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Document Use / Instructions

April 2012

This document is a User Guide covering the functional steps necessary to complete the step by step system
application process functionality. This User Guide contains an ACTIVE TABLE OF CONTENTS that can be
utilized by clicking the title section you wish to navigate to with this document. Additionally this User Guide
contains internal hyperlinks from section to section to eliminate the need for scrolling and ensure the end user’s
navigation to the correct section.

This document is best utilized by saving to your desktop (not printing). However, navigate to its original location
on a regular basis to check for updated versions, and ensure you are always following the most current version of
this User Guide. This is Version 5 (V5).
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Overview

Important Note: Prior to using US Verify it is recommended you complete/review the E-Verify and US
Verify training courses and/or materials.

US Verify is our web-based application that delivers ALL the new-hire On-boarding forms electronically
for your employees to complete online. US Verify allows employees to complete the 1-9 form with
accuracy, and allows you to electronically process and store I1-9 forms. US Verify completes the E-
Verify query through their integration with the government E-Verify database. In addition to I-9 forms
the US Verify system allows employees to complete the W4, applicable State Tax forms, and company
forms such as screening waiver forms, Commitment Sheet, and more!

Also through US Verify you can deliver client required forms electronically. The library of the client
required forms available through US Verify will grow over time eliminating the need for paper
completely.

Benefits of using US Verify are:

e One location to deliver new hire forms electronically, manage E-Verify results, track -9 document
expirations, and lookup forms

Reduced unemployment claims due to no more lost Mandatory Contact Notice/Commitment Sheets
Monthly I-9 audit eliminated with full adoption of electronic forms!

Forms completed perfectly every time- no more errors on 1-9 or other forms

E-Verify is integrated and occurs automatically after the I-9 is reviewed and completed

Client Specific Forms can be delivered through the same system

Remote form completion

Remote Process

US Verify has the functionality to deliver the On Boarding forms remotely to wherever the Employee is
able to access a computer. Create the On boarding packet using the Email (preferred method) or
PrePopulate functions in US Verify.

Note: After completing the forms remotely the Employee will still need to go to a local branch for a
Company Representative to review their ID documents and complete Section 2 of the I-9.  For
forms other than the 1-9 the employee doesn’t need to be present in your office.

Another scenario that makes sense to deliver forms remotely is when your Employee wants to change
their Federal or State W4, Direct Deposit form, or complete Client forms. In this case you will need to
select the correct email template to deliver the additional form(s).

US Verify allows us to deliver Client required forms quickly and easily if the employee is already in US
Verify. You should always start by checking the Contract Administration site to see if there are any
additional forms not found in US Verify. Additionally, only Employee facing forms have been loaded
into US Verify. Any form that the Employee does not need to see, Example: Checklist, background
requirements will not be loaded into US Verify
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Logging into USVerify

First Time Login

Follow these instructions for logging into US Verify. Step 3 is an additional step that will occur the first time you

log into the system.

Step | Instruction Action

1. Locate US Verify website
https://secure.usverify.com/hrmgr/hrmgr?brand=
29000 >

2. | p9in using

smith) or (jennifer.jones-ny)
Password default = 1234
Employer Code

Adecco: ADECCO

Adecco Franchise: FRANCHISE
Click the Login button

Username = first part of your email address (joe.

Comprehensive 1-9 Management Solution
IF you are already a user of Adecco 1-9
services, you can quickly login here,

Username: trainerson_t
sessses -
Ermployer Code: | TRAINING

Password:
-
i
—
e 1

"
-
Forgot your password? Click here bo ‘ -

v,

reset your password,

3. Logging in for the first time will prompt you to
change your Password.

After you change your password
e Click the Save button

e log out and then log back into the USVerify
using your new password

Change User Password

Current Password: “ |

Mew Password: | |

Re-enter New Password: | |

Back to top
Issued By Issue Date Revision Date Page 5 of 58
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Forgot Your Password?
If you forget your password you can reset it from the main login screen.

Step | Instruction Action

1. From the Main login page, from the Employer

Login section:

If wou are already & user of Adecco I-9
services, you can quickly login here,

Under the Login button in the” Forgot your
password? Click here to reset your password.”

Username: |

Passward:

Employer Code:

e Click the word here

Faorgot your password? Click here ko
reset your password,

2. o Enter your Username _—_ e
e Enter your Employer Code
e Click the Submit button Please enter your username to reset your password.
Username: | |

Employer Code: | |

_

3. An email will automatically be generated to your &n email has been sent to the email address on record
email account. (ETA: 2-5 minutes)

Back to top

Issued By Issue Date Revision Date Page 6 of 58
Training & Content Development 06/2010 04/2012




Grou

USVerify User Guide V5 North Ameico

Changing Your Password

You can change your password for logging into US Verify any time you like on your own. You must first log into
the system, then follow the instructions below. If at any time you feel your password has been compromised you
can log in and create a new secret password. Remember never share your login credentials with coworkers,
employees or anyone. Your password to the US Verify system is to be kept confidential.

Step | Instruction Action
1 Locate US Verify website
https://secure.usverify.com/hrmgr/hrmgr?brand=
29000 _ =
2. PR ;
At any point in time if you feel your Password has : Comprehensive 1-9 Management Solution
been compromised you can change your T e e oo 1

password for the US Verify site

Username: trainerson_t

Password: sesssens

Login using your Current Password Emplayer Coce: [TRAINING

—

Forgot your password? Click to
reset your password,

3. o
From the Left Navigation menu Dashboard
e Click the Change PIN hyperlink
/‘W
/‘W
/‘W
/‘W
4, The Change User Password screen will appear e
e Enter your Current Password
o« Create and Enter a new secret password into | C_Urrent Password: “ |
the New Password field New Password: | |
¢ Re enter your newly created password into Re-enter New Password: | |
the Re-enter New Password field - . - -
e Click the Save button M @
5. Log out and then log back into the US Verify using your new password
Back to top
Issued By Issue Date Revision Date Page 7 of 58
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Setting up the Employee

There are two (2) different ways to set up an employee to complete his/her paperwork within US Verify; by Email
and by Pre-Populate. Different reasons for using each method apply. Follow the instructions below that
correspond with your daily scenario to set up your employees correctly.

Email (only) Process
This process is a quick way to set up a candidate with a new hire and 19 E-Verify packet. The only information
about the employee that is required for this process is: Location of Employment, First Name, Last Name, and
Email Address.

Step | Instruction Action
1. Locate US Verify website
https://secure.usverify.com/hrmgr/hrmgr?brand=
29000 ~
2. After logging into US Verify:
Dashboard
From the left Menu
e Select Email
) 1: 1 15
|
o)
Issued By Issue Date Revision Date Page 8 of 58
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Step

Instruction

Action

3.

The Create Email page will open

e Select Location of Employment from the
dropdown menu

e Select Email template from the Select Email
Template dropdown menu

e Double click to select form group from the
Select Form Group list of options

0 Selected form group (s) will move to
Selected Groups menu

OR

e Click to highlight in the list of options then
click the

Wx-;

button

Form Groups:
Many form(s) and form packages are set up. If
you have a question regarding what is in an
actual form group and/or package, submit a
request to eService.

Greate Email

Employee Information

* Lacation of Employment:

[010101-CEO, Adecca USA, MY

* Select Email Template:
|OnEUavdmg Farms 4

* Select Form Group

Select From On Boarding Group
(This list contains the O Boarding Groups and the single delivery Forms
relating to on-boarding e State Tax Forms.

Fiker groups by keyword

L ——)

Selected Groups

Hire - Bank Of America General Staffing On-Boarding Fo &
Hire - Cpe General Stafiing Onboarding
Hire - General Staffing On-Boarding - Mj
Hire - Cpe General Stafiing Onboarding - Mj
Hire - Protessional On-Boarding Forms

Hire - Cpe Professional On-Boarding Forms
Hire - Protessional Onboarding Forms - MNj
Hire - Cpe Professional Onboarding Farrns - Nj
Hire - Medical And Science Onboarding Forms v

Hire - General Stefiing On-Boarding

S

If Client Forms are being added:

e Double click form choice from Select Client
Form Group column

OR

e Click to highlight then click the Add Form
Group>> button

The form (form group) will be added to the

Selected Groups

menu

Hire - Bank Of America General Staffing On-Boarding Fc 4
Hire - Cpe General Staffing Onboarding

Hire - General Stafiing On-Boarding - Nj

Hire - Cpe General Staffing Onboarding - Nj

Hire - Protessional On-Boarding Forms

Hire - Cpe Professional On-Boarding Forms

Hire - Protessional Onboarding Farms - Nj

Hire - Cpe Professional Onboarding Forms - Nj

Hire - Medical And Science Onboarding Forms v

Select From Client Form Group
(This list cantains 3l Client Farm Groups 1., 1001968 GE Healtheare PSA)
Filter araups by keyword

Client- 1000367 Philips Healthcare - Intermagnetics (Imi
Client- 1001968 Ge Healthcare Psa L
Client-1010427 Adidas ’
Client- 1029807 Quintiles

Client-1032048 Ups Scs Williams Sonoma Ms/Tn ¢
Client-1032049 Ups Scs \Williams Sonoma Ms/Tn - Forl
Client- 1033963 Bayer All Associatas

Cliert- 1033963 Bayer All Driving Positions

Cliert- 1033963 Bayer Health Care Only

F—————————
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Step | Instruction

Action

Client Form Group SEARCH TIP
)
“A

e In Custom Match (CM): Look at the Assignment
and get the Customer # directly from the Order

In US Verify
e Type the Customer # in the field and then

e Click the Filter button

All of the package(s) and/or form(s) associated to that
customer should appear. This will help sort through the
list of form packages.

*NOTE: If no results appear in the listing then the
Customer ID entered has no associated Client Forms in
the US Verify system.

Ky File Options View Report Help

éCustomer Employves  Order Calendar Tasks CSWebS.. GMIC  Resume.. Admin

Customer Name:
Customer ID:
Order Name:

Select From Client Form Group
(This list contains all Client Forrm Groups i.e, 1001965 GE Healthcare PSA)

Filter groups by kewword

| Order Detail Order Skills E

GE
856061 ,

lcPE

Save

Close

856061 |

Client- 856061 Ge Energy r'\-'ianac_;ement‘_r

5. e Include 197 field select
= Yes toinclude 19 with On boarding
forms
or
= NOf 19 has already been completed
or is not needed at this specific time
e Use Notary?

