Verified Person to SterlingONE™
Form 1-9 User Guide

2017

Confidential and Proprietary Statement:
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Tutorial Objective - Table of Contents

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 1-9 and E-Verify in SterlingONE™.

Electronic Form |-9 (Section 1/2) Form |-9 Action Required - Employee
e Launch: Electronic Form I-9/E-Verify e Awaiting SSN
» \Verifier Launch: In-Person Section 1  Document Receipt

 Remote Employee: Access Section 1
 Remote Verifier: Access Section 1
 Employee: Complete Section 1

» \Verifier: Complete Section 2

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

* Launch Reverify
 Name Change Overview

E-Verify Processing « Launch Name Change
e Overdue Reason e Rehire Overview

e Photo Matching Tool e Launch Rehire
E-Verify Case Management * Complete Section 3

» E-Verify Results

* Duplicate Case

« Tentative Nonconfirmation

» E-Verify Case Management Menu

Paper Form |-9 (Section 1/2, and Section 3)
e Launch Paper Form I-9 - Section 1/2
e Launch Paper Form I-9 - Section 3

The Help & Resources menu in SterlingONE™ includes detailed articles on 1-9 and E-Verify compliance and
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System Login

The orange slides reflect the Verified Person
platform experience.

The blue slides reflect the new SterlingONE
experience.
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Verified Person: Login Process (Previous Experience)

= Previous login experience on Verified Person:
Login

Terms and Conditions

Please select a purpose for this session. By accessing this product, you (user) verify that yvou have a
legitimate permissible business purpose to access the information provided, that vou are the
appropriate representative with privileges to access the information, and the information is being
accessed for a single purpose from the presented list. If vou conduct more than one search during
this session and yvour purpose changes, vou are required to logout and select a new purpose. Any
use of the information other than for the selected purpose is a violation of the user's agreement
with Wernified Person and federal and state laws, and i1s grounds for termination of the agreement
and referral to the appropriate investigative agency. By accessing this information vou verify that
vou are compliant with the FCRA and all applicable federal, state and local laws, including limitations
on driving records under the Driver's Privacy Protection Act and related state laws, and will not
share the information or provide it to anyone other than the subject consumer or a joint user having
the same purpose selected. For special provisions for employment purposes, click here.

Purpose Employment Purposes (FCRA) -

Account

User ID»

Forgot your password? Click here.
Mote-Password is case sensitive.

Password

LOG IN

Privacy / Security / Legal Policy

I GODADDY
| | 4 | VERIFIED & SECURED
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How to log into the SterlingONE™ system

= Go to www.sterlingtalentsolutions.com/login and select Login to SterlingONE™

L |

< Cc |® www.sterlingtalentsolutions.com/lagin/ Q 1}| D =

LOGIN CANDIDATE HUB SMALL BUSINESS £00.899.2272 E

Suerling =

Talent Solutions
Hiring Solutions Industries Plans & Pricing Resources About Us Blog

Sterling Talent Solutions | Client Login

Client Login

SterlingONE" ScreeningDirect”

Formerly TalentWise Hire, a cloud-based platform A full-service platform to help you manage your
to optimize your hiring workflow, from simplified background and drug screening program, from
offer support and screening to onboarding and ordering to reviewing results

day 1 candidate readiness

Login to SterlingONE Login to ScreeningDirect

Sterling Direct Sterling Mid-West Form 1-9 Compliance Portal

A legacy platform that provides easy Formally AISS, a full-service platform to A comprehensive system designed to

access to archived reports help you manage place screening manage your entire |-9 Process
orders, manage tasks and more

Login to Sterling Direct Login to Form |-9 Compliance Portal

Login to Sterling Mid-West
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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.

