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Tutorial Objective - Table of Contents 
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Electronic Form I-9 (Section 1/2) 
• Launch: Electronic Form I-9/E-Verify 
• Verifier Launch: In-Person Section 1  
• Remote Employee: Access Section 1 
• Remote Verifier: Access Section 1 
• Employee: Complete Section 1 
• Verifier: Complete Section 2 

 E-Verify Processing 
• Overdue Reason 
• Photo Matching Tool 

Form I-9 Action Required - Employee 
• Awaiting SSN 
• Document Receipt 

 
Electronic Form I-9 (Section 3) 
• Reverification Overview 

• Launch Reverify 
• Name Change Overview 

• Launch Name Change 
• Rehire Overview 

• Launch Rehire 
• Complete Section 3 

 
Paper Form I-9 (Section 1/2, and Section 3) 
• Launch Paper Form I-9 – Section 1/2 
• Launch Paper Form I-9 – Section 3 
 

This tutorial was created to help you easily transition from the Verified Person platform to your new 
SterlingONE platform  and provides an overview of Form I-9 and E-Verify in SterlingONE™. 

The Help & Resources menu in SterlingONE™ includes detailed articles on I-9 and E-Verify compliance and 
processes.  

E-Verify Case Management 
• E-Verify Results 
• Duplicate Case 
• Tentative Nonconfirmation 
• E-Verify Case Management Menu 
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The orange slides reflect the Verified Person 
platform experience. 
The blue slides reflect the new SterlingONE 
experience. 

System Login 

3 Property of Sterling 
Talent Solutions 



Verified Person: Login Process (Previous Experience) 
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 Previous login experience on Verified Person: 
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How to log into the SterlingONE™ system 

 Go to www.sterlingtalentsolutions.com/login and select Login to SterlingONE™ 
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http://www.sterlingtalentsolutions.com/login/


How to log into the SterlingONE™ system 

 Enter your email address and your password then click sign in.  
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Note: “Purpose” is now 
set at the account level 
(Employment Purposes), 
and cannot be changed 
when logging in to 
SterlingONE. 

Property of Sterling Talent Solutions - Confidential 



Electronic Form I-9 (Section 1/2) 

 
Form I-9/E-Verify 
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1. To launch a new Form I-9 in Verified Person, click Create New I-9 within the I-9 Management widget. 

Verified Person: Launch Electronic Form I-9/E-Verify 
(Previous Experience) 
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Verified Person: Launch Electronic Form I-9/E-Verify 
(Previous Experience) 

2. Select the appropriate options for your candidate: 
 Background checked individual: Create a new I-9 for an existing candidate 
 New individual: Create a new I-9 for a new candidate 
 Employer and Employee will fill all sections of I-9 Form together: Employee is with the employer 

“in person”. 
 Employer will fill all sections of I-9 Form on behalf of employee: Employer is responsible for 

having the employee sign the Form I-9. 
 Send employee email to fill/verify and sign Section 1: Employee is “remote” and will complete 

and sign Section 1 electronically. 
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Verified Person: Launch Electronic Form I-9/E-Verify 
(Previous Experience) 

3. Choose if you want to complete a Form I-9 only or complete a Form I-9 and verify with E-Verify. 
4. Click Continue.  
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Verified Person: Launch Electronic Form I-9/E-Verify 
(Previous Experience) 

5. To initiate order, click Submit Now. 
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SterlingONE™ Launch: Electronic Form I-9/E-Verify  
(New Experience) 

 There are two ways to initiate a new I-9/E-Verify task in SterlingONE™: 

 

 

 

 

 

 

 The system will alert the user if there are duplicate candidate records based on name. 

 

 

 

 
 

 

 
 

Launch from a 
Candidate Record 

Launch without a 
Candidate Record 

OR 
A B 
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To initiate Electronic Form I-9/E-Verify from a Candidate Record:  

 Search for and select the candidate record under the Records tab. 

 

 

 

 

 

 Under Onboarding History, click Add Onboarding, and select Electronic Form I-9 with E-Verify. 
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SterlingONE™ Launch: Electronic Form I-9/E-Verify  
(New Experience) 
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To initiate Electronic Form I-9/E-Verify without a Candidate Record:  

 From the SterlingONE™ Dashboard, scroll down to the Onboarding section, and click Launch for the 
desired Electronic I-9 package.  
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SterlingONE™ Launch: Electronic Form I-9/E-Verify  
(New Experience) 
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SterlingONE™ Launch: Electronic Form I-9/E-Verify  
(New Experience) 

 Once the package is launched, identify how the Form I-9 will be completed: 

 Remote: The employee will complete Section 1 remotely in advance of their first day of work. 

