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[bookmark: _Preparation_for_I-9][bookmark: _Ref313957095][bookmark: _Toc322338949][bookmark: _Toc363206064][bookmark: _Toc363218416]Preparation for I-9 Completion 		
[bookmark: _Compliance_Notice:][bookmark: _Toc322338950][bookmark: _Toc363206065][bookmark: _Toc363218417][bookmark: _Toc268789523]Compliance Notice: 
Section 1 must be completed by the employee on the first date of hire or before. Section 2 must be completed by the Employer or Authorized Representative within 3 business days of hire date.

[bookmark: _Ensure_that_the][bookmark: _Toc322338951][bookmark: _Toc363206066][bookmark: _Toc363218418]Ensure that the hire ePAF has been submitted.
Before you begin this process for a new hire to the University (someone that does not have a student ID, Affiliate ID or employee ID), make sure you have already submitted a Hire ePaf for the new hire and have allowed overnight processing of the information. 

If the new hire has a student ID, Affiliate ID or an employee ID you can submit the eI-9 the same day that the ePaf is initiated.  In all cases the hire ePaf must be submitted first.  

[bookmark: _Ensure_Employee_Has][bookmark: _Toc322338952][bookmark: _Toc363206067][bookmark: _Toc363218419]Ensure Employee Has Active Login
In order for employees to sign the Electronic I-9, they must have an active PeopleSoft ID and password.  The new employee will need to sign into CIS and change their default password to a secure one. Otherwise, they will not be able to sign electronically on the I-9 form.  
[bookmark: _Ensure_Employee_Has_1][bookmark: _Toc322338953][bookmark: _Toc363206068][bookmark: _Toc363218420]Ensure Employee Has Employment Authorization Documents
In order to complete Section 2 of the Form I-9, the employee must present a document or set of documents that (1) verify identity, and (2) verify work eligibility.  For compliance purposes, Section 2 must be completed within 3 business days of effective hire date.
[bookmark: _Creating_an_I-9][bookmark: _Toc322338954][bookmark: _Toc363206069][bookmark: _Toc363218421][bookmark: _Toc268789524]Creating an I-9 Form 
To begin the shared I-9 process, the following individuals need to be present:
1. The Employee – must have PeopleSoft userid and password created and available for use.
1. The Employer Representative – the employer representative is the one who will log into PeopleSoft and begin the I-9 form for the employee.
1. The Preparer/Translator (if applicable) – Someone acting as Preparer/Translator MUST also have a PeopleSoft userid and password. This is due to government regulations around digital signatures.
The I‑9 form is created by logging into the system then turning the keyboard over to the Employee and the Preparer/Translator to complete the appropriate information and to provide their electronic signatures when appropriate. 
[bookmark: _Toc268789525]Note: Ensure that the employee and/or Preparer/Translator have a PeopleSoft ID and password and the applicable I-9 identification documents. Examine and scan the employment authorization documents, as you will be attaching them to the I-9 electronic form.  If you do not have the ability to scan, make copies and fax them to your HR representative.
[bookmark: _Logging_on_and][bookmark: _Toc322338955][bookmark: _Toc363206070][bookmark: _Toc363218422]Logging on and Starting the I-9 Form 
[bookmark: _Navigation][bookmark: _Toc322338956][bookmark: _Toc363206071][bookmark: _Toc363218423]Navigation
To begin creating an I-9 form, on the CIS main page, navigate to the eI-9/E-Verify Home page.
[image: ]

Then click on the “Create an I-9 Form” link.
[image: ]



[bookmark: _Select_an_Employee][bookmark: _Toc322338957][bookmark: _Toc363206072][bookmark: _Toc363218424]Select an Employee
The Employee Search page opens. Search for the employee by using their EmplID, or First Name and Last Name in the search field then click on “Search”. 
If there is only one match, the form will automatically begin. If there are multiple matches, choose the correct employee from the list.
[image: ]
[bookmark: _Reviewing_Section_1][bookmark: _Toc227042455][bookmark: _Toc242500903][bookmark: _Toc268789526][bookmark: _Toc322338958][bookmark: _Toc363206073][bookmark: _Toc363218425]Reviewing Section 1 Employee Information
Once you have accessed the form, you are ready for the employee to complete Section 1.  The employee must have a PeopleSoft User Id and password to complete the electronic signature.  Please ensure that they have their PeopleSoft User Id and Password available before proceeding. 

[image: ]

The hyperlinks circled in the above picture, can be used as reference when completing the form.  If the user clicks on the Instructions link, the current I-9 instructions will be displayed for review. The Acceptable Documents link will bring up the listing of acceptable identification documents. The Handbook for Employers link will bring up the full I-9 handbook (M-274).
Verify that the Name and Employee ID on the top of the form match the employee you are trying to process. If not, you should return to the search and find the correct employee.
*Note – if the correct employee’s record cannot be found in the system, please contact HR.
If the Name and Employee ID are correct, the Employee should then be given control of the computer.  
The employee must complete all of the information and electronically sign Section 1.   E-mail address and telephone number optional.
The Social Security # is masked on the screen as a security measure.  To view the social security number, move your mouse cursor over the red “View” link.
[image: ]
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After completing Section 1 the employee needs choose the appropriate citizenship or immigration status. The system has smart coding that opens required fields for input based on the status selected.
Note:  Because the University participates in E-Verify, a social security number is required. Make sure no dashes are entered.   
If the employee selects “A citizen of the United States”, no additional information is needed in Section 1.
[image: ]
If employee selects “A noncitizen national of the United States”, no additional information is needed in Section 1.
[image: ]

If the employee selects “A lawful permanent resident”, the Alien # field opens and is a required field.
[image: ]
If the employee selects “An alien authorized to work”, the Alien# or Admission # and the Expiration Date fields open and are required fields. 
[image: ]
 After number 2 information is entered, hit the “Tab” key or “Enter” to open the passport and country of issuance fields.  
[bookmark: _Signing_and_Completing][bookmark: _Toc322338959][bookmark: _Toc363206074][bookmark: _Toc363218426]Signing and Completing Section 1
After the employee attest to their citizenship or immigration status, the employee should click on the “Click to Sign” button
[image: ]

If the employee has not completed all of the required fields including I-9 eligibility the system will display an error message with the identified fields that need to be completed.
[image: ]
If all required fields are complete then the Employee’s Signature page opens.
[image: 2]
Have the employee enter their PeopleSoft User ID and User Password then click on “Sign”.
If the employee enters their PeopleSoft User ID and/or password incorrectly or they do not have an active PeopleSoft User Id in the system an error message will display.
[image: ]


If the PeopleSoft User ID and password are correct then the system will display Section 1 with the Employee Signature completed.
[image: ]
The employee section is now complete and you are ready to go to the next section.
Have the employee stay until the eI-9 is completed and submitted.  

