DESIGNATING A HIRING MANAGER TO COMPLETE SECTION 2

Federal law requires that the employee completes Section 1 of the Form I-9 by his or her first day of work for pay.
Employees may complete Section 1 at any time between acceptance of a job offer and their first day of work for

pay.

The job of the “Hiring Manager” is to ensure that the employee completes Section 1 of the Form I-9 in time, and
that you review the employee’s document and complete Section 2 of the Form -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 1-9 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.

e[| oo [ addonsl coumns | 1-9 Employment Eligibility Form

E-Verif.y a:eck ..-;;“-..-..%.1-.;-..w APt roie Eleoyee Info

Upload 1I-3 Form for New Employee

First Hame:*
Upload 1-3 Form far Existing Employee Jane
Kiosk : Last Name'™ Smith
E-mail® csmith@yahoo.com|

The Hiring Manager field allows you to
grant a non-HireRight user or an
existing HireRight user temporary e g ‘s ]
access to complete Section 2 for this lMessage Templatz=* | Default Invitation Letter yi Preview
specific Form 1-9. ' '

Enployee Stan Date:

If you enter a name and email address in Send me 5 copy m
the Hiring Manager fields, that person will
be sent a notification once the employee
has completed Section 1 of the electronic Hiring Manager
Form I-9. The Hiring Manager will then
use the information provided in the email .
to access and complete Section 2 of the Hiring Wanager ame.  |Kari Rogers
electronic I-9.

E-mait krogers@abcco.com

The request will go to the Pending
Employer tab once Section 1 is
completed. The I-9 Form Initiator, and any other user with applicable permissions, will be able to view the status of
the Form |-9.

(See the Job Aid entitled “Hiring Manager Access and I-9 Form Completion” for more information on what the
process will be for the Hiring Manager upon receipt of the email notification.)

In certain circumstances, a user may wish to designate a Hiring Manager to an Form I-9 later after the Form 1-9
process has been initiated.
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To Set a Hiring Manager:

1. Right click on the desired record and select “Set Hiring Manager.” Verify I-9 Docs

2. Enter a Hiring Manager name and E-Mail

address.

3. Click Submit.
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‘View/Print

Send Form
Start/Termination Dates
Reassign
Coirect 1:9: Form

View Audit: Trail

Resend

Delete I-9 form
Flag 3

1-8. Employment Eligibility Form

Set Hinng Manager
Employes Jane Smith
Initiating Requestor Dan Doss
Crealed: 12/06/2010
= &
£-mall

o . Submit Cancel
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HIRING MANAGER ACCESS AND COMPLETION OF SECTION 2

1. The Hiring Manager (Kari Rogers in the sample below) is advised via email that the employee has completed

Section 1 of the electronic
Section 2 of the electronic

2. The Hiring Manager accesses the form using the Employee information contained in the email:

Form 1-9. The Hiring Manager uses the information provided to access and complete
1-9.

John Moore has completed Section 1 of the I-9 Employment Eligibility Form for Sales
Demo.

Please go to
https://ows@l.hireright.com/in.html2key-8E£30408B4216C2FETFRACFA856F858C,
to log in to the HireRight system to review Section 1 of the I-9 f andjcomplete

i Iity d entation in order to

nstructions on the left hand side that

Our objectike is 40 complete this process quickly and within the employee's first 3
days of employment. Please make every effort to accurately provide all of the
requested information. If you have any questions in completing the online I-9 Form,
please contact HireRight Customer Service. Customer Service is available 24 hours a
day, 5 days a week beginning Sunday 5 p.m. through Friday 9 p.m. Pacific Time (GMT -
8). You can call them at:

(866) 521-6995 (within the U.S. and Canada)

+1 (949) 428-5804 (outside the U.S. and Canada}.

] HireRight. | Applicant Center v
Login
User Name Lrogervilirerght.com Your e-mal agdress
Password l-_._.] Sha e _ ML
B ;)
3. The Hiring Manager resets the
password to securely access and ll HireRight. | Applicant Center
complete the Employer section of
the online form.
Change Password

4. Click Save to complete
Section 2.

20

Proprietary and Confidential — For HireRight-Authorized Recipient Only — Further Distribution is Prohihited

ard1 4 nutber

New Password ek okokok ok ok ok
Confirm Password ko ok ok ok ok ok ok
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The Employer Review & Verification Worksheet Opens

Ensure that any document the employee presents is on the Lists of Acceptable Documents or is an acceptable
receipt. Physically examine each document to determine if it reasonably appears to be genuine and to relate to the
employee presenting it. Additional guides, including the official I-9 Instructions and the List of Acceptable Documents
are available on the left-hand side for your convenience

5. Select the List A or the List B&C tab depending on the document(s) the employee provided. Applicant
is required to provide information for either; one document under the tab List A, or a document
for each of List B and C.

