The “I-9 Solution”

A web-based system from
Lookout Services which

replaces the paper forms,
solves |-9 problems and
provides electronic
Employment Eligibility
Verifications.

an
esource
ervices

Introduction

Washington State University is partnering with Lookout Services to
provide web-based I-9 services and I-9 compliance.

The “I-9 Solution” increases the overall efficiency of I-9 processes,
provides centralized visibility and management, and is a paperless
solution with electronic signature.

The I-9 Solution is patent pending as the first commercially
available, automated I-9 on the market. The software is proven to
be the most thorough software using flexible state of the art
technology and legal intelligence to help companies stay compliant
and prevent fines. Lookout's 19 software is constantly maintained
and improved daily by a highly capable team of software
developers and a team of experienced immigration and labor
attorneys.
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Since 1987, employers have been required to verify the
employment eligibility of every employee working in the United
States, including US citizens. To comply with this requirement,
employers must ensure that all employees complete the DHS

Form 1-9 and maintain all I-9 records on file for government
inspection.

Form 1-9 appears simple, but the process and issues are
complex. Without effective assistance in maintaining the balance
between employing a legal workforce and avoiding
discrimination, employers are vulnerable to fines, lawsuits, and
other serious penalties.




Immigration Reform and Control Act
General Requirements

In accordance with the Immigration Reform and Control Act
(IRCA), all employers are required to complete Form 1-9 for all
employees hired or rehired after November 6, 1986 within three
business days of the employee’s date of hire. Proper completion
of -9 Forms is intended to ensure that U.S. employers only
employ individuals who are authorized to work in the United
States as well as helping to ensure that employers do not
commit certain discriminatory practices against individuals who
are work authorized. Accurate and timely completion of the 1-9
Form is essential to compliance with federal regulations. Failure
to complete Forms I-9 in a timely fashion can result in serious

penalties. S

Enforcement and Internal Procedure

Two divisions of the Department of Homeland Security,
the United States Citizenship and Immigration Services
(USCIS) and the Bureau of Immigration and Customs
Enforcement (BICE), are responsible for rules and
enforcement related to IRCA. The U.S. Department of
Labor and the U.S. Department of Justice Civil Division’s
Office of Special Counsel for Unfair Immigration-Related
Employment Practices also have enforcement authority.
Contact Human Resource Services immediately if you
receive telephonic, written, or other communication from

any of these entities.
Hipbuce
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Electronic Signatures
HR 4306 signed into law Oct. 30, 2004, allows electronic
signature on employer’s Forms 1-9 and allows for electronic

storage of Forms I-9.

Original signatures are still required on the paper forms.




Paper I-9's

The transition from paper to electronic will occur over a
period of time. WSU will not be placing the current ‘paper’
1-9's into the electronic system. Only new I-9's will be
processed online.

During this transition, check DEPPS, TEMPS, or PERMS
to see if an I-9 is on file, THEN proceed to the I-9 system if
an 1-9 needs to be completed.

Accessing the online -9 System

The online system will be used for newly hired employees,
including rehired employees whose Form 1-9 may remain in
the 1-9 retention files.

If it is discovered that an I-9 Form for an existing employee is
missing, a new -9 should be completed for that employee
immediately.

If an I-9 Form of an existing employee requires correction(s),
this should be done immediately as well.
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To access the online system, open an internet browser (i.e.,
Internet Explorer or Firefox) and go to:
http://www.lookoutservices.net

“— Ihe it ErorGhcking 1-0 Softar, The 19 Soluion® by Lookout Sorvics,
'LOOKOUT SERVICES® INC. e

e 1.9 and E-Verification Solution” 2.331.330 19 rorms o pate
Compliance, Eificiency, Oversight




Enter the user name
and temporary
password given to
you by Human Please supply login information

Resource Services. user o: I
[—

OEnglish ® Espanol

You will be required
to change your

password upon initial
entry to the system.

Loghh

"- o
Your new password will have to abide by the following rules:
1. Password will have to be total of at least 8 characters and
must contain: at least one uppercase letter, at least one
lowercase letter, one number, one special character.

