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1. Legal Disclainer

The information contained in this softwargmvided by Lookout Services for informational posps only
and is not legal advice and should not be constagddgal advice on any subject matter. The restuzuld
not consider this information to be an invitatioran attorney-client relationship, should not @ty
information presented here for any purpose, andldradways seek the legal advice of counsel in the
appropriate jurisdiction. The content of this vgie contains general information and may not ctfle
current legal developments. It is not intendedda@ltomprehensive summary of recent developmertite in
law, treat exhaustively the subjects covered, g@legal advice or render a legal opinion. Electromail
or other communications through this site or otheewo Lookout Services may not be treated as
confidential. Transmission and receipt of the infation in this site and/or communication with Look
Services via e-mail is not intended to solicit mrate, and does not create, an attorney-cliertioekhnip
between Lookout Services or any of its personnélaryperson or entity.
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2.

Backgr ound

2.1

Immigration Reform and Control Act

2.1.1.
General
Requirements

2.1.2.
Enforcement
and Internal
Procedure

2.1.3.
Original
Signhatures
Required on
Paper Forms

2.1.4.
Electronic
Signature

2.1.5.
LOOKOUT
Services

supports

Mozilla Firefox

2.0.0.6

In accordance with the Immigration Reform and Calnict (IRCA), all
employers are required to complete Form I-9 foeaiployees hiredr rehired
after November 6, 1986 within three business déyiseoemployee’s date of
hire. Proper completion of 1-9 forms is intendectesure that U.S. employers
only employ individuals who are authorized to workhe United States, as
well as helping to ensure that employers do notrmadgroertain discriminatory
practices against individuals who are work authemtizAccurate and timely
completion of the I-9 form is essential to comptianwith federal regulations.
Failure to complete Forms I-9 in a timely fashi@mcesult in serious penalties.

Two divisions of the Department of Homeland Seguthe United States
Citizenship and Immigration Services (USCIS) arelBureau of Immigration
and Customs Enforcement (BICE), are responsibleules and enforcement
related to IRCA. The U.S. Department of Labor #melU.S. Department of
Justice Civil Division’s Office of Special Coundel Unfair Immigration-
Related Employment Practices also have enforceamehority. Contact your
HR or Legal Department immediately if you receigkephonic, written, or
other communication from any of these entities.

Federal regulations still rely on original sign&siion paper forms. This means
that I-9 forms completed on paper must have origigmatures.

HR 4306 signed into law Oct. 30, 2004, allows etaut signature on
employer’s Forms I-9 and allows for electronic atge of Forms 1-9.

Lookout Services now supports FireFox version 260add above web
browser If you have any questions or feed back about this new browser being
supported, please contact us with a detailed description at

Lookout Services
1-888-522-6704

5909 West Loop South Suite 300
Houston, TX 77401
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2.2.
PREPARATION

2.2.1.
ACCESSING
THE ONLINE
I-9 SYSTEM

1.1.1.1Whento
Use the system

1.1.1.2.Missing
[-9s or Corrections
to Existing I-9s

The online system will be used for newly hired eoypks, including rehired
employees whose Form I-9 may remain in the comsaiR9’'retention files.

If it is discovered that an 1-9 form for an exigfiamployee is missing, a new I-
9 should be completed for that employee using yseesn immediately.

If an I-9 form of an existing employee requiresrection(s), this should be
done immediately as well, according to your compaoljcies. The online
system could be used in these cases.

* Create missing I-9s immediately.

* You may use the online system (check company policy
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2.3. SECTION 1

2.3.1.
COMPLETING
SECTION 1 ONLINE

2.3.2.

Timing of Form 1-9
Completion for
Employees

N

4.

Logging into the
application.

Login Here—>

Start Here ->

The law allows completion of Section 1 up to thd eha new employee’s first
day of services and completion of Section 2 uhéodnd of the employee’s
third day of services (“3 day rule”).

Section 1 of Form I-9 should be completed in fallater than the first day of
employmentpefore services actually begihis prevents any employee
identified through the 1-9 process as ineligiblevork from incurring an
obligation to be paid for services if the serviees not lawful.

Step | Action Required

1 For Lookout Services Customer Site:
» Sign on to the workstation, open ydaternet Explorer and go to
http://www.lookoutservices.net

2 » Select Login Now” from Lookout Services web page.

e55 @1 o v Jookoutservices.net]

Home Solutions Technology Partners Events News Contact Us New Regulations

Creators of

Electronic ) Pioneers
Eligibility =t -~ Of The
Verification 19 Solution

Systems

TLSET ot oehinadan Tqgre The "1-9 Solution” by

2'-056,782 I-9 Forms To Date.

3 Enter your given user name and password combinatian

Your account has been set up with a temporary passw he first time
you log in you will be required to reset your passiv

Please supply login information

wsor o I
——

O English ® Espafiol

Login




2.5.

Bad Password

Logging into the system with the password securitiyanced will be
slightly different than logging without the secyrfeatures enabled. To
login with security enhanced the following passwiarkgs will have to

be abided by:

1. Password will have to be total of at least &abi@rs and password
must contain: at least one uppercase letter, st tewe lowercase letter,
one number, one special character.

2. Prompts users to change passwords at least @0atstys

3. User must not reuse any of their five previoasswords over a 15
month timeframe.

4. User's account locks out after 5 consecutiveicoessful logon
attempts. To reset the users account, contact Hireaaurce Services.

When correct data is entered you will see the Mg=sasp screen.

Please read all Notices. This information is updai® regulations
change.

Click on “Continue to Main Menu” to enter the system.

Click onGo Back or “Click here if you forgot your password.” If you
click on “Click here if you forgot your password” your password will
be emailed to you.

However if the bad password is entered 5 conseztitives, the user wil
be locked out of his/her account.
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Resetting password
once the account hag
been locked out

N

2.6,

Changing expired

password at the
end of 90 days

Note:

N

.

Resetting a
Temporary
password assigned

by an
adminisrstrator

Note:

2.8.

Tips and Alerts

N

9.

Entering a New 19

Once the user has been locked out after 5 conseautisuccessful login
attempts, an administrator will have to rest theoaat. Contact Human
Resource Services.

With enhanced security password enabled, the padswth expire
every 90 days & will be required to be reset. Tysem will
automatically warn of the password expiration. Oyae try to login to
application with your old password, the system wdhat the password
has expired & will need a change & will redirectih@ logon administer
screen to change the password.

All password rules still apply while changing the&ed password.

While creating a new user account the administnatay have selected
the option “Change password at Next Logon” on tlenfkister Logons
screen and temporarily assigned a password fadbeunt. When you
logon using this temporarily assigned passwordsyiséeem automaticall
informs you that password will be required to chea&gthen re-direct
you to the administer logons screen to change aksvpord.)

All password rules still apply while resetting tleenporarily assigned
password.

* Clicking on a Tip (?) link throughout the onlin® iform provides
instructional information and answers to commordkesl questions.

