions of HireRight's screening services agreement and any
applicable product-specific addenda, and pursuant to HireRight policies, guidelines and procedures. Please contact HireRight for more information. HireRight’s private
investigation licenses can be found at: https://www.hireright.com/legal/license-information/

Copyright © 2020 HireRight, LLC. All Rights Reserved. Reproduction and distribution of this publication in any form without prior written permission is prohibited.

Page 67 of 104



HIRE RIGHT

Refer Employee dialog — Processing

Screening Manager COVID-19 Affecte Manage -9 Forms % | Refer Employee *

I-9 Employment Eligibility Form

Thank you for referring the Employee.

Processing Request ....

Please wait while your request is being processed

Processing Results [IIEN |

Close

Refer Employee dialog — Referral Confirmation letter

Connects to E-Verify and will respond with the Referral Date Confirmation letter with all the needed data
prepopulated. Otherwise, this letter can be found under the E-Verify Report action.

Screening Manager COVID-19 Affecte Manage |-9 Forms % | Refer Employee x

ED Q MY 1 |of1 — |+ AutomaticZoom v S B N »

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

E-Verify Case Verification Number: 2014031034502WA

Employee Name: Goodell, Elaine

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

What you should do

Visit an SSA field office within 8 Federal Government working days, by 02/12/2014 (MM/DD/YYYY),
to begin to resolve the SSA TNC. If you have not received the SSA TNC Further Action Notice from your
employer, contact your employer immediately to obtain this notice.

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

If you do not take action within 8 Federal Government working days, by 02/12/2014 (MM/DD/YYYY),
a Final Nonconfirmation will be issued and your employer may terminate your employment. Employers
must allow you to contest an SSA TNC and may not take adverse action against you because of the
SSA TNC while you are contesting the SSA TNC and your E-Verify case is pending.
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Take No Action — E-Verify Status and form action

Screening Manager Manage I-9 Forms x

o New + ernt [ Additional Columns ~

£¥ Refresh

Refreshed 4 minutes go

Last 90 days  ~

Sentto Employee  Remote Employee  Pending Employer ~ Completed  E-Verify Duplicate  E-Verify Tentative  Pending Info Revi..  Pending Photo Mat..  Final Non-Confir. -
E-Verify Status F" First Name Last Name SSN Date Next Action Type Reque A
Tentative Non-Confirmation Elaine Goodell 3212 04/09/2021 Print and Review TNC with Employee  E-Verify Only E. EPAl

Elaine Goodell b4 | View Print and Review TNC with Employee -9 Form E. EPA|

Ann Upload EEATY Print and Review TNC with Employee -9 Form Upload E. EPAl
Tedative Non-Confirmation Bob Smith EHEEEATE Reassign Print and Review TMNC with Employee -9 Form E. EPAl
Tentative Non-Confirmation Tina Verify 4T Refer Employee Print and Review TNC with Employee  E-Verify Only E EPAl
Tentative Non-Confirmation Verify Ann AT Take No Action Print and Review TNC with Employee  E-Verify Only E EPAl
Tentative Non-Confirmation John Check Close Case Print and Review TNC with Employee  E-Verify Only E. EPAl
Tentative Non-Confirmation Bob Check E-Verify Report Print and Review TNC with Employee  E-Verify Only E EPAl
Tentative Non-Confirmation Bob Check e (T Manage Supporting Docs Print and Review TNC with Employee  E-Verify Only E EPAl
Tentative Non-Confirmation Ann Check TG Edit Flex Ficlds Print and Review TNG with Employee  E-Verifty Only E.EPA
bt . shs o aa4] Flag 3 R TAp - o

>
Take No Action Dialog
Screening Manager COVID-19 Affecte Manage |-9 Forms x No Action x

I-9 Employment Eligibility Form

Confirm TNC ‘Take No Action’ to resolve this
E-Verify Case

By selecting Confirm below, you are indicating that you have spoken to the employee about this
Tentative Non-Confirmatien status and the employee has been provided the Further Action
Notice.The notice can be accessible by navigating to the E-Verify report and selecting 'Further Action
Notice". If you have not spoken to the employee, click Cancel.

Selecting Confirm below will give the employee a final result that indicates E-Verify were unable
to confirm the employee’s employment authorization. This cannot be undone and can result in
the employee losing this job.

Confirm

Take No Action Dialog - Processing

Screening Manager COVID-19 Affecte Manage |-9 Forms * | No Action x

Processing Request ....

Please wait while your request is being processed

ProcessingResults[Il___ |

HIRE RIGHT"

customerservice@hireright.com1
Phone: 866-521-6995, 949-428-5804
Fax: 877-797-3442, 949-224-6020
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Take No Action dialog — Thank You page

“Take No Action” will lead to Final Non-Confirmation status. After that, user should close the case.

Screening Manager COVID-19 Affecte Manage -9 Forms * | No Action x

I-9 Employment Eligibility Form

Thank You Order details

E-Verify Case Status: Final Non-Confirmation

View E-Verify Report Upload Supporting Documents

Close Case — TNC E-Verify Status and form action

Screening Manager Manage |-8 Forms x
o New = | Print | ¢ Additional Celumns ~ A+ Refresh
Last 90 days - Refreshed & minutes ago
Sent to Employee Remote Employee Pending Employer Completed E-Vverify Duplicate E-Verify Tentative Pending Info Revi.. Pending Photo Mat.. Final Non-Cenfir. -
E-Verify Status F"  First Name Last Name SSN Date . MNext Action Type Reque ~
Tentative Non-Confirmation Elaine Goodell 3212 04/09/2021 Print and Review TNC with Employee  E-Verify Only E.EPAI
Elaine Goodell e View Print and Review TNC with Employee  |-9 Form E. EPAl
Ann Upload b Print and Review TNC with Employee  1-9 Form Upload E. EPAI
Tentative Non-Confirmation Bob Smith A Reassign Print and Review TNC with Employee  1-9 Form E.EPAl
Tentative Mon-Confirmation Tina Werify T Refer Emplayee Print and Review TNC with Employee  E-Verify Only E.EPAI
Tentative Non-Confirmation  Verlfy Ann T2ke No Adion Print and Review TNCwith Employee  E-Verity Only EEPA
Tentative Non-Caonfirmation John Check e SessCass Print and Review TNC with Employee  E-Verify Only E.EPAl
Tentative Non-Confirmation Bob Check E-Verify Report Print and Review TNC with Employee  E-Verify Only E.EPAI
Tentative Mon-Confirmation Bob Check Manage Supporting Docs Print and Review TNC with Employee  E-Verify Only E.EPAI
Tentative Non-Confirmation Ann Check A Edit Flex Fields Print and Review TNC with Employee  E-Verify Only E. EPA
Tt R Ao i mbic e e [T, 21x 24 Flag 4 i et P T b e A mcif e - roa
>
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Close Case — FNC E-Verify Status and form action

Screening Manager COVID-19 Affecte.. Manage -9 Forms X
o New < |4 Additional Calumns * 5 Refresh
All Users - Last S0 days - Refreshed 1 minute ago

Sent to Employee  Remote Employee  Pending Employer ~ Completed  E-Verify Duplicate  E-Verify Tentative  Pending Info Review  Pending Photo Match | Final Non-Confirmation -

E-Verify Status ¥ First Name Last Name SSN Date i MNext Action Type
Final Mon-Confirmation - Invz Tim Salek 0788 04/08/2021 - -9 Form Upload
Final Non-Confirmation Ann Smith H4TEY 02/08/2021 Resolve Case I-8 Form

View

Reassign

Re-verify -9 Form

Manage Supperting Decs

Close Case

Send Form

E-Verify Report
Start/Termination Dates
Correct I-9 Form

Edit Flex Fields

Delete I-5 form

Meove To Ancther Account

Flag »

Close Case dialog — Employment Status

User should indicate the Employee’s Employment Status and wait for the response with Close Case
options from E-Verify server.

Screening Manager COVID-19 Affecte Manage I-9 Forms * | Close Case for T. x
Employment Eligibility Verification

Close Case

All fields are required.

Verification Status TENTATIVE NONCONFIRMATION

Employment Status Please select from the options below.
Employee still works for the employer.

Employee does not work for the employer.

Close Case
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Close Case dialog — Waiting for Close Case Options

Screening Manager COVID-19 Affecte.. Manage -9 Forms * | Close Case for T. x

Employment Eligibility verification

Close Case

All fields are required.

Verification Status TENTATIVE NONCONFIRMATION

Employment Status Please select from the options below.
@ Employee still works for the employer.

Employee does not work for the employer.

Processing Request ....

Please wait while your request is being processed

Processing Results

HIRE RIGHT"

customerservice@hireright.com
Phone: B66-521-6995, 549428 5804
Fax: 877-797-3442, 949-224-6020
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Close Case dialog — Close Case Options

When “Other” is selected, then user will be asked to provide a free-text custom reason.