2. Prompts user to change password at least every 90 days

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

4. User account locks out after 5 consecutive unsuccessful
logon attempts. To reset the user account, contact Human

Resource Services Fuman
[;l?‘nmm
e

FORGOTTEN PASSWORD

Click on Go 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 consecutive
times, the user will be locked out of his/her account.




Main Menu

successful
login, you will
see the
messages
screen.

Review the
messages and
notices, then
continue to
the Main
Menu.

Completing Section 1

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

Section 1 of Form -9 should be completed in full no later
than the first day of employment, before services actually
begin. This prevents any employee identified through the
1-9 process as ineligible to work from incurring an
obligation to be paid for services if the services are not
lawful.

Vou are varking with Washington state University

To complete a NeW 1-9 (| . ve s 15 socument
B B0 oty

- contracting Company Switsh

1-9 Administration
Section A Guide to Selected U.S. Travel and identity Documents

o uidlnes o h It ofSectin 454 of h RAIRA: T U Worandn
» 97-1 Electronic Complation of Section 1 of the 1.9
528 Form 1.3 ResponoityUpen o ofEnoy
Add a New Individual | comanis tsormsson oo rom 2
1 o252 Acaptabe e o o 9

1-9 Document » 52-55 Matying Form 19

© ser anus)

- state Forms
+ 19 Instruction Page
- 19 Back Page

: > immiation Stats st (ron-rames,printabe versio
Depending upon your Bl o
security level, your menu

may have different options.

- [Step 1, Click here to check your browser type name and version,
- Step 2, Click here to check f your browser has JavaScript/VBScipt enabled.
Step 3.1 you are having trouble viewing o previening the 1-9 documents, it may be because you do not
» have Adobe Acrobat Reader 5.0 o later installed, Cick here to abtain this free software. It available
than Microsoft wind
[ you are til having troubla, contact Lookat Sarvices for assistanca.




Enter the employee’s
social security number.

Social Security Number: 123456769

Show Attestation for Employee in: [EF I

If the employee has
applied for, but not

received a number, type
‘pending’ and request a
temporary number from

Social Security Number: Human Resource
Show Attestation for Employee in: Services.

g Department of Homeland Security ctmvo 101507 Epres s
’: U Cizen and immigrton Sevices Employment rification
Tiseo et metuctions crcill befor compietn 4 fr Th e ucion T e velible i coniton o v ot

Section 1 =5

E e

RRIENRATOorm | e o
is displayed for

Connaction with the complotion ofthis for.

data entry.

The employee

completes all e
required oo Ve

Section 1 fields. i, R

[
beungsurory

R

Clicking on a Tip (?) link throughout the :%
online I-9 Form provides instructional 7]

information and answers to commonly ___ ]

asked questions.

Zip cade

-
T ey D,
Alerts are pop-up screens that provide
instructions on how to fill out the form.
Alerts provide guidance regarding
document issues and at times alerts
explain how the system calculates dates.
They are triggered based upon certain
conditions. If you want to retrigger then you
have to re-enter the data. Information about
common misunderstandings, new rules, or
special situations is provided in the alerts.




Section 1 must be completed by the employee and entered
into the Online I-9 System no later than the first day of
employment (paid services), after the job has been offered
and accepted. If the Form I-9 is completed on the first day
of services, it must be completed before paid services
actually begin.

Before signing, the employer should review information
entered in this section with the new employee to ensure that
Section 1 is properly and accurately completed and that the
employee understands whether the information provided
actually meets the information requirement.

Each Form I-9 data element requires complete information.

Section 1 data elements are as follows:
+ Employee’s name, including last, first, middle initial,
as well as maiden name, if any.
* Employee’s complete address.
« Employee’s date of birth.
« Employee’s Social Security Number (SSN)**
« Employee’s attestation
« Employee’s signature (electronic)
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**Three important items regarding SSNs

« A prospective employee without an SSN must obtain one, since
this number is required for tax purposes. Any person who is eligible to
work in the United States is also eligible for an SSN and a card
bearing that number. There should be no cases where an employee
authorized to work in the U.S. cannot provide an SSN in Section 1.
Note: employers may not demand that employees who provide SSNs
verify their SSNs with a Social Security Card.