If the Employee will be completing 1-9 with
approval/signature via Notary Republic select
YES from the Use Notary dropdown menu

If no Notary will be used leave the default as NO

For more information regarding use of Notary
see Notary section of this document.

* Include 1-97

* Use Notary?

* First Name: MI:  * Last Name:

Issue Date
0672010
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Step | Instruction Action
6 Address the Email to the employee: * First Name: MI:  * Last Name:
e Complete all fields with a red asterisk
° Add to tOp Of message |f deSired * Email Address: * Re-enter Email Address:
. * From: (enter Email address) Check box to receive progress updates.
The Check Box to receive progress updates rachelprentiss@adacona.com
IS aUtomatlca”y CheCked' CC: (separate with semicolon) [ click to include your email address.
To received email updates related to the * Subject:
Employee’s progress in US Verify:
H * Sal i ing:
e Leave checkbox selected with green salutation/Greeting
ChECkmark . . Add to top of message body:
If you do NOT want to receive email updates
regarding the Employee’s progress in US Verify:
e Click checkbox to deselect or remove the
green checkmark
7. ) Standard Template Text:
Read/rEVIeW the Standard Template TeXt' Thank you for taking the time to interview with A
Adecco and to discuss employment opportunities.
*NOTE: Do NOT change/edit/alter the Standard Congratulations, you meet Adecco!s preliminary
placement regquirements: and are ready to kbegin
Template TeXt the Aadecco hiring process. During this
preliwinary on-hoarding process, you will
° Add desired, additionaL relevant complete Adeccoo waiver forms and you mway he asked
. . . to complete client specific forms. Executing
Informatlon tO the employee n the Add these documents does not constitute or guarantees
to bottom of message body field an assignment offer by Adecco and/or our
client.
Please note: you will need to have the following
computer sSettings in order to access the forms:
PC: M3 Internet Explorer 6,7 or § or Mozilla
Firefox browser on a M3 XP machine or higher with =
an Adobe PDF Wiewer installed and pop-up blockers
Add to bottom of message body:
For any gquestions please contact
Branch User at 1111111111
8. Your personal contact information will Closing:
automatically populate in this section for you. Sincerely, -~
* Note this can be edited if desired
A
9. e Click the Send button on bottom right of =
soreen [
10. e You will receive a confirmation message

e An email will automatically be generated to
your Employee’s email

An email invitation has been sent to; lucas. lukerson@gmail.com

See The Employee Experience section of this User Guide for In Branch (and Remote) Employee completion

steps.

Back to top
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Pre- Populate Process

The Pre-Populate process can be used for when an Employee does not have an email address, or simply wants
to complete the forms while s/he is currently in your office. A packet can be set up for the Employee to complete
while s/he is in your office.

In Office Process

This Pre-Populate process is the ONLY way to set up paperwork for in-office applicants/employees and
employees that do not have an email address.

In the Pre-Populate process you are entering in the Employee information so that s/he will not have to complete

their personal information fields during their on-boarding process.

Always confirm Name, Address, email and

phone with the employee to ensure the most current information exists in the CM record.

Note: The employee may change the information if needed during the completion of his or her on-boarding forms.
Step | Instruction Action
1. Locate and log into the US Verify website
https://secure.usverify.com/hrmgr/hrmgr?brand=2 -
9000 '
2. From the left Menu
e Select Pre-Populate
3. The PrePopulate page will open. Pre-populate
In the Employee Data section:
e Select branch location from Location drop Employee Data
down menu options Location 010101 - CEC. Adeco v
Populate all fields with information from the First Hame WENDY
Employee’s file of CM MI
. Last Mame WORKER
e Form Group_ﬂeld select correct group for - 93999055
YOUR new hire
Retype S5H 2opRR2az
e Include 19? field select Zip 32801
= Yes toinclude 19 (after addendum is ddress 900 M ORAMNGE AVE
signed and returned) or A
. ress 2
= NOif19 has already been completed _
or is not needed at this specific time iy CRLANDO
e Use Notary? State FL
If the Employee will be completing I-9 with Email WENDY 'WORKEREEMAIL COM
approval/signature via Notary Republic select Reenter Emal WENDY WORKER@EMAIL COM
YES from the Use Notary dropdown menu Chone 078101111
If no Notary will be used leave the default as NO Inelude 1-57 ves &
LIse Mokary Mo v
For more information regarding use of Notary see
Notary section of this document.
Issued By Issue Date Revision Date Page 12 of 58
Training & Content Development 06/2010 04/2012



https://secure.usverify.com/hrmgr/hrmgr?brand=29000�
https://secure.usverify.com/hrmgr/hrmgr?brand=29000�

USVerify User Guide V5

¥ite[Talele] Group

North America

Step | Instruction

Action

4, Make form/form group selections from the Select
Form On Boarding Group section and
(if needed) Select Client Form Group section:

Double click form group to move to Selected
Groups menu

OR

Click form group to highlight then click Add
Form Group>> button

Select From On Boarding Group
(This list cantains the On Boarding Groups and the single delivery Forms
relating to on-boarding i.e State Tax Forms.)

Filter groups by keyword

@ Selected Groups
Hire - State Tax Forms -\t Double i‘ Hire - General Staffing On-Boarding
Hire - State Tax Forms - Wi Click
Hire - State Tax Forms -t
Hire - State W4 //

Hire - Tad Payrall Choice Farm
e - | alcvieriiier Verification Info A= *
- rding Handbook Insert

Hire - Tx - Network Notice And Acknowledgement = ‘
Hire -'vt- Declaration Of Health Care Coverage ~ y
Select From Client Form Group U4
(This st cantains all Client Form Groups .2, 1001968 GE Healthears PSA) 4
Filter graups by keyword /

L G—) 9
4

Client - 1000367 Philips Healthcare - Intermagnetics (Imi 4

Client- 1001968 Ge Healthcare Psa e

Client- 1010427 Adidas

Client- 1011607 New Breed

Client- 1028807 Quintiles

Client- 1032043 Ups Scs Williams Sonorma Ms/Tn

Client- 1032043 Ups Scs Williams Sonora Ms/Tn - Forb

Client - 1033969 Bayer All Associates

Client - 1033969 Bayer All Driving Positions -

[——— | C———

Client Form Group SEARCH TIP
)
A

e In Custom Match (CM): Look at the Assignment
and get the Customer # directly from the Order

In US Verify
e Type the Customer # in the field and then

e Click the Filter button

All of the package(s) and/or form(s) associated to that
customer should appear. This will help sort through the
list of form packages.

*NOTE: If no results appear in the listing then the
Customer ID entered has no associated Client Forms in
the US Verify system.

Ky File Options View Report Help

Customer  Employee  Order Calendar Tasks

CSWebS.. GMIC  Resume... Admin

Order Detail order Skills E

Save Customer Name: SE
Customer ID: 856061 ,
g Order Name: |CPE

Select From Client Form Group
{This lisk contains all Client Form Groups i.e, 10019658 GE Healthcare PSaA)
Filter groups by keyword

B5606 | ()

Client- 856061 Ge Energy h-'ianagement‘_r

5. After completing ALL fields, from the bottom of the
page:

e Click the Save Info to Pending Queue button

e You will receive a confirmation message
that the employee’s record has been saved
successfully in US Verify

Now the Employee will need to login to their link
and complete their form(s). Follow the steps in
The Employee Experience section to assist.

Dashboard { P

[+
g=}
Q
=)
(=
5
3
g
=)
o
=
3
er
o
-
I
g
]
g
0
@
i
(=

Pre-Populate —_— _

Hnlnard

See The Employee Experience section of this User Guide for In Branch and Remote Employee completion steps.

Back to top
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The Employee Experience

There are TWO (2) different methods for the Employee to complete forms within US Verify by completing on a pc
in your branch/office location or by completing online from a remote location (usually at home). The process
for completing the form or form packets is the same regardless of the location from where he/she access the
forms. The difference is the point of access or login to retrieve the form(s) you set up for the Employee.

Employee Complete Forms from Remote Location

In order for your Employee to complete the forms from a remote location s/he will need to remember, and have
access to the email you entered for him/her when setting up the packet in US Verify.

EMPLOYEE/CANDIDATE STEPS: Remote completion

Step Instruction Action

1 From a remote |Ocat|0n What's New | Inbox x  link

Delete |~ Reply ™ Forward & | 4 || spam | | Move ¥ | Print || Actions ¥

Dear
Thanlk you for taking the time to speak with our recruiter today. The next step in our process is to complete
the new hire forms, electronically. This would include our company forms and the government forms

Dlease note: you will need to have the following computer settings in order to access the forms:
PC: 1S Internet Explorer 6,7 or 8 or IMoalla Firefox browser on a 12 XF machine or higher with an

Adobe PDF Viewer installed and pop-up blockers "off".
Mac: Safar browser with Adobe PDF plug-in and pop-up blockers "turned off'. If using the Mac Leopard

. Em QIO ! ee wi II 03, youmustusESafanm 32-bit mode. To change your browser settings, please, consult your Mac user

nstruction manual for mstructions. Unfortunately, this website will not work on a Mac using IMezilla FireFox

e access the email account to which you sent as a browser.
the form packet via US Verify ﬁ”—_li‘ﬁiﬁm“fii‘;’imiffiif?iiifs

e read the email and review the browser ” s
setting information

e click the Click here to complete your forms
link

Note: The Employer Code is the same

Employer Code that you use to login to US Verify.

e The Employee will need to be made aware of
the Employer Code prior to logging in

A - - Powersd by B{LH
2. If you set up the employee forms using email el9\/er[fy
only (not pre-populate)
The el9Verify page will open first if the employee. Welcome: to 1-6 Applicant Entry
Your employer has provided you this link in order to have you enter information that will be used to complete your
The employee mUSt Federal I-9 form.
. . To begin & remote 19 enter the emai address where you received the email from your smplayer,
e Enter his/her email address i | |
Then 3

e Click the Next button n esparl T2

The Employee will be brought to their 19 and/or the forms that you have assigned.
Note: the el9 page shows up regardless of whether the employee is completing an I9 at this time or not.

After the Employee completes the forms then he/she must contact you for their next steps.
The forms that the employee fills out will determine their next steps.
e Example: On-Boarding forms will require the Employee to come to your office to have their I-9 verified.