Employment Status Please select from the options below.
@ Employee still works for the employer.

Employee does not work for the employer.

Close Case Options Please select from the options below. This status will be sent to the DHS system to
close the case.

The employee continues to work for the employer after receiving a Final
Nonconfirmation result.

The case is being closed because the data entered is incorrect.

The case is being closed because DHS instructed this employer to close the
case.

The case is being closed because SSA instructed this employer to close the
case.

® The case received a Final Noncenfirmation and is being closed with a
reason of 'Other’

Reason Please indicate why you are closing this case below.

Close Case dialog — Thank You page

Screening Manager COVID-19 Affecte.. Manage 1-9 Forms * | Close Case for T. X

Employment Eligibility Verification

Close Case

) . Case has been closed.
Notification Status
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Close Case dialog — Updated form status

Screening Manager COVID-19 Affecte Manage |-9 Forms x
o New ™ ) Print = Additional Columns ~ ¥ Refresh
All Users - Last 90 days  ~ Refreshed 1 minute ago

Sent to Employee  Remote Employee  Pending Employer ~ Completed  E-Verify Duplicate | E-Verify Tentative | Pending Info Review  Pending Photo Match  Final Non-Confirmation -

E-Verify Status F* First Name Last Name SSN Date i Next Action Type ~
Tentative Non-Confirmation - Asked by DHS ddd ddd 12 0410712021 - 1-9 Form Uplo
Tentative Non-Confirmation ™ topaz Ma ! 04/06/2021 Print and Review TIC with E1 1- Form
Tentative Non-Confirmation invite dd b | 04/05/2021 Print and Review THC with E1 1-9 Form
Tentative Non-Confirmation ogo 0go w3123 0410172021 Resubmit E-Verify -9 Form
Tentative Non-Confirmation upload upload 3123 04/01/2021 Print and Review TNC with EI 1-8 Form Uplo
Tentative Non-Confirmation Sony Test AN 03/31/2021 Print and Review TNC with Ei -9 Form
Tentative Non-Confirmation newalien newnumber B | 03/31/2021 Print and Review TNC with Ei 1-8 Form
Tentative Non-Confirmation Invite Third 5555 03/29/2021 Print and Review TMC with E1 1-9 Form

E-Verify Status will be updated according to the select Close Case reason.

Screening Manager COVID-19 Affecte Manage |-9 Forms x
& New ~ ) Print | g Additional Celumns ~ ¥ Refresh
All Users - Last 20 days  ~ Refreshed just now

Sent to Employee  Remote Employee  Pending Employer  Completed  E-Verify Duplicate  E-Verify Tentative  Pending Info Review  Pending Photo Match  Final Non-Confirmation -

E-Verify Status I First Name Last Name SSN Date 1 MNext Action Type

Final Mon-Confirmation - Invalid Query Tim Salek w0788 04/08i2021 - -9 Form Upload
—

Final Mon-Confirmation Ann Smith FEEATEO 02/08/2021 Resolve Case 1-9 Form
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E-verify Late Reason

The dialog will be auto-shown after the submission of Section 2 with E-Verify ordering for the form with
start date more than 3 business days in the past.

Reason

All fields are required

Reason Please select the reason why this E-Verify Check has not been
submitted within 3 business days of hire and then select Submit
1-9 Verification

b
E-Verify Late Reason — drop-down options
User must select a reason, otherwise E-Verify will not further process the order.
Reason
All figlds are required
Reason Please select the reason why this E-Verify Check has not been

submitted within 3 business days of hire and then select Submit
1-9 Verification

Audit revealed that new hire was not run through E-Verify yet
Technical problems
Other
Waiting for Sodal Security Number to be issued to employee
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E-Verify Late Reason - form action

If E-Verify server didn’t respond in time right after Section 2 submission or user occasionally closed the
dialog without providing the reason, the form can be found in I-9 Forms > Completed tab.

Selecting Order E-Verify action will open Late Reason dialog again.

Screening Manager Manage 1-9 Forms
& New ™ | " Additional Columns ~ Mare Options ~ ¥ Refresh
Last 50 days - Refreshed 2 minutes anl
Screening Manager Manage I-9 Forms * | Order E-Veri
Sent te Empl.. Remote Emple..  Pending Empl.. | Completed E-Verify Dup.. E-Veri g Lj
E-Verify Status F"  First Name Last Hame S5N Date
Ann Uplosd w4114 04/12/2021 Reason
asa bbb View 8/2021 All fields are required
Order E-Werify ~ Reason Please select the reason why this E-Verify Check
Start/Termination Dates has not been submitted within 3 business days of
hire and then select Submit I-9 Verification
Manage Supporting Docs
Reassign -
Edit Flex Fields

Re-varify I-5 Form

Correct I-2 Form
Delete I-5 form
Flag 3

E-Verify Late Reason — Processing Request
Clicking the Continue button will trigger Processing Request screen. E-Verify will respond with some E-

Verify Case Status.

Screening Manager Manage I-8 Forms < | Order E-Verify

Processing Request.....

Please wait while your request is being processed

Processing Results [INNN |

—-
HIRE RIGHT

customerservice@hireright.com1
Phone: B66-521-6%55. 94%-428-5804
Faoz B77-737-3442, 345-224-6020

If there are duplicates, then E-Verify Duplicate dialog will be shown automatically.
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E-Verify Duplicate Search dialog

The dialog will be auto-shown after the submission of Section 2 with E-Verify ordering (and after Late
Reason dialog, if any) if user attempts to order one more E-Verify for the same employee within the last
30 days.

User can either cancel the current order (1-9 Form will be submitted anyway w/o ordering) or continue
processing it. In this case, reason for continuing should be provided, otherwise E-Verify will not further
process the order.

Duplicate E-Verify Alert

E-Verify records indicate that cases with the same 55 number have been processed for this employer within last 30 days

Case Humber 55N Case Created On Date of Hire Eligibility Statement Text

2021102132945HL

0413, 21 09:29 04/12/2021 Case Incomplate

2021103134025JC 04/13/2021 08:40 04/12/2021 Case Incomplete
You must choose one of the following options below:
—
\_/ Do not continue this E-Verify order. Choosing this option will close the E-Verify crder that you just oreated with the resson 'Incomect Data Entry’.
O lgnore existing duplicate case(s) and continue processing the E-Verify order that you orested. You are reguired to specify s reascn, if you choose this option. 3
Reason for Continuing: *
Continue

E-Verify Duplicate Search - E-Verify Status and form action

If E-Verify server didn’t respond in time right after Section 2 submission or user occasionally closed the
dialog without resolving duplicates, the form can be found in 1-9 Forms > E-Verify Duplicate tab.

Selecting Resolve Duplicates action will open Duplicate E-Verify Alert dialog again.
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After clicking the Continue button in the dialog, E-Verify will respond with some E-Verify Case Status. For
example, Review E-Verify Information dialog can be shown automatically.

Screening Manager Manage 1-9 Forms
o New ~ 4 Additional Columns ~ Maore Options ~ ¥ Refrash
Last 30 days - Refreshed 2 minutes ag
Sentto ploy Remote Employ Pending ploy Ci E-Verify Duplicate  E-Verify Tentative  Pending Info Review  Pending Photo Match Final Mon-Confirmatien
E-Verify Status P First Name Last Name 55N Date i Mext Action Type Requestor
Duplicate Case Tim Salek *ee.=.9788 04/12/2021 Resolve Duplicate Case  E-Verify Only E. EPAMTESTONELN
/v Resolve Duplicates
View
Reassign

E-Verify Report

Manage Supperting Docs
Edit Flex Fields

Flag 3

Review E-Verify Information Process

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

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

12. The dialog may display after the submission of Section 2 with E-Verify ordering.

Screening Manager Manage I-9 Forms x Re-\Verify Inform..

I-9 Employment Eligibility Form

All fizlds are required

Review E-Verify Information: Confirm Please check the information below to ensure it is correct. Make any updates as
information is correct necessary.
55N
132-21-3212
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Review E-Verify Information - E-Verify Status and form action
If E-Verify server didn’t respond promptly upon Section 2 submission or user occasionally closed the
dialog without submitting data, the form can be found in I-9 Forms > Pending Info Review tab.

Selecting Review E-Verify Information action will open Review E-Verify Information dialog again.

Screening Manager Manage 1-9 Forms
o New ™ " Additional Columns * Maore Options ~ ¥ Refresh
Last 30 days - Refreshed 2 minutes ag
Sent to Employ Remote Employ Pending Employ Completed  E-Verify Duplicate  E-Verify Tentative | Pending Info Review | Pending Photo Match  Final Non-Confirmation
E-Verify Status " First Name Last Name SSN Date i Mext Action Requestor
Info Review Required Tim Salek seBTEE 04/12/2021 Pending Info Review {Forme: E. EPAMTESTONELN
Info Review Required Elaine Goodell e > View Pending Info Review {Forme: E. EPAMTESTONELN
Reassign
Review E-\erify Information
Close Case

E-Verify Report
Manage Supporting Docs
Edit Flex Fields

Flag 3

Review E-Verify Information — Thank You page
After clicking the Continue button in the dialog, Thank You page will show updated E-Verify Case Status.

