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The initial account created for you by your NowHIRE 1-9 Comply/E-Verify
representative is an all-powerful Administrator or Company account. With
this account, you can create not only new Company Administrators, but
Location Administrators and Standard Users with restricted access. Also,
you will have the ability to create multiple locations, which in turn may have
their own sets of user levels.

User Levels

« Company Administrator (All access to all accounts within company)
* Location Administrator (Access to all accounts under a specific LOCATION only)
e Standard User (Access to personal profile only)

* Please keep in mind that any of the above user account levels may process a Form I-9, deal with sensitive
data such as Social Security Numbers, and search or manage stored |-9 Forms.

Feature Company Administrator  Location Administrator Standard User*
Manage Company /
Manage Company Administrator(s) /
Run Reports on Company Usage f
Manage Company Location(s) /
Company Preference Panel {

Manage Location Administrator(s) J /**
Run Reperts on Lecation Usage { /
Export Forms / /
Manage Location User(s) / /
Location Preference Panel / /

Enter I-9 Forms

Search 1-9 Forms

Terminate Employees

AN NN
AN NN
SN S

Receive Weekly Case Status Reports via Email

*E-Verify Systems integrated with ATS - Standord Users will not have the ability to login and have the functionalities as indicated.
** Manages their assigned location
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In general, managing an account or profile gives you the ability to edit form fields such as names, addresses,
phone numbers and other information related to that user, location or company. For instructions on creating and
managing User Accounts, please visit the Administration Tab (click here) section of this manual.

Getting started / User Accounts

* Login to the nowHIRE I-9 Compliance and E-Verify system: https://i9.nowhire.com

»  Enter your User Name/Email.

e Type your NowHIRE I-9 Comply/ E-Verify password into the Password field.

» To complete the Login process click the Login button, or press the Enter key on your keyboard.

» If this is your first time logging into the NowHIRE I-9 Comply/ E-Verify system, you will be prompted to create
a new password. Password must be at least 6 characters in length including one Upper Case Letter, one
Lower Case Letter and one Number. Enter your new password twice, and then press the Submit button to
confirm and complete the login process. Please MEMORIZE your new password and keep in a SECURE
place!

e Each new account user will be asked to read through and accept the Terms of Use. Once accepted at the
bottom of the screen, you will proceed to the Dashboard home page. There are four tabs in the top right-
hand corner of each page (Dashboard, Help, Reports and Administration). Just click on the tab you wish to
visit. These tabs are explained in detail on the following pages.

Creating & Managing User Accounts

To create or edit a user account, from the Administrator Tab, click the desired account type under Manage
User Profiles (See previous page — Depending on your User Level — Manage Company Administrators,
Manage Location Administrators, or Manage Standard Users). At the top of the new page, click the Create New
(Company/Location) Administrator or Create New Location/Standard User (depending on which account
type you are creating) or click on the specific Administrator/User name to edit details.

The page title will re-state which type of account you are managing. Again, Company Administrators have
more administrative rights than Location Administrator or Standard User accounts; so be sure when creating
new user accounts, you are assighing each account to the correct User Level.
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Welcome, Tim Company

Manage User Profiles to

add a nhew
Administrator/llser

Administration <

&} Company Information

Company: Training Corp Test
Edit Company

Location: 'Training_ Corp East E|

Mew Location | Edit Location

Indicates what type of account
you are managing

Corporate Admin.'s will be able to
drop this box and choose a
location to add an Administrator.

For Location Admin.'s, this box
indicates ONLY that specific user
approved location .

% Manage User Profiles

Update Your Personal Profile

Manage Company Administrators

anage Location Administrators
Manage Standard Users

Update Your Personal Profile (passwords & status report options)

The Administration Tab screen will have different views, depending on the type of User Level login (click here
to view the User Level summary above). All user level logins will have the ability to Update Your Personal
Profile and is the ONLY OPTION available for Standard Users (see screen shot below). This screen allows you
to update your personal information, to change your password, and to opt-in for Status Reports for your location

(The Status Report will include those locations based your User Level).

i9 Training Corp2 - Update Standard User Profile

Update Standard User Profile .
Make any necessary modifications to the account information and click the Add/Update button.
Fields are required.

User Type: Standard User
User Status: @) Engpled © Disabled
“Username: dawntestert
“First Name: Dawn
“Last Name: Test
“Title: HR
“Email: dh@nowhire com
“Address 1: 123 Main
Address 2: 2nd Floor Main
*City: Springfield
*State: | Arizona =
“Zip Code: 10065
“Phone 1: 586-778-8491
Phone 2:
Status Report: (7] Check this box to receive a status repart of all your E-Verify Cases and employees with Expiring Work Authorization
Force Password Change:  Check this box to require the userto [
change their password upon next
Iogin
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System Use and Form I-9 Completion

Dashboard Summary
The nowHIRE Dashboard allows you to:
» Create New Form 1-9s
»  Search Existing I-9 Forms
e Available Pending Case Summary Reports by Location in under Reports Tab
» Track and Manage Expiring Work Authorizations
*  View a Quick Summary of Immediate Attention and Pending SSA and/or DHS Referral Cases
e View a Quick Summary of Unresolved Cases
e View a Quick Summary of Incomplete E-Verify Cases Click to Create
New Form I-9
(PLEASE NOTE: A section will only show if there are associated cases.) Run a quick
interactive report

to see all pending
cases by location.

Track and Manage Choose a location to
Expiring Work manage.
Authorizations

new form -9

-
", Search (Training Corp East)

A blue color
indicates pending
cases. Just click

to review details

7

-1
- 1 1o nawe sestiol

Expiring Work Aumm&ns (Training Gorp East)
TR oMo ETEIOYESS 1 SXPHG WOrk Aorizatir:

Search for an existing

Unprocessed E-Verify Queries (Training Corp Ea: A red color in any I'g Form
S i i R area indicates cases
which need your

IMMEDIATE attention.

Incomplete E-Verify Cases (Training Corp East)

Tentative

Unresolved E-Verify Cases (Training Cu;*m

ormae

S5A Referrals:
21 63505 nave Do refeme0 10 e SEA

Track & Manage Unresolved,

Incomplete and Pending
E-verify Cases
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Creating a New Form I-9-Electronically

A few things to keep in mind before you begin processing a New Form 1-9 are:
* Atleast one (1) credit is required in order to process a Form I-9 (per Agreement for Services).
» The employee will need to be present for compliant Section 2 completion.

» The employee will need to have all appropriate identification & documents proving his/her employment
eligibility. You may NOT tell the employee which specific documents to bring; this is considered
discrimination.

* Unlike the paper Form I-9, E-Verify requires any List B documentation to be a photo ID.

new form 1-9

™
\—-\ Search (Training Corp East)

%

Enter a first name, last name, address, alien number, case number, date of
birth, SSN or Note and click the search button

6 Important Links

For additional information, please see the Help tab Cllck to Create NeW

- USCIS -9 Central Form I-9
= USCIS E-Verify Resources

Steps for Creating a New Form 1-9:

*  Click on New Form I-9, highlighted in GREEN, from your Dashboard, in the upper right-hand corner of
page.

PLEASE NOTE: Company Administrators will have to select a specific location in order to process a NEW
Form I-9.
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»  Follow the on-line instructions starting

with the New Form |-9 page. e
: . New Form 1-9
B AnSWer Yes or NO If the employee IS Please enter the SSN of the employee and then click Next
a new hll’e Is this employee a new hire?

— Ask the employee for their Social L ES Newemployee

Security Number and enter it into the
SSN field.

— To continue, click Next or press
Enter on your keyboard.

@ NO: Current employee

“SSN:

v

Next

Note: If the nowHIRE [-9 Comply system detects a duplicate SSN (for instance, if an SSN is stolen through identity theft, multiple
employees may have the same SSN), the system will alert you to such by displaying the duplicate SSN page. At this point, it is suggested
that you double check the SSN was entered correctly before proceeding. If there are no issues with the Social Security Number entered,
you will then enter the employee’s information in the fields provided and attest to his/her citizenship status. If any information is
incorrectly entered or missing, the nowHIRE 1-9 Comply system error-checking and validation will alert you to the issues when you press
Continue.