* Alerts are pop-up screens that provide instructam&ow to fill out
the form. Alerts provide guidance regarding docuni&sues and at
times alerts explain how the system calculatessddiieey are
triggered based upon certain conditions. If youtwametrigger then
you have to re-enter the data. Information abouotroon
misunderstandings, new rules, or special situai®psovided in the
alerts.

To complete a new -9 form select:
1. 1-9 Administration Section
2. Add a New Individual I-9 Document from the main menu.
3. Complete all required fields.

NOTE: Depending upon your security level and conypaguirements,
your menu may have fewer options.

-10 -
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3. New | 9: Business and/ or Gover nnent
Requi renent s

U.S. Citizenship and Immigration Services (USCI8blshed a notice in the Federal Register mandating
use of the new Form I-9, Employment Eligibility Vferation, starting on December 26, 2007. Employers
who fail to use the revised Form I-9 on or aftecB®mber 26 will be subject to all applicable finesl a
penalties under the Immigration and Nationality AbIA).

The revised Form 1-9 has a revision date of Jur967 in the lower right hand corner and is avédaim

the USCIS website dtttp://www.uscis.gov/files/form/i-9.pdtUpon release of the revised Form I-9, USCIS
indicated that the new form should be used, butdbeng a transition period, employers would net b
subject to fines and penalties for using the previersion.

The revised Form [-9 was issued to reflect a radadgh the number of documents employers may ac@ept
verification of employment eligibility brought abbly the lllegal Immigration Reform and Immigrant
Responsibility Act of 1996. The revised list of aptable documents applies to both initial hires and
reverification of existing employees.

-11 -
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4. New |9 Forns

The following changes must be effective on the F&iny December 26, 2007
to avoid fines and charges from the federal govemm

Document version number for Printed 19 Forms dftgslementation date must
reflect the following on across the heading of FHoem 19.

Department of Homeland Security
U.S. Citizenship and Immigration Services
OMB No. 1615-0047; Expires 06/30/08

Printed Form 19 documents that have been completéate the implementation
date should reflect the previous |9 versi@me No. 1115-0136

U.S. Department of Justice
Immigration and Naturalization Service
OMB No. 1115-0136; Expires 3/31/2007;

Printed Historical 19 Form documents that have bmmnpleted before the
implementation date should reflect the previousdfsion:

U.S. Department of Justice
Immigration and Naturalization Service
OMB No. 1115-0136; Expires 3/31/2007;

Printed Historical 19 Form documents that have bmmnpleted after the
implementation date should reflect the new 19 \@rsi

U.S. Department of Justice
Immigration and Naturalization Service
OMB No. 1115-0136; Expires 3/31/2007;

New Form 19 (non-Historical) entries after the implentation date must restri¢t
the following documents:

(1) Certificate of U.S. Citizenship (Form N-560 or N-561);
(2) Certificate of Naturalization (Form N-550 or N-570);
(3) Alien Registration Receipt Card (I-151);

(4) unexpired Reentry Permit (Form 1-327);

(5) unexpired Refugee Travel Document (Form |-571)

-12 -
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5. 19 Admnistration Section

5.1 Click on the Menu entrAdd a New Individual I-9 DocumentEnter the
Add a New employee's social security number. If the empldyaapplied for, but not
Individual I-9 received a number, type PENDING and request a teampaumber from
Docunent. Human Resource Services

A blank 1-9 form will be displayed for data entry.

Social Security Number: 123-45-6782

Show Attestation for Employee in: J=il[S N84

[ Add 19 |

Social Security Number: PENDING

Show Attestation for Employee in: J={TE S

| Add 19 |

Department of Homeland Security OMB bo. 1615-007; Expires 03/31/07_ 11150136
U.S._ Citizen and Immigration Senices F 9 e

e read instructions carefully before completing this form. The = must of this form. ANTI-
mSCRlMIHATION MOTICE: It is iliegal to discriminate against work ellolble Indlwduals Emnlwers CAHNO'I Spedﬁt which document(s) they
will accept from an employes. The refusal to hire an ofa stitute dizcrimination.

1. Emp! and Vi Tobe &na signes by employes st . cyment bagins

Print Name: Last Eirst Niggls Initizl
I 2] 2| |
Adsrass (Streat Mame ana Numben
City Stats
| SELECT STATE |2
| am aware that law provides for i
and/or fines for false statements or use of false documen s
in ion with the I of this form.

Ermeloyess Signature

I” isignsturs Coisinssiz

l'repsrar andior Transiator Certification { 7o be compieted 8nd Signed ¥ Section 1 is prépared by 8 person other then the emoioyee.)
wnder penalty of perjury. (et | heve SSsisted in the completion of this form and her £2 the best of my knowiedge the informetion is

Adgress (Srre=r Name sna Number City, Stste. Zio Cog=l

Secti 2. i and Weri ion Toce nd signed by =n emoloyer. Examine one document from List A OR mmlne one
decumen + frars Lit B et o from K1t C =2 lisied on the ravarse of this forrm s racerd t tile, nomiser and sxsiretion Sata, ff sy, of the Soiment(s)
ListA oR List® AND ListC

{Show Sample}
Document titie: >z || ~l ~ >
IssUing authormy: ~|z ~ ~|
Document &: z 2
Expiration Date: | ~ ~ s ~ e ~ |~ ~|z

Document= |

2.2. When you enter an SSN beginning with 8 or 9 or @€ system displays an
Entering SSN. error message.

Beginning with

Digi roor

000.
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6. |-9 Data Entry Point, Section 1.

6.1. Section 1 must be completed and entered into tH@®Rh9 System no later

Timing of than thefirst day of employment (paid services), after the jab been offered

Section 1 and accepted. If the Form I-9 is completed orfitseday of services, it must

Completion be completed before paid services actually beBmployers must enforce a
uniform policy for all employees, regardless oizeihship or national origin.

6.2. Before printing or signing, the employer represtwmashould review

Reviewing information entered in this section with the newpéogee to ensure that Section

Section 1 1 is properly and accurately completed and thaethployee understands

Information whether the information provided actually meetsitifiermation requirement.

with Emplovee

(o2}

6.3.
Section 1 Data
Elements

6.3.1.
Dynamic
Documents
Dropdown

6.3.2.
Important
Information
about Social
Security
Numbers and
Cards

Each Form I-9 data element requires complete inforration. Section 1 data

elements are as follows:

* Enter Employee’s name, including last, first, anddte initial, as well as
maiden name, if any.

» Enter Employee’s complete address.

* Enter Employee’s date of birth.

* Employee Residency status:

When a Residency status is selected in SectidmelDocuments List in Section
2 & Section 3 load in correspondence with the Rasigt status selected. (E.g.
When the residency Status is selected as “Citizéntational of the United
States” then the Documents that load in Section2i&clude U.S. passport &
all other possible documents related to U.S. Gishép).