Lately, E-Verify will respond with TNC or Photo Matching Required or Scan and Upload status. User can
find the form in the corresponding tab — E-Verify Tentative or Pending Photo Match.

Screening Manager Manage I-9 Forms * | Re-Verify Inform..

I-9 Employment Eligibility Form

Thank You Order details

E-Verify Case Status: Info Review Required - Confirmed

View E-Verify Report Upload Supporting Documents
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Monitoring Status

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

either the Completed (Authorized) tab or the Final Non-Confirmation

Employment Authorized Status = No Further Action Required

HIRE RIGHT

tab.

Julie Lambla, I-9 Demo Account | Switch Back | Sign Qut

screening Manager Manage 1-9 Forms L3
Eg, Joe, Jo%, at G7RQ Fhien ™ | Gyean [ Additional Calumns T Mars Otions * < Refresh
All Users - Last 30 days _ ~ Refreshed 10 =
R ||V =
Employment Applications Sent to Empleyee  Pending Employer || Completed || E-verify Tentative  Panding Tofe Review pending Photo Match  Final Hen-Canfirmation -
2 ¥ First Name LastName SSN E-Verify Status Date +  Next Action Type =
Manage I-9 Forms Steve Roberts =11y Employment Authorized 12082013 Receipt Provided - Enter Actu 19 Form
-9 Forms Settings James Thompson S Employment Authorized 0173112014 Update SSN 19 Form Upload
Delete 9 Forms James Thompson s Employment Authorized 02/01/2014 Update SSN 19 Form Uplead

Batch Requests
> Employment Screening
Management Reports
Price List

Billing

Final Non-Confirmation Status = YOU must “Close the Case” — See previous instructions for

“Closing a Case”

HIRE RIGHT

Screening Manager

o] Haw ™

All Users -

> Employment Applications S EE

2Ll ¥ First Name

Manage -9 Forms X]

|3 Additional Columns ©
Last 90 days  ~
Pending Employer  Completed

Last Name

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

A Refresh

Refreshed & minute:

Manage I-9 Farms James
1-9 Forms Settings Gab
Delete I-9 Forms Steve

Batch Requests
> Employment Screening
Management Reports
Price List

Billing

Thompson
Gab

Roberts

E-Verify Tentative  Pending Tnfa Review _Pending Phato Match |r Final Non-Confirmation | -
SSN E-Verify Status Date Looe NextAction Type -
- Final Hon-Confirmation 0143172014 -8 Form Upload

Final Non-Confirmation 0112212014 19 Form Upload

Final Mon-Confirmation 12/05/2013 8 Form
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Form 1-9 Completion: Section 3 (Reverification and Rehires)

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

= An employee has a legal name change

= Work authorization documentation has expired and needs to be updated

= An employee is rehired within 3 years from when the Form [-9 was originally
completed.

NOTE: If the Form I-9 was not initially completed electronically, the paper form may be
imaged and uploaded to the HireRight system. Once complete, you have the ability to
perform an electronic re-verification as shown below.

To Re-verify a Form 1-9

1. Use the “Search” feature to locate the employee’s Form 1-9 you need to update.

Select Account: | Sales Demo - Karl Talmadge, | Sign Out
—
HIRE RIGHT Data Location: United States )
—_
Screening Manager
rogers Q I Crders and Reports © Maximize <¥Refresh Account Status
New Order ] COVID-19 Affected Only Action Required
DHS Manager ) There are some items that require your action. Show
Current Account | | Current User - Last 7 days = Refreshe
> Random Compliance Program
Invitations  Not Submitted  In Progress  Pending Adjudication | Completed | Cancelled
» |- Forms
P First Name Middle Name Last Name SSN/National TD Request # 8- Announcements

My Collection Sites
> Employment Screening
Welcome to
Management Reports

Price List HireRight Global

» Account Setup

Apr 20, 2021 Update - Summit County, OH (Criminal, Civil) Public
Compliance Cenral Record Service Delay Nofification
> Forms & Documents Apr 20, 2021 Update - San Bernardino County, CA (Criminal)

Public Record Service Delay Notification
Ape 18, 202 Williamson County, TX (CrFM) Public Record

» Guidelines

> Help & Training

Recently Viewed ltems

. k.’ Alerts © Maximize ¥ Refresh
% All Users - Last4 weeks = Refreshec
uy
{ Action Requests  Information-only
* ONLINE TRAINING I Date i MName Title
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2. Right-click on the employee record and choose Re-Verify I-9 Form.

Select Account: ' Sales Demo v Kari Talmadge, | Sign Out
e
HIRE RIGHT Data Location: United States €
—_
Screening Manager Search (rogers) x
E ’ 1b-1 Q - .
(EYPrint 4 Download Note (] Search All Accounts + Search Tips
Search For: | rogers Q
DHS Manager
No Filter | Pending Adjudicati
> Random Compliance Program
> |-9 Forms
My Collection Sites P First Name Middle Name Last Name SSN/National ID  Request # Type Request Date Status S
Timothy Rogers w11 1-9 Form Oct 30,2013 Completed
Employment Screenin
Bt 9 Chad Rogers 1 HE-040714-252XT 19 Form Apr2, 2014 Completed
Management Reports Tammy Rogers View 1813-PBOQG |9 Form Mar 18, 2013 Completed
Price List Ronald Rogers 0415-Q678V 1-9 Form Nov 17, 2014 Completed
> Account Setup Karen Rogers Send Fomm 1713-SP4GS -9 Form Apr 17,2013 Completed
ta ati Dat:
Compliance Central Test Rogers : ‘”f:':‘"“ fon Dates  l57913.XH963  E-Veerify Only May 29, 2013 Completed
-Verify Report o . 3 g
s Forod SCOEEIE Kari Rogers N 1 01811-G63SJ  1-9 Form Oct 18, 201 Comploted
e Sam Rogers anage Supporting DOcs  44311-973xB 19 Form Apr 13,2011 Completed
> Guidelines Reassign
Sammy Rogers § 1-9 Form Mar 30, 2011 Completed
Ip & Traini ¥
> Help & Training Roy Rogers Reverify 19 Form 1-9 Form Feb 15,2011 Completed
® o Dennis Rogers CorckL® Form 19 Form Feb 13,2019 Completed
S Cindy Ragers Edit Flex Fields 0812-NASQV 19 Form Fob 8, 2012 Completed
% Delete 1-9 form " -
P Dennis Rogers 1-9 Form Dec 4, 2018 Completed
v Kari Rogers Flag » E-Verify Only Sep7, 2011 Completed
» ONLINE TRAINING Sam Rogers ' WE-050511-0V93Q |9 Form May 5, 2011 Completed
Charles Rogers HE-102113FE7XX 9 Form Oct 21,2013 Completed
Tom Rogers 1-9 Form Jun 10, 2011 Completed
Dan Rogers 1-9 Form May 3, 2011 Completed
Tom Rogers 19 Form Feb 16,2011 Completed =
»
Last Update: 4/21/21 8:09 AM  Found Records: 5&

NOTE:

Some accounts will display an option box at this time, asking whether you wish to send the form
to a Hiring Manager or Update Myself. This feature displays for customers with Hiring Manager
enabled. After you make your selection, and complete Hiring Manager fields if applicable, click
Submit.

1-9 Employment Eligibility Form
Form 1-9 Updating and Re-Verification (Section 3) Options
Who will be updating Section 3 of this form?

(® Update Myself

(O Send to Hiring Manager

Submit
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3. Section 3 completer will select the purpose of the reverification, then enter the updated
information. (Check all that apply.)

1-9 Section 3 Live chat Help

Citizenship or immigration status Alien Authorized to Wark

Reverification and Rehires Worksheet

Purpose of Reverification

4. Follow prompts to make the necessary updates. A confirmation appears after changes
have been submitted to the record.

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

Last Name {Family Name) First Name (Given Name) Middle Initial
Moore Mell H/A

Employee Name from Section 1:

Section 3. Reverification and Rehires (7o be completed and signed by employer or authorized representative )

A. New Name (if applicable) B. Date of Rehire (if applicable)
Last Name (Family Name) First Name (Given Name) Middle Initial Date {(mm/dd/yyy)
Thorne Nell H/A H/A

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

Document Title Document Number Expiration Date (if any) (mmiddyyyy)
U.5. Passport |:] B123456 01/01/2024

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

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative
Samantha Johnson 02/04/2017 Samantha Johnson

To confirm re-verification was completed, you can right-click and select View and go to the
Audit Trail tab.