 In Person: The Verifier will be present when the employee completes Section 1. 
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SterlingONE™ Launch: Electronic Form I-9/E-Verify  
(New Experience) 

 Complete the Employee Profile. 

 Enter the employee’s name and start date. Note- these fields may already be prefilled with the 
employee information if you initiated the request from the Candidate Record.  
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SterlingONE™ Launch: Electronic Form I-9/E-Verify  
(New Experience) 

 Assign the Verifier. 

 Select the Assigned Group and Assignee. This will be the person verifying the employee’s 
acceptable documents and signing Section 2 of the Form I-9 . 

 Click Continue.  
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SterlingONE™ Launch: Electronic Form I-9/E-Verify  
(New Experience) 

 Review Your Order and select Purchase. 
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SterlingONE™ Launch: Electronic Form I-9/E-Verify  
(New Experience) 

 The order is now in progress. 

 After launch, SterlingONE™ will display a confirmation to the initiator. 

‐ Select View Report in Progress to view the I-9/E-Verify request. 

‐ Select Go to Candidate View to view the Candidate Record  
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Employee/Verifier 
Access 
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Verified Person Verifier Launch: In Person Section 1 
(Previous Experience) 
 If “Employer and Employee will fill all section of I-9 Form together” was selected, the employer 

and employee will complete the I-9 Form together “in person”.  
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SterlingONE™ Verifier Launch: In Person Section 1  
(New Experience) 

Viewing Report in Progress:  

 If the employee needs to complete the form on their first day of work, a SterlingONE™ user may 
click Launch Form I-9 Section 1 to initiate the Form I-9.  

 The link will direct the user to a new window or tab, from which the candidate may access and 
complete their Section 1 task. 
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Verified Person Remote Employee: Access Section 1 
(Previous Experience) 

 If “Send employee email to fill/verify and sign Section 1” was selected, the employee will receive 
an email notification to complete Section 1. 
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SterlingONE™ Remote Employee: Access Section 1  
(New Experience) 

Remote Invitation: Candidate Portal 

 If remote was selected, the employee 
will receive an email from SterlingONE™ 
outlining the task details.  

 The employee will access the 
SterlingONE™ candidate portal with their 
Email Address and Password.   

 Please note, If the employee has 
previously logged into the portal, they 
may use the password they previously set. 
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SterlingONE™ Remote Employee: Access Section 1  
(New Experience) 

Remote Invitation: Candidate Portal 

 Once logged into the Candidate Portal, the employee will click Launch Task to complete and sign 
Section 1 of Form I-9. 
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Verified Person Remote Verifier: Access Section 1 
(Previous Experience) 

 Once the candidate has completed and signed Section 1, the Employer “verifier” will receive an 
email notification to review Section 1 and complete Section 2. 
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SterlingONE™ Remote Verifier: Access Section 1  
(New Experience) 

Remote Invitation: Verifier Portal 

 The verifier will receive an email from 
SterlingONE™ outlining the task details.  

 The verifier may choose to initiate Section 1 of 
Form I-9 from the email notification, or if they 
have access to SterlingONE™, they can also access 
Section 1 from the report view. 
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SterlingONE™ Remote Verifier: Access Section 1  
(New Experience) 

Remote Invitation: Verifier Portal 

 From the verifier portal, the verifier will is required to log in with their Email Address and 
Password.  
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Complete Section 1 
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Verified Person Complete Section 1 (Previous Experience) 

 Employee will complete Section 1. Instructions are available, if needed. 
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Verified Person Complete Section 1 (Previous Experience) 

 Once complete, Section 1 is electronically signed by the employee. 
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SterlingONE™ Complete Section 1 (New Experience) 

 The employee will review the instructions to Form I-9 Section 1. 
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SterlingONE™ Complete Section 1 (New Experience) 

 The employee will 
complete the required 
Section 1 fields under 
Employee Information and 
Attestation. 

 If your company is enrolled 
in E-Verify, the employee 
must provide their Social 
Security number.  If they 
have not yet received an 
SSN, they may check 
Awaiting SSN. 
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SterlingONE™ Complete Section 1 (New Experience) 

 The employee must enter 
his/her residential street 
address under Address.  Post 
Office boxes are also 
acceptable. 