* Employee’s Social Security Number (SSN):

Three important matters regarding SSNs

* A prospective employee without an SSN must obtensince this number is
required for tax purposes. Any person who is elgtb work in the United
States is also eligible for an SSN and a card eptihat number. There
should be no cases where an employee authoriaedrtoin the U.S. cannot
provide an SSN in Section 1. Note: employers roagemand that
employees who provide SSNs verify their SSNs v8thical Security Card

* Individual Taxpayer Identification Numbers (ITIN&hich are formatted
similarly to SSNs but begin with the digit “9,” st satisfy the requirement
for an SSN and are not allowed.

e Proof of an SSN provided for Section 1 need naupported with
documentation. SSN card may be required by the aoyifor payroll
processing purposes without raising concerns al@adrimination.

-14 -
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6.3.3.
Employee
Attestation

6.3.4.

Special Rules
for Refugees
and Asylees
Including
Micronesians
from FSA and
CMI

6.3.5.
Preparers and
Translators

6.3.6.
Preparer/
Translators
Signature
Checkbox

6.3.7.
Information
Provided by
Employee Does
Not Require
Substantiation

The employee must completely fill out the “attestait portion by checking one

of the three boxes:

» “Citizen or national of the United States.”

« “Lawful permanent resident” -- If the employee ckethis box, an alien
registration number (A#) must be entered.

e “Alien authorized to work until __/ /" -- If themployee indicates

temporary work authorization, an &piration datetfie temporary period
must be entered.

When any of the above status is selected the $e2td3 documents are
dynamically loaded. For example, on the I-9, wherser clicks "U.S. Citizen" in
Section 1, the documents aligned with that selaatidl load in the document
dropdowns for Section 2 & 3. The I-9 status WeS. Citizen, Lawful Permanent
Residence, Resident Alien, etc.) in Section 1 iatwtill determine which
documents exactly will be loaded.

Special rules for refugees and asylees permit theenter “N/A” or “None”
instead of an expiration date, since they are sgpidemporary workers whose
work eligibility is permanentDo not confuse applicants for asylum with aliens
who have been granted asylum. You can tell tiierdifice because the
Employment Authorization Documents (EADSs) of applis will be based on “C-
8” or 274a.12(c)(8), whereas the EADs of aliensrgeal asylum would be “A-5”
or 274a.12(a)(5). Refugees and asylees are wathoaiged incident to status
and do not need EADs if they can present unrestti®ocial Security cards or
government-issued proof of refugee or asylee status

If a preparer or translator is used (because th#ame is unable to physically
complete the Form or does not comprehend Englifitigumtly to understand the
I-9 form requirements), any person who assistethployee with translation
and/or completion must sign and date the prepeaashator certification in
Section 1. This Section is automatically populatéen you click the
Preparer/Translator Signature Checkbox.

Clicking the Preparer/Translator Signature Checkbapulates this Section with
the id used to login into the system.

Employer representative must never request to-smeotherwise require review
of -- any documentation to substantiate the acguvategitimacy of information
provided by an employee in Section 1. The purpdssection 1 is for the
employee himself or herself to attest to this byanseof a personal signature and
date.
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6.38. If an employee does not, cannot, or will not pdevall required Section 1
ggé‘:i%'s“log of  information, including the date and original sigmat the employer is on notice
Important for that the Section 1 requirement has not been mesiamald not proceed with
Section 2 Section 2. Such a failure or refusal on the paanoemployee is notice to the

employer that the employee is not authorized tdkwor

E’_i‘ig'nature Click the E-Signature checkbox, the electronic atgre confirmation opens up.

checkbox The employee should review the information andkclfoK" to proceed. A
receipt will be generated. Click the "Return to ¢8"'Print Receipt" button.

The page at https://public. lookoutservices.net says:

9 Importank Notice!

By checking this ¢ou are representing and confirming that you are the individua
ou are the person bei

vou had signed the 1-9 form by hand, {(41)

—
Receipt number: 50162
SSN: 3OOK-X3(-6789
Unique I9 ID: 504336
Signer Name: A COUGAR
Date Time Stamap: 3420/2008 4:00:22 PM
Company: Washington State University
Location: 139 French Admnstraton Building, Pullman, WA 39164-1014

[ Retumto 13 | [ PrintReceipt |
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/7. SECTION 2

\'

A

Automatic
Population of
Certain Data
Fields

\I

72,
Roles of
Employee and

Emplover in
Section 2.

Some data fields in the 1-9 form are automaticpthpulated based on the login
of the employer representative. These include BygslName, Title, Business
Name, Business Address, and Date of Employer Repiatsve’s Signaturel he
employer information appears when the employer “cheks” the employer
signature box in Section 2.

The employee’s only role in Section 2 is to provikde minimal documentation
of his or her choice that will meet the requiremefh employer representative
physically completes Section 2 on behalf of the pany.

The representativenaynot require andhouldnot even suggest, under any
circumstances, what documents the new employeddshadung or present for |-
9 verification (although if an employee provides tauch documentation, the
employer may explain to the employee which documerbmbination of
documents he or she may choose to satisfy therssgant). Request for
specific documentation constitutes “document aliesserious form of
discrimination.Even a preparer and/or translator, particularlyafcompany
official or designee serves that role, must aveiquiring or suggesting specific
documents to satisfy Section 2.

Examples, including Over documentation:

Examples of such prohibited practice include (lnet ot limited to) contacting
an employee and requesting or suggesting a driveense and Social Securil
Card for I-9 verification. If a Social Security rchis required for payroll
processing, be sure to state this purpose so teaéiployee understands tha
the Social Security number and card serve diffeagictindependent verificatic 1
and payroll purposes. Over documentation (acceggaaven if not requested.
of more documentation than the minimum that satigfie requirement) is
another type of document abuse. The Lookout sktwil highlight and
prevent this problem if it occurs.
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8. SECTION 2: DOCUMENT REVI EW AND RECORDATI ON

Co

8.1,
Document
Review
Standards

Co

2.

Photocopies in

Lieu of Original
Documents

8.3.

Retaining
Photocopies of
Section 2

Documents

The employer representative’s job in Section 2 isstexamine the
document(s) presented and enter the required informtion.

Document review is an essential aspect of employlegibility verification.
This process requires the judgment of the emplBggresentative. If your
Company is enrolled in the Basic Pilot, even tha faat the Basic Pilot has
verified a name-number match alone doesnecessarilymean that the name
and number belong to the person who presented them.

In general, the representative must accept anypéadale document(s) presented
by the employee that appear to be genuine andvie Ieeen issued to the
employee who presented it/them. For exampleLigaB and C combination of
documents is presented, the name on the List Cnadexcushould match the
name by which an official authority recognizes thatson, as reflected on the
List B document. In turn, the List B document ghot description should be
compared to the appearance of the employee wheniessthe documents.

In general, photocopies are not acceptable indfaghe documents themselves.
The only exception is a certified copy of a bir#rtdicate, which must be issued
by and bear the official seal of a state, countynanicipal authority. Hospital-
issued certificates are not acceptable.