« Individual Taxpayer Identification Numbers (ITINs), which are
formatted similarly to SSNs but begin with the digit “9,” do not satisfy
the requirement for an SSN and are not allowed.

« Proof of an SSN provided for Section 1 need not be supported with
documentation. SSN card may be required by the company for payroll
processing purposes without raising concerns about discrimination




UNIVERSITY

Department of Homeland Se curity
U.S, Citizen and Immigration Senices

= Upon completion of
ndoidut be, Section 1, the employee
Section 1. Employee Information and Verification. To be complet Checks the “Check to

PrntName: Last Fit

NOTICE: tis
they will accept from an employee. The refusal to hi

T J2 s sign” box to attest that
123 vicroRy Lare all of the information
P | [wasroton provided is true and

1'am aware that fe deral law provides for imprisonment correct
and/or fines for false statements or use of false documents in| -
connection with the completion of this form.

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

@ o

Sparer andior Translator Certificatior
Jattest, under penaly of peciury, that ] have
and correct.

Prep araa/ Transi ators Signature
O (chesktosigniz
‘Address (stmat Naiwe nd Nawher, Gity, Sate

The employee is provided with a receipt regarding their
electronic signature and completion of Section 1 of the
1-9 employment eligibility verification form.

Receipt mumber: 50162

SSI: 000306789

Unique I9 ID. 504336

Signer Name: IMA COUGAR

Date Time Stamp: 312012008 40022 FM.

Company: Washington State Uriversity

Location: 139 French Administration Bulding, Pllman, WA 991641014
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The Employer must never request to see -- or otherwise
require review of — any documentation to substantiate the
accuracy or legitimacy of information provided by an employee
in Section 1. The purpose of Section 1 is for the employee
himself or herself to attest to this by means of a personal
signature and date.

If an employee does not, cannot, or will not provide all required
Section 1 information, including the date and original signature,
the employer is on notice that the Section 1 requirement has
not been met and should not proceed with Section 2. Such a
failure or refusal on the part of an employee is notice to the
employer that the employee is not authorized to work.




Completing Section 2
The employee’s only role in Section 2 is to provide the minimal
documentation of his or her choice that will meet the requirement.
An employer representative physically completes Section 2 on
behalf of the company.

The employer representative may not require and should not even
suggest, under any circumstances, what documents the new
employee should bring or present for I-9 verification (although if an
employee provides too much documentation, the employer may
explain to the employee which document or combination of
documents he or she may choose to satisfy the requirement).
Request for specific documentation constitutes “document abuse,”
a serious form of discrimination. Even a preparer and/or translator,
particularly if a company official or designee serves that role, must
avoid requiring or suggesting specific documents to satisfy
Section 2.

Some data fields in the 1-9

Form are automatically et e o e e
populated based on the

login of the employer e h o s
representative. o e PR

et
These include employer — 4 4 &

name, title, business [— o & ®

name, business address, I e e " : o
and date of employer
representative’s signature.

The employer information oo )
appears when the

employer “checks” the Dt

employer signature box in (ot oy ) (Sstasin ]

Section 2. (S ) (G i ) (et

Sovet A ) (e s A v s

Document Review

The employer representative’s job in Section 2 is to examine
the document(s) presented and enter the required
information.

Document review is an essential aspect of employment
eligibility verification. This process requires judgment of the
employer Representative. If your Company is enrolled in the
Basic Pilot, even the fact that the Basic Pilot has verified a
name-number match alone does not necessarily mean that
the name and number belong to the person who presented
them.




In general, the representative must accept any acceptable
document(s) presented by the employee that appear to be
genuine and to have been issued to the employee who
presented it'them. For example, if a List B and C combination
of documents is presented, the name on the List C document
should match the name by which an official authority recognizes
that person, as reflected on the List B document. In turn, the
List B document photo or description should be compared to the
appearance of the employee who presented the documents.