NOTE: If it is necessary to perform an additional re-verification, the edited information will
appear on section 3 of a blank Form -9 attached to the bottom of the original Form 1-9. Be sure
to continue to scroll down to view your edits.
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Designating a Hiring Manager to Complete Section 3

To Desighate a Hiring Manager to Complete Section 3:

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

WiewPrint

Send Form
Start/Termination Dates
E-Verify Report

Manage Supporting Docs

Reassign

Re-verify I-3 Farm

View Audit Trail
Correct I-9 Form

Delete I-9 form

Flag 3

13. Enter first name, last name, email address and select a reason for reverification to be made and click
Submit.

1-9 Employment Eligibility Form

Form I-9 Updating and Re-Verification (Section 3) Options

Who will be updating Section 3 of this form?
(O Update Myself

(@ Send to Hiring Manager

First Name: *
Last Name: *

E-mail: *

Re-verification reason * O Employee's work authorization will expire

Employee should be re-hired

() Employee has changed his/her name

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

Submit
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Start/Termination Date Batch

Click I-9 Forms in the left menu.
Click Start/Termination Date Batch.

You will now be on the Start/Termination Date Batch dashboard.

HireRight HireRight Training, 1-8 2020 Version Test | Sign Out

— 8
HIRE |BI GHT Data Location: United States )
Screening Manager COVID-19 Affecte..
E.g, Joe, Jo%, ab Q Orders and Reports o Maximize «£¥Refresh Account Status
N ] COVID-189 Affected Only ' Action Required
~ -9 Forms = There are some items that require your action. Show
Current Account __ + Current User - Last 7 days  ~
Manage |-9 Forms i
-9 Forms Settings Invitations  Not Submitted  In Progress | Pending Adjudication | Completed  Cancelled -
Delete 1.9 Forms P First Name Middle Name Last Name SSN/National TD Request# [ 3 ~ Announcements

Welcome to

Managemen Repors HireRight Global

Price List
Apr20, 2021 Update - Summit County, OH (Criminal, Civil) Public *
Billing Record Service Delay Notification
~ Account Setup Apr 20, 2021 Update - San Bernardino County, CA (Criminal)
Public Record Service Delay Notification M
Preferences Apr19, 2024 Williamson County, TX (CrFM) Public Record

My User Profile

Manage Flex Fields

Reference Questions Alerts
Company Info

Recently Viewed ltems
o Maximize «¥Refresh

Current User - Last1week - Refreshed 23 minutes age
Legal Requirements

Custom Logo Action Requests Information-only

Emall Alerts F Date . Name Title =

Compliance Central
» Forms & Documents
> Help & Training

® o
X .

1. Select New to be taken to taken to the Start/Termination Batch page.

— Select A:count| I-9 Demo Account A | Wendy Lang, | Switch Back | Sign Qut
HIRE RIGHT Data Location: United States €
—_

Screening Manager Start/Terminatio.. x
E g, Jog, Jo%, ab-1234567] Q@ @ ¥ Refresh
T - Last 7 days - Refreshed 15 minutes ago

DHS Manager
P Request # Project Name Submitted Processed Upload Status  Requester Name “
> Employment Applications
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2. Download the batch file template by selecting Download Batch File Template button.

Select Account | I-9 Demo Account v Wendy Lang, | Switch Back| Sign Qut
Data Location: United States @
Screening Manager Start/Terminatio. x| Start/Terminatio.. x

Section 2 Start Date Correction & E-Sign

Batch Upload - Select File

This form is used to perform I-9 Forms Start Date and Terminaticn Date updates for several forms in a batch.

I ownload Batch File Tﬁlhllphte I

To upload your balch request file

1. Click Download Batch File Template button above and save the file to your desktop. You can skip this step If you already
have template file from last time.

2 Open the file and enler candidale data

3. Save the file to your deskiop. Only .csv, xis and xisx file-types are accepled

4. Enter a Project Mame in the field below.

5. Glick Browse fo locate and select your batch file.

6. Click Upload. HireRight will proof your file for emors.

The upload process can take several minutes depending on file size. Please do not close the window until uploading has been
completed.

Project name:

Balch File:

Browse

3. Open downloaded file I9batchTemplate.xls.
4. Input the data into the template and save.

IR
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

iObatchTemplate [Compatibility Mode] - Excel ? @ - 0O X

De Los Reyes, R =

o o e,y -
B T CEET B oD emIer vk
N T MegesCotr = § v % 0 g Sondiond Foras Co et Dete Fomat S P

Clipboard = Font n Alignment I Number I Styles cetis Editing S
cu - fe v

A B C D E F G H | ] K L [+
1 Form Code Updated Start Date Termination Date Reason for change
2 MM/DD/YYYY MM/DD/YYYY
3 | Example: FRM-032318-3356DV Example: 03/23/2018 Example: 03/23/2018 Correction comment, required for start date change
4 |Required Optional Optional Required
5
6
7 o
8
9
10
11
12
13
14 1]
15
16
17
18
19
20
21
22 Ll
23
Sheetl | Sheet2 | Sheet3 | (& I ] D]
H M -+ 100%
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Click 1-9 Forms in the left menu.
Click Start/Termination Date Batch.

You will now be on the Start/Termination Date Batch dashboard.

Click New.

Select Accuunt‘ I-9 Demao Account v | Wendy Lang, | Switch Back| Sign Qut

— Switch Back
HIRE RIGHT Data Location: United States €)

Screening Manager Start/Terminatio.. x

E.g, Jog, Jo%, ab-1234567| Q@

¥ Refresh

Current User - Last 7 days - Refreshed 1% minutes ago

DHS Manager

) P Request # Project Name Submitted Processed Upload Status  Requester Name “
> Employment Applications

Enter a Project name in the provided field.
Indicate if the batch contains ONLY termination updates, if applicable.
Use Browse to locate the batch file you want to upload.

For Terminations ONLY, click Submit.

Section 2 Start Date Correction & E-Sign

Batch Upload - Select File

This form is used to perform |-9 Forms Start Date and Termination Date updates for several forms in a batch.

Download Batch File Template

To upload your batch request file:

Click Download Batch File Template button above and save the file to your desktop. You can skip this step if you already
have template file from last time.

Open the file and enter candidate data.

Save the file fo your deskiop. Only .csv, .xls and _xlsx file-types are accepted.

Enter a Project Name in the field below.

Click Browse fo locate and select your batch file.

Click Upload. HireRight will proof your file for errors

@ms W

The upload process can take several minutes depending on file size. Please do not close the window until uploading has been
completed.

Project name:

Annual Terminations

This batch contains only Termination dates update.
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For Start and/or Termination Date updates, scroll down the page and input your First and Last Name,
draw your signature, and check the certification/acknowledgement boxes.

Click Submit.

Electronic Signature of Employer

First Name: * Ann
Last Name: * Smith
E-mail Address: asmith@abcco.com

Hold down left mouse button and draw your signature below

Clear

CERTIFICATION - | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named
employee, (2) the above-listed documents(s) appear to be genuine and to relate to the employee named, and (3) to the best of my
knowledge the employee is authorized to work in the United States. *

| certify that the information that appears above on the Form 19 is exactly as | entered it in the Employer Review and Verification
Worksheet. *

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

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

You will be taken to the Start/Termination Date Batch page. Click Refresh at the top right of the
dashboard.

Your batch displays including the batch request number and status: In Progress.

Once the batch request is finished, the request status will update to Complete (as shown above). The
changes you've included in the batch will be reflected in the employees 19 Forms.
Double-click I1-9 to view 1-9 Form, Annotations/Notes and Audit Trail.

— Select Account | 1-9 Deme Account v ‘Wendy Lang, | Switch Back | Sign Out
HIRE RIGHT Data Location: United States @)
[l
Screening Manager Manage |-9 Forms % | Start/Terminatio.. x| 19- lestAUTl'@. x
E g, Jog, Jo%, ab-1234567| Q 2 New > Refresh
Current User - Last 24 hours - Refreshed 10 minutes ago
DHS Manager
P Request # Project Name Submitted Processed Upload Status [l Requester Name
> Employment Applications
BA-081419-GT4H5  FRM-060815-46N5575 Aug 14, 2019 Complele Wendy Lang

~ -8 Forms
Manage I-9 Forms
19 Forms Settings
Delete |-9 Forms
Batch Downloads
Start/Termination Date Baich
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Sample Annotations/Notes

—_ Select Ac:num:| I-5 Demo Account v | Wendy Lang, | Switch Back| Sign Qut
HIRE RIGHT Data Location: United States @)
—
Scraening Manager Manage -9 Forms % Start/Terminatio.. % |19 -testAUTH te.. ¥

E g, Joe, Jo%, ab-1
- |Print/Download  Manage Supperting Docs

19 Form Audit Trail  Supporting Documents

DHS Manager
> Employment Applications Create New

~ -9 Forms
Manage -9 Forms Subject DateTime User Action
1-9 Forms Settings Correction Summary for testAUTH testAUTH dated Aug 14, 2019 2:15:33 .