Photocopies of documentation presented to satisfyié&h 2 requirements may
be made and retained with the signed copies dfdinen 1-9 according to
employer policy. If photocopies are made of theuhoents of one employee,
photocopies should be made of the documents ehgiloyees.Lookout
Services facilitates the storage of documents usitiige Documents Utility
button.
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Co

4.
Receipt Rule

Co

5.

Understanding
“Replacement”

Documents

Identifying an
acceptable
receipt

Procedure for
replacement
receipts

Procedure for
extension or

renewal receipts

Receipts resulting from first time application odocument are never
acceptable under this rule. Under certain circamsds, however, receipts for
documents may be accepted if the employee haseappli a new version of a
document previously issued to him or her but has/ebreceived it. This is
possible if the document applied for iseplacementor the earlier issued
document.

For this purpose, the terraplacementas a specific meaning. A document will
constitute aeplacemenif the document being replaced was lost, stolen, or
destroyed before it expired and mustéglacedin order to engage in any
activity permitted by that document. On the comtraeceipts to extend or
renew expired or expiring temporary work authofi@adocuments are never
acceptable under the receipt rule. Once the replant document has been
received, it must be presented to the employerinvitie 90-day period and the
Form 1-9 should reflect this event.

* Areceipt will not indicate whether it relates toegplacement, extension,

renewal, or first time application. For this reasa question must be asked
to solicit information necessary for a determinataout the receipt rule.
Ask if the receipt relates to an application fitedeplace a lost, stolen, or
destroyed document or to renew or extend an expioedment.

» If the receipt is for aeplacementather than aextension or renewalenter
the document number into the document number fi€his inquiry is
important because the receipt does not indicateheh¢he application was
for an original or a replacement card.

- Or -

» If the receipt is for first time application fordmcument, or
extension/renewal of an expired or expiring docuthask the employee for
other acceptable List A or C documentation. lfesttiocumentation cannot
be provided, the employee is not considered ekdibwork.
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9. SECTION 2:

| nf or mat i on

©

A
Confusing

Documentation

2.

Refugee
Admission

Stamps

©

3.

Temporary |-
551 Stamps

©
~

Automatic
Extension of
Work

Authorization

The following documentation and “rules” are often ©nfused.

» Arefugee stamp on a Form 1-94, presented witrethployee’s unexpired
passport, is an acceptable List A combination dlo&s not require
reverification because refugees and asylees hawgapent employment
authorization and the unexpired foreign passpaatifies the combination as
secure.

» Arefugee stamp on a Form 1-94 with an expiredapassport is treated as a
receipt for a List C document because the Form &l8de is not sufficiently
secure to meet List A requirements. AccordingBurevidence of the
refugee status or other acceptable I-9 documentatigst be presented either
before the expiration date indicated on the Fo@4 br, if no expiration date
appears, within 90 days of the date of issuance.

* A temporary I-551 stamp on a Form 1-94, with orheiit an expiration date,
Is an Acceptable List A document if presented imbmation with the
employee’s unexpired foreign passport. This Listo&umentation does not
require reverification.

* When an I-551 stamp appears on a Form [-94 to wihietalien’s photo has
been affixed, without the cardholder’s unexpirekign passport, it is treated
as a receipt for a Form 1-551 (Permanent Residand Gr “green card”). The
actual Form I-551 or a new stamp must be presdnttdte employer either
before the expiration date of the Form 1-94 othére is no expiration date,
within one year from the date of issuance.

INS notified the public several times that certaliens granted Temporary
Protected Status (TPS) or with pending TPS appdicatwere eligible for
automatic extension of their expired employmenhatzation documents
(EADs). When this happens, pay attention to tigetelity criteria and to
instructions provided to identify eligible individls. For example, although
only certain Nicaraguans and Hondurans were eédinl the most recent
automatic extension, many employers allowed itlltoiazens of those
countries, regardless of the basis of their wotk@azation and other important
factors. Applicants for asylum were often givea benefit of the extension
even though they were ineligible.
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Employees
“Sponsored”
by Employer

9.6.
Automatic
Extension of
Employment
Authorization

©

9.7.
Reverification

after Automatic

Extension
Period

240-Day Rule for Extension of Work Authorization ofCertain
Employment-Specific Aliens

In those cases where an Employer has petitioneapjmroval to employ an alien
temporarily and seeks to extend the employmentoaiztition for such person
upon expiration of the originally approved peridcemployment, certain special
rules apply. Provided that the originally approesdployer files a petition
requesting extension of employment authorizatiotenthe same temporary
classification (for example, H-1b or H-2bdth to continue doing the same type
of job and prior to expiration of the originally approved petiof employment,
the work authorization of the alien employee ioaudtically extended for 240
days or any earlier time at which the new petii®approved and new
documentation received.

A receipt from USCIS acknowledging the submissiooves proof of timely
filing. The receipt is not an I-9 document, buhex a landmark in the process.
If timely filing for extension has been done by #raployer, the effect is not to
reverify the original expiration date, but rathereixtend the original expiration
date by 240 days. On or before day 240, the emeployst have received an
approval notice to which a new Form 1-94 will beaahed (a tear-off section at
the bottom of the notice that is equivalent tofloem 1-94 issued upon
admission to the United States, but quite differeratppearance).

The tear-off Form 1-94 is the employee’s new woukharization document.
Information from it should be recorded in Sectionf3he employee does not
receive the tear-off version of the Form 1-94, helwe will have to leave the
United States, get a new visa, and be issued d&oew I-94 upon re-entry. The
Form 1-94 must reflect the classification requegdigdhe employer and the dates
of approved employment.
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©

8.

Use of Drop-
down Boxes to

Make
Selections

©

9

“S:how Sample”

Link Produces

Images of I-9
Documents

9.9.1.
Special
Instructions
Regarding
Certain
Section 2
Documents

Make sure the complete information (document tiisyling authority,
document number, and expiration date) is recorde®ection 2 for any identity
and/or work authorization documentation providedh®yemployee. On the
online Form 1-9, first use the drop down boxes uribe List A, B, and C
headings to find and click on the complete name difitire identifying number
for each document must then be entered. If tleen@ iexpiration date or
document number, enter “N/A.”

The “Show Sample” Hyperlink, located above the Kisdlocument field opens
another window that provides an image and desonf the document selected
in that field. These images can be very usefulniegiewing documents for
genuineness, since they familiarize users with demt appearance and
features. This window has 3 buttons ‘Show Previdage’, ‘Close This
Window’, ‘Show Next Page’. Each button has différiemctionality.

* An expired driver’s licensean be accepted as a List B document, as long as
it appears to have been issued to the employeevasented it and the
photo or descriptive information on the documenmt lba used to identify the
cardholder.

» Metal Social Security Cards amet acceptable. The Social Security
Administration never issued such cards.

* Laminated Social Security Cards should not be @edepthe lamination
obscures or obliterates the information on the .card

» Social Security Cards that state “not valid for émpment” maynot be
accepted for Section 2 purposes. The restrictialil only with INS
Authorization” means that the alien to whom it viesued had only
temporary work authorization. The original INSasilstate that this type of
restricted SSA card may be accepted for I-9 pugdsat only if presented
together with proof of unexpired work authorizatiddince the evidence of
unexpired work authorization is acceptable by iigbls redundant process
is rarely used.
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©

10.