 The employee may choose to 
provide personal Contact 
Information to DHS which may 
be used to contact them 
regarding E-Verify status. 
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SterlingONE™ Complete Section 1 (New Experience) 

 The employee will be asked to attest to their citizenship status and confirm their 
acknowledgement of federal law. 
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SterlingONE™ Complete Section 1 (New Experience) 

 If the employee attests to being a lawful permanent resident or an alien authorized to work, they 
will be prompted to provide additional information. 

 

 

 

 

 

 

 

 

 Links are provided to help the employee identify the correct information on their work 
authorization documents. 
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SterlingONE™ Complete Section 1 (New Experience) 

 The employee will be asked to consent to use 
an electronic signature by clicking I Agree to 
Use an Electronic Signature. 

 If the employee declines to use an electronic 
signature, the workflow will be halted and 
the status set to eSign Declined.  A new I-9 
will need to be completed. 
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SterlingONE™ Complete Section 1 (New Experience) 

 The employee will have the option to 
Select or Draw Your Electronic Signature. 

 Once a signature has been chosen, the 
employee will click Proceed to eSign 
Preview. 
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SterlingONE™ Complete Section 1 (New Experience) 

 The employee will review the form 
to ensure all fields are completed 
correctly and click Confirm and eSign 
Forms to complete signing. 

 If the employee identifies errors, 
they may return to the form by 
clicking I need to correct my 
information before I sign. 
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SterlingONE™ Complete Section 1 (New Experience) 

 The employee will be presented with a List 
of Acceptable Documents. 

 The employee may present any document 
from List A, or combination of documents 
from List B and List C, to complete Section 
2. 

 A copy of the List of Acceptable documents 
can be downloaded by selecting the URL.  
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Complete Section 2 
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Verified Person Complete Section 2 (Previous Experience) 

 The Employer “verifier” will access the I-9 via their received email notification to review Section 1 
and complete Section 2. 

 Selected document types will display a sample to aid in completion. 
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Verified Person Complete Section 2 (Previous Experience) 

 Once complete, the verifier will electronically sign Section 2. 
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SterlingONE™ Complete Section 2 (New Experience) 

It’s now the verifier’s turn to complete 
Section 2.  

 The Verifier may access Section 2 
through the verifier portal by clicking 
View Task in their notification email.  
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SterlingONE™ Complete Section 2 (New Experience) 

 The verifier will access Section 2 from the verifier portal with their Email Address and Password. 
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SterlingONE™ Complete Section 2 (New Experience) 

 The verifier will click Launch Task for the appropriate employee. 
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SterlingONE™ Complete Section 2 (New Experience) 

 Alternately, a verifier who has SterlingONE™ user access may access Section 2 from the report. 
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SterlingONE™ Complete Section 2 (New Experience) 

 The verifier will review the employee’s completed Form I-9 Section 1.   
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SterlingONE™ Complete Section 2 (New Experience) 

 If the verifier identifies any errors, they may click Return this Form I-9 to the employee.  They 
will need to provide a Return Note indicating why the form was returned.   

 The verifier will not be able to continue with Section 2 until Section 1 has been corrected. 
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SterlingONE™ Complete Section 2 (New Experience) 

 The verifier will indicate whether the candidate has provided List A or List B or C documents.  
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SterlingONE™ Complete Section 2 (New Experience) 

The form will display document entry fields 
for List A or List B and C, depending on the 
verifier’s selection. 

 The verifier will enter document information 
into the required fields.  

 The form will display alerts if any information 
is missing or incorrect. 
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SterlingONE™ Complete Section 2 (New Experience) 

 If the employee presents a Receipt for a document that was lost, stolen, or damaged, enter the 
receipt details. 

 For Form I-9 purposes a receipt is valid for date 90 days from the date of hire, and the system will 
automatically calculate the follow-up date.  
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SterlingONE™ Complete Section 2 (New Experience) 

 The verifier will verify the employee’s 
first day of employment, enter their 
title and enter the employer’s business 
name and address to complete the 
Certification. 

 The employer information may be 
prefilled based on account configuration. 
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SterlingONE™ Complete Section 2 (New Experience) 

 The verifier may be prompted to attach a copy of the 
employee’s identification documents. 

 Simply Choose File, Upload File, and repeat as 
necessary for multiple attachments. 

 Documents may be removed with the trash icon, if 
necessary. 

1 

2 

3 
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SterlingONE™ Complete Section 2 (New Experience) 

 The verifier will be asked to consent to use an 
electronic signature by clicking I Agree to Use an 
Electronic Signature. 

