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	Hello, and welcome to training for the eI-9 form. In this training, you will learn to use the electronic I-9 form when onboarding new hires.
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	How often have you needed to hire a new employee, but worried about the risk of hiring someone who is not eligible to work, or of exposure to lawsuit because you didn’t hire someone who is? 
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	Fortunately, Maxim uses the eI-9 and E-verify, which provide a simple way of reducing that risk. This course will show you how to correctly employ the eI-9, therefore protecting yourself and Maxim.
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	In this training, you will learn how to follow the steps of using the I-9 during the hiring process; update the 1-9/work authorization, section 3 on the I-9; and correctly resolve cases in E-verify.




	Slide 6
	

	You may remember that you already took training in filling out the paper Form I-9 for new hires. You will find that filling out the eI-9 is not so different. In fact, you may find it even easier.
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	First, you’ll access the ADP eI-9 webpage from any computer, then click continue…
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	Your new hire will create a username and password, and then access the tax credit screening, where they will be asked some questions to see if they qualify for the Work Opportunity Tax Credit, or WOTC.

If they qualify, you will be given the chance to print out the form 8859 later.
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	After completing the Tax Credit Screening, the hire will be returned to the main screen.

He will click “CONTINUE” and move on the electronic I-9 interview.
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	The new hire will read the instructions and indicate if any special circumstances apply, such as a handicap or the need for a translator.
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	The new hire will enter his personal information, including his name, date of birth, Social Security Number…
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	his address…
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	…and his work eligibility status.
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	After this, the new hire will be asked to electronically sign the form and click “continue”.

Remember, he must click continue in order to save his information!
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	At this point, you will be asked if you are ready to complete section 2. Click “yes” if you, the hiring manager, are present.
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	in order to complete section 2, you will log into the Manager’s Workbench by entering your username and password, which will have been provided to you by ADP. 

Then click ”Continue”.
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	On this screen, you will search for the employee’s record by entering his last name, Social Security number, or date of birth.

Once you have found the new hire’s record, you will review his Section 1 data for accuracy… 

Scroll down for more data.
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	In order to confirm the documents that your new hire supplied, you will enter the required information and scroll down for more data.
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	Finally, enter the New Hire’s employment start date and indicate the location of employment.

In order to find your correct location, please conduct a search by “Unit Number”, which will be the same as your office number.

 Click Continue.
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	After a logic check, where you will be asked to correct any inconsistencies, you will be shown a screen with all the employee’s information and asked to verify that it is correct, or given the chance to go back an make changes.
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	And you will be asked to electronically sign the form.
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	Once you receive the confirmation of your electronic signature, don’t forget to click “CONTINUE”, otherwise your confirmation will not be saved!
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	So you can see, it’s not difficult. 

If you need to make an update to your employee's data, it is just as easy.
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	You will log into the Manager’s Workbench using your username and password. You will see a variety of tools, or “gadgets” on the workbench, depending on your role.
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	This gadget will allow you to make changes to the employee's name, rehire status, or work authorization.

You will be asked to e-sign each change after you have made it.
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	Now, let’s see how well you remember the information you just learned.
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	Great! Now, there’s one more step for you and your new hire…
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	When you have completed section 2, the system will automatically dial out to contact DHS and verify your hire’s information.

You will quickly receive a response.
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	The possible responses include:

Employment Authorized: This response indicates that employment eligibility has been verified and the case can be resolved.

SSA Tentative Nonconfirmation: The information cannot be verified. The employee must be notified of the response and referred to the SSA if he wants to contest. If the employee does not wish to contest, the case can be resolved immediately.

DHS Verification in Progress: This response indicates that a DHS Immigration Status Verifier is checking additional DHS data sources to confirm the employment eligibility of a non-citizen. DHS has up to 3 Federal Government workdays to respond. You should check the system daily for a response.
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	If your employee is tentatively non-confirmed, this is screen you will get.
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	At this time, you will print out and give him the notice.
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	And both you and the employee will electronically sign the confirmation. At this point, the employee can decide weather or not to contest his status. If he chooses not to contest it, he should be terminated from his position.



	Slide 36
	

	Whatever the case is, it is important the you resolve the employee’s status in the DHS Manager Workbench, which you will do by using this gadget.
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	Which will allow you to find your employee and select his resolution status.
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	The possible resolution statuses include:
Resolved Authorized – the employee is authorized to work
Invalid Inquiry- incorrect information was originally submitted.
Self Terminated- the employee quits or is terminated for reasons unrelated to employment eligibility status.
Employment Unauthorized/Terminated- employment is not authorized, or there is an uncontested response and you have terminated the employment.
Employee Not Terminated-  notifies the Department of Homeland Security that you are not terminating an employee whose employment is not authorized.
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	As a reminder, here is the workflow that you should follow in verifying your new hire’s work status.