Wed Aug 14 14:15:25 PDT 2019 \Wendy Lang Edt  Delete

Delete I-9 Forms
Balch Downloads
Start/Termination Date Batch

Sample I-9 Form with updates

— Select Account | 1-9 Deme Account v ‘Wendy Lang, | Switch Back| Sign Out
HIRE RIGHT Data Location: United States §)
=

Screening Manager Manage I-8 Forms *  Start/Terminatio. * |19 -testAUTH te.. x

E.g, Joe, Jo?
J<|Print/Download  Manage Supperting Docs

19 Form | Annotations/Notes  Audit Trail  Supporting Documents

DHS Manager
Additional Informati N
» Employment Applications esuing Authority tional Information g&?&'mﬂ'r‘:g;
~ |-8 Forms
Manage -8 Forms Document Number
¢ Forms Seffings Expiration Date (i any/immayyyy)
Delete I-9 Forms.
Batch Downloads Document Title
Start/Termination Date Batch
» Employment Screening ssuing Authority
Management Reports Document Number
Price List
Biling Expiration Date (i
Managed Accounts Certification: | attest, under penalty of perjury, that (1) | h: the d by the above-named employee, (2) the
+ Account Setu above-listed document(s) appear 1o be genuine and 1o relate to the employes named, and (3) lo the best of my knowledge the employee is
d authorized to work in the United States.
Compliance Central The employee’s first day of employment (mmdd yyyj = ——
. Forms & Documents Signature of Employer or Authorized Fepresentative Todays Dasimmetl - ‘ e of Employer or Autharized Represeniative
e 8/14/2019 14:15:25 PST
> Help & Training - — -
Last Name of Employer or Autherized Representative| Hfst Name of Employer or Authorized | Employer's Business or Organization Nam
Empioyer's Business or Organization Address (Street Number and Name) | City or Town ‘ State ‘ ZIP Gode
Section 3. Reverification and Rehii i noleted and sign mpiayer or )
A. New Name (if applicabie) |B. Date of Rehire (i )
* ONLINE TRAINING ‘Last Name (Family Name) First Name (Given Mame) |ﬁnma Tritial ‘Da!a o)
c.1f of has expired. provide or the receipt thal esiabiishes
|continui in the space
| Document Title [ Document Number Expuanm Date (if any){mmadyyyy,

U ttomt, uncir paralty of parkiy, ot 10 Uhe best of my knowedge, i smplayee s sutharizad 1o work Inthe Unlled Slatae, and i the
employee p d appear to be genuine and fo relate to the individual.

Signature of Employer or Authorized Hemﬂmﬂl'e ‘ Today's Dale (maviajyyy) Name of Employer or Authrized Representative
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Sample Audit Trail

. Select Account: | -9 Demo Account v Wendy Lang, | Switch Back| Sign Out
HI REBlGHT Data Location: United States @
Screening Manager Manage |-9 Forms % Start/Terminatio. % |19 -testAUTH te.. x

E g, Joe, Jo%, ab-1234567) Q
= |print/Dovinload  Manage Supporting Docs

b

13 Form  Annotations/Nots: upparting Dacuments

DHS Manager

01:1522 PST -
> Employment Applications 06/08/2019 HireRight System Email "Motice of Tentative Non-Confirmation” sent i T “Wendy Lang"
« 19 Forms 01:13:22 PST . <dbaker@hireright.com>
y 0811412019 Wendy Lang Termination Date updated lo 2025-08-14
Manage -9 Forms 141523 PST
1-9 Forms Settings
& 08M14/2019 Wendy Lang Form Comections Section 2 IP Address. 10.0.129.39
Delete I-9 Forms 14:15:24 PST
Batch Downloads
Fieid Oid Value New Vsiue Reason/Change Summa
Start/Termination Date Baich o i
Employee Start Date 06/0812019 8/14/2019 This is a test comment
> Employment Screening
Management Reports 08142019 Wendy Lang Hote added
. 14:15.25 PST
Price List
0811412019 Wendy Lang Employer Attestation IP Address 10.0.129.39
Billing 14:15:32 PST
Managed Accounts 0811412019 Wendy Lang Seclion 2 correction signed IP Address 10.0.129.39
12:15:32 PST
> Account Setup 0811412019 Wendy Lang Employer Signature Date 08/1412019 IP Address 10.0.129.39
Compliance Central 141532 PST
08M14/2019 Wendy Lang CERTIFICATION - | altest, under penalty of perjury, that (1) | have IP Address: 10.0.129.39
» Forms & Documents 14:15:33 PST examined the document(s) presentsd by the above-named
- employee, (2) the above-listed documents(s) appear to be
» Help & Training genuine and to relate to the employee named. and (3) to the best
of my knowledge the employee is authorized lo work in the United
Stales
081142019 Wendy Lang 1 certify thal the information that appears above on the Form 1-9is IP Address 10.0.129.39
12:1533 PST exaclly as | entered it in the Employer Review and Verification
Worksheet.
08M14/2019 Wendy Lang | understand that | am using electronic means to sign this IP Address. 10.0.129.39
» ONLINE TRAINING 14:15:33 PST document, and | consent fo signing this document electronically.
081472019 Wendy Lang 1 understand that by typing my information above, | am certifying P Address 10.0.129.39
14:15:33 PST that | am the person identified by this information, and that my

providing this information and clicking the "Electronically Sign
bution below will constitule my electronic signature.

Print Close

Please note, you will receive a prompt during Upload step if there are errors found on the page and/or
the batch update form that will prevent a successful upload.
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Delete I-9 Forms

HireRight automatically will generate a list of all Form 1-9s that qualify for deletion based on federal
government Form [-9 retention rules, however not ALL users will have the ability to delete them. Only
those users who have this permission enabled will be able to do so.

Go to Delete I-9 Forms and select each record you would like to delete by clicking the checkbox next to
the user's name or check the top box to select all records.

NOTE: Change filter to ALL USERS.

HIRE RIGHT"
— .
Screening Manager Manage |-9 Forms % | Delete I-9 Forms x
E.g, Joe, Jo%, ab-1234567| Q All forms which qualify for deletion based on federal government Form 1-9 retention rules are displayed below.
Check the box fo select each form you wish o delete and click "Delete Selected” fo permanently delete the selected I-2 forms.
--------- -
+ Random Compliance Program 1 ,.'-\I_ U_sef S ; -: _d Additional Columns ™  Delete Selected
~ |-9 Forms First Name 4+ Last Name
Manage -9 Forms Eob Smith
Delete -3 FOrms <« Boh Bemardo
> Employment Screening Charles Smith
Management Reports Dan Doss
Price List Ed sial
- Growver Monster
Billing ’
Jack Jones
IManaged Accounts .
James Milano
> Account Setup John Doe
Compliance Central John Smith
» Forms & Documents Kari Talmadge
> Guidelines Kari Talmadge
> Help & Training Kari Talmadge
Kari Rogers
. (>] kyle vail
[ N
= Mouse Minnie
I F:j [ 1] Mouse Minnie
Rachel Smith
» ONLINE TRAINING Robert Smith

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

Screening kanager Manage -9 Forms % | Delete 19 Forms L

All forms which qualify for deletion based on federal government Form I-9 retention rules are displayed below.
Chedhk the box to select each form vou wish to delete and click "Delete Selacted" to permanently delete the selected -9 forms.

Current User - ‘_d Additional Celurnns ™ | # Delete Selected |

s s
¥ First Name Last Name |Delete selected irems M

Then click Delete Selected.
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Management Reports
Your HireRight account provides you access to various reports you can run any time, send to a user,
schedule for automated delivery and export.

From the left menu, click Management Reports.

A new Management Reports tab opens to the right of Screening Manager:

HIRE RIGHT

MyCompliance

> Employment Screening

Billing
> Account Setup
Compliance Central
» Forms & Documents

> Help & Training

* ONLINE TRAINING

Screening Manager

General Reports

Account Information

ackground Details

Background Request
Aging

Billing Summary by.
Account

Request Details
Turnaround Time
Turnaround Time
Summary:

User List

Select Account:

Management Reports =

Delivery Settings

This report is helpful for tracking important information about accounts, listing the account location, code, super user, HireRight  *

customer service representative, HireRight account manager

This report shows very detailed information specific to background verifications including submission and completion dates,
status, discrepancies, criminal hits - all for the sub-requests that will D& reporied on. Also includes adjudication status for those
accounis that adjudicate.

This report shows how long open requests, including their sub-requests, have been in process.

Billing Summary by Account report

This report displays background erder details

This report details report processing times within a specified date range. Included among the details are applicant name and
social security number, service requested, submission and completion dates and turnaround statistics.