6. Select the Document Type(s) that most accurately represents the document(s) the employee provided.

E Save Form @ Print | Clear Form | Help | LiveChat.' | Cancel&Discard
mg{;‘ﬁ"" Section 2 - Employer or Authorized Representative Review and Verificatlon Worksheet
VERIFICATION

Fielgs marked with an * are required

: ) Employee Name: John Maore
, Employer Raview and Citizenship Status: Citizen of the United States
Verification Worksheet
2 Reye

2w and £

The employee must present original docuirents. with the exception thal the employee may present a certified copy of a
birth ceftificate. The empioyer must physically examine the actual document or documents presented by the employee
anad determine if they reasonably appear on their tace 10 be genuine and to relate lo the employee presenting them. If
the docuinent(s) do nol reasohably appear on their face 0 be genuine of lo relate to the person presenting them, the
employer must nol accepl them In such circumsiances, the employer should allow the employee to choose any other
dotument(s) the employee wants to present frem the "Lisis of Actepiable Documents” for review and, If appropriate,
Sampie Doeument rages acceptance. by the employer. :

plabie

¢ LSt ot Arces

s Bacains This employer participales in the federal employment eligibility program called E-Verify. The E-Verify program requires
fhat you may accept List B documents, only If they include a photograph. Please ensure that the new hire shows you a
document with a photograph and select below which docurnent ihey showed to you

Please note that all documents presented by the new hire must be unexpled

(/ C ListA <

- o LstBRC
r

Employers or their authorized 1epresentative must complete and sign Section 2 within 3 business days of he employee's
first day of employment You must physically examine one document from LISl A OR examm a combination of one
document from List B and ene document from List C as listed on the "Lisis of £ 5" on the next page
of this form For each documenl you review. recard the following information” duc umennhle =<1iing authority. documeni

Document A

number, and expiration date. If any
o < LJ The Employee has presented a Receipt for a replacement of a lost. stolen, of dainaged docurment
Document Title: * U'S. Passpart _.:?u;; o
Issulng Authority * | U.S. Depariment of State v k
& 1 certify that Whe issuing authoifty enlered malches exaclly (o that of (he document presented. *
Document # ¥ |B123456
Explration Date (if any): ™ o1 /ot |i2027

\ This document is subject o E-Veriy Photo Matching. You mUst retain a copy of the employee’s document,

Esnl Lin# ablak

y ) HireRight.
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7. Enter the required information indicated by the red asterisk (*): State, Document Title, Issuing Authority,
Document Number(s) and Expiration Date (if any) from the original document(s) the employee presented.
Document Title and Issuing Authority must be typed exactly as it appears on the face of the document.

Repeat steps 6 and 7 for Document C if you chose List B&C in Step 5 above.

Employment Information

o#m | attest under penaity of perjury, thal | have examined the docunent(s) resented by the abova-named employee
that the above-listed dotumentis) appear 1o be genuine and 1o relaie o the emplovee and Ihal the informalion
entered above reflects the information thal appears on the onginal document(s) presented by lhe employes. |

cerlify that the informabion entered above can be used to complele Section 2 of the 19 orm, *

Employes Start Date: * 01 | o4 2017 Lise Tonay's Date \
Business Name: * ABC Company

Your Fiesh Name. ¥ Samantha

Your Last Name: * Johnsan

Thie: * Manager

Emall Address: * sjohnson@abccompany.com

- O

Business Address *

Adddress 1234 Main Streel

City! Orange

Stale California v
ZipfPostal Code 1_2_345

0 Proceed to Form 1-9 Completion

8. Click the “/ aftest under penalty of perjury, that | have examined the documents presented by the above-
named employee...... ” Box.