Click “CONTINUE” when you are ready to move on.
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	In a moment, you will have the chance to resolve the cases of several employees whom you have hired… If you need to take another look at the workflow chart, just click the “HELP” button.
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	Note: See prototype 3 for this activity. There is no audio for this section.
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	You have just learned how to follow the steps of using the I-9 during the hiring process, update the 1-9/work authorization, section 3 on the I-9, and correctly resolve cases in E-verify.
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	Thank you for attending online training for the eI-9 form.





image4.emf
Online I-9 Training














Online I-9 Training



Fortunately, Maxim uses the eI-9 and E-verify, which provide a simple way of reducing that risk. This course will show you how to correctly employ the eI-9, therefore protecting yourself and Maxim.
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Online I-9 Training



In this training, you will learn how to follow the steps of using the I-9 during the hiring process; update the 1-9/work authorization, section 3 on the I-9; and correctly resolve cases in E-verify.
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Online I-9 Training



You may remember that you already took training in filling out the paper Form I-9 for new hires. You will find that filling out the eI-9 is not so different. In fact, you may find it even easier.
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First, you’ll access the ADP eI-9 webpage from any computer, then click continue…
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Online I-9 Training



Your new hire will create a username and password, and then access the tax credit screening, where they will be asked some questions to see if they qualify for the Work Opportunity Tax Credit, or WOTC.



If they qualify, you will be given the chance to print out the form 8859 later.
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Online I-9 Training



After completing the Tax Credit Screening, the hire will be returned to the main screen.



He will click “CONTINUE” and move on the electronic I-9 interview.
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Online I-9 Training



The new hire will read the instructions and indicate if any special circumstances apply, such as a handicap or the need for a translator.
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The new hire will enter his personal information, including his name, date of birth, Social Security Number…
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his address…
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…and his work eligibility status.
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Online I-9 Training



After this, the new hire will be asked to electronically sign the form and click “continue”.



Remember, he must click continue in order to save his information!
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Online I-9 Training



At this point, you will be asked if you are ready to complete section 2. Click “yes” if you, the hiring manager, are present.
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Online I-9 Training



in order to complete section 2, you will log into the Manager’s Workbench by entering your username and password, which will have been provided to you by ADP. 



Then click ”Continue”.
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Online I-9 Training



On this screen, you will search for the employee’s record by entering his last name, Social Security number, or date of birth.



Once you have found the new hire’s record, you will review his Section 1 data for accuracy… 



Scroll down for more data.
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In order to confirm the documents that your new hire supplied, you will enter the required information and scroll down for more data.
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Computer Settings

Do you hear music playing? This course contains audio. If you 

do not hear music, click the computer icon below for 

instructions on changing your audio settings.

To best view this training, set your monitor resolution to 

1024x768. For additional help with this setting, click the 

computer icon below.

Click the “Play” button in the bottom right corner when you 

are ready to begin the course.
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Online I-9 Training



Finally, enter the New Hire’s employment start date and indicate the location of employment.



In order to find your correct location, please conduct a search by “Unit Number”, which will be the same as your office number.



 Click Continue.

19



image2.png







image3.jpeg

Cpstan D gt [

o b e gt it i it . psesct 4 Sm e i e s b
U Documen Type: Pesse St Dcimert v

ot stont i £y ot s o € dcumt
Selc s © Ol O Rcagt.

o ety
ocument:

Coptan e it Ot b et AV
mplpees Wok St s+ Ot b bt DOV TY
oWk e (somcsmen)

o O o









Online 1.9 Training






image20.emf
Online I-9 Training

PART TWO




PART TWO





Online I-9 Training



After a logic check, where you will be asked to correct any inconsistencies, you will be shown a screen with all the employee’s information and asked to verify that it is correct, or given the chance to go back an make changes.
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And you will be asked to electronically sign the form.
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Once you receive the confirmation of your electronic signature, don’t forget to click “CONTINUE”, otherwise your confirmation will not be saved!
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Online I-9 Training



So you can see, it’s not difficult. 



If you need to make an update to your employee's data, it is just as easy.
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Computer Settings

Do you hear music playing? This course contains audio. If you do not hear music, click the computer icon below for instructions on changing your audio settings.



To best view this training, set your monitor resolution to 1024x768. For additional help with this setting, click the computer icon below.



Click the “Play” button in the bottom right corner when you are ready to begin the course.
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You will log into the Manager’s Workbench using your username and password. You will see a variety of tools, or “gadgets” on the workbench, depending on your role.
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Online I-9 Training



This gadget will allow you to make changes to the employee's name, rehire status, or work authorization.



You will be asked to e-sign each change after you have made it.
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Now, let’s see how well you remember the information you just learned.
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Click on the gadget that you would use to update the employee's work status.




Click on the gadget that you would use to update the employee's work status.
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. Click where you need to go to save an employee’s confirmed information


.



Click where you need to go to save an employee’s confirmed information
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Great! Now, there’s one more step for you and your new hire…
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When you have completed section 2, the system will automatically dial out to contact DHS and verify your hire’s information.