Click on the “Next” button to proceed.
The user will be prompted with the question, “Was any part of Section 1 completed by a person other than the employee?” 
[image: 2]
If the employee had assistance in completing the form including a translator or a typist, click “Yes” and proceed to the Completing the Preparer/Translator Certification section of this document. 
Otherwise, click “No” to move on.
If the user indicates that there was not a translator, the following question appears and must be answered. (“Would you like to continue to Section 2, Employer Review and Verification….”)
[image: 1]
If the Employer Representative wishes to complete Section 2, Employer Review and Verification, click the Yes button to proceed.  See section Section 2: Employer Review and Verification below.


If the Employer Representative wishes to complete Section 2 at a later date, click the No button. However, they should remember that this section must be completed before the I-9 can be considered complete (and before and E-Verify case can be created, if applicable.) See section Placing the Form on Hold Prior to Completing Section 2 below.
[bookmark: _Completing_the_Preparer/Translator][bookmark: _Toc268789527][bookmark: _Ref313963750][bookmark: _Toc322338960][bookmark: _Toc363206075][bookmark: _Toc363218427]Completing the Preparer/Translator Certification
If the Employee used a Preparer/Translator to assist them in completing Section 1 of the I-9 form, the “Preparer and/or Translator Certification” section will need to be completed.
*Note – The Preparer/Translator can be someone other than the Employer Representative. If someone else is used, they must be someone who has a PeopleSoft User ID and password for signing the form.
[image: ]
The Preparer/Translator should type their name in the “Print Name” field.
The Preparer/Translator should type their address in the “Address” field.
The date will default to current date.
After the Preparer/Translator has completed the above fields, they should click on the “Click to Sign” button.
If the Prepare/Translator has not completed all of the required fields the system will display an error message with the fields that need to be completed identified.
[image: ]
If all required fields are complete, the Preparer/Translator’s Signature page opens.
[image: 1]
The Preparer/Translator should enter their PeopleSoft User Id and Password then click on “Sign”.
[image: ]
If the PeopleSoft User ID and password are correct then the system will display the Preparer and/or Translator Certification Section with the Preparer/Translator Signature completed.
The Preparer/Translator is now complete, and you are ready to go to the next section. The Preparer/Translator or The Employer Representative should click on the “Next” button. 

Have the Preparer/Translator stay until the eI-9 is completed and submitted.  

Answer the following question: “Would you like to continue to Section 2, Employer Review and Verification….”
[image: 1]

If the Employer Representative wishes to complete Section 2, Employer Review and Verification, they should click the Yes button to proceed.  See section Section 2: Employer Review and Verification below.
If you wish to complete Section 2 at a later date, click the No button. 

Remember that This section must be completed before the I-9 can be considered complete.  You must complete section 2 no later than 3 business days from date of hire.  

See section Placing the Form on Hold Prior to Completing Section 2 below.
[bookmark: _Placing_the_Form][bookmark: _Toc268789528][bookmark: _Ref313969996][bookmark: _Toc322338961][bookmark: _Toc363206076][bookmark: _Toc363218428]Placing the Form on Hold Prior to Completing Section 2
If the Employer Representative selected the No button, the Finalize page appears from which you can place the form on Hold.[image: ]
If requested by the Employee, the Employer Representative needs to Print Signatory Receipts. See section Printing Signatory Receipts below.
The Employer Representative should add comments if necessary. 
Then click the Hold button to save this form.
[image: ]
The Form Finalized page will appear.  
If you don’t complete this step the form is not saved.
[image: ]
Let’s say another department has also hired this employee and their payroll reporter signs into ePAF to create an I-9 Form. If section 1 of the I-9 was completed by another department and then put on hold, when the new department goes to the search page, enters the Emplid, and click the search button, the following message appears.

[image: ]

If that payroll reporter clicks the withdraw button, the system will check to see if the person withdrawing the form is the same person that initiated the form. If it is, then the form can be withdrawn.

If the person trying to withdraw is not the original initiator, then the following message will appear.

[image: cid:image001.png@01CD037B.F7C117A0]

At this point, please contact your HR Rep for assistance.

[bookmark: _Printing_Signatory_Receipts][bookmark: _Ref314579006][bookmark: _Toc322338962][bookmark: _Toc363206077][bookmark: _Toc363218429]Printing Signatory Receipts
If the Employee or the Preparer/Translator would like a printed confirmation of their signature, click on the “Print Signatory Receipts” link to print the electronic signatures page.  
*Note – DHS regulation for electronic I-9 forms and signatures requires a signatory receipt to be provided if requested.
[image: ]
The page of applicable Signatory Receipts will pop up. 
[image: ]
To print the receipt, click on the Print button toward the bottom of the page.  When printing is complete scroll down to the bottom of the receipt page and click the Return button.
[bookmark: _Section_2:_Employer][bookmark: _Toc227042457][bookmark: _Toc242500905][bookmark: _Toc268789529][bookmark: _Ref313969873][bookmark: _Ref315072817][bookmark: _Ref315079758][bookmark: _Ref315079948][bookmark: _Toc322338963][bookmark: _Toc363206078][bookmark: _Toc363218430]Section 2: Employer Review and Verification
If the Employer Representative clicked “Yes” in response to the question about continuing to Section 2, the Employer Review and Verification page will appear on the screen. 
The hyperlinks circled in the picture below, can be used as reference when completing the form.
[image: ]
[bookmark: _Selecting_Section_2][bookmark: _Toc322338964][bookmark: _Toc363206079][bookmark: _Toc363218431]Selecting Section 2 Documentation
The Employer Representative should use the identification document(s) that the employee has provided to complete Section 2 of the form.
List A, B and C have look up lists that are smart coded to only display the valid document types for the citizenship status that the employee selected in Section 1.