 If the verifier declines to use an electronic 
signature, the workflow will be halted and the 
status set to eSign Declined.  A new I-9 will need to 
be completed. 
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SterlingONE™ Complete Section 2 (New Experience) 

 The verifier will have the option to Select or 
Draw Your Electronic Signature. 

 Once a signature has been chosen, the verifier 
will click Proceed to eSign Preview. 
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SterlingONE™ Complete Section 2 (New Experience) 

 The employee will review the form to ensure all fields are completed correctly and click Confirm 
and eSign Forms to complete signing. 

 If the employee identifies errors, they may return to the form by clicking I need to correct my 
information before I sign. 
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SterlingONE™ Complete Section 2 (New Experience) 

 Once eSigning is complete, the verifier may Return to Dashboard to complete assigned I-9 tasks 
for other employees, or Logout  of the verifier portal. 
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E-Verify Processing 
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Form I-9/E-Verify 
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Verified Person Overdue Reason (Previous Experience) 
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 If the verifier completes Section 2 of the Form I-9 more than 3 days after the employee’s first 
day of employment, the I-9 task will be considered overdue.  The verifier must select an 
Overdue reason. 

Other: 
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SterlingONE™ Overdue Reason (New Experience) 

 If the verifier completes Section 2 of the Form I-9 more than 3 days after the employee’s first day 
of employment, the I-9 task will be considered overdue.  The verifier must select an Overdue 
Reason and click Continue to complete submission. 
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Verified Person Photo Matching (Previous Experience) 

 If the employee provided a U.S. passport or passport card, I-551 or I-766, the verifier will be 
asked to complete the photo match for E-Verify. 
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SterlingONE™ Photo Matching (New Experience) 

 If the employee provided a U.S. passport or 
passport card, I-551 or I-766, the verifier will 
be asked to complete the photo match for E-
Verify. 

 The verifier will click Yes or No to indicate if 
the photo matches and then click Continue. 

 

 

Property of Sterling Talent Solutions - Confidential 63 



E-Verify Photo Matching (New Experience) 

 E-Verify will return initial 
verification within 3-5 seconds. 
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E-Verify Case 
Management 

65 Property of Sterling 
Talent Solutions 



E-Verify Results 

Upon submission of a completed Form I-9, E-Verify will return one of the following results: 

 DHS Verification in Process 
The Department of Homeland Security requires additional time to verify the information submitted. 
SterlingONE™ will automatically update when results are available from E-Verify. 

 Pending Duplicate Case 
E-Verify has flagged the case as a potential duplicate because a case with the same SSN was submitted by the 
same employer in the past 30 days.  A SterlingONE™ user must review and resolve.* 

 Employment Authorized 
The information submitted matches DHS/SSA records. SterlingONE™ automatically closed the E-Verify Case as 
Employment Authorized – Employee Retained. 

 Tentative Nonconfirmation (TNC) 
The information submitted does not initially match DHS/SSA records.  An E-Verify certified SterlingONE™  user 
must take action to resolve.* 

*For more information on E-Verify user certification and E-Verify case management through SterlingONE™, search for E-Verify in Help & Resources  

Property of Sterling Talent Solutions - Confidential 66 



Verified Person Duplicate Case (Previous Experience) 

 When a duplicate case returns, the employer will review the case details and decide whether to 
continue processing in E-Verify, or close the case out as a duplicate.  
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Verified Person Duplicate Case (Previous Experience) 
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SterlingONE™ Duplicate Case (New Experience) 

 When a duplicate case returns, the 
employer will review the case details 
and decide whether to continue 
processing in E-Verify, or close the case 
out as a duplicate.  
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Verified Person Tentative Nonconfirmation (Previous 
Experience) 
 When a TNC response is received. The employer can close the case or begin the DHS Referral Process. 
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Verified Person Tentative Nonconfirmation (Previous 
Experience) 

 Once the “Initiate DHS Referral” button has been selected, the following Further Action Forms will be 
displayed. 
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 Once the employee has been provided with the Further Action notice, if the would like to contest, the 
employer will submit a Referral. Once a referral has been initiated, a secondary link will be displayed 
allowing the employer to print the Referral Conformation notice. 

Verified Person Tentative Nonconfirmation (Previous 
Experience) 
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Verified Person Tentative Nonconfirmation – TNC Closure 
Reasons (Previous Experience) 
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SterlingONE™ Tentative Nonconfirmation (New Experience) 

 If the result is a Tentative Nonconfirmation (TNC), go to the report and print the Further 
Action Notices. TalentWise provides detailed steps to assist with the process.  

 All Tentative Nonconfirmation should be handled privately with the employee.  