The screen below will appear, select Electronic I-9 and click Next or Enter on your keyboard to continue.

(The option of entering a Paper Form |-9 is available (as noted in image below) and is typically selected when a
Paper Form I-9 had to be used in lieu of the electronic solution. This may occur due to system outage at time of
hire, remote hire, or where access to the electronic solution may have been prevented at the time of Form -9
completion.)

Welcome, Tim Company

Dashboard > New Employee
New Employee Form I-9

Please select Electronic or Paper and then click Next.
How would you like to complete the Form [-9 for this new employee?

) Paper I-9: | want to store an already completed Form I-3 for this employee.

@ Electronic I-3: | want to complete an electronic Form 1-9 for this employee.

[T Only complete Section 1 of the Form 1-9

© nowHIRE.com / I-9 and E-Verify User Manual — Confidential Page 9 of 37
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The screen below featuring SECTION 1 will appear, employee information is then entered into appropriately
marked areas either directly by employee from keyboard or assistance on behalf of employer and once
complete; click Continue at the bottom of the page or Enter on your keyboard to continue. Note: Built-in error
checking validation ensures all required fields have entries. If a required field is incomplete the system will not
all you to proceed; once completed and entered the Employee Electronic Signature page will appear.

Welcome, Tim Company

Mew -2 = Section 1 . . . .
PO Click the "i" (information
Section 1: Employee Information and Verification icon) for tips(on entering

Enter employee's informafion bedow.

* fields are required fields. names.
*LastName: Johnson 1]

*First Name: \Wayne

Maiden Name
*Date of Birth: * Diate of Birth is a required field
*Address: 3456 Devonshire

Apt &

Attest citizenship status o roe Tl
*State: [Michigan =l
*Zip Code: * Zip Code is a required field

Employee attests under penalty of perjury m\
0 A citizen of the United Stetes

2 A nongitizen nafional of the United States

Built-in Error Checking to
2 & lzwful permanent resident ensure accuracy in

& An slien suthorized to work Completlon
Until: * Wiork Until Date is & required fieid)
I-84/Rlien #: i * 1-94/A%ien Mumber is a required fisld
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You will now be at the page Section 1. Employee Electronic Signature.

— Confirm all information was entered correctly by allowing the employee to review the onscreen
summary. Tip: Be sure that name is entered properly, check First and Last name entries and
also double-check that birth date is accurately recorded; especially the year.

— Once the employee confirms accuracy of the information then the employee must read the signature
statement, and then press the Yes — Continue button to electronically sign the document. Note: If the
No — Cancel button is selected, this will cancel the current form and will exit back to the Dashboard
page. NOTE: Only click No - Cancel if information may have been entered incorrectly or the employee
does not wish to sign the document, or wants to terminate his/her position.

New 3 > Seclion 1 > Eecion 1 eSignatue:
Seclion 1. Employee Electronic Signature

The empinyee must review the information entered for scooracy. Bther show fhe smplopes the Irdomation or resd  sioed for verficston.

BN 12I-46-E7ER
Firct Kama: Elaing
Mol InHis:
Lact Bama: Gocdsl]
Mdaicien Kama:
Dads of Birthe 04084877
Addrse: 8753 Davonshing
Aparimants Bulte £
Caty- Grocce Poimts Park
tate: Mizhigen
g Cods: 48230
Emghoyes sti=sis under penaity of panury ey ane:
& oitfzen of the Untied Stetec

After the empioyes hes corfirred the acourscy of the imlormation sbove, fhey must resd e fclowing sistement In akich you rey ssxsd n reading H reguined:

1 [amployes} am aware that federal law provides Tor Imprisommant andior
Pines for felco sintemants or e of false docunsents Imn connecthon with
e completion of this Tomn.

I unsdorsiang that by clicking the Button bebow and selecting "Yas -

il e ey st 1
A STRLEETIHVE Sbove S0 thst || confinm the ScCuracy of ths Informsstion 1
e proviced e ISICotor Slve.”

I 1 iy imcd wiish oy concand B0 ohis alectront: iansaction, oF I M informedion aderad
above: ks rot comrect, ) emoersiand that “No — Cancel™ wil cancdl tis process and mod
Save any of thiz Infameation.

1 umatrstand thar the Form LS covizins & alsclocure and & consant which ame psualy
Erovioked I writien fomm. | undersiand har ) have: B ighn 1o recsive: suef
cisciosures and gha ey consont o sothonzation on paper insieed of elcironicedy.

1 imagrsand dhar any CONEanT Qhvan hare aopifes anly to the efertronic fransactions
redared 3o this Form L0, and ghat | can aoness e sfocdronic reords by cantacting
he emaployer. | further undarsiand that | may reguast & pepaer copy of any consant or
authonizadon § give aiectronically: | mey mosive: SUch paper Copies ol no cosd within
he Nt 60 0y Dy contacing the ampioer,

{1 (mpioyms) undmmtsed, consent, and acoept b e s and condBons sheisd
anove.
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* Nextis the Section 1A: Preparer and/or Translator Certification page. Based on your account profile

from the Administrator section, this section may
populate with your current information. However, if
a translator had to complete the previous section,
you will need to overwrite your information and
enter his/her information in place of yours.

— Read the provided Preparer and/or Translator
statement, and then press the Yes — Continue
button to electronically sign the document.
Note: if you press the No — Cancel button, this

Welcome, Tim Company

Section 1 > Section 1e > Section 1A

Section 1A: Preparer and/or Translator Certification

Enter preparer and/or translator information below.
* fields are required

“Preparer Name: Tim Company
*Address: 16 Bloom Street
*City: Westerville
*State: | Ohio [

“Zip Code: 43320

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

[C] 1 accept the terms stated above.

will cancel the current form and will exit back to the Dashboard page. You should only click this button if
the Preparer and/or Translator does not wish to sign the document.

* You will now be at the page Section 2: Employer Review and Verification. *Employee MUST be present

to complete and validate Section 2.

1. Ask the employee for their documents allowable in either list A or list B. Use the drop down menu

to see which documents are
authorized for submission.

Note: It is considered
discrimination to tell the
employee which documents to
provide; however, E-Verify does
require photo ID for List B
documents only. As long as they
provide documents from either list A,
or both list B and list C they are
eligible to continue this section.

2. If the employee provided a
document from list A, such as a U.S.

fons i the drop cowns below.

I This document does ot have an expiration dste.
start Dste 3172012
[ This Stert Date is Correst
Authorizsd Representative: Tin Compeny
“Titl: Gffcn Managar
“Company Name: Training Corp Tes
“Company Address: 787 Bioom Sieel
*City: Westerville
“Stat: [OHis Bl

*Zip Code: 43320

i document(s)
0 be ganuin and to
the date isted above

aiove-named empioyes, thar
nam; beg
employes ic eligibie to workin the United Statec.”

Passport, they will not need to

provide any other documentation from lists B or C, as this document proves both physical identity
through a photo, as well as written proof of citizenship status.

© nowHIRE.com / I-9 and E-Verify User Manual — Confidential
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3. If the employee provides a document from List B, select that document from the drop down list,
and an additional “List C” section will appear. You will then need to choose a document from List
C in order to complete this section. NOTE: (A document from List B REQUIRES a
photograph upload on file with the Form I-9 for compliance.)

4. Once all documents are provided by the employee, complete the available fields such as Issuing
Authority, Document Number, and Expiration Date for each document. NOTE: An EXPIRED
document is not acceptable at time of hire.

5. The lower half of this form will pre-populate with information completed in your Administrator
account. Be sure to complete the Hire Date field; this shows when the form was completed (for
future reference). NOTE: As of January 2012; Hire Date may reflect up to one (1) year in
advance of actual Start Date.

6. The Notes section for your internal company use only. This field is not part of the official
government Form I-9, but allows for any additional notes needed for future reference and is a
searchable field.