List A

are No Longer
Acceptable

©

A1,
New List A
Documents

Documents that

CHANGES TO LIST A NOT INDICATED ON FORM I-9

The following forms have been removed from List Fhese documents are nd
longer acceptable and the software will notify gssg@rthese changes.

» Certificate of US Citizenship (INS Form N-560 ora¥o)

» Certificate of Naturalization (INS Form N-550 or5V0)

* Alien Registration Receipt Card (INS Form |-151)

* Unexpired Reentry Permit (INS Form [-327)

* Unexpired Refugee Travel Document (INS Form 1-571)

examined the documentls} presented by the above-
be genuine and to relate to the employee named, that

named employee, that the above-listed d
the employee began employment | Octos | and that to the best of my knowledge the employee is
eligible to work in the United States. (State employment agencies may omit the date the employee began employment.)

Employment authorization document form I-766 is lisied on the 1-9 Form or
Handbook for Employensecause it was first issued after 11/91. ForiGe&
purposes, the Form I-766 is included with the F&688b on List A. Although
these two employment authorization documents hdfereht numbers, their
function is identical.

Likewise, although List A includes a Resident Aliéard and Alien Registratio
Receipt Card, it does not mention a Permanent Bess(dard because the new
version of the Form I-551 was issued after 11/Bar Section 2 purposes, the
Form I-551 Permanent Resident Card is included thighForm 1-551 Resident

Alien Card.

=)
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10. SECTION 2

ONLI NE

—

0.1

“Run Checks”

Step

Action Required

Feature

10.2.
“Run Checks”

10.4.
Update

N"

Sections 1 & 2

1

Access the Online -9 System (see earlier instonsi.

If Section 1 was completed previously, select “Undiial I-9 Document
Search and Edit” and enter identifying informatid®lick on the SSN
link to pull up 1-9 form.

Enter required information described in Section 2.

Following data entry, clickRun Checks” at the bottom of the 1-9 form
to highlight errors in yellow.

Read “Problems Found”. Make edits in yellow datids.

Click “Run Checks” after editing to clear “Problems Found” and
yellow sections and print form when clear.

Click on“Save I-9 and........ " putton at the bottom of the 1-9 form to
save the I-9 and return to the main menu or adthan-9.

The 1-9 form cannot be printed if it contains esrtiiat can be
resolved.

The following options automatically save the I-9nfo

“Save I-9 and Print”

“Save and Return to Menu”

“Save and Add Another New Associate”

“Save and Add Another New Historical”.
* TheCancd option doesot save the I-9 form.

* * X X e

To Update Sections 1 & 2:
1. Click “Update Sections 1 & 2"to update the Section 1 & 2 pan
of the Form 1-9.
2. The Print receipt Dialog Box opens up.
« Clicking “Ok” on this dialog box brings you to tiint
receipt Screen.
* Clicking “Cancel” on this Dialog Box brings you to
Section 1 & 2 Update.
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—

0.5.

pdate
Section 3

—

0.6.
“Cancel &
Return to Menu”

107,
“Save & Add
Another New
Associate”

10

11

Use theUpdate Section 30ption to add or edit Reverification datal

The employee must sign Section 1, the preparestator, if any, must
sign Section 1 and the Employer Representative sigstSection 2.

Ensure that all changes are saved before exitisigisy

Click “Cancel & Return to Menu” to return to Main Menu. If the
“Cancel & Return to Menu” button is clicked, no olgas will be saved.

Click “Save & Add Another New Associate”to bring up a blank 1-9
with the current date and user information pre-ajeal.
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11.

| -9 OFAC Check

OFAC Checking This is a standard feature of the Lookout Servemdvare. Executive Order

13224, issued shortly after September 11, 200Indzhnompanies from
engaging in financial transactions with personerganizations with terrorist
ties. The Office of Foreign Assets Control (OFAG)hw the Department of
Treasury, the federal entity charged with enforcanoé this executive order,
has stated that a company could face civil andinahpenalties for employing
"blocked persons" (persons with terrorist ties).

The Lookout Services software automatically cheatks9s against the most up
to date list of “blocked persons”; should a matetfdmnd a message will be
displayed as the 1-9 is saved. Please followfate instructions provided on
the alert screen and contact your Legal, HR orralbpartment as soon as
possible.

12. Action Functions
ONLINE I-9 Several editing options are available once anieg$t9 form has been selected
ACTION “Individual 1-9 Document Search and Edit” (See dste the section titled
FUNCTIONS Reviewing / Editing an Existing Online I-9 form.)

The“Edit” screen is similar to th#-9 Data Entry” screen. The I-9 form can
12.1.

Edit Function

=
N
N

Print 1-9
Function

—

2.3

Delete Function

—

124,
Additional
Information
Function

also be selected in edit mode by clicking the S&gurity Number link in the
SSN column which brings up the FullEntry.asp screen

The“Print | -9” presents the PDF version of the I-9 if the forma ha
correctable errors. If the 1-9 has been updatedluser will be asked to select
which form should be printed. The three buttongtet Print 1-9, Return to I-9
Edit screen or Return to Main Menu.

Use the'Delete” option to delete an existing I-9 or delete an wpda an

existing 1-9. A delete confirmation delete.aspeser will be presented. Either
click Yes to delete or No to cancel delete and gcklio the 1-9 listing.

The“Additional Info” option is a shortcut to display errors in the stelé 1-9;
it brings up the Additional info.asp screen.
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REVIEWING /
EDITING AN
EXISTING
ONLINE I-9
FORM

Follow these steps to modify an existing onlineféfin (e.g., to add Section 2
information).

Step | Action Required

Searches for
Existing 1-9
Forms

1 Complete steps 1-2 from the section titled Accastiie Online 1-9
System.

2 Select the following:

¢ “Main Menu”

* “|-9 Administration Section”

“Individual 1-9 Document Search and Edit”

3 Search for the desired I-9.

Searches can be performed using one or more dbllbaving:
» Social Security Number (###-##-##HHE)

* Last name

 First name

 Date of birth (MM/DD/YYYY)

4 Once the employee is located, sel&ait” from the Action column.

5 Make the appropriate edits to the I-9 form.
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13. SECTI ON 3:

| nf or mat i on

—

3.1
Retention
Requirements

13.2.

Updating and_

Reverification

13.3.

-mail

m
Q

otification of

Need to
Reverif

&

—

3.4.

Obligation to
Terminate

—

3.5.

Input of
Termination

Data

Federal law requires that I-9 forms be retainecafbemployees for a minimum
of three years (i.e. either one year after ternomabr for three years from date
of hire, whichever results in the longer retento@miod). The Lookout software
will automatically calculate the retention peridteatermination and notify the
employer of 1-9 forms that may be purged from titesf

Updating technically refers to updates of informatiwhereas reverification
refers to proof of extended work authorization.wNeork authorization of an
employee whose Section 1 information or Section 2 documentation indicates
expiring temporary work authorization that mustéeerified & must be
recorded in Section 3 before the applicable exipinadate. If both Sections
indicate different expiration dates that requineeréication, Section 3 must be
completed before the earlier of the two dates.