To complete this step, the Employer Representative should complete each applicable list section in the following way:
Select the lookup icon [image: ] for the document title under the applicable list heading.  The lookup will display the valid document titles.

[image: ]
Select a document title by clicking on the link.  Complete any additional information fields for the document.
[image: ]
To attach an electronic copy of a document, click on the paperclip icon[image: ].  Use the “Browse” button to access the document you want to upload or enter the file path. Then click on the “Upload” button

[bookmark: _Toc363135326][bookmark: _Toc363206080][bookmark: _Toc363218432][image: ]
After the file is uploaded, this page appears. Click on the Return button to go back to the I-9 form. 

[image: 1]



















The paperclip icon [image: ]will be replaced with glasses [image: ]

[image: ]

To view the attachment you can click on the glasses icon and the upload page will open.

[bookmark: _Finalizing_Section_2][bookmark: _Toc322338965][bookmark: _Toc363206081][bookmark: _Toc363218433]Finalizing Section 2
You will notice that the hire date is populated and greyed out. This information will default from the Hire ePAF that was submitted.  The name and title for the person completing Section 2 is also populated and greyed out.
[image: ]
Next, click on “Click to Sign” button. If all required fields are complete then the Employer’s Signature page opens. If not, an error message will display asking you to enter data in all required fields.
[image: ]

Employer Representative should enter their PeopleSoft User ID and User Password and then click on “Sign”. (Note that you should use the same ID and Password that they used to log into PeopleSoft.)

Section 2 is now complete and the form is ready to be finalized.
Click on the “Next” button.
[image: ]
If the Employee or the Preparer/Translator would like printed confirmation of their signature, follow the instructions in the Printing Signatory Receipts section above.
If you did not upload the I-9 documents in Section 2, you will have an opportunity to upload them on this page.

Enter comments if desired and then click on “Submit” 
[image: ]

A “Submit this form?” message will display. Click on “Yes”. 
[image: 2]
The system will display the Form Finalized page and confirm that the form has been successfully completed.
[image: ]

From this page you can click on links to: 
Print I-9 Form
Go To Worklist
View This Form
Go to ePAF Home Page
Close This Form

[bookmark: _Completing_an_I-9][bookmark: _Toc227042458][bookmark: _Toc242500906][bookmark: _Toc268789531][bookmark: _Toc322338966][bookmark: _Toc363206082][bookmark: _Toc363218434]Completing an I-9 Form That Was Put on Hold
You will use this form if you answered NO to the question “Would you like to continue to Section 2, Employer Review and Verification, of the Form I-9?” after completing Section 1.
By answering No, the form was put on Hold. To complete the form, navigate to eI-9/E-Verify home page> Complete an I-9 Form.  
[image: ]

The following page appears;
[image: ]

Enter either the eForm ID or the EmplID and click the Search button. The following page appears. 

[image: ]
Before the form is displayed, the Employer Representative will need to read the compliance warning and click on the Proceed button.  (The close button will close the form and take you back to the home page.)  

When the form is brought up you will see Section 1 page with the information the new employee entered. All fields will be Display-Only.
[image: ]
Go to the bottom of the page and click on the “Next” button to go to Section 2, Employer Review and Verification. 
Note: If there was a translator, the Employer Representative will need to click on the “Next” button on the translator page as well.
Then follow the steps outlined in Section 2: Employer Review and Verification above to complete Section 2 of the I-9 to successfully submit the form.  
  
[bookmark: _Update_and/or_Reverify][bookmark: _Toc268789532][bookmark: _Ref315080025][bookmark: _Toc322338967][bookmark: _Toc363206083][bookmark: _Toc363218435][bookmark: _Toc227042459][bookmark: _Toc242500907]Update and/or Reverify an I-9 Form (Section 3)
[bookmark: _Toc225352905]If the employee has an existing electronic I-9 form that needs to be updated or reverified, the Update function of the I-9 form process will be used.
To access the form, navigate to eI-9/E-Verify Home Page> Update and/or Reverify I-9 Form. 

[image: ]

The following page appears;
[image: ]
Enter the information that you are updating or reverifying.  Note that no fields are required since the form can be used to update Name, Date of Rehire or Documents.

Before the form is displayed, read the compliance warning and click on the Proceed button.
[image: 2]
[bookmark: _Toc227042460][bookmark: _Toc242500908]“Updating and Reverify an I-9 Form” will appear.
The previously submitted sections of the original form will appear in Display Only mode. Scroll to the bottom of each page and click the “Next” button.  Do this until you get to the page for “Section 3. Updating and Reverification”.
[image: ]
Enter the information that is being updated/re-verified.  Note that no fields are required since the form can be used to update Name, Date of Rehire or Documents.
After the information has been entered, click on the “Click to Sign” button.
The Employer Representative should enter their PeopleSoft User ID and User Password and then click on “Sign”. (Note that they should use the same ID and Password that they used to log into PeopleSoft.)
Click on the “Next” button.
[image: ]
The following page will appear.  
[image: ]

You must attach the supporting documents on this page.
Enter Comments if desired. Then click on “Resubmit” 

[image: ]A “Resubmit this form?” message will display. Click on “Yes”.

The system will display the Form Finalized page and confirm that the form has been successfully completed.

[image: ]
From this page you can click on links to: 
Print I-9 Form
Go To Worklist
[bookmark: _Toc227042461]View This Form
Close This Form
[bookmark: _Multiple_Section_3][bookmark: _Toc322338968][bookmark: _Toc363206084][bookmark: _Toc363218436][bookmark: _Toc242500909][bookmark: _Toc268789533][bookmark: _Ref315078873]Multiple Section 3
I-9 updates via Section 3 of an I-9 form can occur multiple times for one form/employee.
[bookmark: _Additional_Visa_Handling/List][bookmark: _Toc322338969][bookmark: _Toc363206085][bookmark: _Toc363218437]Additional Visa Handling/List A Documents
Note that all of these Additional Visa Handling/List A Documents features are for the citizenship type of “An alien authorized to work”.
[image: ]
The Representative begins an I-9 for the employee, who selects and citizenship type of “An alien authorized to work”. The employee signs section one and the Representative begins to fill out section 2.
[image: ]
The employee has provided a foreign passport and Form I-94A for I-9 verification. This is selected as a List A document.