7. Read the CERTIFICATION message at the bottom of this page, and then select the Yes —
Continue button to electronically sign the document. Note: if you press the No — Cancel button,
this will cancel the current form and you will exit back to the Dashboard page. You should only
click this button if, to the best of your knowledge, the documents provided are NOT legitimate
government provided original documents.

8. If any information was entered incorrectly, red text will appear next to that field ( This is the built-in
error-checking validation). Check that each required field is completed and formatted correctly,
then press the Yes — Continue button again.

9. After Yes — Continue is clicked, an animation and message appears, indicating that you are now
sending the information to the government. Please wait, Contacting Government Database will
show on screen.

*  Your I-9 Form Results will now appear (Click here for sample government responses and the steps to
take). Note: Sometimes the government system is overloaded, or is down for system maintenance and you
will not be able to process the form at this time. In order to avoid additional work, your Form |-9 data is
saved for future processing and will appear on the Dashboard under Unprocessed Cases.

e The Case Number will appear at the top of your screen and is the number assigned by the government’s E-
verify system for that submission.

© nowHIRE.com / I-9 and E-Verify User Manual — Confidential Page 13 of 37
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e The message you need to pay attention to is the Government Reply response. There are multiple
responses you may receive from the government. The nowHIRE system will display the response as well as
a description, and walk you through a step-by-step process to resolve any issues.

*  When you have completed the steps, or if you have received an Employment Verified response, you will
select Close Case (follow indicated steps) and be completed with the Form 1-9 process and will be
returned to the system Dashboard. NOTE: Each case MUST be closed. If a case is not closed it will
appear/remain on the Dashboard until that step is complete.

Creating a New Form I-9-Entering from a Paper Form:

Some instances may require the upload of a paper Form I-9 into the nowHIRE -9 Comply system. When
entering and uploading a paper Form I-9 it is important to note: we DO NOT validate any fields and expiration
dates are NOT forced.

The paper process captures enough information to store and E-verify (if applicable) the record. Paper I-9 forms
should be carefully reviewed before entering and uploading into the system. BE SURE LATEST
VERSION of the FORM I-9 is being utilized.

Document Scanning and Upload Tips:

The first step to uploading a document into the nowHIRE 1-9 Comply system is scanning. Because there are
hundreds of different scanners on the market; we can only provide tips to assist you with your scanning
process. Your initial couple scans may be trial and error to see what scanner setting works best.

If you are unfamiliar how to adjust your scanner settings, please refer to your owner's manual or ask for
assistance from your IT department.

A couple helpful tips for a successful scan are to make sure that:

Your scan resolution is set to 300 DPI or less.
Your scan quality is set to Medium or less.
Your scan color is set to grayscale.

Formats in pdf or tif to be the best

Once the document is scanned, be sure the file size is 300KB or less

Note: If your file is posted in MB, please keep in mind that 1MB=1,024KB which would be well over the limit).
Before attempting your first upload, you may want to test your scanner by using a sample

Form I-9 and scanning it into your system. You can then practice uploading it into the Training Site to see
which scanner setting works best for you.
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Document Scanning and Upload Tips (Continued):

Upload a Document During the New Form I-9 process

1. Click the Browse button where indicated in the completing a paper form I-9 process
2. Locate and select the scanned document on your computer
3. Click Open to upload and continue with your new Form |-9 process

Upload a Document to an Existing Form I-9

1. Search for the employee from the Dashboard

2. Click on the employee’s name to view the employee’s file/summary

3. Click Upload Document from the Document queue found on Form Summary Page

4. Click the Browse button where indicated

5. Locate and select the scanned document on your computer

6. Click Upload to upload the document

7. Click Upload again to upload another document or click Return to Summary to return to the employee’s file.

Search I-9 Forms to View Audit Logs, Reprint, Re-verify, or Resubmit Employee

From the Dashboard tab, you may quickly Search for an employee by entering any of the data listed below:

* First name * Last name

+ Address « Alien number

» Case number * Social Security Number (SSN)
* Date of birth * Notes

After searching, you will arrive at the Search Forms page (Screenshot on following page). You may perform
another Search as indicated at the top, as well as view the Search Results table which outlines the search
results from your search just completed.

Welcome, Tim Company

Forms » Search Forms

Search Results

Search Forms (All Locatons)

Enter a first name. last name, address, alien number, case number, date of birth, S5M or Mote and dick the

Search bution.
Search Resulis {4l Locations) - - -
Smith, Salky Case Closed 101182011 OB:58 AM | -MA- ==h_**_8T88  Training Corp East Springfield AZ
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To view a detailed summary or perform certain tasks on a particular employee’s Form 1-9, simply click the name
you would like to review under the Employee Name column under the Search Results header to be directed to
Employee Form Summary.

Employee Summary-Form Results and Audit Log

If viewing, accessing or printing a particular I-9 Form, please note the area titled Form Audit Log located

directly below the Summary box.

Forms = Search Forms > Summary

Form Summary

The Form Audit Log keeps track of
every action by every user for

. H H . Employee Information . g
compliance, including: A Click to move an Employee's
) . ssn: . ;;\.E;EEQ Document Location
* Action Taken (form completion, R 1511077011
viewing of form, re-verification, etc.) Cifisenship Status: Cifsen efine Uniied Sisies

Location Information

Location: Training Corp West (change)

e Action Date and Time (the date the

action taken took place) Form |- Information

Preparer Name: Tim Standard
Completed Date:  12/18/2011 02:23 PM

+ User Name (the user who performed | ™™ Feerene
the action taken) E-Verify Information

Case Mo: 2011352143017JM
Case Status: Employment Authorized - Case Closed
Status Date: 12/18/2011 02:29 PM

In case of a government audit, the Form
Audit Log is a quick, automated Due
Diligence, showing a detailed audit trail

Re-\erification Information

Mew Name:

of actions taken for each form. This is Aftached Documents (sttach document)
also handy during self-imposed internal Dooument Date Befion
audits.

The additional Options box found on the Form Audit Log

right of the page allows additional tasks Farm 19 Competed and Sired TanGrzDn 5225 e T Staners
as listed. These options may vary
depending on the case type assigned (Note: Referral and Non-Confirmation Reprints are only available as long
as the case has not had a response back yet). To move an employee's documentation to a different location for

continued management and tracking; see below.
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Additional Form I-9 Section 1 Processing Options:
Two additional options to complete Section 1:

The Kiosk Session/Option 1 is typically used in

companies which do mass hires. You can set up a I-9 Training Site

drone computer and run the kiosk from that
computer by simply logging in and selecting Dashboard .

“Launch Section 1 Kiosk Session” from the o Clililgls(ktoslc-e?sl;?::

Dashboard. If you are a Company Administrator,
you must select a location for this option to appear
since the 1-9s must be associated with a location.

Location: | Training Corp East E‘

Employees will then be able to walk up to the !\ Alerts and Announcements
computer and complete Section 1 for follow up later
on your Dashboard for completion of Section 2. Section 1 Options (All Locations)

New Section 1 Actions:
« Launch Section 1 Kiosk Session
Section 1's In Progress:

= 1 email request has been sent and is awaitin mpletion of Section 1

Option 2: Email Section 1 to an employee: + Zfoms have Section 1 compleled and are awaiting completion of Section 2
1. Log into the nowHIRE [-9 Comply site
2. Create a New Form I-9
3. Select New Employee
4

Select Electronic I-9, and check the box directly underneath (Only complete Section 1 of the Form I-
9)

5. Select Email Link to Employee
6. The employee will then be emailed a link and once complete their Section 2 will be on the Dashboard for
follow up.
I-9 Training Site
Dashboard > New Employee
New Employee Form |-9
Please select Electronic or Paper and then click Nexl
How would you like to complete the Form 1-9 for this new employee?
Paper I-9: | want to store an already completed Form -9 for this employee
@ Electronic I-9: | want to complete an electronic Form 1-9 for this employee
HOW tO Re' -J:Gnty complaete Section 1 of the Form 1-9 verify a
N
Form ’E
Note: When re- verifying an
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old paper form and the old form is not on the most recent version of Form I-9, it may be advised to create a
whole new Form 1-9. Please check with your corporate or legal counsel for corporate protocols on how to
proceed.