 

To process a Tentative Nonconfirmation (TNC): 

 Complete the Next Steps outlined in the E-Verify report to generate the Further Action Notice 
(FAN). 
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SterlingONE™ Tentative Nonconfirmation (New 
Experience) 

 Select “I have notified this 
employee of the TNC” and 
upload a copy of the signed 
TNC letter.  

 Read the instructions 

 If the employee will contest, 
select “Refer Case” 

 If the employee will not 
contest, select or the case was 
created in error, select “Close 
Case” 

 

 

 

 

 

 

 

Property of Sterling Talent Solutions - Confidential 75 



SterlingONE™ Tentative Nonconfirmation (New Experience) 

 If the case is referred, the system will provide a referral letter. Download a copy of the letter and 
provide to the employee.  

 

 

 

 

 

 

 

 

 

 If the case is not referred and will be closed, select the appropriate case closure response.   
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 The case is now processing, and will be updated once a response is received from E-Verify. 

 

 

 

 

 

 A copy of the Further Action Notice (FAN) letter and Referral letter can always be retrieved from 
documents under the candidate profile.   
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SterlingONE™ Tentative Nonconfirmation (New Experience) 
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SterlingONE™ E-Verify Case Management Menu 

Unresolved E-Verify cases can be accessed by certified SterlingONE™ users through the 
Onboarding Menu. If a unresolved E-Verify case requires action by the user, a dropdown list 
will appear next to the record.  

 Select E-Verify Case Management.  
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SterlingONE™ E-Verify Case Management Menu 

 Select the action drop down list, then select Manage Case or Submit Case (options may vary based 

on the status of the case.  

 

 

 

 

 

 The system will direct you to the E-Verify case for review.  

 Please refer to the E-Verify Tutorials for additional guidance on how to close E-Verify cases.   
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Form I-9 Action Required – Employee 
SterlingONE™ allows you to submit an I-9 
using receipts or awaiting an SSN, E-Verify 
can then be initiated once required 
documents are received. 

Form I-9/E-Verify 
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SterlingONE™ Awaiting SSN 

If the employee had not yet received their Social Security Number (SSN) from the Social Security 
Administration (SSA) at the time they completed their Form I-9: 

 A case will not be created in E-Verify without the employee’s SSN. 
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SterlingONE™ Awaiting SSN 

 An employee’s Form I-9 must be updated with the employee’s new SSN once received. 

 Reports are distributed via email on a weekly basis to identify employees’ who are awaiting their 
SSN from the SSA. 

 Records Awaiting SSN are viewable in the Form I-9 Expiration report under the Reporting tab. 

 You can select Complete and Submit E-Verify when an employee has provided their SSN. 
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SterlingONE™ Awaiting SSN 

 The employee’s original Form I-9 must be manually updated by the employee with their SSN once 
received from the SSA. 

 Use the Paper Form I-9 with E-Verify workflow to update the employee’s I-9 record in 
SterlingONE™ with the employee SSN and submit an E-Verify case. 
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SterlingONE™ Document Receipts 

If the employee initially submitted a receipt for a document that was lost, stolen or 
damaged to complete Section 2 of the Form I-9: 

 A case will not be created in E-Verify if an employee provided a receipt for a document that was 
lost, stolen or damaged to completed their Form I-9. 
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SterlingONE™ Document Receipts 

 Employee Provided Form I-9 Document Receipts are valid until their printed expiration date, or 90 
days following the employee’s date of hire, whichever is earlier. 

 Reports are distributed via email on a weekly basis to identify receipts nearing expiration. 

 Receipts are viewable in the Form I-9 Expiration report under the Reporting tab. 

 You can select Complete and Submit E-Verify when an employee has provided the original 
document for which the receipt was issued. 
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SterlingONE™ Document Receipts 

 The employee’s original Form I-9 must be manually updated with the actual document information 
once received from the issuing authority. 

 Use the Paper Form I-9 with E-Verify workflow to update the employee’s I-9 record in 
SterlingONE™ with new document details and submit an E-Verify case. 
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Launch and Complete Section 3 

Form I-9/E-Verify 
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Verified Person Section 3 (Previous Experience) 

 Section 3 can be completed for reverifications and rehires. 
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SterlingONE™ Reverification Overview 

An employee’s employment eligibility must be reverified (Section 3) if their work 
authorization recorded in Section 1* on their Form I-9 is temporary and their authorization 
or one of the following documents is expiring: 

 Foreign passport that contains a temporary I-551 stamp or temporary I-551 printed notation 

 Employment Authorization Document (Card) (Form I-766) 

 Form I-94  

 Form I-20 

 Form DS-2019 

*Employers should not reverify U.S. citizens, lawful permanent residents who presented a Permanent Resident Card (Form I-
551) for Section 2, or any List B documents. 