The Visa type is selected from the dropdown values. In this case, it is H-1B Visa 
[image: ]

The Visa Number is entered (not required).  Click ‘OK’ to continue.
[image: ]
The Representative is taken back to the main screen for Section 2 and fills in the rest of the document information.
[image: ]

Note that the Representative can review/revise the Visa information by clicking on the blue information button for Visa Info. (Hovering over a blue information button provides a description of the information that can be accessed.)
***If H-1B status is not indicated on the I-94 copy, attach copy of I-797 to eI-9.
[bookmark: _Toc322338971][bookmark: _Toc363206087][bookmark: _Toc363218438]Example of Other Additional List A Documents
This is an example of an I-9 with additional list A documentation.
The Representative begins an I-9 for the employee, who selects and citizenship type of “An alien authorized to work”. The employee signs section one and the Representative begins to fill out section 2.
The employee has provided a foreign passport and Form I-94A for I-9 verification. This is selected as a List A document.
[image: ]

The Visa type is selected from the dropdown values. In this case, it is F-1 Curricular Practical Training.
[image: ]
The Visa Number is entered (not required).  Click ‘OK’ to continue.
[image: ]
The Representative is taken back to the main screen for Section 2 and fills in the rest of the document information.
[image: ]

Follow the same process for J-1 visa.  Instead of I-20, J-1s need to present a Form DS-2019.


[bookmark: _View_an_I-9][bookmark: _Ref319591695][bookmark: _Ref319591705][bookmark: _Toc322338972][bookmark: _Toc363206088][bookmark: _Toc363218439]View an I-9 Form
Once the I-9 form has been finalized it can be viewed by authorized users.  
DHS recommends that each time the form is viewed that a log be maintained. When you click on the I-9 form to view it you will be informed that a log of the access will be made.
To view the I-9 form, navigate to I-9/E-Verify Home page or the eForms Home Page> View an eForm PAF or Look up an Archived eForm.

[image: ]

Enter eForm ID or EmplID in the search fields then click on “Search”.  If the search returns multiple rows then select the Employee from the list by clicking on the link.
The Viewer should acknowledge the compliance warning to access the form.
[image: ]
When the page comes up, the I-9 can be reviewed.

By clicking on the “Next” button at the bottom of the page, the user can view the log history of the form. This is where a user can see everyone who has taken part in signing, approving, or viewing the I-9.
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[bookmark: _Toc227492939]
[bookmark: _Recommended_Workflow][bookmark: _Toc363206089][bookmark: _Toc363218440]Recommended Workflow
HR recommends the following process flow to initiate an eI-9, to avoid the applicant from making multiple trips to the department before actually starting the job.
1. Department interviews qualified applicants.
2. Department makes final hiring decision.
3. Department submits hiring proposal to HR.
4. Department extends offer to applicant.
5. Applicant accepts offer.
6. Department emails applicant the following;
a. Accurate background check letter 
b. List of Acceptable documents for I-9 Verification
c. New Employee Information form, where applicable
7. Department initiates background/drug test through HR (if applicable).
8. Department receives clear for hire from HR.
9. Department initiates Hire ePAF.
10. If the new employee did not have an existing employee or student number ID number, meet with the employee the day after the hire ePaf is initiated and complete the electronic Form I-9.  


[bookmark: _Tips_to_remember][bookmark: _Toc322338978][bookmark: _Toc363206090][bookmark: _Toc363218441]Tips to remember
1. Before you begin this process for a new hire to the University (someone that does not have a student ID, employee ID or affiliate ID), make sure you have already submitted a Hire ePAF for the new hire and have allowed overnight processing of the information. If the new hire has a student ID an employee ID or an affiliate ID, you can submit the eI-9 the same day that the ePAF is initiated.  In all cases the hire ePAF must be submitted first.

2. Remember that Section 1 must be completed by the employee before Hire Date or on Date of Hire. Section 2 must be completed by the Employer or Authorized Representative within 3 business days of Hire date.

3. The new hire MUST sign into CIS first and change the default password to a secure one. Until this is done, they will not be able to sign in Section 1 of the I-9 form.

4. The new employee must complete Section 1 for the Form I-9.

5. Prior to starting the eI-9 examine and scan the documents, as you will be attaching them to the electronic I-9 form.  If you do not have the ability to Scan, make copies and fax them to your HR representative, who will then scan and attach to the eI-9 form.

6. If the hire date in the eI-9 form is incorrect, you will need to resubmit the Hire ePAF with the correct hire date. Then go back and start a new eI-9 form. The corrected hire date will display in the eI-9 form.

7. The service team will put the Hire ePAF on hold, until the eI-9 is complete.

8. You cannot use the eI-9 form when hiring Minors (Individuals under Age 18 that do not have proper documentation) OR Employees with Disabilities (Special Placement). Please contact your HR Rep for instructions on how to process the I-9.

9. Do not submit an I-9 for an employee that is transferring, hiring into a concurrent job, or returning from work break.  

10. Have the employee stay until the eI-9 has been submitted. 

11. If you have an international student that has a Temporary Work ID number (rather than a Social Security number) you can process the hire ePAF and eI-9 as usual.  When the employee receives their Social Security number you will need to enter their SS number into the system and contact your HR Rep to let them know that the SS number has been entered.










[bookmark: _Common_Samples_of]Common Samples of Employment Authorization Documents for Alien Authorized to Work
Required for F-1 as List A Document

1. Unexpired Foreign Passport
[image: ]

2. Copy of electronic I-94
[image: ]
Or copy of paper I-94
[image: ]


3. Sample Copy of I-20 
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Required for J-1 as List A Document

1. Unexpired Foreign Passport
2.  I-94 
3. DS-2019

Sample DS-2019
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Employment Authorization Document (EAD) List A Document

[image: ]
Employee enters A# in Section 1
Employer enters Card # in Section 2
EAD is required for OPT.
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Used to correct Section 2 nformaton on the slectronic -9

Create an E-Verify Form
Use this form to E-Veriy an existing employes.

View All eForms

View a recenty submited form, incuding informaton about s handing 5o far. This s a
read-only vew.
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Select An Employee

Enter any information you have and click Search. Leave fields blank for a list of all values.