You would use Section 3 of the Form I-9 for a couple reasons:
e Rehires
e Toindicate a new name

e Re-verify expired work authorizations

Re-verify a Form-Section 3 Re-verifications Guidance:
Rehires

Once an employee is terminated on the nowHIRE I-9 Comply system, customers are forced to create a new
Form |-9 for the rehire. The nowHIRE system does not support Section 3 for rehires since there are some
confusing rules to use Section 3 for a rehire such as when the original Form |-9 was created/verified, and if the
person is not a citizen with certain documentation. Note: E-Verify considers rehires new hires and requires
a new Form I-9 on file as well as a new E-Verify case number.

A best practice may be to complete a whole new Form I-9 which is what the system accommodates.
Remember, if an employee is transferred, Company Administrators may change the employee’s location in the
nowHIRE system by accessing the employee’s record, and simply selecting the new location from a dropdown
box of locations. NOTE: Please consult your legal counsel to establish company protocols regarding this
matter.)

Electronic Forms — Section 3

Forms created in the nowHIRE 1-9 Comply system electronically are easily updated electronically.

1. New Name - From the employee’s Summary page, simply click “Re-verify Form” in the Options box in
the upper right of the Summary page and update the name. The electronic Form I-9 Section 3 will then
be updated.

2. Expiring Work Authorizations — Simply click the link on the Dashboard and follow the prompts to
update the employees record and clear the notification from the Dashboard
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Paper Forms — Section 3

Paper forms uploaded into the nowHIRE I-9 Comply system are just images and cannot be annotated; therefore,
they are handled a little differently. This is why there is no option to re-verify a paper form from the employee’s
Summary page; however, we do still remind you of the Expiring Work Authorization on the Dashboard; but
remember, paper forms need to be handled a bit differently than electronic forms when clearing the notice from
the Dashboard.

There are two options as follows:

Re-verifying a current version paper form:

1. Print the paper I-9 Form uploaded in the system
Re-Verify Section 3 on the paper form*
Clear the Expiring Work Authorization from the Dashboard by entering the information just entered on
the paper form

4. Upload the re-verified form into the employee’s record

If Section 3 has already been completed, you may complete just the First and Last Name on a new paper form,
complete Section 3, and then upload this new form to the employee’s record.

Complete a whole new electronic Form I-9 for the re-verification:

This option would be used if you realize that the original paper Form I-9 is no longer valid, there are too many
errors to correct, or if you would like to re-verify the paper form but want to have it in electronic format to make
the Form |I-9 process easier. Remember, as with any Form 1I-9 process; please check with your legal or
corporate departments for the exact policy and procedures you should follow.

A couple of important notes before choosing this option:

1. Note: This will create two records in which the expiration date will need to be re-verified on both.
When you re-verify the paper form to clear it from the Dashboard, you may want to put in a fake future
date (no greater than 2070) so you will not see two records to re-verify moving forward. If you chose to
do this, it create a new Form I-9 on an existing employee if needed. Once the record is created from
the non-E-Verify location, you will then be able to move the employee to the correct location.

2. You will then be able to upload all of the old I-9 information to this record including the original Form 1-9
and the E-Verify case number.

Instructions to create a new electronic Form I-9 for an EXISTING employee:
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1. Create a new electronic Form I-9 for the employee on the nowHIRE I-9 Comply system (answer “NO”
the employee is NOT a new hire so the system does not re-E-Verify and “NO” that you do not have a
paper form when asked)

2. Re-verify the old paper form record in the system to remove from the Dashboard. You will then need to
re-verify both records when the expiration date is near due again so both are removed from the
Dashboard. The electronic form will be the properly completed form for the re-verification.

3. It would also be recommended to upload/attach a memo/note to the paper form where you are entering
a future date and indicate that the work authorization expiration date on this record is incorrect and to
refer to the newly created electronic version I-9.

4. To create a new electronic Form -9 for an employee, you will need to select “New Employee” even if
the employee has been employed. WARNING FOR E-VERIFY CLIENTS OR LOCATIONS: once the
new Form I-9 is complete, the information will push to E-Verify which is something you will NOT want to
do (remember, employees should only be E-Verified once). To AVOID: Please contact your nowHIRE
representative so we can help you to set up a non-E-Verify location which would be just used to
create a new Form I-9 on an existing employee if needed. Once the record is created from the non-
E-Verify location, you will then be able to move the employee to the correct location.

Reports: Pending Case Summary (company-wide and by location)

Select the REPORT tab, found on the Dashboard, on the Reports page, select Pending Case Summary to view
all open cases by region, by location. This interactive report allows you to click on a particular lini'to view the
case, or click on a link to perform any available tasks.

Additional Reporting Features Reports

User Report: The Company Administrator will be able to @ Reports
view all Users for all Locations in System. Location Users
will only be able to see information for those Users at their

specific Location only. - User Report

+ Pending Case Summary

+ Company Usage Report

Company Usage Report: Company Administrators (all

access, Location Users (limited access), View all activity = Export Company Forms
for a date range, view a case status, and take uploaded - Purge 1-9 Report

documents which are exportable to CSV. format. T

Export Company Forms: Company Administrator Only.
Exports ALL data, an audit trail is generated in the audit log each time an export is created due to sensitive and
confidential information on Form I-9.
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Purge I-9 Report: Provides Hire, Termination and the existing or future Purge dates of each case in system.

Locations: Company Administrator Only. Show ALL locations and status of each location.

Expiring Work Authorizations

Expiring Work Authorizations notice is located on the Dashboard tab. This section will notify you of any forms
expired (red) or expiring within the next 180 days (blue). Simply click on the item to reveal the list of forms
needing attention, and then click on a form to perform the actions recommended.

[iicome TimCompany | Dwwoors | e | Repors | amn)
Dashboard
e
&’ Expiring Work ‘\ Search (All Locations)
Locaion: (Al Locaors [ Authorizations Bt a0, ot e, s, ofen pumber, case umber, de of
Tracking
g Alerts and Announcements
Section 1 Options (All Locations) 6 Important Links

Section 1's In Progress: ) )
For additional information, please see the Help tab.

+ 15 email requests have been sent and are awaiting of Section 1

. - : N + USCIS |-9 Central
+ 8 forms have Section 1 and are of Section 2 « USCIS E-Verify Resources

Expiring Work Authorizations (All Locat\ons?
The following employees have expiring work authorization:
2 employees have expired work authorization and require attention

1 employee has expiring work authorization within the next 1 to 30 days
3 employees have expiring work authorization within the next 31 to 90 days
2

have expiring work lion within the next 91 to 180 days
\ Click on link to

view details and

pending cases.

Unresolved Cases

Unresolved cases may be from the SSA or DHS. U.S. citizens and non-U.S. Citizens go through two different
checks. Depending on the type of case assigned, there may be several different processes encountered. For
each result; the nowHIRE system will walk you through the correct steps and letters to required for each
scenario. Below is a brief description of how employees are handled and where their information may be sent:
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Mew Form > Case Results
E-Verify Results

Case Mumber: 2011324142042N2

E-Verify Response:  $3A Tentative Non-confirmation
This emplayee’s wark authorization could nolBaganfirmed by the E-Verify
database. This does not mean that the emplaye= gt work autharized, o that
the information provided wss incomrect. You should ndNgrminate the
employee hased on this response. You must print the TEMgtive Non-
canfirmation letter and keep # for your records. You must also PRy the S5A
Referral Letter and give it to the employee so they may cantact the B84 Offices
o resalve the case

Step 1: Print SSA Tentative Non-confirnation Letter

Sien2: Is this employee contesting the Non-canfirmation?
% Yes No

Step 3: Notify S5 of Referral

Other Avsitable E-\erify Actions:
Clpse Case

e@%e
L] s
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U.S. Citizens go through a one process check, only through
the SSA. Results and responses will appear under the SSA
Referrals section. These are cases which received a SSA
Tentative Non-Confirmation and were referred to the SSA.
The more common results received by a U.S Citizen would
include:

1. SSA Tentative Non-Confirmation

2. SSA Final Non-Confirmation

Non-U.S. Citizens go through a two process check, through the SSA and DHS. Results and responses may

appear in one of two sections:

1. DHS Referrals — These are cases which received a DHS Tentative Non-Confirmation and were referred

to the DHS

2. DHS Additional Verifications — These are cases which were either automatically or manually referred

to a DHS Immigration Status Verifier.