9. Fillin all any missing “Employment” information not already pre-populated in the Employment
Information area.

10. Click “Proceed to Form I-9 Completion.”

. }) HireRight.
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11. Review Section 2 Information

EMPLOYMENT
€ EuciBILITY
VERIFICATION

B Save Form @ Print

Ctear Form | Help | Live Chat | Cancel & Discard

Section 2 Review & E-Sign

Section 2. Employer or Authorized Representative Revlew and Verification

(Employers or Meir authorized representalive must complate and sign Section 2 within 3 business days of (he emaloy=e's st day.
of employment You musl physically examine one document fram List A OR @ combination of ane gocument fram List 5§ and one
docuirent from List C a3 listed on the "Lists of Acceptadie Documeants )

Citlizenship/immigration
Employee Info trom Section |Last Name (Fermiy Name) Fint Name 1Ghan Name M |Status
1: Moore Johu N/A | 1
ListA OR ListB AND ListC
Identity and Employment Authorization Identity Employment Authorization
Document Title | Docuruent Titie Docuinest Title
U.S. Passport NA N/A
Lssuung Authonty Lisuing Authonty Iywing Autkonty
U.S. Department of State N/A N/A
Document Number Document Number Decumest Nmnber
B123436 N'a N:A
Expiation Date (if sy itetm et S ! Expiration Date of anyigmm ded 333y Expiranion Date (1f aeyimm ddang g
01/01/2027 NiA N/A
D t Tutl 5 {R Code - Sections 28 3
i Additional Informalion p /' ¢ write in This Space
Issuing Authonry
N/A
Document Number
N’A

Expimtion Date gif anyjpnm’dd 33ny)
N/A

Document Title
N/A

Issuine Authonry
N'A

Docuraent Number
N/A

Expmnm Date (f anysommdd: a3y i

Certitication: | attest, under penalty of perjury. that (1) | have ined the do: (s) pr d by the above named employee,
(2) the above.listed document{s) appear to be genuine and 1o relate 10 the employee nude and {3) to the best of my knowledge the
employee is suthorized Lo work in the Unitad Siates.

The employee’s Mist day of emplayment fma/ddlyyyy) QL-04:2017 (See instructions for exemplions)

Signalure of Employer or Authorized Today's Datemn-dd 1337

Title of Eanplover or Authonzed Representaine

Representative Manager

Lont Nanie of Employer or Aullionzed Representative it Name of Eniploy et o Anihiorized Reptesenmative|Empleveds Buiiness or Omanization Name
Johnson Samantha I9DNEW

Employer's Business or Dipauization Addreas (Sticet Number and Nawe)  |Ciry os Town State ZIP Code

13234 Main Street Orange CA 12345
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12. Enter your Full Name.

13. Check the four attestation checkboxes.

Electronic Signature of Employer

Firsi Name. * Anabelle

Last Name: * Lee

E-mail Address alee@abcco.com .
Hold down left mouse button and draw your signature below

)

Clear

\# CERTIFICATION - | aftest, under pcnalty of perjury, that (1) 1 have examined Ihe docurmeni(s) presented by the above-named
“ empioyee. (2) the abave-hsied documents(s) appear lo be genuine and ta relate to the employee named. and (3) 1o the best of
rmy knowidedge the employee is authorized 1o work in the United Slates, *

w; | certify that the Infarmation that appears abcve on the Form (-G Is exactly as | entered it in the Employer Review and
Verifization Worksheel. *

i | understand that | am using electronic means e sign this decument. and | consent 10 signing (NS cocument electronically.

& | understand that by typing my information above. | am certitying that L am (he person identified by this information. and that my
7 praviding (his intormation and chcking the “Electrenicaily Sign” bulion betovs vill constitute rmy electromic signature. *

Back

E-Sign, Save & Run E-Verify

Decline

14. Click the E-Sign, Save & Run E-Verify 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 four attestation

buttons and the E-Sign, Save & Run E-Verify button below, the document will be considered "SIGNED.”

Helo | Liva Chot &Pnn:

A confirmation message appears. oim=
1-9 Employment Eligibility Form

Thank You
Thark you for your sabmissian for John Neere

Grder Detalls

Electromz |-y Form

NOTE FOR E-VERIFY CUSTOMERS:

If E-Verify is part of your I-9 solution, the following
will also occur:

E=Verty Case Statos

View E-Veuly Report View 18 Form Upload Supporiing Documenls

Submitied

Subnitted

Close Window

= Employee data is automatically sent through
the E-Verify Check system, which uses the Social Security Administration (SSA) and Department of
Homeland Security (DHS) to validate employment eligibility.

= E-Verify Check will respond with a case number.
= Report will display a unique E-Verify case number and status.
= E-Verify Check will typically provide a response within 5 minutes, with one of two types of results:

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

ii. Authorized (SSA Authorized or Employment Authorized)
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