This repert provides an average of the processing time for each report and sub-requsst type within a specific date range.

This report shows list of users
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To Run a Management Report
Click the name or description of the report you want to run.

In the Report Settings section:
a. Select Users who have created the records that will be included in the report.

b. Timeframe defaults to last week. Change the timeframe the report will cover, if desired.

%epon: 1-9 Document Details

Report Execution

Average generation time: 30 sec
Run Report | Send | Export | Schedule Actual time depends on chosen filter settings and amount of data

Note: Once you have begun running a report, you must wait until it has completely loaded before running another one. You cannot run two reports at the same time.

Report Settings

Use the controls below to filter the data displayed in the report.

Include records created by these users:
[Only My Records]
Select Users | Reset Users

® Include all records from current account and all child accounts

Timeframe
This fiter takes the following fields into account
Application Initiation Date, Application Completion Date

Last year YTD
Last 6 months. Al (slow)
® Last month Exact:

Last week begin
Last 24h end
You can also filter specific fields using the controls below: Group information by:
Field Operator Value -
—None - v | [= (equals) v 'ﬁeN"nnbeyi i .
—None - v |[ = (equals) v then by:
—None - v | [= (equals) —None - v
Select Users:
Click Select Users to make specific user or account » Include records created by these users:
selections. [Only My Records]
Select Users | Reset Users

for running reports on all users and/or all accounts.

Note: Parent Account must be
used to run reports from multiple
accounts, if multiple accounts are
set up.

# Include records created by these users:
[Only My Records]

Select Users | Reset Users
Include all records from current account and all child accounts
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Example of prompt for selecting specific Users and/or accounts.

User List

Please select users, whose requests you want to see.

Account
| Sales Demo (Parent Account) ¥ | Select All Accounts
Users: Show Inactive Users

*Prem Peter
Parant Only
Aggie Chen
Alesia Miller
Alexis Test

Alonzo Martinez
Amberly Olguin
Amelia Stanford
Andrea Anthony
Andreil Yakovlev
Andrew Young
Ann Academic
Ann Losiewskl
Anthony Melendez
Ayman Shoukry

Selected Users:

Double arrow for
selection of all users.

BB EE

4

OK Cancel
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Option A: Specify the statuses of 1-9 or E-verify records you want included in the report, if applicable.

Default is all forms/statuses.

Option B: Filter fields (by specifying individual fields and values).

Report: -9 Forms Details

Report Execution

Run Report | Send | Export | Schedule

Note: Once you have begun running a report, you must wait until it has completely loaded before running another one. You cannot run two reports at the same time.

Report Settings

Use the controls below to filter the data displayed in the report.

s Include records created by these users:
[Only My Records]

Select Users | Reset Users
Include all records from current account and all child accounts

Timeframe Include statuses of I-9 forms:
This filter takes the following fields into account: Completed -
pplication Initiation Date, Application Completion Date Dedlined by Employee

' Lastyear YTD Pending Employee

Pending Emplayer

Last 6 months Al (slow) Received from Employee
- Last month Exact Sent lo Employee o
® Last week begin ¥ View all I-9 forms
Last 24h end

® All employees
Active employees only
Terminated employees only

Include verification statuses:
Employment Authorized =
SSA Employment Authorized
SSA Tentative Nonconfirmation
DHS Tentative Nonconfirmation
SSA Final Nonconfirmation
DHS Final Nonconfirmation
DHS No Show -

¥ View all statuses

< All
Applicable to re-verification
' Not applicable to re-verification

You can also filter specific fields using the controls below:

Field Operator Value
~ None — v = (equals) v
—None — v = (zquals) v
— None — v = (equals) v

Group information by:
--None - v
then by:
—None — v
then by:
- None -- v

In the Report Execution section, click Run Report.

Report: Account Activity

Report Execution

Average generation time: 30 sec
Actual time depends on chosen fiter setlings and amount of data

Average generation ime: & sec
Actual e depends on chosen filter settings and amount of
dats

port | Send | Export | Schedule |

Mote: Once you have begun running a report, you must wait until it has completely loaded before running another one. You cannot
run two reports at the same time.
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The report opens in a new window.

Choose to Send to other users, Schedule for automated future delivery, or Export. Underlined columns
can be clicked on for sorting.

msmmium‘m‘am I 0:00

1-9 Document Details

Generated by:
Talmadge, Kari

Sales Demo [SALES]
0410372020, 10:04 AM

1 SALES FRM- Default Dennis ST 030112020 U S, social Social Security  Social Security mmnmm
010820- | Recruiter | Rogers security card | Can Administration
53J65F T issued by the | (Unrestricted)
2 SALES FRM- Default Dennis "1 0301172020 Driver's Drivers license  California 5757122 121972020
010820- | Recruiter  Rogers license issued by
53U69FT suneferrtory
3 SALES  FRM- Defaull | Kari 111 | 03252020 US. social | Socisl Security | Social Security 11111111 061232020 | 03/26/2020
012920- Recruiter Talmadge security card ard Administration
54428E4 issued by the | (Unrestricted)
S5A
4 SALES  FRM- Defaull  Kari 11 | 03252020 | Driver's Drivers ficsnse  California 5757123 1211872025
012920-  Recruiter  Talmadge license issuad by
544284 statefemitory
5 SALES  FRM- Defaull  Jane st 03132020 | US US. Passpot US 12456 01012030 123456 0110172030
031320- | Recruiter | Sampson Passport Department of
55B96F8 State
6 SALES3S FRM- Nomma  Hany 037252020 Allen # A123456789
032320- | Spracale  Houdini
SEHTERX
7 SALES3E FRM- Noma  Hany 03252020 1766 Card | Employment  US EAC1234567881 0372312021
032320- Spracale Houdini Mumber Auth Citizenship and
SEHTSRX Document Immigration
(Form I-766)  Services
8 SALES  FRM- Defaull  Chad “es4111 | 03232020 US sacisl | Socisl Securty Social Security 111111111 0612172020 | 037232020
032320 Recruiter Johnson security card | Card Administration
SEHTTMS issued by the | (Unrestricted)
S5A
9 SALES  FRM- Defaull | Chad AT | 03232020 | Driver's Drivers iicsnse  California 5757123 1211872025
032320- | Recuiter | Johnson license issued by
SSHTTMS statefemitory

Grand Total {9 Records)

Exporting Management Report Data

Export Report
Click EXpOrt- Ta save this report 1o your deskiop, pleass select the export option. To view some of the exported
Choose file type. formats, you need to have special software installed on your computer.
Click OK. ® yTML
The report data is saved to your O OpenDocument Spreadsheet (.ods - can be viewed with Excel 2007 and nawer)

designated drive. C&V (can be viewed with Excel)
"' Tab Delimited (can be viewed with Excel, instructions)

OK Cancel

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
warrant any statements in these materials. HireRight's products and services are provided under the terms and conditions of HireRight’s screening services agreement and any
applicable product-specific addenda, and pursuant to HireRight policies, guidelines and procedures. Please contact HireRight for more information. HireRight’s private
investigation licenses can be found at: https://www.hireright.com/legal/license-information/

Copyright © 2020 HireRight, LLC. All Rights Reserved. Reproduction and distribution of this publication in any form without prior written permission is prohibited.

Page 96 of 104



HIRE RIGHT

To Schedule Reports
Click Schedule in the report execution area.

Report: Account Activity

Report Execution

Average generation ime: & sec
Run REEDI"‘. | Send | Export | Actual time depends on chosen filter settings and smount of

dats

Mote: Once you have begun running a report, you must wait until it has completely loaded before running another one. You cannot
run two reports at the same time.

Schedule Report Delivery

Te schedule a report, select the report start date, time and recurrance (if any). Then
select the recipient or recipients you would like to send it to and click "Add Selected” to

Schedule Report Delivery SetUp Options a-ppear- add their e-mail addresses to the "Recipients” field. You can also type e-mail addresses

in to the "Recipients” field, but you should use a semi-colon to separate them

Start
i H | {dd/
Complete the start date, time, recurrence, and recipient Date 2157201 (mmiddiyyyy)
Time |g—,—;gu (hh:mm) @AM PM - Pacific Standard Time (UTC-

details. 8:00)

Recurrence
® Dai
Délly ® Noend date
) Weekly O Endafter| |recurrencies

© Monthl
oy O Endby[ | (mmiddiyyyy)

U Yearly

Click OK to complete scheduling.

Accounts:

| sales Dema (Parent Account) ¥
Users:

Kari Mejia

Kari Test

Kari Taimadge

¥ari Talmadge

A message appears to confirm Schedule created Kasey Araa
vans

Kat Fvans

successfully. Add Selected Add All

Recipients (email addresses):*

|kari.ta|madge@hi reright.com

Comments:

Example: Be sure fo review and apply a status within 24 hours of Pending report receipt.