Photocopies are not acceptable in lieu of the documents
themselves. Photocopies are not acceptable as “original” or
“genuine.” The only exception is a certified copy of a birth
certificate, which must be issued by and bear the official seal of
a state, county, or municipal authority. Hospital-issued
certificates are not acceptable.

Retaining Photocopies of Section 2 Documents

Photocopies of documentation presented to satisfy
Section 2 requirements will not be required for online
electronic 1-9's.

Departments using paper |-9 forms must follow the policy

of making photocopies, attaching the copies to the paper
1-9 form and routing Human Resource Services.
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Receipt Rule
First time application v. Replacement Documents

Receipts resulting from first time application for a document are never
acceptable under this rule. Under certain circumstances, however,
receipts for documents may be accepted if the employee has applied for
a new version a document previously issued to him or her but has not yet
received it. This is possible if the document applied for is a replacement
for the earlier issued document.

For this purpose, the term replacement has a specific meaning. A
document will constitute a replacement if the document being replaced
was lost, stolen, or destroyed before it expired and must be replaced in
order to engage in any activity permitted by that document. On the
contrary, receipts to extend or renew expired or expiring temporary work
authorization documents are never acceptable under the receipt rule.
Once the replacement document has been received, it must be presented
to the employer within the 90-day period and the Form I-9 s
should reflect this event.
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Identifying an acceptable receip

+ Areceipt will not indicate whether it relates to a replacement,
extension, renewal, or first time application. For this reason, a question
must be asked to solicit information necessary for a determination
about the receipt rule. Ask if the receipt relates to an application filed to
replace a lost, stolen, or destroyed document or to renew or extend an
expired document.

« If the receipt is for a replacement rather than an extension or renewal,
enter the document number into the document number field. This
inquiry is important because the receipt does not indicate whether the
application was for an original or a replacement card.

« Ifthe receipt is for first time application for a document, or
extension/renewal of an expired or expiring document, ask the
employee for other acceptable List A or C documentation. If other
documentation cannot be provided, the employee is not Yyuman |
considered eligible to work.

Confusing Documentation

The following documentation and “rules” are often confused. For
detailed information, refer to the users manual (page 20) or reference
section of the I-9 system.

*Refugee admission stamps

sTemporary |-551 stamps

*Automatic extension of work authorization for TPS

240-Day Rule

The 240-day rule for extension of work authorizations is for certain
employment-specific aliens. For more information on the 240-day
rule, refer to the users manual (page 21) or reference section of the
1-9 system.

*Alien employees “sponsored” by employer
«Automatic extension of employment authorization
*Re-verification after automatic extension period

Make sure the complete

information is recorded in — (St Sample) —

Section 2 folr any identity and/or e M7

work authorization oy ek

documentation provided by the vocumets | I

employee. Eorsionvee | ]| ™| ™2
Oocumert ]
Expiration Date: ~ b ~

On the online Form I-9, use the

drop down boxes under the List |™ o “ e

A, B, and C headings to find ———

and click on the complete U5 Fad G ]

name. The entire identifying Sore D Cadwinretogeeh i At Wi Doc.

number for each document e Eus et

must then be entered. If there MyEopren Bt

is no expiration date or S I e T

document number, enter “N/A." | e e | rosnedon e amplogec s
pent i omit the date the employee began
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The “Show Sample” Hyperlink,
located above the List A
document field opens another
window that provides an image
and description of the document
selected in that field. These
images can be very useful when
reviewing documents for
genuineness, since they
familiarize users with document
appearance and features. This
window has 3 buttons ‘Show
Previous Page’, ‘Close This
Window’, ‘Show Next Page’.
Each button has different
functionality.

Document e
Issuing authorty
Document
Expration Date:
Document
Expration Date:
Document

Expiration Date:

ListA
(Show Sample

United States Passport vz

L
[

Jumentthat is

e visas and/or

be used within the United States to estabish cilizenship,
idenity, and employment authorization.