Additional SSA and DHS Results and Tracking

The more common results received by E-verify
would include:

1. SSA Tentative Non-Confirmation

2. DHS Tentative Non-Confirmation

3. DHS Additional Verification (no forms
to print initially — need to wait for DHS
response)

4. SSA Additional Verification

5. CLOSE CASE Completion Required

© nowHIRE.com / I-9 and E-Verify User Manual — Confidential

If there are no
cases pending for a certain
subheading, that subheading will
NOT appear. In this example, there

is a case pending in each
subheading.

Expiring Work Authorizations (All Locations)

The following employees have expiring work authorization:

2 employees have expired work authorization and reguire attention
2 employses have expiring work suthorization within the next 1 to 30 days

2 employees have expiring work suthonzation within the next 81 to 180 days

Unprocessed E-Verify Queries (All Locations)
The below E-Verify Queries were not sent to E-Verify due to an E-Veg#{ outsge:

A6 gueries are waiting E-Verify processing

Incomplete E-Verify Cases (All Locations)
The below E-Verify Cases were processed through E-Verfy and received respanses; however, require further action on your part

22 cases are waiting SSA T
27 cases ars waiting DHS T

3 cases are waiting DHS ify and

1 case is waiting Phote Cenfirmatien completion
4 cases are waiting SSA ify and R bmit
24 cases are waiting Case Clese i

Unresolved E-Verify Cases (All Locations)
The below E-Vierify Cases sre either swsiting, or have received responses and may require action on your part

S5A Referrals:
58 cases heve been referred to the SSA

DHS Referrals:
54 cases have been refered to the DHS

DHS Additional Verifications:
68 cases have been submitted to the DHS for additional verification
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SSA Referrals

»  BLUE highlighted SSA Referrals on the Dashboard tell you which cases are PENDING with the SSA. Just
click on the link to display the details and instructions on the following window. If the employee has self-
terminated or if an invalid query has been submitted, click on Close Case to resolve the open case.

SSA Referrals Pending (continued) Screen Shot:

SSA Referrals - Pending

554 Referrals - Pending

Below is a list of cases which have been referred to the S5A because the case received a Tentative Mon-confirmation response and the employee
contested this response. The employee has 8 days to contact the DHS to rectify the response. Once the employee has contacted the DHS and
rectified the response, this case will appear on your Dashboard. Note: You may not terminate the employee within 8 business days based upon this
employment eligibility response.

If this case was invalid because of bad data or if the employee terminated themselves, click the Close Case button

Employee Name Location Case Number Date Aging Actions

Elaine Goodell Training Corp East 2011291123941HH 10/18/2011 12:38 PM 52 lose Case
John Doe Training Corp East 2011293092405V 10/20/2011 09:21 AM Close Case
john doe Training Corp West 2011294143227YF 10/21/2011 02:25 PM Close Case
elaine goodell Training Corp East 2011297142518YQ 10/24/2011 02:20 PM Close Case
John Doe Training Corp East 2011297152001BC 107242011 5] Close Case
John Doe Training Corp West 2011297154643CA 10/24/2011 22 Close Case
John Doe Training Corp East 2011298105754LK 10/25/2011 " 58 Close Case
John Doe Training Corp East 2011298150935RG 03:07 PM 58 Close Case
john doe Training Corp East 2011299113722AG 11:33 AM 57 Close Case
John Doe Training Corp West 2011299143431DG 02:32 PM 16 Close Case
Elaine Goodell Training Corp East 2011301122713DN 10/28/2011 12:25 PM 17 Close Case
john doe Training Corp East 2011301142014N 10/28/2011 02:15 PM 55 Close Case
john doe Training Corp West 10/31/2011 10:25 AM 54 Close Case
ste smith Training Corp West 11/01/2011 03:34 PM 51 Close Case
john doe Training Corp West 11/01/2011 03:59 PM 53 Close Case
Dawn Test Training Corp East 1305170621KB 11/01/2011 05:04 PM 4 Close Casd
Saint Barm 2011305174419LA 11/01/2011 05:41 PM 3 Close Case

After clicking Close Case on a blue SSA Referral, the following screen will appear. Click on the appropriate
current status, add termination date and select reason why case is closed.

Welcome, Tim Company

Case Close

Please select the reason you are closing this case

User Name: John Doe
Case Number: 2011293092405JV
Current Status: SSA Tentative Non-confirmation

Is the employee still employed?
@ No
© Yes

Termination Date:

© The employee voluntarily quit working for the employer.
@ The employee was terminated by the employer for reasons other than E-Verify.
@) The case is invalid because another case with the same data already exists.

(@ The case is invalid because the data entered is incorrect
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SSA Referrals in RED on the Dashboard tell you which cases need immediate attention. Once the SSA has
responded, the case color changes from BLUE to RED for action. You may click on Process Response to
Terminate or Not Terminate the employee, or you may Close the case if the employee has self-terminated or it
is discovered there was an invalid query.

Unresolved E-Verify Cases (Training Corp East)
The below E-Verify Cases are either awaiting, or have received responsas and may require action on your part:

SSA Referrals:
24 cases have been referred to the SSA

DHS Referrals:
32 cases have been referred to the DHS

DHS Additional Verifications:
9 cases have been submitted to the DHS for additional verification

If you choose Process Response on a RED SSA Referral, the following screen will show next. Just click on the
appropriate reason why you are closing the case (Employee Terminated or Employee Not Terminated). NOTE:
Consult legal counsel before continuing to employ an individual that receives a Final Non-Confirmation.

If you choose Close Case on a RED SSA Referral, the following screen will show next. Just click on the
appropriate reason why you are closing the case (Self-Terminate or Invalid Query*).

*An INVALID query allows for situations where a mistake was identified or wrong information had been entered
originally and you are notifying SSA of the situation by selecting this entry.

DHS Additional Verifications:

Just as with SSA Referrals above; DHS Additional Verifications work the same way.

1. BLUE color DHS Additional Verifications on the Dashboard let you know which cases are pending with
the DHS. Just click on the link to display the details on the following window.

2. RED color DHS Additional Verifications on the Dashboard let you which cases need immediate
attention. Once the DHS has responded, the case color is moved from blue to red for action. Just click
on the link to display the details and instructions on the following window.
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DHS Referrsls - Pending

DHS Refermals - Pending

rectified the
employment eligibility response.

Employee Mame Location
Charlie Thres
cindy stoy
Charlie Thre=
Charlie Thre=
Elsine Goodall
Charlie Thre=
Brawo Two
Charie Thre=
Charlie Thre=
Charlie Thre=
Elsine Goodell
Charlie Three=
Bob MNewEmployes
Elsine Goodsll
Elsine Goods=ll
John Doeddd
John Doe
Debbie Tester
Elsine Goodsll
Domald Jones
Damny Lewis
Elsine Goodeall
Elsirne Goodell
Elsire Goodell
Johnnie Doe
Elsing Goodell
John Doe
Chester Taster
Jans Doe

Training Corp East
Training Corp East
Training Corp East
Training Corp East
Corp East
Corp East
Corp East
Corp East
Corp East

Training Corp East
Training Corp East

Training Corp East
Training Gorp East
Training Corp East

ng Corp East
Training Corp East

Case Mumber
20112294 111626LD
2011297 1440021
2011297 16522408E
20112228 110142LS
2011228142817l
2011292151259~
2011300113525RT
201130513 1a950C10
20112308 132206CL
201 1207 1052058H
2011307 16402455
2011308 114514HE
2011211130225 TB
201131113 1045TD
201131312221901
2011313153558 C
201131411385TEQ
201 1222102509WE
201 1325101138UH
2011332123657 LY
201 133232182010HM
2011333145401 SE
2011333165 1330UVWS
2011335140422 EL
20113451 721209M)
201 1352105219D0E
2012010121320
201201 12042226
2012018 155240FE

If this case was imvalid because of bad data or if the employee terminated themsetves, olick the Close Case button.