Pl

created

o

K Cancel

2]
(o]
7]
L]
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To Edit, Delete or View Scheduled Reports

Reports that are scheduled can be viewed or modified, by the report creator, by clicking Delivery
Settings.

—_— Select Account:
HIRE RIGHT

Screening Manager Management Reports  x

Q

General Reports

Employment Screening Account Information This report is helpful for tracking important information about accounts, listing the account location, code, super user, HireRight
customer service representative, HireRight account manager.

MyCompliance

Management Reports

Background Details This report shows very detailed information specific to background verifications including submission and completion dates,
Billing status, discrepancies, criminal hits - all for the sub-requests that will be reported on. Also includes adjudication status for those
accounts that adjudicate.
> Account Setup
Compliance Central Egci::é;round Request This report shows how long epen requests, including their sub-requests, have been in process.
> Forms & Documents o .
Billing_Summary by Billing Summary by Account report
> Help & Training Account

Request Details This report displays background order details

social security number, service requested, submission and completion dates and turnaround statistics.

D ‘—‘. Turnaround Time This report details repert processing times within a specified date range. Included among the details ars applicant name and

Turnaround Time This report provides an average of the processing time for each report and sub-request type within a specific date range
» ONLINE TRAINING Summary,
User List This report shows list of users

Options include Edit recipients, run date or interval, Delete report, or view Generated Reports.

Screening Manager lManagement Reports *x | Report Delivery .. x

Here is a list of reports scheduled for automatic delivery.

Here is a list of reports scheduled for automatic delivery.

Report. Delivered To Start Date Recurrence Status
Turnaround Time kari talmadge@hireright.com 04/15/2020 Every 30 day(s) WAITING Edit | Delete | Generated Reports
|-g Document Details kari talmadge@hireright.com 04/04/2020 Every 30 day(s) WAITING Edit | Delete | Generated Reports

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
warrant any statements in these materials. HireRight's products and services are provided under the terms and conditions of HireRight's screening services agreement and any
applicable product-specific addenda, and pursuant to HireRight policies, guidelines and procedures. Please contact HireRight for more information. HireRight’s private
investigation licenses can be found at: https://www.hireright.com/legal/license-information/

Copyright © 2020 HireRight, LLC. All Rights Reserved. Reproduction and distribution of this publication in any form without prior written permission is prohibited.

Page 98 of 104



HIRE RIGHT

Sample I-9 Management Report images

This section contains a short description and screenshot of the available I-9 management
reports.

Deleted 1-9 Forms

This report shows all 1-9 forms that have been deleted within a specific timeframe, the date each form was
deleted and which user deleted the form(s).

‘$how Management Report List | Send | Schedule | Export 0.00

Deleted I-9 Forms

Generaled by:

Lang. Vendy

19 Damo Account [190]
011062020, 10.20AM

Grana Total (8 Recoras)

I-9 Alien Re-verification Report

This report displays a list of all alien employees that are authorized to work in the United States and
therefore will require their work authorization to be re-verified.

Show Management Report List | Send | Schedule | Expert 0.00

Lang, Went,
13 Demo Account [190]
0110672020, 10.21 Al

o T e S P
oI e o e | s |1 o

I
—

1-9 Audit Trail

This report will display a log of when an 1-9 Form is created, updated, or corrected for an employee, the
date the action was taken, and the system user who performed the action.

Show Management Repert List | Send | Schedule | Expert 0:00

1-8 Audit Trail
Generated by:

. Wendy
12 Demo Account [190]
01/062020, 1022 AM

Apcount Coce Reforence i EmpoyoeName | Employee SSH Emuioyes Start Date ‘Date/Time of Adon Actonisken | Awbor |  PelComeoed | Owvaue Mewvase | Apdcaton mmaton me Apslicaton Compietion Date
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I-9 Change Tracker

This report shows all of the 1-9 Forms that is pulled for the notification called "Notice of I-9 Form
Modification (I-9 Section 1)"

‘Show Management Report List | Send | Schedule | Expon 0.00

1-8 Change Tracker

. Wency
18 Damo Account [190]
011062020, 10,23 A0

n ccount Fom | Employee Nome Beceived | Employes Name. Employee SSH | Employee DOBReccived  Employec DOB | Employes St Emplayee Term LSFom | Oerbitisted | EMerfy | Secbon2
] Coge Taieo) Sabinitizg L) Subiitied Taleo! Subinitied Dt e Stabis Date Stalis St

[T —

[-9 Completion Review Report

This report to review 1-9 section completion dates relative to the employee start date, and help
identify ones that may be out of compliance.

‘Show Management Repert List | Send | Schedule | Expert 0:00

18 Completion Review Report
Generated by:

Lanp, Wondy

18 Demao Account [190]

010572020, 10:24 Al

(] et | oo | e 0 | S | e e o | o O e e | v S oot | vy |

Grand Total {0 Rocords)
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I1-9 Document Details

This report to review 1-9 section completion dates relative to the employee start date and help identify
ones that may be out of compliance.

Show Management Report List | Send | Schedule | Export 0:00
1-9 Document Details
Generated by:
Talmadge, Kari
Sales Demo [SALES)
0410372020, 10:04 AM
Requestor Employee
Name Start Date
1 SALES  FRM- Defaull  Dennis  ****1111 | 03112020 US. social  Social Securty Secial Security 11
010820-  Recruiter  Rogers security card | Car Administration
53069F 7 issued by the | (Unrestricted)
2 SALES  FRM- Defaull  Denis "1 | 031172020 Driver's Drivers license  California 5757122 1211872020
010620 | Racruiter | Rogers icense issued by
53069F7 stateferritory
3 SALES  FRM- Defaull | Kari s 03252020 US social | Social Securty | Seclal Security i 0612372020 | 0312612020
012920- | Recriter | Tamadge security card | Card Administration
54420E4 issued by the | (Unrestricted)
SsA
4 SALES FRM- Default Kari "1 03/25/2020  Driver's Drivers license ~ California 5757123 121972025
012920- | Recruiter  Tamadge license issued by
54420E4 statafaritory
5 SALES  FRM- Defaull  Jane 03132020 US US Passport  US 123456 01012030 123456 0110172030
031320- | Recruiter | Sampson Passport Department of
55B96F8 State
6 SALES3S FRM- Nomma  Hany 037252020 Allen # A123456789
032320- | Spracale  Houdini
5EHTERX
7 SALES36 FRM. Norma  Hany 037262020 1766 Card  Employment  US EAC1234567881 0372312021
032320- Spracale Houdini Mumber Auth Citizenship and
SEHTSRX Document Immigration
(Form -766)  Services
8 SALES  FRM- Defaull  Chad “es4111 | 03232020 US.sacisl | Social Security Social Security 111111111 0612172020 | 037232020
032320 Recruiter Johnson security card  Cal Administration
SEHTTMS issued by the | (Unresiricted)
9 SALES  FRM- Defaull | Chad AT | 031232020 | Driver's Drivers license | California 5757123 1211872025
032320- | Recuiter | Johnson license issued by
SEHTTMS statefteriory
Grand Total (9 Records)

I-9 Document Expiration Dates

This report shows all completed employee 1-9's supporting document expiration dates.

Show Management Report List | Send | Schedule | Export 0:00

1-9 Document Expiration Dates
Generated by:

Lang, Wendy

1-9 Demo Account (19D]

0110612020, 10:26 AM

[ pcczuntCote 0 mmen | Semestormems Emporss 334 [r——— pEr—— pr— r———

1 FRM-020212.9A35NX ‘Wendy Lang Fred Test s 0210222012 | Ciizen of the United | U.S. Passport 01012020
States

2 | FRM-070915-4304666 ‘Wendy Lang Gabby Cortez 5789 08182015 | Gilizen of the United | U.S Passport Gard 011012020
States.

RN FRI103115-45B8715 ‘Wendy Lang sesprofie seeprofile | 7206 103172015 | Alien Authorized to | Unexpired Foreign 12312019
Work. Passpor wih 154

a 8D FRI111815-46S55HR. ‘Wendy Lang min 2526789 r1aR015 - U.S. Passport 011012020

s o FRM-120715-476522U ‘Wendy Lang adsasdfdat ddsfaasdl 120072015 | Allen Authorized to | pass 01012020
Wiork

6 1D FRM-12171547D67GZ ‘Wendy Lang 45 98 5789 12/172015 | Giizen of the United | U S. Passport 011012020
Stales.

7 D FRML040816-52475N7 ‘Wendy Lang blahtest ] 04032016 | Ciizen of the United | U S. Passport 01012020
States

s 1D FRM-041316-528434M ‘Wendy Lang adsiafsd T 04132016 | Gitizen of the United | U.S. Passport 01012020

s FRI-042216-52F92XE ‘Wendy Lang John Bums 7321 04222016 | iizen of the United | U.S. Passport 01012020
Staies

10 19D FRM-051016-52V44D) ‘Wendy Lang abed abed T3 051072016 | Gilizen of the United | U.S. Passport 011012020
States.