You will quickly receive a response.
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The possible responses include:



Employment Authorized: This response indicates that employment eligibility has been verified and the case can be resolved.



SSA Tentative Nonconfirmation: The information cannot be verified. The employee must be notified of the response and referred to the SSA if he wants to contest. If the employee does not wish to contest, the case can be resolved immediately.



DHS Verification in Progress: This response indicates that a DHS Immigration Status Verifier is checking additional DHS data sources to confirm the employment eligibility of a non-citizen. DHS has up to 3 Federal Government workdays to respond. You should check the system daily for a response.
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If your employee is tentatively non-confirmed, this is screen you will get.
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Online I-9 Training



Hello, and welcome to training for the eI-9 form. In this training, you will learn to use the electronic I-9 form when onboarding new hires.
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At this time, you will print out and give him the notice.
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tentative nonconfirmation means, however, that you must contact the SSA to resolve the situation if you wish to continue your employment,

YYou have a voluntary choice. You may Contest the tentative nonconfirmation, or you may choose to Not Contest the tentative nonconfirmation.

Ifyou Contest this tentative nonconfirmation, you must contact the SSA. By contesting, your employer will refer your case through the Basic Pilot system, and
provide you with a referral notice that will tell you how to contactthe S3A. You will be provided 8 Federal government work days from the date of that referral
notice to resolve your situation with SSA. Atthe SSA offce, you may have to provide additional information or documents that will permit the S8 to notfy your
employer that you are work authorized. During the 8 Federal government work days your employer may notterminate your employment or take adverse action
againstyou based upon your employment eligibiliy status or because you have chosen to contest the tentative nonconfirmation.

Ifyou do Not Contest the tentative nonconfirmation, you are making a choice voluntarily o give up your opportunity to correct the tentative nonconfirmation. fyou
do ot contestthe tentative nonconfirmation, it automatically becomes a inal nonconfitmation. That means that your employer may terminate you immediately

as an unauthorized employee. fyou do not contest the tentative nonconfinmation, a legal presumption is created that your employer is in violation of the lawifit
continues your employment
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And both you and the employee will electronically sign the confirmation. At this point, the employee can decide weather or not to contest his status. If he chooses not to contest it, he should be terminated from his position.
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[12?? Automatic Data Processing, Inc.

Date

Electronic Signatures

Please read the statements below and click on the checkboxto indicate your acknowledgement and acceptance of them,

Employee
|am aware that federal law provides for imprisonment andlor fines for false
statements or use of false ocuments in connection with the completion of this
form.
| consentto sign S3A Tentative-Noncanfirmation Form electronically.
Action: ¢ Contest Findings
€ Do Not Contest Findings

Question: Yhatwas your mother's maiden name?
Answer:

I Clickon the checkboxto acknowledge and accept the abiove statements.
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Whatever the case is, it is important the you resolve the employee’s status in the DHS Manager Workbench, which you will do by using this gadget.
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Which will allow you to find your employee and select his resolution status.
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Welcome, Sarah Salomon!
Aerotek

@? Automatic Data Processing, Inc. »
Tax Credit Services

MyADP Exit

DHS Manager Workbench 7|
eXpert Portal >> DHS Manager Workbench >> Case: 2007151141423EM - Employee: Smith, Rowena SSN: =679

C&lllmllu' EI{U” 51141423EM
Current Status: 5SA Tentative Nonconfirmation - SSN does not match
‘Status History: Show History

Available Actions

@Resolve Case SelectReason
SelectReason

Emnlﬁem Unauthorized | Terminated

Invalid Query
[Employee Not Terminated
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The possible resolution statuses include:

Resolved Authorized – the employee is authorized to work

Invalid Inquiry- incorrect information was originally submitted.

Self Terminated- the employee quits or is terminated for reasons unrelated to employment eligibility status.

Employment Unauthorized/Terminated- employment is not authorized, or there is an uncontested response and you have terminated the employment.

Employee Not Terminated-  notifies the Department of Homeland Security that you are not terminating an employee whose employment is not authorized.
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As a reminder, here is the workflow that you should follow in verifying your new hire’s work status.



Click “CONTINUE” when you are ready to move on.
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In a moment, you will have the chance to resolve the cases of several employees whom you have hired… If you need to take another look at the workflow chart, just click the “HELP” button.
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decide what you want to do with them.


Roll over each hire for more background information. Click on each candidate to decide what you want to do with them.
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Note: See prototype 3 for this activity. There is no audio for this section.
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Follow the steps of using the I-9 during the hiring process

Update 1-9/work authorization, section 3 on the I-9

Correctly resolve cases in E-verify
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You have just learned how to follow the steps of using the I-9 during the hiring process, update the 1-9/work authorization, section 3 on the I-9, and correctly resolve cases in E-verify.
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Thank you for attending online training for the eI-9 form.
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How often have you needed to hire a new employee, but worried about the risk of hiring someone who is not eligible to work, or of exposure to lawsuit because you didn’t hire someone who is? 

3



image3.png