T

Maximum number of rows to return (up to 300): [300 |
T —
IR T a—
[ —
O e —

[~ Search...[Glear | asic searcn &F Save Searcn Crteria
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Create an |-9 Form B'

Step 1 of 4: Section 1. Employee Information and Verification

°
“The person being hired should follow the Instructions below and il out this page. When all

required fields are entered, the person being hired should select the “Click to Sign” bution to

enter his or her electronic signature.

Personal Info

Name: NEWHIRE,| Al EmpiID: 00543874 eForm D:

344969

Instructions
Please read all instructions carefuly before completing this form.

Instructions ‘Acceptable Documents Handbook for Employers (1-274)

Employment Eligibility Verification

uscis
Department of Homeland Security Form 19
US. Citizenship and Immigration Services OME No. 1615.0047

Espires 0331/16
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'Section 1. Employee Information and Attestation (Employees must complete
and sign Section 1 of Form I-9 no later than the the first day of employment,
\but not before accepting a job offer.)

*Last Name (Family Name) *First Name (Given Name) Middle Initial Other Names Used (if any)
NEWHIRE i

*Address (Street Number and Name) Apt. Number  *City or Town *State *Zip Code
[420 WAKARA WAY [200 SATLAKECTY | [UT @ [estos

*Date of Birth (mmidd/yyyy) ~U.S. Social Security Number  E-mail Address Telephone Number
00271965 |5 IAM@GHAIL COM [B0t/585-2159

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

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

[J A noncitizen national of the United States(See instructions)

[] A lawful permanent resident
[ An alien authorized to work

Enplojes's Sgratue

ity Date (mm/ddlyyyy): 071222013
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'Section 1. Employee Information and Attestation (Employees must complete
and sign Section 1 of Form I-9 no later than the the first day of employment,
\but not before accepting a job offer.)

*Last Name (Family Name) any)
NEWHIRE
Social Security# 123456789
*Address (Street Number and Name) (Code.
[420 WAKARA WAY 08

“Date of Birth (mmiddlyyyy) U.S. Social Secui. T
(0110211965 o I@GWAL GO EREEAE
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I am aware that federal law provides for imprisonment andJor fines for false statements or use of false
documents in connection with the completion of this form.

1 attest, under penalty of perjury, that | am (check one of the foll

Acitizen of the United States

[J A noncitizen national of the United States(See instructions)

[] A lawful permanent resident
[ An alien authorized to work

Empeee's Sgrature
ity Date (mm/ddlyyyy): 071222013
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| am aware that federal law provides for imprisonment and/or fines for false statements or use of false.
documents in connection with the completion of this form.

1 attest, under penalty of perjury, that | am (check one of the foll

[ Acitizen of the United States

Anoncitizen national of the United States(See instructions)

[] A lawful permanent resident
[ An alien authorized to work

Enpiojess Sgraue
ity Date (mm/ddlyyyy): 071222013
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| am aware that federal law provides for
documents in connection with the completion of

prisonment and/or fines for false statements or use of false
is form.

I attest, under penalty of perjury, that | am (check one of the following):

[ Acitizen of the United States

[J A noncitizen national of the United States(See instructions)

lawful permanent resident “(Alien Registration Number/USCIS-Number)
[ An alien authorized to work

Enpiyees Sgpatre
ity Date (mm/ddlyyyy): 071222013
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1 am aware that federal law provides for imprisonment and/or fines for false statements or use of false
documents in connection with the completion of this form.

I attest, under penalty of perjury, that | am (check one of the following):

[ Acitizen of the United States

[J A noncitizen national of the United States(See instructions)

[ Alawlul permanent resident

An alien authorized to work  until(expiration date, if applicable, mm/ddlyyyy) B

For aliens authonized to work, list your Alien Registration Number / USGIS-Number OR Form 1-94 Admission
Number:

1. Alien Registration Number / USCIS-Number -
2. Form I-94 Admission Number -

If you obtained your admission number from GBP in connection with your arival in the United States, include the
following
Foreign Passport Number

Country of Issuance
‘Some aliens may wite "N/A" on the foreign passport number and country of issuance lines. (See Instructions)

Empeee's Sgrature
ity Date (mm/ddlyyyy): 071222013
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Empiojee’s Sgraure
Clickto Sign Date (mm/ddiyyyy): 077222013
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ou cannot sign the 18 Form without indicating eligibiiy. (24842,1351)

To sign the -9 Form, you must be sither a citzen of the United States, a
nonciizen national of the United States, a lawiul permanent resident, or an
alien authorized to work Ifyou are not in one of these categories, do not
attemptto sign the form, and notiy the employer's representaiive that you are
not authorized to work.

oK
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Employee's Signature

Enter Electronic Signature

By entering my User D and Password below, | acknowledge
that I have read the preceding attestation, and that| so attest
under penalty of perjury.

User ID:

User Password:

sign cancel
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“The electronic signature is notvalid. (24542,118)

Your User ID and password must match. Both are case-sensitive
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| am aware that federal law provides for imprisonment and/or fines for false statements or use of false
documents in connection with the completion of this form.

I attest, under penalty of perjury, that | am (check one of the following):

I Acitizen of the United States

Anoncitizen national of the United States(See instructions)

Alawlul permanent resident
An alien authorized to work

Enployec's Sinature
e

NEWHIRE.I AM Date (mmiddlyyyy): 0772212013

‘Empus vt usar D s
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Was any part of Section 1 complsted by a person other than the employee? (24542,1352)

Yes No
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Would you like to continue to Section 2, Employer Revisw and Verification, ofthe Form 197 (24642,2626)

Yes No
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Instructions
Please read all instructions carefuly before completing this form.

Instructions Acceptable Documents Handbook for Employers (1-274)

Employment Eligibility Verification

uscls
Department of Homeland Security Form 19
U.S. Citizenship and Immigration Services OMB No. 1615.0047
hlp Expires 03/31/16

- STARTHERE: e Pcios e Sre oo 4 B, T ens ol 31208 g Pt 7 o

ANTL.DISCRIMINATION NOTICE: It egal o disciminste sgaist work-suihorized individusls. Employers CANNOT specify which document(s) they.
4l scoept from an employes. The refussl t hi an individusl because the documentstion presented has & fulr expiration date may also
consitte llegal isciminstion.