Once entered into the Online I-9 System, the negudh@nt’s expiration date will
be automatically tracked, if tracking and revegfion are necessary. 180, 90, 60
and 30 days prior to Section 1, 2 or 3 expiratiated that require reverification,
the Lookout software generates an e-mail notidh®heed to reverify and
provides the means to print a reminder noticelHerdgmployee.

Companies have the option to receive additionalileméfications on a daily
basis counting down from 29 days prior to expimatio

If reverification cannot be accomplished and nef@rimation cannot be recorded
in Section 3, the employee must be terminated #iseoBection 1 and/or Section
2 expiration date.

Termination dates are used to calculate the datehich an 1-9 form should be
destroyed.

Human Resource Services maintains termination dates
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14. SECTI ON 3 ONLI NE

Step | Action Required

1 Access Online I-9 System (see instructions above).
2 To update an 1-9 form select:
4.1 * “Individual I-9 Document Search and Edit”
Reverification
or Updating
3 Search for employee by one or more of the following

* Social Security Number (###-##-##H#)
* First orLast Name
* Date of Birth (MM/DD/YYYY)

14.1.1. 4 When employee’s |-9 is located, clitkdd Section 3” in the Action
Adding column. The 1-9 will appear with Section 2 grayed.o
Section 3 for
Reverification e - .
of Expired 1. Select the Document to be reverified in SectiorogfDocument
Documents Title Combo box.

2. Type in the information on the selected documedttae new

expiration dates.
3. After carefully reverifying the document you (Emyéds/Authorized
Representative) must sign to complete the revatiba.

(If Section 1 & 2 differ in expiration dates then $8on 3 must be
completed before the expiration of either of thetedain either two
sections)

Complete Steps 1-3 from above ‘Adding Section Jéwerification of
Expired Documents’.

14.1.2. Section 3 is used for reverification of name chandmwever it is
Adding better to complete the Section 3 reverification futeme change after g
Section 3 for . , i
Reverification new SSN reflecting the Employee’s name change carvbrified and
of Changed the payroll records have been updated to reflea ttame change
Name
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14.2. _ » If Section 3 was completed before, clickdaxt Update below the I-
Understanding_ 9 form for another update.
Lhe:u% * To view other I-9 forms for the same employee kcba Next Update
rocess .
— andPrevious Update
* The software stores I-9 forms by original entryedat
» Edits are not allowed ifUpdate” has been selected.
Important! Both Each time reverification is necessary, a new Sectiand 3nust be
Section 1 and completed, saved, and signed.
Section 3 are The employee signs the new Section 1 and the emptepresentative
Required for signs Section 3.
Reverification
5 The employer representative must sign in the ap@i@psection after
checking data.
6 Ensure that all changes are saved prior to exitg the Online I-9
System.
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15. REPORTS

ONLINE I-9 SYSTEM
REPORTING
SECTION

The Reporting Section, which can be accessed frommet Online 1-9
System “Main Menu,” provides summary information about all the
I-9 forms that are available for you to view

List of Available Reports
for Company

Additional Information
Needed Report

Data Entry Report

Statement of 1-9
Completion Report

Expiring Employment
Documents Report

[-9 Retention Report
3 Day Section 2 Unfilled
Report

Active & Terminated
employees Report

Alien Report

Lists all the available Generic Reports for yountpany.

Lists records with missing information or errors.

Lists the date that each I-9 form was added ts¥séem.

Shows records for employees that are terminatedrdoamation for
internal records regarding document usage.

Lists I-9 forms that require reverification.

Calculates the date that the employer is permitiguirge the 1-9 form
of a terminated employee from retention files.

Reports on I-9s, that are filled/unfilled in Seatd after 3 days.
Active & Terminated report shows details aboutehgloyee 1-9s that
are currently active or terminated.

This report shows the details of the employees witosrent resident

status has been reported as Alien. Can only beedefithe option has
been turned on, on the company maintenance page.
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REPORTS

Report Function: This report will pull all I-9 foms that were created or
51 modified during particular dates and display errotiat need to be fixed
% on those forms. Also known as the ‘Curable Errorgport’.
nformation

Needed Report

“Resolvable” and
“Incurable” Defects

Correcting Errors

Significance &
Usage

Notes

Step Action Required

1 Complete steps 1-2 from the section titled Acceagsie Online 1-9
System.

2 Select'Reports” in the main menu.

3 Enter a range of dates & select from the Searabsdagition.

4 Select'Generate Report.”

5 Scroll down to the spreadsheet to see detailsrofeon the I-9

form in Sections 1, 2 and 3 that are resolvable.

* Resolvable issues are errors that may be correcigime prior

to a government audit without violating the law.

* If an employee is terminated with resolvable issueshe [-9

form, those issues beconmeurable and are transferred to the
Statement of 1-9 Completion RepfFerminated Employees).

To correct resolvable issues, click on tReit” button in the
Action column or on employee’s Social Security N@mto bring
up the I-9 form. (Refer to the section titled Raving / Editing an
Existing Online I-9 Form for detailed information editing I-9
forms.) Edits must also be made on the current I-9 form wh
the appropriate initials and date of edit.

* This report does not generate any records if afileyees
have completed their documentation. Records ane onl
created for I-9s that need more information

* Informs the employer representative to review vawiton
must be taken within 3 days.

* The information on this report can be either viaagsn
(push) or via reports (pull).

If an employee has been terminated, the SSN link nde clicked
and the 1-9 can be marked as Terminated.
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5.2,

Data Entry Report

This report lists the last name, first name, SSite @f birth, date hired, ang
the date that the I-9 form was created for eachl@yep. This report also
provides a count of the number of issues on eath.fo

Step Action Required

1 Complete steps 1-2 from the section titled “Acaegshe Online 1-9
System”.

2 Select'Data Entry Report .”

3 Enter a range of dates and sel&xnerate Report.”

Note:

The report will retrieve all I-9 forms that weresated or
modified during those dates.

This report will also show all the errors for neistbrical.
There is now an automatic "Runchecks" performethen
initial "Save" of a new historical for companiestimave
validation turned off. Previously, when a new digtal was
saved for a company that had validation turnedarfNew
Historicals, no runchecks were performed (as atasu
errors would show up in the Data Entry Report)roEs now
will show up on the Data Entry Report for new histals for
companies that have validation turned off.

» The date added is not changed by later changée tie& form.
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5.3.

tatement of [-9
Completion Report

This report will pull all I-9 forms that were creat or modified during a
range of dates and show error details (if anyk #iso known as ‘Incurable
Errors report’.