Property of Sterling Talent Solutions - Confidential 89 



SterlingONE™ Reverification Overview 

Reverification Reports are distributed via email on a weekly basis to identify employees’ 
with expirations within the past 30 and next 90 days. 

 Recipients of the Reverification Report can be configured in SterlingONE™ Admin  under  

My Account → Preferences → I-9/E-Verify Notifications  

Pending reverifications can be viewed in the Form I-9 Expiration report under the 
Reporting tab. 

 You can select Reverify Employee when an employee needs to be submitted for reverification. 
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SterlingONE™ Launch: Electronic Form I-9 – Section 3 

To initiate a new Electronic Form I-9 Reverify task for a current employee:  

 Click Add Onboarding in the Onboarding History section and select Reverify Electronic Form I-9. 

 

 

 

 
Note, reverification tasks may also be launched through the Form I-9 Expiration Report by selecting 
Reverify Employee from the Action menu. 
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SterlingONE™ Launch: Electronic Form I-9 – Reverify 

 Select Reverification. 
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SterlingONE™ Launch: Electronic Form I-9 – Reverify 

 Fill in the Employee Profile. 

 Enter the employee’s name as shown on the original Form I-9 and SSN if not prefilled. 

 Select a due date for the Section 3 Reverification task.   

 If launched against an existing candidate record, the Previous Document Expiration Date  and 
Previous Report ID will be prefilled. 
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SterlingONE™ Launch: Electronic Form I-9 – Reverify 

 Assign the Verifier. 

 Select the Assigned Group and Assignee. This will be the person verifying the employee’s 
acceptable documents and signing Section 3 of the Form I-9 . 

 Click Continue.  
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SterlingONE™ Launch: Electronic Form I-9 – Reverify 

 Review Your Order and select Purchase. 
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SterlingONE™ Name Change Overview 

An employee’s Form I-9 may be updated with their new name in Section 3: 

 The employee has recently changed their name since completing their original Form I-9. 

 If your company chooses to update employee’s Forms I-9 with name changes, it is best practices 
to apply this process consistently for all employee name changes. 
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SterlingONE™ Launch: Electronic Form I-9 - Name Change 

To initiate a new Electronic Form I-9 Name Change task for a current employee:  

 Click Add Onboarding in the Onboarding History section and select Reverify Electronic Form I-9. 
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SterlingONE™ Launch: Electronic Form I-9 - Name Change 

 Select Update Form I-9 

 The employee’s name has changed since their original Form I-9 was completed. 
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SterlingONE™ Launch: Electronic Form I-9 - Name Change 

 Fill in the Employee Profile. 

 Enter the employee’s name as shown on the original Form I-9 and SSN if not prefilled. 

 Select a due date for the Section 3 Name Change task.   
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SterlingONE™ Launch: Electronic Form I-9 - Name Change 

 Assign the Verifier. 

 Select the Assigned Group and Assignee. This will be the person entering the employee’s new 
name and signing Section 3 of the Form I-9 . 

 Click Continue.  
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SterlingONE™ Launch: Electronic Form I-9 - Name Change 

 Review Your Order and select Purchase. 
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SterlingONE™ Rehire Overview 

Employers must complete or update a Form I-9 for all rehired employees.   

 Employers may choose to always use a new Form I-9 for rehired employees, or  

 Employers may choose to simply update Section 3 of their rehired employee’s original Form I-9 
for employees rehired within 3 years of the completion of their original Form I-9. 

‐ If employers choose to use Section 3 for rehired employees, they should implement this process 
consistency for all rehires, except in scenarios requiring a NEW Form I-9 as specified by USCIS in the M-775, 
E-Verify User Manual pages 12-13, for employers enrolled in E-Verify. 

 

*Submitting a Form I-9 Section 3 will not create a new case in E-Verify. To E-Verify a rehired employee in SterlingONE™, submit 
a NEW Form I-9 with E-Verify. 
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SterlingONE™ Launch: Electronic Form I-9 - Rehire 

To initiate a new Electronic Form I-9 Rehire task for a current employee:  

 Click Add Onboarding in the Onboarding History section and select Rehire Electronic 
Form I-9*. 