Preparer and/or Translator Certification. (To be compieted and signed if Section 1 is prepared by 2 person other than the
employes.)

attest, under penalty of perjury, that | have assisted in the completion of this form and that to the best of my knowledge the.
information s true and correct.

‘Sanature of Prepareror Tansistor
e Date (mm/ddryyyy)
07302013
“Last Name (Family Name) “First Name (Given Name)
[TRANSLATOR A
*Address (Street Number and Name) “City or Town “State “Zip Code
427 WAKARAWAY [SALT LAKE GITY Ur @ [fs+10s

Fom 13 ORI N,
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Make an entry in the following required fisld(s) to proceed: Print Name,
Address (24642,102)

Fields marked with an asterisk are required. Make an eny in each ofthese
felgs befors proceeding

oK
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Preparer/Translator's Signature

Enter Electronic Signature

By entering my User D and Password below, | acknowledge
that I have read the preceding attestation, and that| so attest
under penalty of perjury.

User Ip: I

User Password:

sign cancel
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Form Data

Instructions
Please read all instructions carefuly before completing this form.

Instructions Acceptable Documents Handbook for Employers (1-274)

Employment Eligibility Verification

uscls
Department of Homeland Security Form 19
U.S. Citizenship and Immigration Services OMB No. 1615.0047
hlp Expires 03/31/16

- STARY HERE, R Pcions ] ore g 5 . 9 PR s 2 3108 0573 ORI o P B

ANTLDISCRIMINATION NOTICE: t s egal to isciminate against work-authorized incivicusls. Empleyers CANNOT specifywhich document() they
will acceptfrom an employee. The refusal to hite an individual because the documentation pesened has s future expiation date may also
consiitue llegal dsciminion.

Preparer and/or Translator Certification. (To be compieted and signsd if Section 1 is prepared by s person ofher than the
employee.)

Lattest, under penalty of perjury, that | have assisted in the completion of his form and that to the best of my knowledge the.
information is true and correct.

‘Sqpature of Preparer o Tansisor
Evcoonial sored BT TERE Date (mm/ddryyyy)
e ol orrara
Last Name (Family Name) First Name (Given Name)
TRANSLATOR 1AMA
Address (Street Number and Name) City or Town State Zip Code
420 WAKARA ‘SALT LAKE CITY ut 84108

Fem i3 GORTN
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Create an I-9 Form

Step 2 of 3: Finalize this Form o
The employer representalive completes this page. Before submiting this form, a confirmation must be printed. Click the Print

Signatory Receipts link, print and distribute the confirnations, agree to the form message and click Submit.
I in

NEWHIRE IMA EmpID: 00111111 eformID: 257049

=

Upload-| ||-—View~—] |

[ Add File Atischment |

Print Signatory Receipts

[=rrevious)

Comment History:
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Create an I-9 Form

Step 3 of 3: Form Finalized °

‘The 19 has been successfully completed!

nal info

NEWHIRE IMA EmpID: 00111111 eformID: 257049

eform D: 257049
You have just PLACED ON HOLD this form.

Pint

Form
Go To Worklist
View This Form

G0 To ePAF Home Page
Close This Form
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Employes already has an -9 form pending. See form id 40259,

Wauld you like to withdraw the pending request and create a new 1-87

Withdraw Close





image27.png
Wessage

‘Contact your HR Rep to withdraw this form. (24545,1)

ok
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Complete an I-9 Form

Step 3 of 4: Finalize this Form °

The employer representalive completes this page. Before submitting this form, 3 confirmation must
be printed. Click the Print Signatory Receipts link, print and distribute the confirmations, agree fo the.
form message and click Submit.

Personal Info

Name: NEWHIRE,| AM A EmplID: 00543874 eformiD: 304271

—
Upload | [ iz | [\US Passportdocx [

<

‘Hiring Department 00410 a

‘Your Comment: @ | <<Previous

Comment History:
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This MUST be printed, and the appropriate
confirmation(s) separated and given to each signatory.
Use the Print button below to print this page.

o are -

Transaction Confirmation

Thi s to confiom that as of 080113, 1 AM A NEWHIRE has completed:
Section 1. Employee Iformation and Verification

OFan lectonic L9 form for employment at University of Utsh, and has provided the
Following lectroric signatur to that efect:

e

NEWHIRE,| AM A

Enpi usst, usar D st

o are -

Transaction Confirmation

This i toconfim that  of 05,0115, REGINA GONZALEZ PEERY has completec:
Section 2. Employer Reriew and Verification

OFan lectonic L9 fom for employment at Uriversity f Utsh, and has provided the
Following lectroric signatur to that efect:

e S B

THE EMPLOYER,| AM

enpta ez, earo vsrais

o are -

Print
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wooctist [~ [
entte: pegmewin O]

Docu

LookUp- || Clear | Cancel- gasic Lookup

Search Results

U5 Passport Card
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'Section 2. Employer Review and Verification.

(Employers or their authorized reprsentative must complete and sign Section 2 within 3 business days of the employee’s fist day of employment. You must examine one
|cocument from List 4 OR examine & combination of one document from List B and one document from List C a5 listed on the "Lits of Acceptable Documents” on the next

|page of this form. For each document you review, record the following information: document it issuing authority, document number, and expiration date, it any)

ListA or ListB D ListC
Document fifle: Document fifle: Document fifle:

[Us.Passport ae Q Q
“Issuing authority: Issuing authority: e S

U'S. Depariment of Stale
prccsnent teber u Document Number: Document Number:

[7a006287845

Expiration Date (f any) (mmiddiyyyy): Expiration Date (i any) (mmiddyyyy):  Expiration Date (if any) (mmiddiyyyy):

08221015 [
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|CADocuments and Setings\u0482663\Deskiop\Passpi_Brawse.

Upload | _Cancel
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U.S. Passport

View U, Passport U04826632009-04-07-14.48.13
Return
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'Section 2. Employer Review and Verification.