Back to top
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Employee Complete Forms in Branch/Office

In order for your Employee to complete the forms, you will need to set up the Employee on a web enabled
computer in your office.

Note: The computer that the Employee is completing the forms at must be connected to an office printer.

In addition to web access and printer access: The Employee Access URL (link) must be saved in either the

bookmarks or favorites of a web browser in your candidate PC Stations in your branch/office location.

https://secure.usverify.com/hrmgr/eob?p action=workFlow&switchCode=501

EMPLOYEE/CANDIDATE STEPS
Step Instruction Action
1. After you access the above link for the Employee Login {
employee from the candidate/ test pc Please enter the information requested below to begin. ‘
workstation
* Emp N
b, i Operating 5
ol | 2 I
H ploy
! ! Employee will
e Go to test computer
login to the Employee Login Page
* g . p . y g g Chek Refras I:"-cucu":t
« allfields are required (as noted by red redtheimage. M’/
asterisk)
Note: The Employer Code is the same
Employer Code that you use to login to
USVerify.
e The Employee will need to be made aware
of the Employer Code prior to logging in
2. After completing the form fields, from the lower
right corner of the screen, the employee will 4 |
need to: —— >, %
e Click the Next button
The Employee will be brought to their 19 and/or the forms that you have assigned.

Back to top
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Conducting Searches

There are two (2) different methods to search for Employee records within US Verify. You can search your office
locally as well you can conduct a search on all offices.

Searching office location that you have access to:

To conduct a search for an Employee record within the offices that you have access to in US Verify follow the

steps below:
Step | Instruction Action
1.
From the left Menu
Select Search Dashboard

Pre-Populate
Upload

Search

Administration
Reports

Email

Change PIN
Help

Enter the

search Criteria Search Resulks Employes Quick Wiew Advanced Search Help
° First and/or Last Name Specific Search Criteria
and/or First Mame | |
e SSN of the Employee you are reactivating Last Name | |
and/or S5
e Employee’s Email Address DHS Case Humber
| Email Address
1-94 Number
Alien Mumber | |
Termination Date | Ill
Hire Duate | Ill
werification Token | |
External Reference ID | |
Record Creation Date | Ill
Swstem Callback ID | |
3. e Then scroll to the bottom of the page and ] ]
click the Search button g} ¥ @
Issued By Issue Date Revision Date Page 16 of 58
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Step | Instruction Action
The Employee Name’s name will appear.
4. ploy PP &Y name K¥ 5y &¥ poH
Prentiss, Kiana wu-wx-4525 0&6-15-2010
From the far right Action column
Click the Quick View hyperlink to open the Action ~
Employee Record. llence Cuick Yiews N
LIC I
llence Caick, Wiew
llence Cuick, Yiew
f . . Case Stabus:  Security number entered in E-Verfy i not
5. The Employee Quick View tab will open e B Vi SN Coti
From the Employee Functions section: Case Closure: N3
e Click the Go to Employee Record button
B Employes Functions »

P

Searching ALL office locations that you do not have access to:

Step | Instruction Action
1.
From the left Menu
Select Search Dashboard
Pre-Populate
Upload
Search
Administration
Reports
Email
Change PIN
Help
Issued By Issue Date Revision Date Page 17 of 58
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Step | Instruction Action
2. The All Locations Search sub-option link will
appear:
PP Dashboard
e Click the All Locations Search link Pre-Populate
Upload
Search
Al Locations Search
Administration
Reports
Email
Change PIN
Help
2. The All Locations search screen will appear All Location Search
Specific Search Criteria
Enter either the First Name ]
e First and/or Last Name pest tane [ 1
and/OF Email Address l:l
e SSN of the Employee you are reactivating
and/or
e Employee’s Email Address
3. e Click the Search button ———
— %k
4, The Search Results will appear.
MName 33N Location(s)
. JA! ;026962 - Closed - Phoenix Southwest, AZ
Under the Name section , 035315 - Rochester, NY
e Click the name of the Employee that you 3221: ;I“d"j
are searching 25393 - Rchardon,
, 025286 - Lyndhurst, NJ
5. Note:
You will have the function to be able to:
e Assign form(s)
e Verify the I-9 form
e Resolve the E-Verify case
e View the record
Issued By Issue Date Revision Date Page 18 of 58
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Countersigning On-boarding Forms and Completing Section 2 of the 19

The employee informs you that s/he has completed the On-Boarding Forms. You will now be able to Countersign
the required forms.

e The Reference Check Release Form will be ready for you to complete the Employee reference check
e When complete continue to Section 2 of the 19 form to data enter the Employee’s IDs

e E-Verify will now be processed

e The final step is to print any forms that the Employee should receive.

Photo Matching — Section 2 of the 19

The Photo Matching status requires you to compare the photograph on the employee’s Section 2 document to
the picture displayed by E-Verify. To date, the only documents included in the Photo Matching tool for E-Verify
are the US Passport, I-766 and I-551.

Form 1-9: Section 2

You must retain copies of the Photo Matching documents which are the US Passport, 1-766, and I-551.

Scenario: You are completing Section 2 of the Form 1-9 and your employee presents either the US Passport, I-
766 or I-551.

Step Instruction Action

1. After the forms are completed by the
Employee; to locate the Employee Record:

Navigate to the Dashboard
(From the left menu click the Dashboard hyperlink)

Dashboard

34

&

From the Working Cases section
e Click the Verification Pending hyperlink
NOTE:

Verification Pending means: On-Boarding
paperwork has been completed by Employee
and section 2 of the I-9 is ready to be
completed

N
p 4
-
N

S [ we %

87

&7

Issued By Issue Date Revision Date Page 19 of 58
Training & Content Development 06/2010 04/2012




USVerify User Guide V5

¥ite[Talele] Group

North America

Step Instruction Action
2. The Search Results list will open: Employee Search
e Locate Employee name in Verification
Pending list
Search Criteria ~ Search Results  Emploves Quick Wiew  Advanced Se:
Showing 83 records out of 83 total resufls.
AY yame AY g5y AYpoH AV,
E, & w-xx-G410 MELWVIL
Bar, Hershy A 605 Recruil
Bean, Jelly sta-ac-0000 Feecruil
Action ”~
From the far right Action column llence I h—!
e Click the Quick View hyperlink to open the | . ..
Employee Record lence
1 1 1 Case Status: M/A
3. The Employee Quick View Tab will open. P
From the bottom right Employee Functions
section ding Documents )) Employee Functions
e Click the Verify Employee’s I-9 button ~ , ~
NOTE: \
*The form names will be in Blue if they have e ="--r--~* :
been countersigned. The form names will be in
Black if they have not been completed fully = R el M
and/or they are Read Only/Downloaded rEE
documents.
NOTE:
4' Counters'Qn the reqUIred forms TO Counter Additional Documents to be Completed
sign each form:
The form(s) listed below must be completed before this employee's -8 can be verified.
. . Please click each link below to complete the form,
e Click the form name hyperlink of each Search REFERENCE CHECK RELEASE
form separately S S
 After you countersign and/or view a form it e o e e b e e et
will no longer be linked
= The font will change to “black”
= This will prevent you from
countersigning the form more then
once
NOTE: You will be able to view the form again
from inside the Employee’s record.
Issued By Issue Date Revision Date Page 20 of 58
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Step Instruction Action
5. The form will open B e et mmtinftegtatni gy pume
o Review the form Emghoges e LUCAS LUKERSON s TRAINER MC TRAINERSO8
e Read Certification Statement Umstoyes Sgnace 3000 - | A0S b S
. . . . Dl " = - B S e B Dy
e Click the green Electronically Sign This
Form button i by Sgn T Fem I

6. After you click the Electronically Sign This The Forrnt<) ket bedoms trsct be completed bafars this amploves's -8 can be varfied.
Form button you will be brought back to the Plesse cick esch Ik below bo complets the o,
forms list to select the next form.

After countersigning ALL forms:
e Click the Continue button

You will be brought to Section 2 of the 19 and
E-Verify query

Section 2 of the |9

FIRST Section 1 of the 19 form will appear. This gives your employee one more chance to ensure their
information is correct.

Section 1: Employee Information and Yerification

First name: TAYLOR Maiden Name:
MI: Social Security Number: RR-RN-TEOE
Last name: BERLIANT Date of Birth: 01-25-1977

e Ask the employee to confirm they are satisfied with what they have entered

Note: The employee will need to complete the attestation at your computer. If you are uncomfortable with an
Employee sitting at your desk using your keyboard, you may want to do the entire forms review at the testing
computer in the event the employee needs to change their section 1 information.

7. If the Employee wants to make a change: Section 1: Employee Information and Yerification
H H First rame: TAVLOR Halden Name:
e Click Edit Employee Data - S
L gzt pameg. BERALLANT Date of Birth:
The Employee will need to Snction 1 [mployes Information s Veriiation D
. . [ pap— ',_qi - [_
1. Update the fields that need correction. = T et
2. Click the I have read the statement above | e Doz " Date of Bt s
checkbox HovwiPidenteme [
3. Click Revert button to continue to
Section 2 =
Issued By Issue Date Revision Date Page 21 of 58
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Section 2: Employer Review and Verification

The documents that are provided by the Employee will determine if you enter information for List A only or List B

and C.
i 1 I Section 2: employer Review and Yerification.
8. . tIfnter tt;e information in the drop down Y s
0Xes 1or: Location: [oeszns - Dules, va =l
- Start Date Select a document kst ]m b
List B Documents List C Documents
= Location I a— I P I
3 * lssung suthort [Fewrean =] * tesurg siharty [55A
= Select adocument list EEw - T T
If the employee presents a US Passport, |-766 1228 = =
or 1-551 see the Photo Matching Steps below il
. P - driver's license expiration date =17-
Note: If an SSA Card is entered it will prompt {5 driver's license expiration date  [06-17-
you to check a box (seen in the screenshot).
"2 checking the check box, I have verified
authortze emplovment in the United States.,
9. After ent_erin_g the Employge D.ocument \
information into the form fields: [ aftest, under panalty of pariury, Ehaf Fhave axamined fhe documeantis) prase
¢ Read the gray attestation section Gocument(z} appear fo be genuine and fo relate fo the employee named that £
. Click the | have read the statement above and fo the hest of my knowiedge the empioyea & afipbia fo wark m Ehe Uinfed &
checkbox
have read the statement abowve, I
’e = =
10. ) . . 1 aftest, under penalty of perjury, that fhave examined the document(s) presenfed by the above-named employes, Bhaf &
To apply your electronic signature to Section 2 of | & i e ey ey T s i e e d
the 19:
. ¥} I have read the statement above,
e Click the | Agree button o -
(S [o——
11 You will then be brought back to the Employee
: Employment Eligibility Yerification
Record ploy lallsy
e Click the Work Record button to complete Case status: [ employment Authorized
the E-Verify portion . . Yerification number: 2010099154203\WP
Working the Employee Record is covered in the : — ) )
Managing E-Verify Cases section. Click HERE @}‘} T e O
to “jump” within this document to that section
Issued By Issue Date Revision Date Page 22 of 58
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Photo Matching Steps for US Passport, [-766 or 1-551

When the employee presents a US Passport, I-766 or I-551 document for their Form I-9. The initial response of
Photo Matching is returned.