 

 

 

 

*The Rehire Electronic Form I-9 package can be deployed or suppressed upon request. Please contact your designated 
SterlingONE™ representative to ensure your account is configured in alignment with your organizations process for rehires. 
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SterlingONE™ Launch: Electronic Form I-9 - Rehire 

 Enter the Employee Rehire Start Date and click Continue. 
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SterlingONE™ Launch: Electronic Form I-9 - Rehire 

 If more than 3 years have passed since the original Form I-9, a new Form I-9 must be 
completed.  Click Continue to launch a new I-9. 
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SterlingONE™ Launch: Electronic Form I-9 - Rehire 

 If the date of rehire is within 3 years of the original Form I-9, a Section 3 rehire may be 
completed.  Click Continue to launch the Section 3 task. 
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SterlingONE™ Launch: Electronic Form I-9 - Rehire 

 Fill in the Employee Profile. 

 Enter the employee’s name as shown on the original Form I-9 and SSN if not prefilled. 

 The due date for the rehire Section 3 task with be automated based on the employee’s rehire 
start date. 
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SterlingONE™ Launch: Electronic Form I-9 - Rehire 

 Assign the Verifier. 

 Select the Assigned Group and Assignee. This will be the person completing and signing Section 
3 of the Form I-9 . 

 Click Continue.  
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SterlingONE™ Launch: Electronic Form I-9 - Rehire 

 Review Your Order and select Purchase. 
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SterlingONE™ Complete Section 3 

 A verifier who has SterlingONE™ user access may access Section 3 from the report. 
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SterlingONE™ Complete Section 3 

 The Verifier may access Section 3 
through the verifier portal by 
clicking View Task in their 
notification email.  
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SterlingONE™ Complete Section 3 

 The verifier without SterlingONE™ user access will log into the verifier portal with their 
Email Address and Password. 
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SterlingONE™ Complete Section 3 

 The verifier will access Section 3 by clicking Launch Task next to the appropriate Form I-
9 Section 3 task. 
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SterlingONE™ Complete Section 3 

 The form will display required and 
optional Section 3 fields, depending on 
the task launched: 

 Reverification will allow the entry of a new 
name and require entry of work 
authorization details (see illustration) 

 Name change will require entry of a new 
name. Please only enter the part of the 
name that has changed.  

 Rehire will allow the entry of new name 
and work authorization details and require 
date of rehire 
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SterlingONE™ Complete Section 3 

 The verifier will be asked to consent 
to use an electronic signature by 
clicking I Agree to Use an Electronic 
Signature. 

 If the verifier declines to use an 
electronic signature, the workflow will 
be halted and the status set to eSign 
Declined.  A new I-9 will need to be 
completed. 
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SterlingONE™ Complete Section 3 

 The verifier will have the option to 
Select or Draw Your Electronic Signature. 

 Once a signature has been chosen, the 
verifier will click Proceed to eSign 
Preview. 
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SterlingONE™ Complete Section 3 

 The verifier will review the completed Section 3 information and click Confirm and eSign 
Forms. 

Property of Sterling Talent Solutions - Confidential 117 



Paper Form I-9 

Form I-9/E-Verify 
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SterlingONE™ Launch: Paper Form I-9 – Section 1/2 

To enter a previously completed paper Form I-9 into SterlingONE™: 

 Select the Candidate Record under the Records tab. Click Add Onboarding in the 
Onboarding History section and select Paper Form I-9 with E-Verify. 

 

 

 

 

 

 If no candidate record is in the system, click Launch next to the Paper Form I-9 with E-
Verify package on the SterlingONE™ Dashboard tab. 
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SterlingONE™ Launch: Paper Form I-9 - Section 1/2 

 Identify the version of Form I-9 that was 
completed. 

 Input Section 1 of the  
completed Form I-9 under  
Form I-9 Section 1: Employee  
Information and Verification.* 

 Enter the employee’s start  
date under Form I-9 Section  
2: Employee's First Day of  
Employment. 

 Click Continue. 

 

*If the candidate already has an I-9 on file in 
SterlingONE™, the fields will be prefilled with 
data from the most recent I-9. Property of Sterling Talent Solutions - Confidential 120 



SterlingONE™ Launch: Paper Form I-9 - Section 1/2 

 Input Section 2 of the Form I-9 into Form 
I-9 Section 2: Employer Review and 
Verification. 

 Click the I Affirm …check box to confirm 
the information entered.  

 Click Browse … to browse and attach the 
scanned Form I-9 file and any included 
identification documents. 

 Click Continue. 