@ SignIn - SterfingONE X

< (& | & Secure | https://www.talentwise.com/screening/login.php Q9 *‘ o =

Sign In New Account

. - Your Customer Support Team: 1.866.338. 6739
Suerling
Talent Solutions
Sign i to SterlingONE Note: “Purpose” is now
Your Emall Address TalentWise is now SterlingONE!
set at the account level
Forgt yourpasauord? Gaehbosré Fram thre. yo can o oy ment o backoute chacks (E mp | oymen L Pur X OseS) ’
ir:\?gis;sa:ﬂrigr;?;. initiate cnboarding, view reports, check statements and an d Can n Ot be C h an g ed
Kennect by Sterling Talent Solutions offers fast, reliable . .
z::;g;cgzd Sézegtlzrg‘;grnsom?l\ businesses and household Wh e n Iogg I ng I n to
SterlingONE.

Enjoy the same streamlined experience and all of the screening and hiring

Wour Password benefits that yeu and yeur candidates have come to knew and trust

New customer?

Terms and Conditions Privacy Policy @ 2003 - 2017 Sterling Talent Solutions
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Form [-9/E-Verify

Electronic Form 1-9 (Section 1/2)
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Verified Person: Launch Electronic Form I-9/E-Verity
(Previous Experience)

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

verified l(ASSUIe

Acting as: emsihr (EMSI HR)
J admin (Olivia)

Find Orders [m=] Order By SSN I-9 Management Criminal TAT by county [=a]
Create New -9 : vt oy 3

order# I Go | IS‘SN:
“:t I Ga | ng‘F I o Tal < Wik ¥
Ii | | Branch Premium 3 R B
- o FCRA Purpose: Active [6647]
nars | Go | | Employment by Hire or Contract =} Pending {152
product state:l Go | ) E-Verity Action Required (4]
product county: I GO | 4“:' EE : Elf"'

Show all orders

Home Ordering Reports Docs&Forms  Admin | Logout Operations

.-
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Verified Person: Launch Electronic Form I-9/E-Verity
(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 [-9.

= Send employee email to fill/verify and sign Section 1: Employee is “remote” and will complete
and sign Section 1 electronically.

Create New I-? Document

Create New |-9on:

" Background checked individual
@ Newindividual [;

' Employer and Employee will fill all sections of I-9 Form together
T Employer will fill all sections of 1-9 Form on behalf of employee
T Send employee email to fill/verify and sign Section |
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Verified Person: Launch Electronic Form I-9/E-Verity

(Previous Experience)

3. Choose if you want to complete a Form [-9 only or complete a Form 1-9 and verify with E-Verify.

4. Click Continue.

Create New |-9 Document

Create New -9 on:

© Background checked individual
# MNew individual

& Employer and Employee will fill all sections of |-9 Form together
 Employer will fill all sections of I-9 Form on behalf of employee

' Send employee email to fill/verify and sign Section |

' Create and save this -9
& Create, save and verify with E-Verify this I-9

CONTINUE |

Billing

Identifier | | ]

1

Billing
ldentifier
2

[ H | -
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Verified Person: Launch Electronic Form I-9/E-Verity
(Previous Experience)

5. To initiate order, click Submit Now.

I Proof Order

Subject Information o

[h Order Information &

Submit

=MNOTICE*™

The information provided is a consumer report as defined in the federal Fair Credit Reporting Act [15 US.C. 1681- 1681u). It contains confidential
information on the individual named. It is submitted to the conditions contained in your Subscriber Agreement with Verified Person and may be used
solely as a factor in evaluating the named individual for property renting/leasing, employment, promotion, reassignment or retention as an employee.
Verified Person maintains strict procedures designed to insure that the information is complete and up to date. While the information furnished is from
reliable sources, its accuracy is not guaranteed. Proper use of this report and final verification of the named individual's identity is your sole
responsibility. If any adverse action is taken based in whole or in part on this consumer report, a copy of this report and a summary of the consumer’s
rights must be provided to the consumer prior to taking adverse action. If you have any questions regarding the accuracy or completeness of this
report, please contact Verified Person at 866-380-6100.