Usage &
Significance

Step Action Required

1 Complete steps 1-2 from the section titled Acceagsie Online 1-9
System.

2 Select'Statement of 1-9 Completion Repor.”

3 Enter a range of dates and sel€&xnerate Report.”

4 Scroll down to the spreadsheet to see detailsrofseon the I-9

form in Sections 1, 2, and 3 that are incurable.

Examples of incurable errors:

» Failure to re-verify a Section 1 expiration datenrexpired
Section 2 or 3 document prior to the expiratioredat

* Violations of 3-day rule (complete within 3 daysrir the first
day of work.)

* When entering historical data for active employdies,incurablej
issues can be printed. Incurable issues INEMER be
corrected, since changing of facts may be integgdras fraud.

* This report is used to identify locations with langumbers
of 1-9 errors that need additional training or higlgollowing
the 1-9 process to improve compliance.

* When an employee is terminated, any errors on-the |
become incurable and are moved to this report.

e This report contains all records for terminated Eyges &
information to determine retention period.
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Expiring
Employment
Documents Report

This report provides notice to the Employer Repnesgtéeve that an
employee’s employment authorization document wiliee within a
specified amount of time. Expiration dates ar@adtically retrieved from
information entered onto the I-9 form.

E-mail Notices of
Need to Reverify

Step Action Required

1 Complete steps 1-2 from the section titled Accegtne Online 1-9
System.

2 Select‘Expiring Employment Documents Report.”

3 Enter a range of dates and select:

*  “Company Report”
* “Generate Report”

4 Scroll down to the spreadsheet.

Employer Representatives will receive four ematices (at 180,
90, 60, and 30 days) in advance of document exgmisfor all -9
forms for which they are responsible.

5 Employer Representatives should contact employéesane listed
on theExpiring Employment Documents Repamtd remind them of
the upcoming expiration date. Letters to the erygroare available
by selecting Individual Letter from the searchemid page. You
should Provide this Letter to the employee at B@-day notice.
The option to print letters is always

available when an expiration date is within 180day
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This report will retrieve all I-9 forms that can destroyed.

15.5.
[-9 Retention
Report
Step Action Required
1 Complete steps 1-2 from the section titled Accegtne Online 1-9
System.
2 Select’l -9 Retention Repor.”
3 Enter a range of dates and selé&xnerate Report.”
Input of Termination dates are used to calculate the datehich an I-9

Termination Data

Usage &
Significance

Notes

form should be destroyed.

Human Resource Services maintains termination
information.

w N

This report determines the duration an 1-9 needto
retained before it can be destroyed.

The system automatically calculates the purgingsiathen
the termination date is entered, but does not aaticaily
delete forms.

It will be your responsibility to delete the forms.

Lookout Services’ Software keeps in mind the rujee8rs
past the date of hire and 1 year past terminatioichvever is
later and calculates the purging dates.

Employees will be notified of their expiring docunte via a
letter.
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Reports on I-9s saved in the database with Settmmpleted and reports

15.6. on the completion status of the Section 2 of a§,19 days after the entry of
3 Day Section 2 Section 1.
Unfilled Report
Step Action Required
1 Complete steps 1-2 from the section titled Accegtne Online 1-9
System.
2 Select’3 Day Section 2 Unfilled Repor.”
3 Select Company Name.
4 Select‘Generate Report” button.
Usage & * This system reviews all I-9s in a location regasdlef when
Significance they were created or modified.
* The number of days late is the number of days dimee
employer representative signature has been due sghed.
This is a substantive incurable error and is sulgec
substantive fine if audited.
Notes 1. E-mails are sent for those incomplete I-9s nigfaly3 days
until action is taken.
2. ltis the responsibility of the user to verify thiae Social

Security cards used for employment verificationrase
marked “not authorized for employment” or “authexzfor
employment only with DHS or CIS or INS approval”.
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5.7

Active &
Terminated
Employees Report

Reports on all employee 19s saved in the datalbegdnave been terminate
& all employee 19s saved in database as active @mepl|9s.

Step Action Required
1 Complete steps 1-2 from the section titled Accastiie Online 1-9
System.
2 Select’Active & Terminated Employees Repori.”
3 Select Company Name.
4 Select'Generate Report” button.
Usage & * This system reviews all I-9s in a location regasdlef when
Significance they were created or modified.
* The system calculates the sum total of 19s thatanently
terminated as well as active.
This report displays employees whose residencystas been entered as
15.8. Alien on their respective 1-9s
Alien Report
Step Action Required
1 Complete steps 1-2 from the section titled Acceptne Online 1-9
System.
2 Select’ Alien Report” Section.
3 Select the required company from the List of conmhst
provided.
Note: To select more than one company from the list, ldolin the
Control key & select the required company.
4 Select ‘GenerateReport.”
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16. Ref erence Secti on

Step Action Required

.

A Guide to
Selected U.S.
Travel & ldentit
Document

Referring to the Select the “A Guide To Selected U.S. Travel & ldgribocument”.
Copy Employment The First Page of the Travel & ldentity Documenpgis up.
Documents

Show NextPage (Fg 2)
U.S. Department of Justice
Immigration and Naturalization Service

A Guide to Selected U.S.
Travel and Identity

Documents

Step Action Required

—

6.2.

Interim Guidelines
on the
Implementation of
Section 411 of the
IIRAIRA:The Virtue
Memorandum

Referring to the Select the “Interim Guidelines on Implementatiorbetction 411of
Guidelines the IIRAIRA: The Virtue Memorandum”. The First Pagfethe
Document Guidelines Document opens

Go to Main Menu l Show Next Page (Pg 2)

INES ON THE IMPLEMENTATION OFSECTION 411 OF THE lIRAIRA: THE VIRTUE
MEMORANDUR

by A. James Vizquez-Azpirl (1)

This arficle analyzes the March 6, 1397, memorandum drsfled by the
Immigration and Naturalization Service's (“Service's’) Office of Programs fo
discuss Section 411 of the liegal Immigration Reform and Contral Act of
1996 ("WRAIRAY), Pub: L. No. 1014-2087. 110 Stal. 3008, Ocfober 1.
199612} This memorandum, generally referred to eponymously as the
“Virtue Memorandum”™ afier ils author, Paul Virlue, Acting Service Com-
missiorer of Frograms,; seeks (o provide interim guitfelines lo Service figkf
officers and aliorneys assigned fo employer sanctions cases on how they
should imglement Section 411, Untl impiementing raguiations for this
seciion are finalized, Service personnel shouid loak fo this memarandum for
guidanca on how Section 411 should ba anforced.

URAIRA SECTION 411 AND ITS CONTEXT

an
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16.3.
97-1 Electronic

Completion of
Sectionl of the I-9
Referring to the
Electronic
Completion of
Section 1Document

—

16.4.

93-87 Form 1-9
Responsibility
Upon ‘Transfer of
Employee’
Referring to the
Guidelines
Document

—

6.5.