Step Instruction Action

1 section 7: Employer Review and Verffication

e Enter the information into the S [zeze o
) ) i i Location: [620077 - Narwood, OH =
corresponding fields in Section 2 P — [E = o

Selact a List A Documen! t
= 1ssuIng autherry II‘#N
* Foreign passport numbser I'ES-!SGFE‘D
* Foreign passport expiration date | FEEEE (G|
= 1-551 numbsr | 2336789
= [-551 expiration date |';-1:-zu‘: m

Step Instruction Action

2 * 1551 number | 123456789

' e Click the here hyperlink in the: L 215201 -

Click here for your bar-coded document =2
to fax copies of the employee's EAD — —
documentation message m.,r%mmmmm ]

e Finish completing Section 2 of the Form I-9

3. e Photocopy the US Passport, I-766 or I-551
and

e Fax the bar-coded document and copy of
the ID to the fax # provided on the bar-
coded document.

*The ID will upload into the Employee Record in

USVerify
4.
e Shred the photocopy of the ID once you
confirm that the ID is uploaded into the
Employee Record.
Issued By Issue Date Revision Date Page 23 of 58
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5. To complete the process in US Verify, from the
Employment Eligibility Verification section the
Case Status reflects Photo Matching is
Required

e Click the Photo Matching button

Date of birth: 10-07-1989

Email;
External Ref 1D:
Employment date: 12-15-2010

Ko heatdon:ate’ T — i’

Employment Elgibility Verification
Case status:

1% ot Matching is reguired

The DHS Photo Matching page will appear:
e The photograph that should be on the
employee’s document is displayed

DHS Photo Matching

Doss the photo below match the photo on the Employment Authonizabon Document prowided by the employes?

Sedect Vs or No to Conbrve, ™ HOTE: If Mo Pholo on ths Decument’ appears below, select Yes,

Instructions are displayed for you explaining what you must do to indicate that the photographs do or do not
match.

DHS Photo Matching
Step 7A:

e Click Yes if the photographs are the same to confirm
that the photo on the employee’s document matches
the photo returned by E-Verify

e E-Verify will then update the case status to
Employment Authorized and you can

0 Resolve the case as Employment
Authorized.

D B pho i el aich the photn on the Employment AuTorzston Dooument pronaded by the employes?

Select el or Mo 13 Comtrum. *“MOITE: §f Ne Phats on e Document aopeint belom, elect Tri
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Step 7B:

e Click No if the photographs are different to indicate
that the photo on the employee’s document does not
match the photo returned by E-Verify

e  E-Verify will then update the case status to DHS
Tentative Nonconfirmation

e You will then follow the steps with your employee
when a case is turned back as DHS Tentative
Nonconfirmation

A message is displayed informing you that a copy of
the employee’s document should be retained.

Next:
e Click the appropriate Contest/Not Contest
option

e Follow the steps to process the Contest and
refer the employee or Not Contest process

Jump to the DHS Tentative Nonconfirmation section of
the Case Status Results section for steps on processing
Contest and Not Contest.

DHS Photo Matching

Back to top
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Remote Verifier Process

If an Employee is hired from a remote location, or to work in a remote location he/she may need to complete
section 2 of the 19 in your branch/location - in which case a remote verifier would be needed. Branch Colleagues
will be able to verify the employee identification and complete the I-9 on behalf of the requesting office. To verify
employee identification remotely, the Branch colleague will need to do the following:

Step Instruction Action

1. Go to the remote verifier web page:

e enter URL/web address https://secure.usverify.com/hrmgr/eob?brand=29000

2. The Verifier Login page opens »

e Complete the fields
Verifier Login

Verification token is the number from last
page of on boarding document provided by
the Employee. The Employee is instructed to
print this final page (which includes the token
number) upon completion of his/her online

Client 1D:
Username:
Password:

Verification Token:

forms/pkt.

e Click the Login button

3. After logged in the remote verifier will be Employee’s 1-9 Summary
brought immediately to Section 2 of the
Employee’s 19

The Colleague will use the identification o e A NG S s
provided to them by the Employee to
complete the I-9 screen.

Using the identification
presentsd by the candidats,
complete required fiskds as
presented

* US Passport Book ) Card mumber

* US Passport ook Card mxpiration date

| Dacina | | 1Agres |

4 The following will need to be completed by the
Colleague:

Employment Start date:

e Current date that the Employee is in the
branch completing the I-9 form =

Employee Start Date

* Employment start date: (MMDDYYYY) Ext
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Step Instruction

Action

5. Select document list: Select the 1-9
document list that the associate is presenting
for identification

e ListA OR
e ListBandC

Please note: If a Social Security card is used as a
List C document, the Colleague must acknowledge
that the social security card does not specify on the
face that the issuance of the card does not
authorize employment in the United States by
clicking the check box next to the statement.

If the US Passport, I-766 and 1-551 are being
used you will be required to print the bar-
coded fax cover page and fax the copy into
the US Verify fax server. Do not shred the
copy until you confirm with the owning office
that the fax received in the Employee’s
record.

Select a document list

:ListA v'!lz}

NS Possoor Book/CordRAIE]

Select a document list | ListA - @
US Passport Book/Card x| [7]

* Issuing authority US Government
* US Passport Book/Card ni
* US Passport Book/@8rd expiration date ]

[ Click here®®generate a barcoded document. Photocopy the employee's US Passport, 1-551 or I-766
documentation onto this form and then fax to the fax number provided on the bottom of the form.

6. Verifier Information and Electronic
Signature: The Colleague’s information will
be prepopulated in the fields:

e first name
e last name
o title

Verifier Information and Fectronic Shoature

First e Larst mame: Tithe:

7. After reading the statement of truth then:

e Click the | have read the statement
above check box

he document(s) presentad by the above-nam:

the employee Degan empsioymenion T

D

Read State
|g: nave réead the statement 230'.'|—'| of Truth
&

inowledge the employes is

8.
I attest, under panalty of perjury, that [ have sxa
e Click the | Agree button - BTSESE, LT penatly oF DELATY, et Nave &x
appear 10 De genuing and o reiate o e emmoye
NOWISCOE e Smpoyes 15 SUthon2ed [0 Work in U
l;_.d: NavVE réad e statement ADoOVE,
[ Decline ] [ | Agree ] !
9.
The Colleague user will automatically be logged out of the system
Back to top
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Notary Process

US Verify allows an Employee the opportunity to complete the 1-9 and OnBoarding forms electronically. There
are instances where the Employee may not live close to one of our offices and would need to visit a Notary Public
to have his/her I-9 form verified. US Verify has the ability to deliver the I-9 form to the Employee and still have the
form stored within the US Verify system after the Notary Public has verified the documentation. E-Verify can be
then be processed directly through the Employee’s record in the US Verify.

Benefits of using US Verify are:

e Electronic delivery of the I-9 form.

e E-Verify completed through US Verify
e Remote Form Completion

Colleague Process: Emailing I-9 form and OnBoarding Packet with Notary

Step | Instruction Action

1. From the left menu options:
e Select Email

U

2. .Complet.e Form set_ up fields selectmg * Location of Employment:
information as required for your specific
Employee * Select Email Template:
* Select Form Group
After logging into US Verify - from the Email
3. screen:gg 9 y * Include I-9?

I‘r’es *I

* Use Notary?

I"r'es 'I

e Select Yes to Include I-9
e Select Yes to Use Notary

Complete the rest of the email template as
instructed in the Email Process section of the
US Verify User guide.
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Employee Process: Completing the I-9 form and OnBoarding Packet with Notary

Step | Instruction Action
1 Employee will log into personal email and: — -
. &
e Click the Link found in the email. Do it Eplpees
Feanb youa For fakong ke bme 1o epeakweth our mcoiar bod sy
Thei ] Gl i DU OPOC B S 1510 ComBkda imis
Plemza cick on the ink klow 1o canplaia your e
| Mk b b ool eje yougr Eoeere: rj
Tiwurcly
Traver MoTiansE0n
L .
2. Em ployee will complete: Employee Information
° Information page and Please be sure to enter your name as it appears on your Social Security Card.
. . Click here for detailed instructions on completing your 1-3,
e Enter his/her Name as it appears on Clehere t see  sample Federd 15,
the Social Security Card.
Please do not use nid
* First name: ML * Last name: Maiden name:
3 Employee will complete:
Citizenship Status
e Citizenship Status Select the option that best reflects your citizenship status.
* I attest, under penalty of perjury, that I am (chedk one of the following):
4. Employee WI” Complete: Continue On-boarding
Your employer requests that you provide the information for the forms listed below, Complete each page with as much detail as possible.
e OnBoarding Forms as assigned
The following pages contain PDF documents.
Ciick here to test whether your browser is capable of completing these forms
before continuing the on-boarding process.
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Step | Instruction Action
5. Employee will finish the forms and be brought
to the Forms Complete page. Employee will:
Forms Comphele

e Click on the PDF document.
e Print the following forms:
1. Blank I-9 form
2. Notary Instructions
3. Notary Signature Form
4. Bar Coded Fax Cover Page
5. Employee Instructions

NOTE: 12 Pages will be printed

e Click Save, Print, Close, and/or Email at
the bottom of the Form Complete page

Cenfirmuation

Metary Information

'rncrler Mire Nebary Instroction and Verification Form

D S G G

6. Employee will contact the Notary Public and:
e Take the acceptable document(s) s/he will
use for the 1-9, as well as the blank -9

Form, and Notary Form to a Notary Public.

e Fill out Section 1 of the I-9 in front of the
Notary Public, and present his/her
acceptable verification documents for the
Notary Public to fill out Section 2 of the I-9
Form.

e Once the I-9 and Notary Forms are
complete then s/he will fax the completed
[-9 Form and Notary Form to the
Employee’s US Verify record using the
provided bar coded fax cover page.
Note: use the fax number provided on the
cover page.

e Note: Employee will need to photocopy
the Permanent Resident Card (Form I-
551), Employment Authorization Card
(Form 1-776) or US Passport or US
Passport Card onto the fax coversheet if
that is the documentation that is being
used.