 

Property of Sterling Talent Solutions - Confidential 121 



SterlingONE™ Launch: Paper Form I-9 - Section 1/2 

 Review Your Order and select  
Purchase. 

 If submitting to E-Verify:  

 You may be prompted to take additional 
steps, such as E-Verify photo matching.  
Please see E-Verify Photo Matching for more 
information on photo matching. 

 E-Verify results will be displayed within 3-5 
seconds.  Please see E-Verify Results for more 
information on E-Verify results. 
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SterlingONE™ Launch: Paper Form I-9 – Section 3 

To enter a previously completed paper Section 3 into SterlingONE™: 

 Select the Candidate Record under the Records tab. Click Add Onboarding in the 
Onboarding History section and select Reverify/Rehire Paper Form I-9. 

 

 

 

 

 If no candidate record is in the system, click Launch next to the Reverify/Rehire Paper 
Form I-9 package on the SterlingONE™ Dashboard tab. 
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SterlingONE™ Launch: Paper Form I-9 – Section 3 

 Select how the Form I-9 will be completed: 

 Reverification: Verifier will complete Section 3 reverification for a current or rehired 
employee. 

 Update Form I-9: Verifier will complete Section 3 to update a current employee’s name, or an 
employee has been rehired within 3 years of original Form I-9 completion who does not require 
reverification. 
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SterlingONE™ Launch: Paper Form I-9 – Reverification 

 Fill in the Form I-9 Section 1: Employee Information and Verification. 

 Enter the employee’s name and SSN.  These fields may be prefilled with employee profile 
information from the candidate record in SterlingONE™ . 

 The Previous Report ID field will ensure the completed reverification updates the employee’s I-9 
record in the Form I-9 Expiration report. 
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SterlingONE™ Launch: Paper Form I-9 – Reverification 

 Fill in the Form I-9 Section 3: Updating 
and Reverification: 
 If the employee’s name has changed 

since their original Form I-9, enter Part 
A. New Name. 
 If the reverification is being completed 

for a rehired employee, enter Part B. 
Date of Rehire. 
 Enter the employee’s updated List A or 

List C document title, document 
number, and expiration date to 
complete the reverification. 
 Complete the affirmation and attach a 

copy of the completed Section 3 
reverification document. 
 Click Continue to proceed. 
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SterlingONE™ Launch: Paper Form I-9 – Reverification 

 Review Your Order and select Purchase. 
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SterlingONE™ Launch: Paper Form I-9 – Name 
Update/Rehire 

 Fill in the Form I-9 Section 1: Employee Information and Verification. 

 Enter the employee’s name and SSN.  These fields may be prefilled with employee profile 
information from the candidate record in SterlingONE™. 
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SterlingONE™ Launch: Paper Form I-9 – Name 
Update/Rehire 

 Fill in the Form I-9 Section 3: Updating 
and Reverification: 
 If the employee’s name has changed since 

their original Form I-9, enter Part A. New 
Name. 

 If the employee has been rehired within 3 
years of their original Form I-9, enter Part B. 
Date of Rehire. 

 Complete the affirmation and attach a copy 
of the completed Section 3 update 
document. 

 Click Continue to proceed. 
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SterlingONE™ Launch: Paper Form I-9 – Name 
Update/Rehire 

 Review Your Order and select Purchase. 
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It shall be agreed by the recipient of the document (hereafter referred to as “the other party”) that confidential information 
disclosed by Sterling Talent Solutions through its documents shall be retained in confidence by the other party, and its  respective 
employees, affiliates and/or subsidiaries, pursuant to the following terms and conditions: 
 

Confidential Information 
For the purpose herein, the term “Confidential Information” shall mean the following: 
 
Any information, know-how, data, process, technique, design, drawing, program, formula or test data, work in process, business  plan, sales, suppliers, customer, 
employee, investor or business information contained in a document, whether in written,  graphic, or electronic form; or 
 
Any document, diagram, or drawing which is either conspicuously marked as “Confidential”, any document, diagram, or 
drawing which, given the nature of the information and/or the circumstances of disclosure, is known or reasonably known by the  other party to be confidential, or is 
of a proprietary nature, and is learned or disclosed in the course of discussions,  demonstrations, or other collaboration undertaken between the parties. 
 
The other party shall protect the Confidential Information using the same degree of care in safeguarding the Confidential 
Information it uses for its own confidential information of like importance, but in no event less than reasonable care. 
 

© 2017 Sterling Talent Solutions 
Do not reproduce without the written permission of Sterling Talent Solutions 

Confidential and Proprietary Information Statement  
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