92-13 Confidential
Information on 1-9
Referring to the

Guidelines
Document

Step Action Required
Select the “97-1 Electronic Completion of Sectidthe 1-9” in the
Main Menu. The First Page of the Document opens.
Go to Main Menu Ji Show Next Page (Egz)
(= = .,gimss ON THE IMPLEMENTATION OFSECTION 411 OF THE IRAIRA: THE VIRTUE
Step Action Required
Select the “93-87 Form I-9 Responsibility Upon Tsfam of
Employee” in the Main Menu. The First Page of thed@lines
Document opens.
Go to Main Meny I_S‘hanstPage(PQZ]
i 5 Responsibility Upan “Transfer of Employee'
Step Action Required

Select the “93-87 Form [-9 Responsibility Upon Tsfam of
Employee” in the Main Menu. The First Page of thed@lines
Document opens.

Show Next Page (Pg 2)

§92-13 Gonfidential Information on Foarm 19

February 28, 1992

cozraa

Gonfidentiality of Information
Containee on Forms 1-9
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16.6.
92-52 Acceptable

Receipts for Form
1-9

Referring to the
Guidelines
Document

—

6.7.

92-56 Modifying
Form 1-9
Referring to the
Guidelines

Document

Step

Action Required

Select the “92-52 Acceptable Receipts for Form IBthe Main
Menu. The First Page of the Guidelines Documenhspe

QUESTION PRESENTED

Step

Action Required

Select the “92-56 Modifying Form 1-9” in the MaineMu. The First
Page of the Guidelines Document opens.

Show Next Page (Pg 2)

§ 9256 Modifying Form I8
September 16, 1992

LEGAL OPINION:
Mogificat tne Form -9

QuesTions

A. Can an employer use its own version of the Employment Eligibdily Verification Form (Form
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6.8.
State Forms

Referring to the 1-9
Instruction Page

16.9.
1-9 Instruction
Page

Referring to the 1-9
Instruction Page

Step Action Required

1 Select the “State Forms Page” in the Main Menu. The
STATE_FORMS.asp page opens.

Colorado Affirmation Form

> On STATE_FORMS.asp page click the link “Coloraddirfiation
Form.”
* Once the Colorado affirmation Form link is selectie
Colorado affirmation page CO_AFF.asp opens up.

Step Action Required

Select the “I-9 Instruction Page” in the Main Meiilne Instruction
Page opens.

M Mo, 1415-0017: Expires 033107
Department of Homelamd Securlty
U'S Citimenshsp and Immigeation Servicss

INSTRUCTIONS
PLEASE READ ALL INSTRUCTIONS CAREFULLY BEFORE COMPLETING THIS FORM.

Anti-Di Notice. indwidual (ofher

>
e
[ e s i may

Employee. Al omployees. citzens snd
arte: November

Unatie to on
However, the employes st sull sign Socton 1 personally.
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6.10.

[-9 Back Page
Referring to the 1-9
Back Page

16.11.
Immigration Status

List

Referring to the
Immigration Status
List (non frames,
printable version)

Referring to
Specific
Immigration Status

Printing the
Immigration Status
List

Foot Notes

Step Action Required
Select the “I-9 Back Page” in the Main Menu. THeBack Page
opens.

Step Action Required

Select the “Immigration Status List” in the Main Me The
Immigration Status List page opens.

Click on the Blue links (E.g. A-1, A-2, etc) on ttegp of the page to
go to a specific status. (This method enables gaotto a specific
status without having to scroll down through theolehist.)

Click on File Menu option on the Application windamd select
Print.

Each Immigration status has footnoted marked @sd*so on. To
read these footnotes, click on the footnotes appgander the
selected Immigration Status option or scroll ad Way down the
Immigration Status List.
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6.12.

Immigration Status
List (pop-up onl
Referring to the
Immigration Status
List (non frames,
printable version)

Referring to
Specific
Immigration Status

Printing the
immigration Status
List

Footnotes

Step

Action Required

Select the “Immigration Status List (Pop-Up only)the Main
Menu. The Immigration Status List Pop-Up Window e

- POP-UP - Microsoft Internet Explorer

Click on the blue hyperlinks (E.g. A-1, A-2, eta) the top of the
page to go to a specific status. (This method esajmu to go to
specific status without having to scroll down thghuhe whole list.)

The Immigration Status List cannot be printed ushey
Immigration Status Pop-Up Window. To Print thig Belect the
previous menu option of the Status List.

Each Immigration status has footnotes marked asd so on. To
read these footnotes click on the footnotes appgamder the
selected Immigration Status option or scroll ad Way down the
Immigration Status List.
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17. Browser Compatibility Verification Section

Step Action Required
17.1

Step 1: Check Your
Browser Compatibility
Type Name Version

Checking for Browser Select the “Step 1: Click Here to Check your Browse
Information Compatibility Type Name & Version”. A Pop-Up Window
opens up providing browser related information.

» Data Export

© Batch Send

+ show System Log

» Send Test Email
© Check Table Schema

browser version, please report the folloning brio nes:
icrosoft Internet Explorer
4.0 {compatible; MSIE5,0; Windows NT 5.1; 5V1; NET CIR 1.1.4322; NET CIR 2.0.50727)

© A Guide to Selected U.S. Travel and Identity O

© 92:52 Acceptable ‘Receipts' for Form [-9 i -
'+ 52-56 Modiying Form 1-3 User Agent: Mozlia/4.0 (compatble; MSIE 6.0; Windows NT 5.1 SV1; INET CLR 1,1.4322; .NET CIR 2.0.50727)

uction Page

imigration Status List (non-frames, printable version)

» Immigration Status List (Pop-Up)

Step Action Required
17.2.

Step 1: Click Here to
Check if Your Browser

Has Javascript/vbScript

Enabled

Checking for Browser Select the “Step 2: Click here to check if yourveser has

Information JavaScript/VbScript Enabled”. This opens
CheckScriptingEnabled.asp and provides scriptitajaéd
information.
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7.3.

Step 3: Click here to
Downl Install

Free Copy of Adobe
Acrobat 5.0 or Later

Downloading Acrobat
Reader

Step

Action Required

Select the “Step 3: Click here to Download & Insfedobe
Acrobat Reader 5.0”. This opens a pop-up window ghaes
you a list of all adobe products that can be doaméal. Select
download link for Adobe reader 7.0.

5 Help ar
0| Do Srorm @ BB F L O DD B
B s
Buy Updates | Info [ |
Adobe Acrobat 7.0 Buy Updates | Info
Elements
Adobe Acrobat Capture® Buy | Info
3.0
Adobe Acrobat Connect Try | Info
Adobe Acrobat 3D Buy | Try Updates | Info
Create Adobe PDF Online Buy | Try | Info
Adobe Reader® 7.0 Download Updates | Info
Adobe Reader® LE Downioad | Info
Print publishing
Adobe Design Bundle Buy | Extensions | Info
Adobe® Creative Suite® 2
Premium Buy | Try Updates | Info
Standard Buy Updates | Info
g
Adobe 7.2 Buy | Try Updates IInffo  reeosAck
@ Internet

e, contact Lookout Services for assistance.
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