Your Hext Steps

To frish the Document Verificaton process you must do the foloing:

. Prin or save t page for your record,

%, Take the acceptable document(s) you wil use for the 149, a well s your blank 149, to & Notery Public,

3. Fllout Secton 1of your I-9in frant of the Notary Public, and present your acceptabl verfcation documents for the Motary Publicto il
out Section 2of your 149,

4, Tfyau have any questions regarding this process, please contact your company representative feariter,
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Colleague Process: Processing E-Verify in US Verify for Employees using Notary Process

Step

Instruction

Action

1.

After the OnBoarding Forms are completed
and the I-9 and Notary Forms are uploaded:

e Log into the Employee’s record
0 Click Search from left menu
o Enter desired search criteria into
fields (i.e employee Name or SSN)
0 Click the Search button at bottom

)
of screen

o0 From Search Results list (pictured
to the right)>

0 Click the Quick View link in the far
right column of the employee’s row

Employes Seardch

spach Ciia | Search Resalts Enplopess Quick Wew  idwanosd Ses

Showing 87 rorords out of 8 roial rosuits.

AW gopy A¥ poH &F |,

. i)
— FELT
et s Recrul

Eaary ek o (il O Rozcrudl

Action 4

Countersign the required forms

The 1-9 form and Notary form(s) will be found
on this list.

Print the 1-9 form for reference during the E-
Verify process.

e |f the Permanent Resident Card (Form I-
551), Employment Authorization Card |-
776, or US Passport is used then the fax
coversheet will need to be printed to use
the photo tool in E-Verify.

Click the Continue button

1
5

The E-Verify screen will appear.

e Enter accurate information into the
corresponding fields

e Click the Initiate E-Verify button

Initiate E-Verity |

4. IMPORTANT!
IF you used fax documents/papers/forms
during the E-Verify process:
e Shred the photocopy of the I-9 form
and fax cover page
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Key Points for Notary Process

e The Employee must complete Section 1 of the I-9 form in front of the Notary.

e Verify that the Notary completed the I-9 form correctly.

e The fax cover page may have a copy of the Permanent Resident Card (I-551), Employment
Authorization Card 1-776, or US Passport or US Passport Card if any of those documentations are
used.

e Colleague Instructions can be found on the Dashboard page of US Verify.

Back to top

Reactivate an Employee in US Verify

When an employee wishes to REACTIVATE you will need to determine whether they are a “Reactivate”
Employee or a “Rehire” Employee. Please follow the Rehire Reactivate policy to make that determination.
You can use US Verify to deliver the forms to them that they need to complete for their reactivation.

Step | Instruction Action

1. To Reactivate an Employee in US Verify:

Conduct a search for the Employee record. For more detailed steps on how to conduct a Search see the
Conducting Searches section of this document.

2. To assign the Rehire/Reactivate form . ——
e Click the Assign Form Group button M
3. The Available Groups page opens. e From mBoarog e
{This list contains the On Boarding Groups and the single delivery forms
relating toon-boarding i.2 Stake Tax Forms )
Fileer aroups by keyword
To add forms or form groups: f setocted troups
To filter: Hire - State TaxFarms - Va || Hire - State wa

Hire - State Tax Forms - Wt
e Enter the keyword for your form/form group kﬁiiiiﬁimim

- Tad Payro orm

into the filter field and click the Filter button ' —- >
y il Cknowledgemen
OR Fite-Time Fecarting Honebaok heen o
. . . Select From Client Form Group
° Scroll through the avallable forms ||St|ng ::Tlrlslwstcor\ta\nsaHClwer\tFormGraupsLe.lUUlBEEGEHea\thcarePSA)
lker aroups by keywaord
e Select necessary form or form group (s )
e Double click form/form group to add to ot 100108 ol isatheara e o
Cligrt- 1010427 Adidas
Selected Groups column R
oR |
™ From bOttom Of page CIICk 'gwem—IUSSBEBanerAHDrlvmgPDsnmns v ) ]
Add Form Group>> button to add to | e’ | (S E—
Selected Groups column
4. | d [ ST TSR L S—w—
e Indicate if I-9 needs to be included by VES
selecting from Include 1-9 drop down menu hQ
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Step | Instruction Action
5. e Click the Assign & Email to send to - . N -
employee (ST I e Sw—s—
OR
e Click Assign & Save for in branch/office
completion
6. The Create Email page will appear. The template | *Ffirst name: MI:  * Last Name:
will be populated with the information entered [ Wendy | [ J[worker |
when the employee originally created his/her file. Email Address: Re-enter Email Address:
. . i |wwurker@emai| com | | woworker@email.com |
d ReVIeW the |nf0rmat|0n * From: (enter Email address) Check box to receive progress updates.
= Ensure fields with red asterisks are [recruiter@company.com |

popu|ated and information is accurate CC: (separate with semicolon) [ Click to include your email address.

. . * Subiject:
The Check Box to receive progress updates is [Remate Agplication Addendum |
automatlca.”y checked. * Galutation/ Greeting:
| |
To received email updates related to the Add to top of message body:

Dear

Employee’s progress in US Verify:
e Leave checkbox selected with green
checkmark ) . Standard Template Text:

If yOU do NOT Want to receive emall Updates |Thank you for taking the time to complete the A
regarding the Employee’s progress in US Verify: . v - C o
Click checkbox to deselect or remove the green
checkmark

**f use of a Notary is required at this point please

review the Notary section of this document for
more detailed information.

7. When all required fields are complete

e Click the Send button ﬂ"

**An email will automatically generate to the
Employee via US Verify

8. The Employee will log into his/her email and follow the same process to complete the Rehire/Reactivate
form similar to the On-Boarding process.

Back to top
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Rehire an Employee in USVerify

When REHIRING an employee you will need to determine whether they are a “Reactivate” Employee or a
“Rehire” Employee. Please follow the Rehire Reactivate policy to make that determination. You can use
US Verify to deliver the forms to them that they need to complete for their rehire.

Step | Instruction Action
1. To Rehire an Employee in US Verify:
Conduct a search for the Employee record. For more detailed steps on how to conduct a Search see the
Conducting Searches section of this document.
Note: Rehire/Reactivate form has already been completed and a hiring decision has been made.
> For Rehired Employees: - Inactivation Date™ e o010 (E——
e Enter the date of the last assignment
e Click the Submit button
Note: In US Verify the Employee will be put into a
“Pending” status until new forms are completed.
3. = —
e Click the Rehire Options button '
4. The Available Groups page opens. e From mBoarog e
{This list contains the On Boarding Groups and the single delivery forms
relating to on-boarding i.e State Tax Forms. )
Fileer aroups by keyword
To add forms or form groups: e setocted Sroups
TO fllter Hire - State Tax Forms - Va. A ||Hire - State w4
Hire - State Tax Foms - Wt
e Enter the keyword for your form/form group @igiiﬂiimii%
into the filter field and click the Filter button Hire - [ifaion lfo - =
Hwe-Tx-Nelwnrk_Nm\:eAndA:knnw\edgemem
OR Vive - Time Femating b ey
. . . Select From Client Form Group
° Scroll through the aVa”abIe forms ||St|ng ::Tltvlslwst(unt:ni:ﬂClwedntFurmGrnupsl‘e.lDDl%ﬂGEHea\th[arePSA)
e Select necessary form or form group )
e Double click form/form group to add to EHE?EEEEW‘“WP et S
Selected Groups column Olient 101107 New Breed
Client- 1029307 Quintiles
Client- 1032049 Ups Scs Williams Sonoma MsfTn
OR _ i e s i fo
From bOttom Of page C“Ck Add FOTm ;\EHI-IDESSEBanerAHDrlvmgFinsmnns v ) ]
Group>> button to add to Selected Groups 2 — | S
column
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Step | Instruction Action
5. A new email template will be created for the Create Email
Employee.

e Follow steps 3-8 in the Setting up the
Employee, Email (only) Process section of
this document to complete the email to the
employee process.

Employee Information

* Location of Employment:

Fegion 1 v
* Select Email Template:

Application Agreement v

* Select Form Group

Select From On Boarding Group
{This list contains the On Boarding Groups and the single delivery Forms
relating to on-boarding i.e State Tax Forms,)

\E 7-\/

Filter groups by keyword
Selected Groups

Hire - Bank Of America General Staffing On-Boarding Fo# || Hire - General Staffing On-Board
Hire - Cpe General Stafing Onboarding

Hire - General Staffing On-Boarding - Nj

Hire - Cpe General Staffing Onboarding - Nj

Hire - Professional On-Boarding Forms

Hire - Cpe Professional On-Boarding Forms

Hire - Professional Onboarding Forms - M|

Hire - Cpe Professional Onboarding Forms - Nj

Hire - Medical And Science Onboarding Forms -

Select From Client Form Group
{This list contains all Client Form Groups i.e. 1001965 GE Healthcare PSA)

Filker groups by keyword

6. After completing all required fields
e Click the Send button

An email will automatically generate to the
Employee via US Verify

n;—t ﬂ.,

Back to top

Generate Additional Forms

Additional forms can be considered any forms generated to an employee after his/her US Verify file has been
created. This can be the Client form packets AFTER the OnBoarding forms are sent from US Verify and even
existing forms re-sent for the purpose of the employee making updates/changes to specific form information.