(Employers or their authorized reprsentative must complete and sign Section 2 within 3 business days of the employee’s fist day of employment. You must examine one
|cocument from List 4 OR examine & combination of one document from List B and one document from List C a5 listed on the "Lits of Acceptable Documents” on the next

|page of this form. For each document you review, record the following information: document it issuing authority, document number, and expiration date, it any)

ListA orR ListB AnD Listc
Document ite: Document ite: Document ite:
US. Passport Qe Q Q

“Issuing authority: Issuing authority: e S

[US Department of State

“Document Number:

fraooszoress o

Expiration Date (f any) (mmiddiyyyy): Expiration Date (i any) (mmiddyyyy):  Expiration Date (if any) (mmiddiyyyy):
06222015 |5

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

The employee's first day of employment (mm/dd/yyyy): 0810112013 ) (See instructions for exemptions.)

Signature of Employer or Authorized Representative

Clickto. Date (mmiddiyyyy)  Title of Employer or Authorized Representative
081012013 Human Resources Coordinator
Last Name (Family Name) First Name (Given Name) Business or Organization Name
THE EMPLOYER 1AM University of Utah
Employer's Address (Street Number and Name)  City or Town State  ZipCode

420 Wakara Way, Suite 105 SaltLake City ut 84108
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Employer's Signature

Enter Electronic Signature

By entering my User ID and Password below, | acknowledge
that I have read the preceding aftestation, and thatI so aftest

under penalty of perjury.

UseriD:
User Password:

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

The employee's first day of employment (mm/ddyyyy): 02013 (See nstructions for exemptions.)
Signature of Employer or Authorized Representaive
Everoneaty s s 0y . .
THE EMPLOYERT AR Date (mm/ddyyy)  Titie of Employer or Authorized Representative
Enpis sz, ooz 080172013 Human Resources Coordinator
Last Name (Family Name) First Name (Given Name) Business o Organization Name
THE ENPLOYER 1A University of Utsh
Employer's Address (Street Number and Name) ity or Town State  Zip Code
420 Wakara Way, Sute 105 SaltLake Ciy ut 34108
oGO

<<Previous
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Complete an I-9 Form

Step 3 of 4: Finalize this Form °
The employer representalive completes this page. Before submitting this form, 3 confirmation must
be printed. Click the Print Signatory Receipts link, print and distribute the confirmations, agree fo the.

form message and click Submit.
Personal Info
Name: NEWHIRE,| AM A EmplID: 00543874 eformiD: 304271

| Upload | [ view | [1US Passportdocx [

“Hiring Department 00410 @

Your Comment: (

&

Comment History:
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‘Submitthis form? (24642,112)

“The form will be directed to the next approver, if any.

“Yes | Mo
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Complete an I-9 Form

Step 4 of 4: Form Finalized °
‘The 19 has been successfully completed!

Personal Info

= oo = o o o=
P p—

You have just SUBMITTED this form. This action passed the form to HR
Service Team for further processing.

Print 19 Form

Go To Worklist
View This Form

GoTol9 Home Page
Close This Form
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B  Completeantoform
Use this form to complete an 19 for a new employee.
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Complete an -9

Enter any information you have and click Search. Leave fields blank for a list of all values.

Mesaseven, 00000

Maximum number of rows to return (up to 300): [300

erormo:
WWorkfiow Form Type:
worktowform s~ ¥ [ W]

Empin:
Hame:

orignatedbateFrom: == v [ B
Originated Date Thru: |
Last Date From: | E—

[--8earen..[ - Clear|pasic searcn [EF Save Search Crieria
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Proceed?

For regulatory compliance purposes, all accesses to
‘completed I-0 Forms are tracked. If you proceed, a permanent
record of your viewing this 1-9 will be made. If you do not wish

to proceed, please select Close.

Proceed Close
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'Section 1. Employee Information and Attestation (Employees must complete
and sign Section 1 of Form I-9 no later than the the first day of employment,

\but not before accepting a job offer.)

Last Name (Family Name) First Name (Given Name) Middle InitialOther Names Used (if any)
NEWHIRE 1AM A

Address (Street Number and Name) Apt. Number  City or Town state Zip Code
420 WAKARA WAY 105 ‘SALT LAKE CITY ut 84018
Date of Birth (mmiddlyyyy)  U.S. Social Security Number E-mail Address Telephone Number
0110111965 View 1AH@gmail.com 801/581-2169

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

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

Anoncitizen national of the United States(See instructions)

Alawlul permanent resident

An alien authorized to work

Enployec's Sinature
e

NEWHIRE.I AM A Date (mmiddlyyyy): 081012013

Enpi usst, usar D st

Fom 13 ORI N

Next>>

<<Search
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B4  Undate andor Reverity an 1.9 Form
Use this form to update Name andior resstablsh eligbiy.
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Update an |-9

Enter any information you have and click Search. Leave fislds blank for a st of al values

erom : T —
ordouom saus=___V]

e
tome: T —
S [T I—
B Eo 7 E—

LostDoto rom: E—

Lrting numbar st o e 200y

(-searen | Glear |gasic Search G Save Search crteria




image51.png
Proceed?

For regulatory compliance purposes, all accesses to
completed 8 Forms are tracked. fyou proceed, a
permanent record of your viewing this I-9 will be made. ffyou
do notwish to proceed, please selsct Close.

Proceed Close
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e —
TR HERE, o oo el oo compeing s . T P o 3008 473 Gn o 6.

ANTLDISCRIMINATION NOTICE: t s ilegal to iscriminste sgainst wor-authoized individusls. Employers CANNOT specy which documents) ey
will acospt rom an employee. The refusal fo hire &n individual beceuss the documsntation presented has & fulure expirtion dats may slzo
constitute llega! disrmination.

Section 3. Updating and Reverification. (7o be completed and signed by employer.)

A New Name (if applicable) B.Date of Rehire (if applicable)

Family Name (Last Name) Given Name (First Name) Middle Initial
(mmiddlyyyy) B

C.If employee's previous arant of employment authorization has expired,
provide the information for the document that establishes current employment authorization in the space provided below.

Document Title: Document Number: Expiration Date (if any) (mmiddiyyyy):

[ Y

Tattest, under penalty of perjury, hat o e best of my knowledge, tis employes 1s authorized o worl n the United States, and f the employes
presented document(s), the document(s) have examined appear to be genvine and to relate to the individual.

‘Sanature of Enplyer or Authorsed Fepresenttice Date (mmiddiyyyy):
Click to Sign 081012013

Fom 3 O30V N

<<Previous
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I 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

presenied documents), the documents) | have examined appear to be genuine and to relate o the individual.