Date Aging
AV 12011 11: 13 A0 50
1OV2442011 O2: 32 P 1
12442011 O3:21 P 50
1O/Z5/2011 10: 50 AN 58 =T
1NZE2011 02:268 PM 58 I
1252011 03: 10 FM 52 [=1
AW2T42011 T1:27 A 58 (=1
11/02/2011 01:17 P 52 cl

52 ol

51 il

51 o

50 [T

4o i

107 5 ol

14/0202011 12:12 PM A7 cl
11/D202011 03:24 PM a7 =1
111002011 11:33 AN a8 c
111802011 10: 32 AM 40
14/2452011 10:00 A0 =0
11/28/2011 12:30 FPM Sa
11/282011 D6:24 P =4
11/2E8¢2011 D2:52 P =2
141/20/2011 04:05 PM =3
12022011 O2:01 PR =0
121202011 O5: 12 PM =24
12712011 1042 AN 10 [=1
O1102012 12:143 P -+ Close
0171172012 08:38 PM = Close
01182012 O4:50 P 1 Close

Below is a list of cases which hawve been referred to the DHS because the case received a Tentative Mon-confirmation response and the employes
contested this responsa. The employes has 2 days to contact the DHS to rectify the response. Onoe the employes has contactad the DHS and
response. this case will appear on your Dashbosrd. Mote: Yow may ot terminste the employee within 8 business days based upon this

Case=

Caose

Case

Unprocessed Cases

Unprocessed Cases occur when the E-Verify process was interrupted or the government E-Verify database
was down while entering a new Form |-9. It is advised to re-verify any unprocessed cases before processing or
deleting. See the below screen shot for an example of the review and re-verification screen to be completed to

close an unprocessed case.

Screen Shot of Re-verification to Close an Unprocessed Case:

Welcome, Tim Company

New Form > Gase Resuits

E-Verify Results

Case Number. 201201715402880
Evenfy Response: DS Reverify
E-Verify Details:

DHS is requesting that you reverify that
before this case is sent fo SWS for revar
employes information, adit any fields that o

Edit Case

First Name Elaine

Middle Initial

Last Name Googen

Maiden Name

Date of Birth grgr1a77
Socisl Security Number [SSN) 123456720
Adaress
City
State [ Seieat
2Zip coas

Citizenship Status

utho

Once you have saved your changes to the form, then you can attempt to resubmit the form to E-Verify.

Other Avsilabie E-verity Actions:

Ciose Case

Hire Date:

List 1 Document 1D |
List 1 Document Issuing US
Authorit

List 1 Document Number 123455788

List 1 Document Expiration Date 51,2011

List 2 Document |
WVisa Number
List 1 Document Number 2

List 1 Document Number 2
Expiration Data
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E-Verify Explained

What is E-verify?
What is E-Verify?

E-Verify is an Internet-based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that allows participating employers to electronically verify the
employment authorization of the newly hire employees.

Does E-Verify replace Form 1-9?

No. E-Verify DOES NOT replace the legal requirement to complete and retain Form I-9, Employment Eligibility
Verification. E-Verify verifies the employment authorization of new hires based on the information provided on
Form 1-9. Form I-9 MUST still be retained and stored either electronically or on paper.

E-verify Photo Matching
E-Verify photo matching is an important part of the employment eligibility verification process. It requires you to

verify that the photo displayed in E-Verify is identical to the photo on the document that the employee presented
for section 2 of Form 1-9.

Photo matching is activated automatically if an employee

has presented with his or her Form I-9 a:
Mew Form > Case Results
. E-Verify Results
. I-551, (Permanent Resident Card) Gase Nurmber: S

. Form I-766, (Employment Authorization
Document), or

. U.S. passport or passport card L

If no photo is available, the case will either automatically
skip photo matching or “No Photo on this Document” may
display in place of a photo.

Does the photo above mstch the photo in the identification document? {i.e.
Passpart Phato)

Reminder: A photo displayed in E-Verify should be
compared with the photo in the document that the employee has presented and NOT with the face of the
employee.
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Photo Matching Requirements

If an employee presents a Permanent Resident Card, Employment Authorization Document or U.S. passport or
passport card as the verification document, the employer MUST make a copy of/upload document and keep
it on file with the Form I-9.

E-Verify Participation, and Right to Work Posters (English & Spanish)

Itis MANDATORY for ALL company locations that participate in E-Verify to display the Participation and Right
to Work posters. These posters must be displayed in a
prominent place that is clearly visible to prospective Help
employees and are available in both English and

Spanish. If you are logged in to the nowHIRE system, just

click on the Help tab and then on the link of the poster you - E vEntl Fostiinlion Poskes (Eoc
. . - E-\Verify Righi to Work Poster (English)
W|Sh to pl’lnt. - E-Verify Right to Work Foster (Espafiol)

- Sample Client Company MOL

- Handbook for Employers M-274

Test connection to Government Database

At times the government E-Verify databases are down for maintenance. If you receive an error and would like to
test the connection, simply click on the Test [ | oasnboaa | tep | Repons | Admin |
Connection to Government Database to verify the
government database is up and running (Note: This
test will not detect if the DHS or SSA database is
down; it only detects our connection to the E-Verify " Sxeriy Sommenizeton Tes:
system).

w Communication Test

Additional E-verify Resources:

The Help Tab has a quick reference to the official U.S. Department of Homeland Security’s E-verify and E-verify
Employer Agent User Manual. Since you have chose to use nowHIRE to manage and verify your

I-9’s, the link provided is for reference only and its exact processes will not be valid for the nowHIRE
E-Verify process. Please use this nowHIRE 1-9 Comply E-Verify User Manual for your E-Verify processes.
The DHS Manual is provided to help you understand a bit more about the government process and offer more
exact government program explanations.

If you are experiencing technical difficulties or have questions regarding the nowHIRE [-9 Comply/E-Verify
system, please contact the help desk at: 1-800-724-8546 or i9support @nowhire.com
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There are many scenarios that may occur once a new hire has been submitted to E-Verify and each scenario
may require different steps. To help you through the process, just follow the simple directions on each screen as
presented; the nowHIRE E-Verify system will direct you on the exact steps you must follow, if any. The following
examples are just a few of the more common scenarios you may experience.

Employment Authorized or SSA Employment Authorized

Employment Authorized or SSA Employment Authorized results indicate that the employee is authorized to
work in the United States. For tracking purposes, each new hire submitted to the government is assigned a
case number. Close Case to finish the process or close the case by Self Terminate or Invalid Query if
applicable. There is no need to print the I-9 form as this is stored in the nowHIRE system.

Welcome, Tim Company

Case Close

Flease select the reason you arse dosing this case.

E-verify Employment

Authorized result

User Name: Elaine Goodell
Case Mumber: 2012011106528VB
Curment Status: Employment Authorized

|5 the employee still ennployed?
X Mo

W yesg

% The employes continues to work for the employer after receiving an Employment Authorized result.
% The case is invalid because snother case with the same dats slready exisis.

"~ The case is invalid because the data entered is incomect.

[ Submit ]

Tentative Non-Confirmations (SSA or DHS)
What is a Tentative Non-confirmation (TNC)?

A TNC case result means that the information entered into E-Verify from Form I-9 does not match either Social
Security Administration (SSA) or Department of Homeland Security (DHS) records. E-Verify identifies the
agency associated with the mismatch when the TNC result is provided. An SSA TNC means that the
information entered into E-Verify does not match SSA records. A DHS TNC means that the information entered
into E-Verify does not match DHS records.

What do we do when there is a TNC?
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Once a TNC appears, the employee must decide whether or not to contest and verify. If the employee decides
to contest, a link to the required documents and step-by-step instructions will be provided on the nowHIRE [-9
comply system.

The employee will have eight (8) Federal Government working days to resolve the TNC.

The new employee may NOT be terminated or suffer any adverse employment consequences based upon the
authorization status until a secondary verification by the SSA or DHS is completed and a final Non-confirmation
is issued.