Client Forms

US Verify allows you to deliver Client required forms quickly and easily if the Employee is already in US Verify.
You should always start by checking the Contract Administration site to see if there are any additional forms not
found in US Verify. Additionally, only Employee facing forms have been loaded into US Verify. Any form that the
Employee does not need to see, Example: Checklist, background requirements will not be loaded into US Verify

Update Employee Forms

An Employee may come to you while on assignment or in “Available” status and request that a particular form be
updated. Most commonly requested updates are: Federal and State W4 and Direct Deposit form. Employees
can update EXISTING forms by resending the forms via the Assign Form Group button from within the
Employee Record.

Revision Date
04/2012
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Step Instruction

Action

1. To assign Additional Forms to an employee

Conduct a search for the Employee record. For more detailed steps on how to conduct a Search see the
Conducting Searches section of this document.

2. The Employee Quick View tab will open
From the Employee Functions section
e Click the Process Employee button

Employee Functions ))

3. To assign the forms
e Click the Assign Form Group button

lrwsaa!s marma indi-cabkac Fhak Fhe araclaoccs!s marms bae kacs

4. The Available Groups page opens.

To add forms or form groups:
To filter:

click the Filter button
OR
e Scroll through the available forms listing
e Select necessary form or form group

e Double click form/form group to add to
Selected Groups column

OR
= From bottom of page click

Selected Groups column

e Enter the keyword or customer number for
your form/form group into the filter field and

Add Form Group>> button to add to

Available groups:

Select From On Boarding Group

(This list contains the On Boarding Groups and the single defivery forms
relating to on-boarding . State Taix Forms.)

Filter groups by keyward
7

Selected Groups

Hire - State Tax Farms - Wa
Hire - State Tax Fomrms - Wt

- State Tax Forms - Wi

- State Tax Forms -

- Tad Payroll Chaice Form

ification nfo

Hire - Tx - Network Notice And Acknowledgement
Hirg - Vt- Declaration Of Health Care Coverade g
Hire - Time Recording Handbook Insert v‘}

>

Hire - State W4

-->

Select From Client Form Group
(This st contains all Cherk Farm Groups i.&, 1001968 GE Healthars PSA)
Filter groups by keyward

Cliert - 1000367 Philips Healthcare - Intermagnetics (Inv 4
Clignt- 1001968 Ge Healthcare Psa =
Client- 1010427 Adidas 0
Client- 1011607 New Breed

Client- 1028807 Quintiles

Client- 1032048 Ups Scs Williams Sonoma Ms/Tn

Client- 1032049 Ups Scs Williams Sonoma MsyTn - For
Client- 1033969 Bayer All Associates

Client - 1033969 Bayer All Driving Positions v

5 P
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Step Instruction

Action

Client Form Group SEARCH TIP
)
“A

e In Custom Match (CM): Look at the Assignment
and get the Customer # directly from the Order

In US Verify
e Type the Customer # in the field and then

e Click the Filter button

All of the package(s) and/or form(s) associated to that
customer should appear. This will help sort through the list
of form packages.

*NOTE: If no results appear in the listing then the
Customer ID entered has no associated Client Forms in the
US Verify system.

“u Custom Match -
Ky File Options View Report Help

éCustomer Employves  Order Calendar Tasks CSWebS.. GMIC  Resume.. Admin

Order Detail Order Skills E
Save Customer Name: GE
Customer ID: 8560@
e Order Name: lcPE

Select From Client Form Group
(This list contains all Client Forrm Groups i.e, 1001965 GE Healthcare PSA)

Filter groups by kewword

[ss6061 | @@

Client- 856061 Ge Energy r'\-'ianac_;ement‘_r

5. For Remote (employee at home completion)
e Click the Assign & Email button

For In Branch/Office
(employee using in office testing PC)
e Click the Assign & Save button

e A Confirmation popup will appear letting you
know that the form has been saved to the
Employee Record in US Verify, Click the OK
button

Microsoft Inte x|

L] E Record saved.
[ ]
(] 4 |
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Step Instruction Action
6. The Create Email page will appear. The template | createEmai
Remote will be populated with 'Fh'e information eptered ' Employee Information
only when the employee originally created his/her file. * Select Email Template:
. . . Application Agreement v
e Review the information + Use Notary?
. . . Mo v
= Ensure fields Wlth red a}ste_rlsks are * Firat Name: ME * Last Name:
populated and information is accurate | [sesv PRENTISS
* Email Address: * Re-enter Email Address:
BABY@PRENTISS.COM BABY@PRENTISS.COM
If use Of a NOtaI’y |S I’equn’ed at thls pOInt please * From: {enter Email address) Check box to receive progress updates.
. . . rachel prentiss{@adeccona.com
review the NOtar SECtIOﬂ Of th|S document for CC: (separate with semicolon) [ click to include your email address.
more detailed information.
* Subject:
Remote Application Addendum
* Salutation/Greeting:
7. After all required fields are complete o
Remote | ® Click the Send button ’gﬂi"
only

*An email will automatically generate to the
Employee via US Verify

The Employee will follow the same process to complete the Assigned Form(s) as done when completing the On-
Boarding process. See The Employee Experience section of this User Guide for In Branch and Remote Employee
completion steps.

Back to top
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Customized Forms Function

Colleague Process: Emailing form that needs to be customized

Step | Instruction Action
1 From the Email screen:
' Client - 2276687 Beeline [ Mckesson Corporation
e Select “Hire” and/or “Customer”
forms
Complete the rest of the email template as
instructed in the “Email Process” section of the
US Verify User guide.
2. At the bottom of the Email screen ) )
e Select “Send” @
3. A ITIEW page WI” Open Wlth the _form available as Please complete the following form(s) so that it can be delivered to the Assodiate.
a link that needs to be customized.
N Select the “Form" NOM-STANDARD WORKWEEK SCHEDULE NOTICE
*Note: Do not click the “Finish” button before
you customize the form.*
4 Form will open.
) Fay Rates:
e Complete field(s) that need to be «  The hously ray rate for this assiznment will be _
customized *  (Crertime pay will be paid at one and one-half times the regular swaigh
hionrs worked over:
. 40 hours in aoy one work week (in all States but California); or
n 7 lnaerz imarmer nna ek Aarr fin Salifenia
e Select “Submit”
5. You will be brought back to Screen with form(s)
listed. (Refer to Step 3 for visual). -
Finish |
e Select “Finish”
6. Dashboard Page will appear and email will be
sent to Employee. Dashboard
Working Cases
Issued By Issue Date Revision Date Page 39 of 58
Training & Content Development 06/2010 04/2012




USVerify User Guide V5

docco IR

North America

Colleague Process: Assignh Form Group Section: Email form that needs to be customized from
an Employee Record

Step | Instruction Action
1. From the Employee’s Record go to the Assign | From the Email screen:
Form Group section:
e Select “Hire” and/or “Customer” forms
e Select “Hire” and/or “Customer”
forms Complete the rest of the email template as instructed in
the “Email Process” section of the US Verify User guide.
2. e Select “Assign & Email” ) )
3 A new page will open with the form available as
' a link that needs to be customized. The following forms must be pre-filled before being sent to the associate
e Select the “Form” S
*Note: Do not click the “Finish” button before @
you customize the form.* S
4 Form will open.
) Pay Rates:
e Complete field(s) that need to be *  Thehourly ray rate for this assipnment will be i
customized »  Owertime pay will be paid at one and one-half times the regular sraigh
honrs worked over:
. 40 hours in aoy one work week (in all States but Califormia); or
n B huaerz imammer nma ek Ao fin S alifemea
«  Select “Submit” _
5. You will be brought back to Screen with form(s) ) )
listed. (Refer to Step 3 for visual). w
&
e Select “Finish”
6. Email screen will open up.
Complete the rest of the email template as
instructed in the “Email Process” section of the
US Verify User guide.
7. At the bottom of the Email screen ) )
e Select “Send” @
8. Dashboard Page will appear and email will be
sent to Employee. Dashboard
Working Cases
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Colleague Process: PrePopulate form that needs to be customized

Step | Instruction Action
1. From the PrePopulate screen:
e Select “Hire” and/or “Customer” Client - 2276687 Beeline [ Mckesson Corporation
forms
Complete the rest of the PrePopulate template
as instructed in the “PrePopulate Process”
section of the US Verify User guide.
2. At the bottom of the PrePopulate screen
) ) = L & = ] = &
e Click the Save Info to Pending Queue T
button
3 A new page will open with the form available as
' a link that needs to be customized. The following forms must be pre-filled before being sent to the associate
e Select the Form .
*Note: Do not click the “Finish” button before 'ﬁ
you customize the form!! A il
4 Form will open.
’ Pay Rates:
e Complete field(s) that need to be *  The hourly ray rate for this sssignment will be i
customized. »  Crvertime pay will be paid at one and ane-half times the resular swaigh
honrs worked over:
" 4 hours in any one work week (m all States but Califormis); or
[l & hraers g ama ek Ao fin S alifoenia
.+ Clck Submi - Submit
5. You will be brought back to Screen with form(s)
listed. (Refer to Step 3 for visual). -
Finish |
e Click the Finish button
6. Dashboard Page will appear and email will be
sent to Employee. Dashboard
Working Cases
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Colleague Process: Assign Form Group Section — PrePopulate form that needs to be

customized from Employee Record

Step | Instruction

Action

1. From the Employee’s Record go to the Assign
Form Group section:

e Select “Hire” and/or “Customer”

|Client- 2276687 Beeline | Mckesson Corporation

forms
2. e Click the Assign & Save button ;- 3
3. A new page will open with the form available as

a link that needs to be customized.

e Selectthe Form

*Note: Do not click the “Finish” button before
you customize the form.*

The following forms must be pre-filled before being sent to the associate

I

4. Form will open.

e Complete field(s) that need to be
customized.

e Click the Submit button

FPay Rates:

Ll The hourdy ray rate for this assiznment will be .
L] Crvertime pay will be paid at one and one-half dmes the regular swaigh

hours worked over:
. 40 hours in any one work week (in all States but Califoomia); or
. B bz i amme ane ek dar fin Califaemia

5 You will be brought back to Screen with form(s)
' listed. (Refer to Step 3 for visual).

e Click the Finish button

6. Employee Record page will appear.
. . LesignEommdEnein,
e Assign Form Group will appeared = £l
grayed out.
Back to top
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Managing E-Verify Cases

After the Employee has completed their On-Boarding documents and you have completed Section 2 of the I-9
form then it is time to manage and finalize the E-Verify cases.