Sgratue of Enplyer or Auhorced Fepresenttice

“Encoonialy Sorea TS B EE

THE EMPLOYER,| AM

enpta ez, earo vsrais

Date (mmiddiyyyy):
081012013

Fom 13 ORI N,

<<Previous

Next>>
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Update and Reverify an I-9 Form

Step 4 of 5: Update this Form o

‘The employer representative completes this page. Before submifiing this form, a confirmation
must be printed. Click the Print Signatory Receipts link, print and distribute the confirmations,

agree to the form message and click Submit.
Info

NEWHIRE,| AM A EmplID: 00543874 eformiD: 304271

ploaa | | vew | |

Print Signatory Receipts

|

Your Comment:

Comment History:
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Resubmitthis form? (24642,108)

‘The form will be sentto the next approver with any changes andior comments
youmay have made.
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Update and Reverify an I-9 Form

Step 5 of 5 Form Updated o
The -0 has been successiuly updated!

Personal Info

= oo = o o o=
P p—

You have just RESUBMITTED this form. This action passed the form to
HR Service Team for further processing.

Print 19 Form

Go To Worklist
View This Form

GoTol9 Home Page
Close This Form
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I am aware that federal law provides for imprisonment and/or fines for false statements or use of false
documents in connection with the completion of this form.

I attest, under penalty of perjury, that | am (check one of the following):

[ Acitizen of the United States

[J A noncitizen national of the United States(See instructions)

[ Alawlul permanent resident

An alien authorized to work  until(expiration date, if applicable, mm/ddlyyyy)  [05/16/2015 [5)

For aliens authonized to work, list your Alien Registration Number / USGIS-Number OR Form 1-94 Admission
Number:

1. Alien Registration Number / USCIS-Number
OR

2. Form 94 Adnission Number. —

If you obtained your admission number from CBP in connection with your arival in the United States, include the
following:

Foreign Passport Number:

Country of Issuance| @,
‘Some aliens may write "N/A” o the foreign passport number and country of issuance lines. (See Instructions)

Empiojee’s Sgraure
ity Date (mm/ddlyyyy): 0810112013

Fom 3 O30V N

<< Search
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Document title

Employment Authorization Doc (1766}

n
5 Forelan Passport wiForm 194 or Form 1944
& [ES Passport wiForm -9 or Form 1947
& |RMI Passport wForm 194 or Form F04A
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Visa Information

Visa Type

Visa Number

F-1 Curricular Practical Train
F-1.and W1 Visas

EE
H-2AVisa

J-1 Dependent
J1visa
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Visa nformation

wsaTipe
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'Section 2. Employer Review and Verification.

(Employers or their authorized reprsentative must complete and sign Section 2 within 3 business days of the employee’s fist day of employment. You must examine one
|cocument from List 4 OR examine & combination of one document from List B and one document from List C a5 listed on the "Lits of Acceptable Documents” on the next

|page of this form. For each document you review, record the following information: document it issuing authority, document number, and expiration date, it any)

ListA or ListB D ListC
Document fifle: Document fifle: Document fifle:
[Foreign Passport wiForm 194 o Fori@, @ Y Y
“Issuing Authority
< — Issuing authority:
KOR Q
T TS Document Number: Document Number:
123456789 0
Expiration Date (f any) (mmiddiyyyy): Expiration Date (i any) (mmiddyyyy):  Expiration Date (if any) (mmiddiyyyy):
06222015 |5
t Title:
thority:
[Customs & Border Profecion
“Document Number:
1234567890 0

Expiration Date (if any) (mmiddiyyyy):
0612211201 5
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Visa Information

Visa Type

Visa Number

F-1and W1 Visas
H-BVisa

H2AVisa
J-1 Dependent
J1visa

Train
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Visa Information

VisaType ‘Curricular Practical Train
Visa Number 12345678
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ListA oR ListB AND ListC

Document itie: Document itie: Document itie:
[Foreign Passport wiForm 1-94 or Forf@, @ @ [ @
“Issuing Authority . )
o | tingauthort: e 2 e
D Q
prtos Reosport & ument Number: Document Number:

234456789 )
Expiration Date (if any) (mmiddyyyy): Expiration Date (f any) (mmiddyyyy):  Expiration Date (i any) (mmidayyyy):

foarz220%8 [

Document Tite:

1oun
Issuing Author
[Customs & Border Protection
“Document Number:

123456789 o
Expiration Date (if any) (mmidd/yyyy):

l0arz2120%5 [

Issuing Authority:

[University of Utah

“Document Number:
NOD0123455 o | veeer ight corner of

Expiration Date (if any) (mmiddlyyyy):

(071512017 [





image65.png
HR Electrol

@

Forms (eForms) Home page

My Worklist
Work the fems that have been routed {0 you.

Starta New eForm
‘Starta new eForm, which wil then be routed to the appropriate approvers.

Resubmit, Change. or Withdraw an eform
lake changes to an eForm that has been recycled or needs to be updated. Only
forms that have not had final approval or been processed ito the system wil be:
accessivk.

Evaluate an eForm
Partcpate in the approval process for an eForm. This ink alows you to search for the
Form you want to evaluate.

View an eForm
View a recenty submited eForm, incluing nformation about 5 handiing 50 far
‘eForms submited in the last month are listed here. This is a read-only view.

Lok Up an Archived eForm
Find and review an od eForm. eForms submited more than a month ago wilbe isted

here. This & a read-only view.
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Proceed?

For requlatory compliance purposes, all accesses to
‘completed -9 Forms are tracked. Ifyou proceed, a
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B U.S. Customs and Border Protection

Securing America’s Borders

Getl94 Number | L94FAQ 1

Admission (1-94) Number Retrieval

Admission (I-94) Record Number: 69000888062
Admit Until Date (MM/DD/YYYY): 10/10/2012

Details provided on Admission(1-94) form:

Family Name: u

First (Given) Name: LYDIA

Birth Date (MMDDYYYY):  01/01/1990
Passport Number: P123123213
Passport Country of Issuance: Mexico
Date of Entry (MI/DDIYYYY): 0411112012

Claiss of AGRESIoR: 81
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