The surmmary of consumer's rights is available in the help section of the website

Property of Sterling Talent Solutions - Confidential Sberllng
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SterlingONE™ Launch: Electronic Form |-9/E-Verify
(New Experience)

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

Launch from a Launch without a

Candidate Record Candidate Record

= The system will alert the user if there are duplicate candidate records based on name.
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SterlingONE™ Launch: Electronic Form |-9/E-Verify
(New Experience)

To Initiate Electronic Form 1-9/E-Verify from a Candidate Record:

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

Dashboard Applications Screen Onboard Tasks Records Reporting

Candidates Positions Documents

«
B Search Candidates

B Select Saved Search... ¢+ | [EECRNENIRTETS N QU EEEEWES BRI

Find a Candidate

Candidate ID Last Name First Mame SSN
Quick Launch -
Recently Viewed e
Any +

= Under Onboarding History, click Add Onboarding, and select Electronic Form -9 with E-Verify.

Onboarding History
Candidate has no onboarding history »
2 MNotes(0) Add Note €3

Property of Sterling Talent Solutions - Confidential St'e r I I n g
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SterlingONE™ Launch: Electronic Form |-9/E-Verify
(New Experience)

To initiate Electronic Form 1-9/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.

@ Dashboard - SterlingOl X §§ §

&« c | & Secure | httpsy//www.talentwise.com/screening/dashboard.php @ 1}‘ 0 =

@ | sterlingONE’ o

Dashboard Applications Screen Onboard Tasks Records Reporting

? | 3 Recent Activity My Tasks |20

E3 Upcoming Due Dates | 29 I

a Onboarding
Electronic 1-9 (Standalone)
Paper |-9 (Standalone)

Electronic Reverify

Paper Reverify or Rehire (Section 3)
Electronic |-9 with E-Verify

Suerling
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SterlingONE™ Launch: Electronic Form |-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.

= |n Person: The Verifier will be present when the employee completes Section 1.

Electronic I-9 (Standalone)

How will Form I-9 be completed? * Indicates required field
Please check one of the options below to begin.

Remote — Employee will complete Section 1 remotely; verifier will complete Section 2 (employee email address

required)

In Person — Employee will complete Section 1 onsite with the verfier present; venfier will complete Section 2

Suerling
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SterlingONE™ Launch: Electronic Form |-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.

Employee Profile

First Name® Middle Mame Last Mame*

Employee Start Date”®

Month v Day v Year

Suerling
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SterlingONE™ Launch: Electronic Form |-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 [-9 .

= Click Continue.

Verifier

The venfier is the employee or qualified agent who will review the employee's identity documentation to complete Section 2 of
the Form I-9. The verifier will be notified by email when the I-9 process is initiated for each employee.

Assigned Group *

TalentWise Users  ~ Create New Contributor

Assignee *

Unassigned v

Suerling
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SterlingONE™ Launch: Electronic Form |-9/E-Verify
(New Experience)

= Review Your Order and select Purchase.

Review Your Order

Package Electronic I-9 (Standalone)

Please review the package details below. To submit your purchase, click the Purchase button. To change any information, use
the edit links.

Order Details ¢ edit

Form 1-5 Completion: In Person
Employee: Test Employee
Start Date: 1/30/2017
Verifier Group: TalentWise Users
Verifier: Patty Hanley

(Patricia.Hanley @sterlingbac kcheck.com)

Suerling
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SterlingONE™ Launch: Electronic Form |-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 1-9/E-Verify request.

- Select Go to Candidate View to view the Candidate Record

Confirmation

Candidate Test Employee (7573045) Go to Candidate View
Package Electronic [-9 (Standalone) View Report in Progress

Date Submitted January 31, 2017

Your Report is now processing.

All email regarding this crder will be sent to Patricia.Hanley@sterlingbackcheck.com. To add or change addresses, or to tumn off notifications, visit your Preferences page.

If you have any guestions regarding this order, please call Customer Support at 1.866.338.6739 and reference Report ID 100641459.