Step | Instruction Action
1. To Work an E-Verify Record
. Dashboard Dashboard
(If you are not already at your main home page or e
Dash r Ul
ashboa d) Lnicad ‘Working Cases
Search
From the left Menu S 2
Reports ¢
Select Dashboard Email 0
Change PIN 2
Help
2. From the Working Cases section
e Click the DHS Cases Requiring Action Working Cases
hyperlink
e DHS Cases Requiring Action: i
P 55 ot 7
# Documentation Expiring: a
/'-) ‘erification Pending: a4
3. Employee Search
ploy
Locate the name of the Employee needing
E-Verify case resolved - o
Search Criteria ~ Search Results  Employee Quick iew  Adwvanced Se:
Showing 33 records out of 83 total resufts.
AY yame AV g5y AY poH AV,
-
E, & sece--8410 MELYIL
Bar, Hershy Haw-wx-3695 Recruil
Bean, Jelly s-30-0000 Reecruil
Action A
From the far right Action column llence Quick Yiew e
Click the Quick View hyperlink to open the Hie e
Employee Record. llence Cuick, Wi
llence Cuick, Wigw
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Step | Instruction Action
4, The Employee Quick View tab will open
e Click the Go to Employee Record button > IS . »
m{}*‘
5. Undgr the Employment Eligibility Verification Employment Eligibility Verification
section: Case status:
e Click the Work Record button Veriﬁcatiu,]mw
6.

Work E-Verify Record

First name: it | 4 Last name:
LUZAS LUKERSOM

Social security #:
man-an-1111

The Work E-Verify Record page will open. Depending on the employee’s result you will be provided
instructions on how to proceed in the main portion of this page. You will be presented with the Resolve
Case scenarios. You will choose the applicable resolution for your result.

Important!
*All E-Verify cases must be resolved*

Below are the different Case Status’ and the steps for resolving each Case Status result

Case Status Results

EA

Employment Authorized

Employment Eligibility Yerification
1 The case will need to be resolved. Case status: Employment Authorized
e Click the Resolve Case button
Issued By Issue Date Revision Date Page 44 of 58
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Step | Instruction Action
?;ﬁ SSA Tentative NonConfirmation Employment Eligibility Verification
non Case status: " 554 Tentative Man Conf: The Social Security number
. d in E-Verify is not valid according to 554 records.
conf. The message states SSA found the Social e
1 Security Number to be invalid.
This could happen for many reasons; the simplest
being a typo on the forms to something more
complicated such as the Employee’s identity/ SSN
has been compromised.
In this situation the Employee has the option to
take action to resolve the issue and continue
working (contest) or to self terminate (not contest)
and forfeit employment.
SSA AFTER CLlCKING THE Work Record button Work E-Verify Record (S8A Tentative Non-Confirmation))
:grr]]' (Step 5) a.nd arriving at the WOI‘k E'Verify First name: M Last name: Social security : wirth date:
Conf Record page (Step 6) Itle.\snllrnr Tr.m.talfve 'jcftmo.nilrrulal.\m: \‘eﬂfl[.l.HD.I!l!lnl\b(‘r!
2 What s this? READ THIS SECTION
e Read all of the information carefully it the s ot thorsedto wak. Ao o i ek s .
In the case of SSA Tentative Non Confirmation
the Social Security Administration is tentatively
not going to confirm whether this employee is
authorized to work or not.
IMPORTANT NOTE! Tentative Non Confirmation
CANNOT be used to withhold employment.
SSA After reading the information carefully: -
fon | * Click the Print the Tentative ) S D)
conf NonConfirmation Notification button
3. (Choose the language appropriate for the
employee). The letter the employee needs to
resolve the case will be printed.
e Givethe letter to the employee
SSA
1€ 1 If the employee chooses NOT to Contest : Resolve Case »
conf.
4 1. Select the Self Terminated radio button O comect 19 Rem':'t'?ly
. {7 Employes not terminated
o _ . (D5 self terminated
The Termination Date field will appear @ Termination Date (MMODYYYY)
2. E.nter a Self Terminated Date @ ﬁ !
3. Click the Resolve Case button A ;m‘-
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SSA If the employee chooses to Contest :
Ten- Refer Case to SSA ))

non

%onf * C“Ck. on the Refer Case_bUtton ] Ok on 618 apprapriale fanguaga fo peind (e raferral nobice
. e Provide the Employee with the printed letter and refar iz emplayes fo fhe 554,

for their follow up activity
g 5
W.— - !
\— .

(Choose the language appropriate for the
employee) This letter provides instructions for the
candidate to GO to the Social Security
Administration Office to resolve the case.

The candidate has eight (8) Federal Working
days to ViSit the SSA Office and resolve
his/her case. You will need to return to this area
of the system at a later date to check for
resolution and resolve the case.

All E-Verify cases MUST be resolved in the
system!

Again: Tentative Non Confirmation CANNOT be used to withhold employment.

DHS DHS Tentative NonConfirmation

Ten- Employment Eligibility Yerification
non Case status: * DHSTenkative Mon Confi The Social Security number
conf The message states Department of Homeland ' entered in E-Yerify is not valid according to DHS records,
1. Security found the Social Security Number to be

invalid.

This could happen for many reasons; the simplest
being a typo on the forms to something more
complicated such as the Employee’s identity/ SSN
has been compromised.

In this situation the Employee has the option to
take action to resolve the issue and continue
working (contest) or to self terminate (not contest)
and forfeit employment.
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Action

DHS AFTER CLICKING THE Work Record button
:g?] (step 5) and arriving at the Work E-Verify
conf Record page (step 6)

2.

e Read all of the information carefully

In the case of DHS Tentative Non Confirmation
the Department of Homeland Security is
tentatively not going to confirm whether this
employee is authorized to work or not.

IMPORTANT NOTE! Tentative Non
Confirmation CANNOT be used to withhold

employment.

‘Work E-Verlfy Record (DHS Tentatlve Non-Confirmation)

First name: MI:  Last name: Sodal security #: Dirth date:
A LLEERSCN

Reason for Tentative honconfimation: @Q
The Socisl Securty nusber entered in L-verfy i not vabd sccordng bo S50 records

READ THIS SECTION

Verification number;
LIAATINE

what is this

mean that the emplayer ks nor autharized o w

Whal he went?

DHS After reading the information carefully:

:]—g?]_ e Click the Print the Tentative w
conf NonConfirmation Notification button
3. (Choose the language appropriate for the
employee). The letter the employee needs to
resolve the case will be printed.
e Givethe letter to the employee
DHS
:i?] If the employee chooses NOT to Contest : Resolve Case »
conf
4. 4. Select the Self Terminated radio button ACeTEE Y Rem':'t'?ly
() Employee not kerminated
kD' i %elf terminated
The Termination Date field will appear bmminamn Dake (MMODYYYY)
5. Enter a Self Terminated Date @ ﬁ !
6. Click the Resolve Case button ‘ xl}i
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Step | Instruction Action
DHS If the employee chooses to Contest :
Ten- Refer Case ))
non
%onf * C“Ck. on the Refer Case_bUtton ] Chick an £ha approprata fanguagea fo prnt tha refarral nabica
. e Provide the Employee with the printed letter and refer this empioyes fo Bhe ors

for their follow up activity

(Choose the language appropriate for the
employee) This letter provides instructions for the
candidate to CALL the Department of Homeland
Security to resolve the case.

The candidate has eight (8) Federal Working days
to CALL (not visit) the DHS Office and resolve
his/her case.

You will need to return to this area of the system
at a later date to check for resolution and resolve
the case.

All E-Verify cases MUST be resolved in the
system!

Again: Tentative Non Confirmation CANNOT be used to withhold employment.

Back to top
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Printing and Saving Forms

Step | Instruction Action
1. Go to the Employee record:
To conduct a search for the Employee record. For more detailed steps on how to conduct a Search see
the Conducting Searches section of this document.
2. From the right side of the screen under the
Documents section: Documents »
¢ Click the globeicon to the left of the Q| 3
form you wish to print or save a
amu
D (1
o
<
o
<
<
e & b
3. A print/save popup will appear Opening ACKNOWLEDGMENT
e Select the Open With radio button to You have chosen to open
open the document for printing = ACKNOWLEDGMENT
) which is a1 Adobe Acrobat Document (53.6 KB)
e Then click the OK button from: https:ffstage.usverify, com
What should Firefax do with this Ffile?
OR
|.C\dobe Acrobat 9.4 {default) v
e Select the Save File radio button to )|5ave File
save the file to a location 2 10 e e T o s £
° Then CIle the OK button 0 CMis auComatically rar rikes i IS From now o,
[ Ok J:b [ Cancel
Back to top
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What to do when an Employee does not receive the US Verify Email

If an employee does not receiver his/her US Verify Email with the link to his/her file you will need to copy the link
from the original file witin the Employee Record, and then resend the link.

To conduct a search for the Employee record. For more detailed steps on how to conduct a Search see the

Conducting Searches section of this document.

Step | Instruction Action
2. . . Personal Info
From within the Employee file: s . >)
e Click on the Copy Email Link To e 20 2y <
Clipboard button b g ——
Phone: 6315551212
Email: JAME E
Date of Hire:
Term Date:
SSN:
Token: 61036795
Fed Contractor:
3_ -_ﬂ\ H9® 4 9|5 Untitled - Message (HTML) @@rpsr o= sra-
° Open your Outlook Em a|| ? Message | Inset  Options : anrmatText Review a @
e Generate a new email addressed to the B oy BB A
employee Py WA === [0 O B ot | 8 towimporance |
. nght CIICk your mouse and paste the Clmbaardl : ‘Bas\c;ext ‘ ‘ | Hames Include Tags % | Zoom
link into the email =\
== :
%
@
[ Ppaste
4. The Employee will copy and paste the URL into el9\Verify 3
their browser and see this screen: - :
NOTE: This URL is matched with that
specific Employee’s record in US Verify. o
- Do not send as a generic URL.
Back to top
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The Exception Process

Instruction

Duplicate SSN with USVerify:

1A. Employee already applied

US Verify does not accept duplicate SSNs. This may occur for a couple of reasons. One, the Employee
may have applied in one branch and already has an Employee Record in US Verify. The solution to this
scenario would be to research the Employee’s record in CM and locate the office in which s/he has their
record. If the Employee will be transferring to your office, complete the transfer in CM. Twenty four
hours after you make the transfer in CM, USVerify will transfer the Employee record. You will need to
reschedule the Employee to come back to the office to update any necessary forms after their US Verify
Employee file arrives in your office. Remember to confirm whether this Employee is a
Reactivation/Rehire and follow the applicable process. The duplicate record can be deleted in US
Verify.