How should we resolve a TNC when an employee chooses not to contest?

The employee will be terminated and you must follow the step-by-step guidance to close the case.

Notifying an Employee of a Tentative Non-Confirmation (TNC) Response

A Tentative Non-Confirmation (TNC) response indicates that the SSA and/or DHS could not confirm that the
employee’s personal information matches SSA and/or DHS records. A TNC does not necessarily mean that the
employee is not authorized to work in the United States but you must notify the employee, providing them the
opportunity to contest the TNC and resolve the discrepancy in their record. Under the law, the employee has
EIGHT (8) Federal Government working days_to resolve the discrepancy and must be allowed to continue
working while resolution of a TNC is pending. E-Verify has up to TEN (10) Federal Government working
days to respond but may take up to 12 days to post a response to the system.

Note: Responses should always be electronic and will appear on your Dashboard. The SSA or DHS should
not issue written response letters. Written response letters will not clear out of the system. If you should
receive a written response letter, please contact your nowHIRE representative immediately with help in resolving
the open case.

There are various steps to an SSA or DHS Tentative Non-Confirmation depending on the type of case and if the

employee would like to contest or not contest the

Non-Confirmation. Your screen will walk you through | tewzem » cese resuts
each process. E-Verify Results

Case Mumber: 2011355110455
| E-Verify Responsa: 55A Tentative Non-confirmation

. M This empioyee's work authorization could not be confirmed by the E-Verify
Step by Step Dll‘eCtIOI‘IS fOI‘ database. This does not mean that the employee is not work authorized. or that
HH H : the information provided was incorrect. You should not terminate the
Inltlatlng and Completlng a ploy hasepd on this You must print the Tentative Mon-
TNC result oor!ﬁ'mst on letter ar'_:l kn_?ap .t for your records. *Y'ou must also print the SS»'-:
Referral Letter and give it fo the employee so they may contact the S5A Offices
to resolve the case

Step 1@ Print 354 Tentstive Mon-confirmation Letter

Other Available E-Verify Actions:
Close Case
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Yes — Employee is Contesting Tentative Non-Confirmation

The employee must take action according to the letters provided, and has_EIGHT (8) Federal Government
working days from the date shown on the referral notice. Below is a summary of steps:

1. Print Tentative Non-Confirmation Letter (2-3 pages) — Review and complete with employee. Copy
completed documents for both employer and employee.

2. Select Yes

3. Click Notify SSA of Referral.

4. Print SSA Referral Letter (2-3 pages) — Review & complete with employee. Copy completed documents for
both employer and employee. KEEP ORIGINAL signed TNC Notice on file with employee's Form I-9 (may
upload into Documents queue in the employee's Form Summary).

5. Remember, the employee CONTINUES TO WORK while the case is being resolved.

NO — Employee is NOT Contesting Tentative Non-Confirmation

For whatever reason, the employee may choose NOT to contest the Tentative Non-Confirmation, immediately

making them unauthorized for employment. You will

still need to print and complete the Tentative Non- T
Confirmation Letter with the employee, and make a E-Verify Results

copy of the completed document for the employee peiin s O3 N

(be sure to also keep a Copy for your reCOrdS) . _1!5 emp:nye_e's work authorization could not be cpnﬁ'med by the E_-\r'erfy
database. This does not mean that the employee is not work authorized, or that

Below |S asum mary of StepS the information provided was incorrect. You should not terminate the

employee based on this response. You must print the Tentative Non-
confirmation letter and keep it for your records. You must also print the S5A
Referral Letter and give it to the employee so they may contact the S5A Offices

1. Print Tentative Non-Confirmation Letter (2-3 oy eieece
pages) — Review & complete with employee. Step 1: Print 354 Tentative Non-confimstion Latter
Copy completed documents for both rsve given the employes the SSA Tentstiv
employer and employee. s Istis employes contesting the Nor-confirmstion?

% Yes I MNo

2. Select No-NOT Contesting
3. Click— Close Case — The hiring process is
stopped since the employee is no longer
eligible for employment.

Step 3 Naoiify 55A of Referal

Other Avaitable E-Verify Actions:
Close Case

Step by Step Directions for
Initiating and Completing a
TNC result
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Welcome, Tim Company

Mew Form = Case Results

Step-by-Step E-Verify Resulis
|nStrUCti0nS for Case Mumber: 20113531352238GE

E-Verify Responssa: 55A Tentative Non-confirmation

No-Contest

This employeea's work autharization could not be confirmed by the E-Vierify
database. This does not mean that the employee is not work authorized, or that
the information provided was incorrect. YWou should not terminate the
employee based on this response. You must print the Tentative MNon-
confirmation letter and keep it for your records. ¥ou must al=o print the SSA
Referral Letter and give it 1o the employee so they may contact the SS5A Offices
to resolve the case.

Step 1: Primt SSA Tentative Mon-confirnation Latter
ave given the employee the SSA Tentative Mon—Confirmation Lette
Step 2: Is this empioyes contesiing the MNon-confirmation™

I YWes A Mo

Since the employee is choosing not to contest, you mmust now close the case to
concluede processing.

Close Case

Welcome, Tim Company

Case Close

Please select the reason you are closing this case.

User Name: John Doe
Case Number: 2011293092405V
Current Status: S5A Tentative Non-confirmation

Is the employee still employed?
© No

@ Yes

/ Termination Date:

Close Case by completing

(©) The employee voluntarily quit working for the employer.
@ The employee was terminated by the employer for reasons other than E-Verify.

o A q ) The case is invalid because another case with the same data already exists.
remaining required fields

(@ The case is invalid because the data entered is incorrect.

Additional Verification

This case has been referred to the DHS for additional verification. E-Verify has up to 10 Federal Government
working days to respond but it may take up to 12 days to post a response to the system. Once the DHS has
completed the additional verification, this case will appear on your Dashboard under the Unresolved Cases
section. During this time, the employee is still eligible to work. At the moment, there are no forms or letters to
print. Just click on the any of the three tabs (Dashboard, Help, Reports or Administration) at the top or click New
Form if you would like to create a new Form [-9.
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Employment Authorized — Names DO NOT Match

This response indicates that the employee is eligible to work but the name entered does not match the name
stored in the government E-Verify database. These errors are typically experienced with hyphenated names,
multiple surnames, or middle names. You have the option to Close Case or request Additional Verification. In
either case, the employee should not be terminated since he/she is eligible to work.

Unable to Establish Connection with E-Verify

The government E-Verify system may go down from time to time. Also there are official scheduled E-Verify
downtimes in which the system may not be available. These times are:

e Sunday 6:00 p.m. — Monday 5:00 a.m. EST
e Tuesday through Saturday from 1:00 a.m.-5:00 a.m. EST
e Columbus Day weekend

In the event of system down times, you will not be able to verify employee employment eligibility. If you have
already submitted a case, it will be saved on your Dashboard under Unprocessed Cases. It is suggested that
you exit the system and try processing the form from the Unprocessed Cases section the following day (click
here to see details on Unprocessed Cases).

| iEI‘I‘Ip|D5-'EE' ‘Verfy Response
| E-VWerify Response: -1001
|S5-Slem emor submittimg Initial Verification. This case is in an invahd state for this operation

We are unable to process your case at this time;
your form has been saved and is available for processing at a later time.
This error has been forwarded to our Support Team.

Plesse visit the Help tab o test the connection with the E-Verify datsbase.
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Understanding Form I-9 Government Responses

This section will help explain the various government responses you may experience while using the nowHIRE
E-Verify system. If a case is not Employment Authorized, the results will post to the Unresolved Cases
section for your review and/or response.

If a screen shot or a more detailed explanation is available, you will be able to click on the underlined response
in the column to the right.

Government Response: Explanation of Response:

At times the government E-Verify system is temporarily unavailable.
Your form has been saved under Unprocessed Cases for
processing at a later time.

The E-verify database is temporarily
unavailable

This case has been referred to the DHS for additional verification.
The government has up to 10 days to respond; however, it may
take up to 12 days to post to the system. Once the DHS has
Additional Verification completed the additional verification, this case will appear on your
Dashboard under the Unresolved Cases section for further action.
During this time, the employee is still eligible to work. At the
moment, there are no forms or letters to print.