Suerling
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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 -9 Form together ““in person™.

Employment Eligibility Verification UsCIS
Form |-9
Department of Homeland Security OME No. 1615-0047
U.S. Citizenship and Immigration Services Expires 08/31/2019
START HERE.
Instructions :

Click here for English |nstructions

Haga clic agui ara instrucciones Espariol

Click here for the USCIS Handbook for Employers
Click on the " 2u=accio&ts=0 for context specific help.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) they will accept from an employee. The
refusal to hire an individual because the documents have a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form |-9 no later than the first day of employment, but not before accepting a job
offer.)

Last Name (Family Name) First Name [Given Name) Middle Initial

[ J | ] (O

™ check ifnotapplicable

Other Last Names Used (if any)

[ )

™ checkif not applicable

Address (Street Number and Name)

[ ]

City or Town

Date of Birth (mm/dd/yyyy) L5, Social Security Number

Property of Sterling Talent Solutions - Confidential
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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 -9 Section 1 to initiate the Form 1-9.

= The link will direct the user to a new window or tab, from which the candidate may access and
complete their Section 1 task.

1 Form -9

Form [-9 5tatus In Progress

Initiator Cindy Anderson (candersoni@acme.com)

Employee Start Date 03/08/2016 . » Edit Date

Form |-9 Due Date 032016

Status Summary

Sequence Role Signer Status Action

Task1 Employee Elaine Goodell Motified Launch Form I-9 Section 1

Sophia Carlson
Task 2 i
ﬂ Verifier scarlson@acme.com |

Suerling
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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.

Welcome!

As part of our new hire process, you are been asked to complete the first section of the I-9 form. I-9 form helps us determine your

eligibility to work in the United States. Please click in the link below and follow the instructions. Should you have any questions or
experience technical difficulties, please contact our vendor, Verified Person at 866-381-6100.

When contacting Verified Person, reference order number 6814296.
Thank you!

Human Resources

Property of Sterling Talent Solutions - Confidential t'erllng
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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.

Property of Sterling Talent Solutions - Confidential

Attention Elaine Goodell:

Your Email Address for Sign-In: egoodell@gmail com
Your Temporary Password: rNRBWWzg

Please use the button below to begin filling and signing your Employment Eligibility Werification
(Form I-9) online. The Form I-9 should be completed before the due date shown below. If you
have previously signed in to the Candidate Portal, you will be able to use the permanent password

you previously set, or use the Forgot your password? option on the sign-in page to receive a
new temporary password.

Task Due Date Status
Complete and Sign Form -9 03/08/2016 MNew

Get Started

If you have any questions or received this email in error, you may contact us at XXx-xxx-Xxxx or
administator@talentwise.com.

This email has been automatically generated. Please do not reply to this message.

@ 2016 TalentWise, Inc.

Suerling
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SterlingONE™ Remote Employee: Access Section 1
(New EXxperience)

Remote Invitation: Candidate Portal

= Once logged into the Candidate Portal, the employee will click Launch Task to complete and sign
Section 1 of Form [-9.

Welcome Elaine Goodell | Sign Out

My Profile Welcome to the TalentWise Candidate Portal. Any active assigned tasks will be displayed in your Inbox
below.

Name
Elaine Goodell o You have a new task!
Email Address Click the Launch Task button to begin. Each time you have a new fask, it will appear in your "My Tasks"
egoodell@gmail com inbox. You_a!so have a "My Tasks" dropdown in the upper right corner that can be accessed from
anywhere in your porial.
Address Close this Mote
MNot on File
Mot on File
Task Due Date Status

Complete and Sign Form -9 03/08/2016 ﬂ Launch Task

Property of Sterling Talent Solutions - Confidential Sberllng
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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.