1B. Fraudulent Social Security Number

The second situation in which a duplicate record may occur is if an SSN has been used fraudulently,
creating two records with the same SSN. Your Employee may be sitting in your office when you run into
this situation so you must handle this situation with sensitivity. Instructions for how to resolve what may
appear to be SSN fraud is covered in the Single Employee Database Policy. Please inform your
Employee that it appears that more than one person is using the same SSN. Do not assume the
Employee in front of you is the not the rightful owner of the SSN! Provide them the instructions
contained in the policy so they can know the steps to take to prove they are the rightful owner. They will
need to return to the office with the necessary documentation at a later date. Ask the Employee to
reschedule their appointment as soon as they have the needed documentation so you can finish their
forms.

Back to top
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Many of the reports in the system are US Verify reports and not reports developed specifically for this company.

This section will cover:

e How to locate a report in US Verify

e How to create/run a report

e Which reports the offices should run and review regularly

Locating a Report

Step Instruction Action
1. After logging into USVerify
From the left Menu Dashboard Dast
Select Reports Pre-Populate
Upload m
Search -
o+
Administration I
&
Reports |\ s
- AR
Email fs)
Change PIN
Help
2. The Reports page opens Repores Home
A brief description of all the high level reports is
provided on this page. o
E-Verify Summanry - An authanzed user can view
E-Verify Detail - &n authonzed user can vew a de
Employees CSV - Ar aulhosized user can doanlo
wafem
nr..-._ulid.\m:l SSNs - An authorized yser can view o
Reverifications - An authorized wser can wew all ¢
timeframsa
Lecation Activity - &n authorized utser can view a
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Step | Instruction Action
3. The left toolbar, under the Reports link lists a
standard list of available reports Dashboard Beponishiome
Pre-Populate
Upload E-Verify Summary - An authorized
Search i i )
E-Verify Detail - An authorized usze
Administration
Employees CSV - An authorized us
Reports system.
E-werify Sumrnar .
Py v Invalidated SSHs - An authorized
E-v/erify Detail irvalid.
Emnployees C5V Reverifications - An authorized us:i
Invalidated S5Ms fimeframe.
Reverifications Location Activity - An authorized o
Location Activity Purged 1-9s - An authorized user o
Purged [-9s Expired 1.9s - An authorized user c
Expired [-9= )
o Exp Work Auth - An autharized us
Exp work suth future date.
Crrboarding Data On-hoarding Data - An authaorized
5V Reports information
4. To locate additional “one click” repOI’tS Dashboard CSV (Comma Separated Values) Report
e Click the CSV Reports link FreFopdate
Upload Ta geneljate a comma separated value (CSY) report, start by selecting the repart from the s
° Cllck the RepO I‘t Nam e dl’Op down menu search report will be automatically downloaded ko your computer,
arrow Administration To begin, select a report to from the list below.
Reports Repart Hame Saiatt one. v
E-Werify Summary 5 e..
. . « . " . i ; Active Employees Mot et Started OnBoarding
A list of available CSV “one click” reports will Erverfy Detal Associated Faxes
. . Emplayees C5Y Clhzensh\p_ﬂepun
appear I|Sted fOf Se|ECtI0n Declined Signature Report
Invalidated SShs E-verify Detail Repart
Reverfications E?rgeéﬂtggnggfgferage Report
Location Activity H\rg Date Conflicts
Expired 1-9s Onboarding Not Begun Feport
¥ | Onboarding in Process Report
Exp Work Auth ’f’ Overdue DHS Actions
On-boarding Data P Purged H3 Report
Proc Refugee/Asylee Report
- Feverification Report
- Termed Emplayee Report
Fmail k szﬁaterc?'; Uiectelveeéjnﬁp\o ea Feed
Change PIN
Back to top
Issued By Issue Date Revision Date Page 53 of 58

Training & Content Development 06/2010

04/2012




USVerify User Guide V5

docco IR

North America

Creating/Running a Report

Step | Instruction Action
1. Reports with Criteria RopOrts
To run a report
e Select the desired report from the report
menu.
2. The Report Criteria page opens. on-boarding Data Extraction Report
1. Inall reports you will have a location field. You
will only be able to select a location if you ) _ _
. . Select the Location, beqin date, and end date ko generate this report,
have access to mU|t|p|e offices Moke: Beqin date cannot be more than 14 days in the past,
2. Some reports have a date range criteria that Lacation; | v |@
can be set Beqin Date: l:ll‘k@
o Enter desired criteria End Date: [ H
3. Click the Submit button ——
—1E
3. The File Download popup will open s _ — i
) '+ Do pou want to open o save thiz lile?
e Click the Open button
é‘ | Name: extract file.5ip
Type: Compressed (zipped) Folder
Note: To open reports you may need to ensure From: stage.usverfy.com
your popup blockers are turned off.
Open |  Save |  Concel
‘while fles from the Inteimet can be uzelul, some Bes can polertialy
hanm wour compastes. IF you do not bust the souice, do not open of
save tris file. What's the (itk?
4. [(Rome = T4po | Packed... |
e Double click the report to open SO Bt ave
] Extract ol files
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Step

Instruction

Action

1.

CSV Reports

From the Reports sub menu options
e Select CSV Reports

(EEEC—

The CSV Reports are an entire separate set of reports that are all generated in Comma Separated Value (CSV)
format. These reports when opened appear in Excel, but if saved will need to be <saved as> .xls files if you plan
to reopen and view as Excel to sort data etc.

NOTE:

When running reports - certain reports can be saved and some should never be saved to your computer. Social
Security Numbers and Bank Information is extremely confidential information and should NEVER EVER be saved
on your computer. Never put yourself or our company in a situation where data can be compromised.

2. The CSV Report page will open C8V (Comma Separated Values) Report
e Click the Report Name field drop down
menu arrow To generate a comma separated value (C5Y) report, start by selecting the report From the select list,
report will be automatically downloaded ko your computer,
To begin, select a report to from the list below.
Repart Mame | Selectone.. hd ! Y
3. e Select desired report from the list of menu €SV (Comma Separated Values) Report
options Select any report, and then
° Com plete the report criteria To generate a comma separaked value (CSW) report, start by selecting the report from the select
report will be autamatically downloaded to your computer,
. . . To begin, select a report to from the list below.
Again, all reports will have a location but only o P
some will have a date range. Report Hars | Onboarding Mot Begun Feport v !‘.}I
Lacation |A|| hd |
4, After criteria is selected/entered: €8V (Comma Separated Values) Report
d Cl ICk th e DOW n I 0 ad Rep 0 rt bUtto n o generate & comma separated value (C5W) report, start by selecting the report from the select list, then provide any additional re
=port will be sutomatically downloaded to your computer.
To begin, select a report to from the list below, @ |
Report Mame ‘ COnboarding Mot Begun Report v ‘ =
Lacation ‘ All he ‘ ‘\X
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Step | Instruction Action
5. The File Download popup will open e ———— i
. | Do you want to open o tave this file?
e Click the Open button
i‘ I Mame: extract_file.zip
Type: Comprassed (zipped) Folder
Note: To open reports you may need to ensure From: stage.usvenfy.com
your popup blockers are turned off.
Open |  Save | Concel
While fle: from the Intemet can be uzelul, some fles can polentialy
harm pour computes. [f pou do not bust the sowce, do not open or
save this fa. What's the righ?
6. P | Packed... |
e Double click the report to open SRR (ot ... 258
[ Extract ol files
Back to top

Important Reports to Review
There are three major reports the offices should be reviewing on a regular basis.

On-Boarding Data

This report lists all the information you will need to complete your candidate’s record in
CM. It lists their name, completed date, tax information and direct deposit information.
The location and a date range should be selected. The date range should be one day
and printed daily to complete all records of employees on the same day.

Expiring Work
Authorization

Should be reviewed on a weekly basis depending on your market. It is a simple PDF
report that lists Name, partial SSN, ‘work until date’, and ‘days to expire’

E-Verify Summary

Should be reviewed on a weekly basis. This report is a simple PDF report that lists a

Report breakdown of E-Verify transactions by office. This report will help you identify the E-
Verify cases that require your action to resolve them.
Back to top
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Key Points to Keep in Mind

1. Do not send more then one email to the same Employee.

2. The Employee will be in “Pending” section only if ALL of their forms are completed and Section 2 of
the 1-9 form still needs to be completed.

3. If you have access to more then one office then make sure that the Employee is assigned to the
correct office location.

4. The forms listed under On-boarding Documents are in Blue if they are completed and Black if they
are not completed.

Back to top
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Addendum

Inactivation Date Field

To clear unused form/packets from the dashboard the packet will need to be marked as inactive. To inactivate a
packet use the Inactivate Date field.

This process is used for three main reasons:
1. Rehiring an employee (see Rehire section of this User Guide)

2. Employee appears on the dashboard for document completion/updates, but is unresponsive for a period
of time
3. Record is active, but employee becomes ineligible for employment with Adecco
Step | Instruction Action
1 To clear records off your dashboard from the — T
Working Cases section select the case type pre-pEpine
Upload Working Cases
Search
Administration
Reports
Email
Change PIN
Help
2 Or search for the employee record by entering
desired criteria into the Search section Dashboard Employee Search
Pre-Populate
Upload Search Criteria  SearchResults  Employes Quick View  Advanced Search Help
Specific Search Criteria
Al Lacations S2brch First Hame
Administration Last Name
Email DHS Case Mumber I:l
Change PIN Email Address l:l
3. Select the Employee Record T —"
e Locate the Inactivation Date** field
e Enter date of inactivation Employee Information
e Click the Submit button Name: ALLIE ADDENDLIM
Social security #:
Address: (Edit] STATE
CORDOVA, T 35016
Note: If you need the Inactivation Date** field Eat‘:“::d'_rt;h: AL DAL SR EC LA L
removed, then please submit a request to Emta" IRI 1o ' '
eService. wrerndl et
Employment date: 03-17-2011
Inactivation Date*¥* W
Back to top
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