Special Instructions Regarding Certain Section 2 Do

cuments

* An expired driver’s license can be accepted as a List B document, as
long as it appears to have been issued to the employee who presented it
and the photo or descriptive information on the document can be used to

identify the cardholder.

« Metal Social Security Cards are not acceptable. The Social Security
Administration never issued such cards.
+ Laminated Social Security Cards should not be accepted if the
lamination obscures or obliterates the information on the card.

« Social Security Cards that state “not valid for employment” may not be
accepted for Section 2 purposes. The restriction “Valid only with INS
Authorization” means that the alien to whom it was issued had only.
temporary work authorization. The original INS rules state that this type of
restricted SSA card may be accepted for I-9 purposes, but only if
presented together with proof of unexpired work authorization. Since the
evidence of unexpired work authorization is acceptable by itself,
this redundant process is rarely used.
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ListB A Listc
Washington | [ Socia securty agminitration v,
couenzama 2 (1zzaseres 2

A |1 205 vz [we v 2

Following data entry of Section 2
information, click “Run Checks” at
the bottom of the I-9 Form to highlight

errors in yellow.

Lista

Show Sample

Documert il | Unted States Passport
Issting suthordy: | US Passport Agency.
Documert# (12345678
ExratonDate: [apil v |1 v
Documert #:

Expration Date: v~
Documert #:

Expration Date: 3 =

215 vz

Lista
(Show Sample

Issuing utterty:| China
Documert 7 618308042

Documert tde: | Foreign Passport wil-20ah 8194

Lista
Show Sample

ssting authorty: | Deft.of Justice
Document #. 033858388

Documenttte: | 551 (Permanent Reswiert Carc)

Expraon Dt | Setenber ] 24 ] 2011 w2 Coprstanpas: Wy w][s |25 v
ocunert . NoOURBESRGE 2 Document £ -
xrstion Dt | Decenber |91 v 01 vz Exprstn at S v~k
P Docunert - ]
Expiration Date: | 05 ™ Expiration Date: ~ i ~
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Read “Problems Found”. Make edits in yellow data fields.
Click “Run Checks” after editing to clear “Problems Found
and yellow sections.

The page at hitps://public. lookoutservices. net says:
onature — Autha

thorized

Section 2. Employee Review and Verification o be cs
documet from List 5 3nd anefrom st C 35 lited on the revere of rtatve Tk is bk

ListA blank. (R:
Dovumerte 1591 Permanes Resiert Cae) b
Iosing orty: Dt o dsice o

, En k. The Employer
s dscepts st b the zame

——
eeetonvats [o5 W[
Dosument 2 At Docent Exiain ot — s A frt Docnent Expiakon Dot s ok
I I

Oooument | ]
O |

idng ther signature here. (R76)

Expeaton Dt |

Clek OK toreturn o the entry

ury. hatam (Chadk one ofthe following)

i
e is a rfugee or & nesia (FSA) or Republic of

e syle,
sl stands (RHI), who may in work aut
, put the date her
20afb or 1
ianature — Author anature i blank, (R81)
epared by 3 persan other han the empiyee.)
Name - Auth blark. b 10 the st of my knowiecige the infarmation istrue.
uth blark
5 Name i blnk., (R3
Jrove1. Examine one documert rom List & 0R examine one
ction 2, Enployer Signature Date: nd axpraion date f any, of the documents).
d accepts the o

Representative who reviews and
providng

Clck OK tareturn tothe entry s

ExprationDate: | March v || 31 v
ocunens, 22011245516
Expration Date: | 05 ~

'WASHINGTON STATE.
& UNIVERSITY

Sl s ot e

The page at https://public.lookoutseryices.net says:
A = Authorized Representative

cton 2, Emploer Neme - Authari entative Name s blnk. (&

isblenk. (R

Name i blank. (RE4)
Listc

Acress isblnk. (R
US Sosiel Securty Card

= s Yo i Socia Secuaty Admiistation

providing their sgnature here. (% 123456769

N —

ument complted date is lark. The Empio
e th

Clck OK to return to the enir

CERTIFICATION - attest, under penalty of perjury, that I have examined the documentfs) presented by the above-named

ty of ps
employee, that the above-listed documents) appear to be genuine and to relate to the employee named, that the
employoe began employment [erch ] 20 ] 2006 (]2 and that 1o the best of my knowledge the employee is
eligible to work in the United States. (State agencies may omit the date the employee began