This employee is authorized to work in the United States. You may
close this case by clicking the Close Case button or request
additional verification by using Immigration Status Verifier (ISV) by
clicking the Additional Verification button.

Employment Authorized

This employee is authorized to work in the United States. Simply

A Employ Authorized . L .
SSA Employment Au click Close Case. No further action is required.

A SSA Tentative Non-confirmation (TNC) response indicates that
the SSA could not confirm that the employee’s personal information
matches SSA records. A TNC does not necessarily mean that the
associate is not authorized to work in the United States but you
SSA Tentative Non-confirmation must notify the associate, providing them the opportunity to contest
the TNC and resolve the discrepancy in their record. Under the law,
the associate has eight (8) Federal Government working days to
resolve the discrepancy and must be allowed to continue working
while resolution of a TNC is pending.
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Government Response: Explanation of Response:

There are various steps to an SSA Tentative Non-Confirmation
depending on the type of case and if the associate would like to
contest or not contest the Non-confirmation. Your screen will walk
you through each process.

Click here to see the process for an associate Contesting the
Non-Confirmation.

Click here to see the process for an associate Not Contesting the
Non-Confirmation.

Remember that all letters must be printed and completed with the
employee and copies made for both parties to keep.

SSA Final Non-confirmation

This employee is not authorized to work in the United States. If the
employee has been terminated, close this case by clicking the
Employee Terminated button. If you desire to continue
employment with this employee, close this case by clicking the
Employee Not Terminated button.

No Contest

SSA Tentative Non-confirmation —

This employee received a Tentative Non-confirmation, however
they did not contest this response and the case has been closed.

SSA Final Non-confirmation —
Employee Terminated

This employee is not authorized to work in the United States. The
employee was terminated and the case is closed.

SSA Final Non-confirmation —
Employee Not Terminated

This employee is not authorized to work in the United States. The
employee was not terminated and the case is closed.

Self Terminated

This case has been closed because the employee terminated their
employment.

Invalid Query

This case has been closed because the case was invalid.

Institute Additional Verification

This employee received an Employment Authorized response,
however additional verification was manually instituted.

Case In Continuance

The DHS needs more time to process this case. Once the DHS has
completed the referral process, this case will appear on the Forms
page under Unresolved Cases.

DHS Final Non-confirmation —
Employee Terminated

This employee is not authorized to work in the United States. The
employee was terminated and the case is closed.

DHS Final Non-confirmation —
Employee Not Terminated

This employee is not authorized to work in the United States. The
employee was not terminated and the case is closed.

DHS Tentative Non-confirmation — This employee received a Tentative Non-confirmation, however
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Government Response: Explanation of Response:

No Contest they did not contest this response and the case has been closed.

A DHS Tentative Non-confirmation (TNC) response indicates that
the DHS could not confirm that the employee’s personal
information matches DHS records. A TNC does not necessarily
mean that the associate is not authorized to work in the United
States but you must notify the associate, providing them the
opportunity to contest the TNC and resolve the discrepancy in their
record. Under the law, the associate has eight (8) Federal
Government working days to resolve the discrepancy and must be
allowed to continue working while resolution of a TNC is pending.

DHS Tentative Non-confirmation There are various steps to a DHS Tentative Non-Confirmation
depending on the type of case and if the associate would like to
contest or not contest the Non-confirmation. Your screen will walk
you through each process.

Click here to see the process for an associate Contesting the
Non-Confirmation.

Click here to see the process for an associate Not Contesting the
Non-Confirmation.

Remember that all letters must be printed and completed with the
employee and copies made for both parties to keep.

This employee is hot authorized to work in the United States. If the
employee has been terminated, close this case by clicking the
DHS Final Non-confirmation Employee Terminated button. If you desire to continue
employment with this employee, close this case by clicking the
Employee Not Terminated button.

This employee did not contact the DHS within 8 days. If the
employee has been terminated, close this case by clicking the
DHS No Show Employee Terminated button. If you desire to continue
employment with this employee, close this case by clicking the
Employee Not Terminated button.
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Things to Remember

Client Responsibilities

It is very important that you comply with all of the requirements of the Memorandum of Understanding (MOU). If
you fail to do so, you may wrongly terminate, suspend or otherwise unlawfully discriminate against an employee,
which could result in civil legal action against you or your company. Your company’s participation in the E-Verify
program could also be terminated. These responsibilities include:

¢ Notice must be given to employees regarding their use of E-Verify, and employee rights under the
program.

e You may only use E-Verify after the new employee has been hired and completed the Form -9 (an
automated, paperless process in the nowHIRE I-Comply/E-Verify system). You may not use E-Verify to
screen job applicants, to re-verify employment eligibility, or to verify your company’s current employees
(exception for Federal Contractors if written or amended to their federal contract)

e You may not use E-Verify selectively. You must verify all of your company’s new employees regardless
of national origin, citizenship, or immigration status.

e You may not take any adverse action against an employee, including suspension or termination, while
he/she contests a Tentative Non-Confirmation, even if the matter is not resolved within 10 Federal
Government work days.

¢ Employees who contest a Tentative Non-Confirmation must be provided with the printed referral letter
from E-Verify.

e You must permit employees to present any document or combination of documents acceptable by law.

e You must take steps to secure the privacy of employees’ personal information and you must secure the
password you use to access the nowHIRE 1-9 Comply/E-Verify system. You should discuss any work
eligibility issues only with people directly concerned with the information, and limit these conversations
to the relevant case details.

Companies Participating in E-Verify are Required to Post Notice

Companies participating in E-Verify are required to post the English and Spanish participation notices provided
by DHS and the anti-discrimination notice issued by the Office of Special Counsel for Immigration Related Unfair
Employment Practices. Both of these notices must be displayed in plain view at your company’s hiring site(s) to
inform prospective employees that the company is participating in the E-Verify Employment Verification
Program. Important: If posting notices is impossible due to the setup of your company’s business, you may

© nowHIRE.com / I-9 and E-Verify User Manual — Confidential Page 36 of 37



e@%e
L] s

Stand-Alone User Manual NowHiRE s com |

Paperless I-9 compliance, managehent, verification,
immigration tracking and legal document storage system™

print these notices and ensure that all prospective employees receive them with their application materials. All
four posters are conveniently located on the HELP Tab of the I-9 Comply/E-Verify system.

Preventing Discrimination: The E-Verify Rules of Use

e Employees must be newly hired with a completed Employment Eligibility Verification DHS Form 1-9
before you can use E-Verify to initiate queries about the newly hired employees for your company (an
automated, paperless process in the nowHIRE I-Comply/E-Verify system).

e Form I-9 requirements remain the same except that all “List B” identity documents must bear a
photograph.

¢ You must make verification inquiries for all newly hired employees no later than the 3" business day
after they begin working for pay or other remuneration.

e You may not verify newly hired employees selectively, and must follow E-Verify procedures for all new
hires as long as the company participates in the program.

e You may not request that the employee use certain documentation for the Form -9 or E-Verify
purposes.

¢ You may not use E-Verify to discriminate against any job application or new hire on the basis of his/her
national origin, citizenship, or immigration status.

e You may not use the system to pre-screen applicants for employment.

e You may not go back to check employment for employees hired before your company signed the
Memorandum of Understanding (MOU) with U.S. Citizenship and Immigration Services (USCIS) and the
Social Security Administration (SSA) (exception for Federal Contractors if written or amended to their
federal contract).

e You may not use the system to re-verify employment authorization.
e You must provide employees with an opportunity to contest a Tentative Non-Confirmation.

e You cannot take any adverse action against an employee based upon E-Verify unless the program
issues a Final Non-Confirmation.

Please direct any questions regarding your company’s E-Verify process and
procedures to your company E-Verify administrator(s).

For technical issues only, please call 800-724-8546 or Email: i9support@nowhire.com

Any information provided is not intended to be, and shall not be construed as, legal advice or a legal opinion.
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