1 | FRIL052316-5365722 ‘Wendy Lang alkidad alsakif 4555 05232016 | Ciizen of the United | U Passport 01012020
States
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I-9 Document Receipts

This report shows all of the employees who have completed I-9 forms and provided receipts for
documents and therefore will require documents update through 1-9 form correction.

Show Management ReportList | Send | Schedule | Expert

1-9 Document Receipts
Generated by

Lang, Wenty

12 Demo Account [190]
0110872020, 10:27 At

® ‘Account Code: Reference ID , .

Grand Total 0 Records)

I-9 Uploaded Supporting Documents

This report indicates which employees do and don't have Supporting Document(s) uploaded.

‘Show Management Report List | Send | Schedule | Export

18 Uploaded Supporting Documents

18 Damo Account [190]
011062020, 10:28AM
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I-9 Forms Details

This report shows all of the 1-9 Forms that have been initiated and/or completed in a specific timeframe,
the employee name including which manager they are assigned to, the status of the form, the status of
the 1-9 verification, initiation and submission dates as well as information noted in the Additional
Information area of the Form 1-9.

Show Management Report List | Send | Schedule | Export 0:00
1-9 Forms Details
Generated by:
Talmadge, Kari

Sales Demo (SALES)
0410372020, 1040 AM

# | Account | Reference  Order | Reguestor | Employee | Employes nvite Email Provided | Employee | Yermination = CMizenship | L9 Form | Reverfication | Order yCaselD | E-Verily Section? | _Hirng Hring Menager - Email | Additional
Code [ Twe Name Mame SSN Email | Start Date [ Status Status ‘ [ 'b“ilﬂ Referral | Signer = Sioner- | Manaoer Information
1 SALES  FRM- Electronic | Defaut | Dennis O0X1172020 03252020 Ciizenof | Compieted 01082020 | 031172020 Tentatve  TST00403680111X Kani s Kanl ¥an taimadge@hurerignt com
010820 19Fom | Recufier | Rogers the Unded 1029AM | O7:55AM  Non- Taimadge Training  Talmadge
S36OFT - E-Verlly States Confirmation Speciaist
2 SALES  FRM- Blectronic | Defaull  Jane i 03132020 Citizenof  Completed 03132020 01372020  Duphcate Dan Pre-Sales
031320-  19Fom | Recrufer  Sampson the Unted T02AM  1116AM Case Doss  Consufant
5569678 Siates
3 SALES | FRM- Electronc | Defaut | Chad e 03232020 Citizenof  Compieted 032372020 | 032372020
032320 19Fom | Reculler | Johnson he United W021AM | 10.30AM
SSHTTMS States
4 SALESIS FRM- Elecronic Noma | Harry nspracale@nirerght com 032572020 Alen Completed | 03232021 | 03232020 03232020
032320-  19Fom | Spracale  Houdini Autnor 0950AM  1040AM
S5HTSRX 1o Work
5 SALES  FRM Eloctronic | Defaull  Kari sy 0342512020 Citizenof | Compisted 0172972020 | 03262020 Karl st Karl Hogers@ireright com
012020-  1-9Fom | Recruter  Talmadge the United 1022AM | 0321 PM Taimadge Training  Taimadge
S4028E4 States Speciaiist
5 SALES  FRM- Electronic Defaut  Dan Doss Ciizenof  Pending 0182020
031820 -9Fom | Recruller the United  Empioyee 1013AM
S5E89CE States
7 SALES  FRM- Elecironic | Defaut | Denny Citzenof  Pending 031192020 Kari Krogers@frenght com
031820-  -9Fom | Recruter | McGure the Unted  Empioyee 1223P1 Taimadge
55G32NR States
8 SALES  FRM- Electonic | RobinHat | Danny | ***1111  mang@hireight com Ciizenof  Pending 031172020 Rotin  manghireright com
031120-  1-9Fom Johnzon the Unied  Employer 06:35AM Hart
559676U States
9 SALES  FRM- Eiscironc | Kan Tm Kan taimadge@hirengt com 03302020 Chizenot | Pending 031252020 Seve  steve@nonecom
032520 19Fom | Tamacge  Taimadge theUnted | Empioyee 0820AM WMartn
55K27G8 States
Grand Total (9 Records)

Pending E-Verify Cases

This report lists all E-Verify cases that are currently in progress and may require employer action for
resolution.

Show Management Report List | Send | Schedule | Export 0:00

Pending E-Verify Cases
Generated by:

Lang, Wendy

19 Demo Account (190]
01/06/2020, 10:20 AM

Coomerteme ———— e | mew | Dmomefme | Coomess | oo
el e T e = :
e e i e =
19D 1-9 Demo Account 12/19/2017 02:44 AM Wiendy Lang mewupl newupl SSA
el et T FEEED e T
B EE TR Pt e =
e e i 2R =
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In the Case of a Government Audit

A government -9 Audit can require that employers provide [-9 forms to an auditor as soon as within 3
business days after receiving a Notice of Inspection (NOI). Contact HireRight Customer Service
immediately so we can assist in providing the necessary records.

1. Inform HireRight Customer Service that you have received an I-9 Notice of Inspection (NOI)
from ICE. Include your Account Manager on any communications, if applicable.

a. Be prepared to provide:

i. Date of the Notice of Inspection

ii. ldentify the Account(s) where the I-9 forms are located
iii.  Which 1-9 forms are needed (specific locations, date range, list of names, etc.)
iv. Point of Contact for additional questions and who the HireRight will direct the

information

2. HireRight will confirm if we have a Masking Waiver on file for your account(s). This allows us to
send the I-9 Forms unmasked (displaying SSN, DOB.)

a. If there is no waiver on file, we will

send a waiver to sign and send back to

us.

3. HireRight will then transfer the I-9sin a
secure digital manner. This is usually done
within 48 hours of the request.

4. Designee for your company must contact
HireRight to retrieve a password in order to
view the information.

Masking Waiver

For data security and consumer privacy protection purposes, HireRight's policy and standard operating procedure is to
partially mask your job applicants’/employees’ (“Applicants”) social security numbers (SSN's) and driver license
numbers (DL#'s), and to fully mask your Applicants’ dates of birth (DOB’s), within the consumer background
screening reports (“Screening Reports™) provided to you and electronically stored by HireRight. (For purposes of this
agreement, SSN's and DL#’s shall be referred to as “Sensitive Personal Information™).

HireRight's Screening Reports are designed to contain Applicant information (e.g, name, address and partially
masked social security mumber and driver license number) reasonably sufficient to enable our customers to uniquely
identify their Applicants, while at the same time reducing (through the masking of certain Sensitive Information) the
risks of, and liabilities d with, ized exposure to the * personal data, including identity
theft

In the event you nevertheless require complete unmasking (i.c., full representation) of all SSN's and DL#’s in all your
Applicants’ Screening Reports created and stored by HireRight, please indicate below the specific items of Sensitive
Information which you hereby instruct HireRight to unmask:

Social Security Numbers [:]
Driver License Numbers H

If you elect to obtain unmasked Sensitive Information in Screening Reports, HireRight's policy, in addition to
requiring this waiver, is to strongly recommend that you promptly implement use of our IP Validation Protection
security tool to limit IP addresses permitted access to your HireRight system account(s). This security feature will be
made available to the Superuser, who can delegate the permission.

Please indicate by checking the appropriate box, if you also instruct HireRight to also unmask full or partial DOB
information.

MMDD/YYYY (ex. 10-10-1979)  [d
MM/DD only (ex. 10-10-xxxx) d

By your signature below, you also agree to indemnify, defend and hold harmless HireRight and its affiliates from and
against any and all third party (e.g, consumer or govemmental) claims, actions, demands, costs, expenses and
liabilities (including, without limitation, reasonable attomeys’ fees and any costs of consumer notifications required
under any applicable data protection statutes) which may be incurred by you or HireRight and'or its affiliates in
connection with or arising out of any unauthorized access to and/or disclosure of your Applicants’ Sensitive

ion or DOB ion through the of your Screening Reports, HireRight system account(s)
and/or credentials.

Agreed and Accepted (please have an authorized corporate officer sign below):

Company: L 1
Signature:

Printed Name: [ il
Title: L i
Date:

Customer Service is available 24 hours a day, 5 days a week Sunday 5 pm through Friday 7 pm Pacific Time
(GMT-8). Reach us at (866) 521-6995 (within the U.S. and Canada) or click here for other contact information.

These materials are provided for general informational purposes. They are not intended to be comprehensive and should not be construed as legal advice. HireRight does not
warrant any statements in these materials. HireRight's products and services are provided under the terms and conditions of HireRight's screening services agreement and any
applicable product-specific addenda, and pursuant to HireRight policies, guidelines and procedures. Please contact HireRight for more information. HireRight’s private
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