Trinthame T

D¢ chesctosign 2

4 Number,City, tate. Zp Code)

Form 19 (Rev. 0810517)
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Click on the “Run Checks Only” button. When all yellow data
fields have been cleared, Click on “Save & Return to Menu” or
the Save & Add Another” button at the bottom of the 1-9 Form.

* The following options automatically save the I-9 Form:
*“Save |-9 & Print”

*“Save & Return to Menu”

*“Save & Add Another New Associate”

*“Save & Add Another New Historical”.

« The “Cancel & Return” option does not save the I-9 Form.

(Save s i e ) ((Save & A Ansine Hew sora ]

ACTION FUNCTIONS

Several editing options are available once an existing
1-9 Form has been selected from the Main Menu
“Individual -9 Document Search and Edit”
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* The “Edit” screen is similar to the “I-9 Data Entry” screen. The -9
Form can also be selected in edit mode by clicking the Social Security
Number link in the SSN column and brings up the FullEntry.asp screen.

* The “Print1-9” presents the PDF version of the I-9 if the form has no
correctable errors. If the 1-9 has been updated, the user will be asked to
select which form should be printed. The three buttons let you Print -9,
Return to |-9 Edit screen or Return to Main Menu.

*Use the “Delete” option to delete an existing 1-9 or delete an update to
an existing 1-9. A delete confirmation delete.asp screen will be presented.
Either click Yes to delete or No to cancel delete and go back to the 1-9
listing.

«The “Additional Info”  option is a shortcut to display errors in the
selected I-9; it brings up the Additional info.asp screen. F
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"_?I"u—r-n-édify an existing online I-9 form (add section 2 info):

1. Select “Individual I-9 Document Search and Edit” from the Main Menu.
2. Search for the desired I-9.

3. Select “Edit” from the Action column.

4. Make the appropriate edits to the 1-9 form.

123456789

Searches can be
performed using
one or more of

the criteria

3

lear Choices
, First Name, Soc Sec

DiteAdded  wPDATES|

a e
lcouoaR | nwa 1zWS67Ea lsnnase | False DCASNOSD 3242008 125333 P NE0Z008. AR0008 400:22 M

Completing Section 3
Updating and Re-verification

Updating technically refers to updates of information, whereas
re-verification refers to proof of extended work authorization.
New work authorization of an employee whose Section 1
information or Section 2 or 3 documentation indicates expiring
temporary work authorization that must be re-verified & must be
recorded in Section 3 before the applicable expiration date. If
both Sections indicate different expiration dates that require re-
verification, Section 3 must be completed before the earlier of
the two dates. Most Lookout Services customers require

new employee attestations (completion of Section 1) for
each re-verification.

'WASHINGTON STATE.
UNIVERSITY

Once entered into the Online 1-9 System, the new document’s
expiration date will be automatically tracked, if tracking and re-
verification are necessary. 180, 90, 60 and 30 days prior to Section 1,
2 or 3 expiration dates that require re-verification, the Lookout
software generates an e-mail notice of the need to re-verify and
provides the means to print a reminder notice for the employee.

Companies have the option to receive additional email notifications
on a daily basis counting down from 29 days prior to expiration.

If re-verification cannot be accomplished and new information cannot
be recorded in Section 3, the employee must be terminated as of the
Section 1 and/or Section 2 expiration date.
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m information to an individual I-9 ( e-verification

or updating):
1. Select “Individual I-9 Document Search and Edit” from the Main Menu.
2. Search for the desired I-9.

3. Select “Add Section 3” in the Action column (section 2 grayed out).

Company:
a3 & New Individual 1-9 Document —~
Individual 1-9 Document Search and Edit

S SocSechbr 23355789 .

Searches can be
performed using
one or more of
the criteria

oo o —
oo ornve: N,
Clear Choices |
T
Lastmodified

DateAdded  UPDATES|

[

niese | Fase [DCASS0SOD 3242008125333 PN S202008 32012008 40022 P

Re-verification of expired documents

« Select the Document to be re-verified in Section 3 from Document Title
Combo box.

« Type in the information on the selected document and the new expiration
dates.

« After carefully re-verifying the document you (Employer/Authorized
Representative) must sign to complete the re-verification.

(If Section 1 & 2 differ in expiration dates then Se  ction 3 must be
completed before the expiration of either of the da  tes in either two
sections.)

Re-verification of changed name

Section 3 is used for re-verification of name change; however it is better to
complete the Section 3 re-verification for name change after a new SSN
reflecting the Employee’s name change can be verified and the payroll records
have been updated to reflect the name change.)

'WASHINGTON STATE.
£ UNIV Y

Section 3. Updating and Reverification. To be Rehire T
5 cabie)
Lt Fist Migdie il

o Date of enie ¢/ zppiicable)

honavsacoss ) 2 l [ S @ W
el ek ok o ha g, prids e formstan
Saoumant e Doouments Cptationvate 1 s
USSecmseamtycars |z (2456 o & =
(Show Samole) ] = =

Tattest, under it
dual.

oae o v 24 ] 2005 ]

Signatue of Employer or Authorized Representative
(Chedto sign2 electroically signed)

™ 19 (v 050507)

[ Clear Choices

First Name, Soc Sec Nb

uPDATES

Historieal | Company | Last modified Date Added

=

e
1 A’ﬁ‘m : ‘Aww/s;woue A 120456769 411984 |  Felse DCAS0S00 far0z008
ssionsl g
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« If Section 3 was completed before, click on Next Update below
the I-9 Form for another update.

+ To view other I-9 Forms for the same employee, click on Next
Update and Previous Update.

* The software stores I-9 Forms by original entry date.

« Edits are not allowed if “Update” has been selected.

« Each time re-verification is necessary, a new Section 1 and 3
must be completed, saved, and signed.  The employee signs the

new Section 1 and the employer representative signs Section 3.

« Ensure that all changes are saved prior to existing the system

Information
Retention
Federal law requires that I-9 Forms be retained for all employees for

a minimum of three years (i.e. either one year after termination or

for three years from date of hire, whichever results in the longer
retention period). The Lookout software will automatically calculate
the retention period after termination and notify the employer of I-9
Forms that may be purged from the files.

Termination Data
Termination (separation) dates are used to calculate the date on
which an I-9 Form should be destroyed.

Departments will not be responsible for this activi ty. Human
Resource Services will terminate employees in the

Hijaburce
system. Jﬂg

'WASHINGTON STATE.
UNIVERSITY

Reports

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

Refer to the user manual for more information about online reports.

« Additional information needed report

« Data entry report

« Statement of -9 completion report

« Expiring employment documents report
« |-9 retention report

+ 3 Day Section 2 unfilled report

Alien report
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Reference Section
The Reference Section is accessed from the “Main Menu.”

Refer to the user manual for more information about the online
references.

« Aguide to selected US travel and identity documents

« Interim guidelines on the implementation of Section 411...
Electronic completion of Section 1 of the I-9

Form 1-9 responsibility upon ‘transfer of employee’
Confidential information on Form I-9

Acceptable ‘receipts’ for Form I-9

Modifying Form 1-9
User Manual

State Forms

1-9 Instruction page
1-9 Back page
Immigration status list

What's Next.......

Start using the online electronic I-9 system.

* Obtain your user id and temporary password from Human
Resource Services

» Change your password upon initial entry to the system
Upon successful log in, proceed to the main menu

Select ‘add a new individual I-9 document’

Employee completes and electronically signs Section 1
Employee presents documentation

Employer completes and electronically signs Section 2
Save and return to main menu or save and add another |-9

iman
esource
Tvices
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