Dear User,

5]

The employee has completed Section 1 of the Electronic I-9 Form.
Please click the link below to continue with your order and complete Section 2 of the ElectronicI-9 Form.

https://v3.vpassure.com/cgi-bin/sdocs/i9 edit?request masterid=6814296

If you have any question or concerns, please contact Verified Person 866-380-6100. When contacting us, please reference order number 6814296.

Thank you,

Verified Person

|
Property of Sterling Talent Solutions - Confidential t'erllng
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SterlingONE™ Remote Verifier: Access Section 1
(New Experience)

Remote Invitation: Verifier Portal

Attention Sophia Carlson:

= The verifier will receive an email from You have been designated to facilitate the completion of Elaine Goodell's Employment Eligibility
. - . Verification (Form 1-9). The link below will provide access to the employee portion of the Form 1-9,
Ste rl | ngON ETM OUt| Ini ng the taSk detal IS . which should be completed and signed by the employee by the end of their first day of work.

Click here to access the Employee section of the Form 1-9

. The Verifier may Choose to inltlate SeCtlon 1 Of You will be prompted to enter your verifier login and password to allow the employee to access the
Form |-9 from the email notification, or if they o

After the employee is complete, the link below will provide access to your portion of the Form [-9.

have access to Ste rl | ngON ETM , th ey Can aISO access You must inspect original documentation provided by the employee and complete section 2. The

Form I-9 should be completed on the employee's start date, and is required to be completed

SeCtlon l from the report VleW. no later than three business days after the employee's start date.

View Task

Task Details:

Task: Complete Section 2 of Employee Form I-9
Assigned by: Jacob Gavin

Assigned to: Sophia Carlson

Employee: Elaine Goodell

Employee Start Date: 03/08/2016

Task Due Date: 03/11/2018

If you have any questions or received this email in error, you may contact us at or .
This email has been automatically generated. Please do not reply to this message.

© 2016 TalentWise, Inc.

Suerling

Property of Sterling Talent Solutions - Confidential .
e ’ Talent Solutions




SterlingONE™ Remote Verifier: Access Section 1
(New EXxperience)

Remote Invitation: Verifier Portal

= From the verifier portal, the verifier will is required to log in with their Email Address and
Password.

_ Welcome to Your Portal

Email Address

Flease use your email address and password to access the Portal. This will allow you to

|5E3”50ﬂ@aﬂ me.com start new tasks that have been assigned to you or return to complete a task in progress.

Fasswaord

Forgot your password? m

Property of Sterling Talent Solutions - Confidential Sberllng
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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.

Employment Eligibility Verification UscIS
Form I-9
Department of Homeland Security OMB No. 1615-0047
L5, Citizenship and Immigration Services Expires 08/31/2019

START HERE.
Instructions :

Click here for English Instructions
Haga clic agui ara instrucciones Esp
Click here for the USCIS Handbook for Employe

Click on the %2 2u=accio&ts=0 for context spec

Instructions are
available to
employee

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) they will accept from an employee.
The refusal to hire an individual because the documents have a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-2 no later than the first day of employment, but not before accepting a
job offer.)

Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)
| | | ] |
™ Checkifnotapplicable | I~ Check if notapplicable
Address (Street Number and Name) Apt. Number City or Town State Zip Code
| ||| Il || [-select-- =]
™ Checkif notapplicable
Date of Birth (mm/dd/yyyy) U.5. Social Security Number E-mail Address Telephone Number

I L] | | |

Property of Sterling Talent Solutions - Confidential
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Verified Person Complete Section 1 (Previous Experience)

= Once complete, Section 1 is electronically signed by the employee.

¥ | am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection with the completion of this form.
| attest, under penalty of perjury, that | am (check one of the following):

" A citizen of the United States

A noncitizen national of the United States

" A lawful permanent resident

@ An alien authorized towork until (expiration date, if applicable, mm/dd/yyyy) [N/A . Some aliens may write "N/A" in this field. (See instructions)
For aliens authorized to work, provide your :
0 Form I-94 AdmissionNumber OR Y @ Alien Registration Number/USCIS Number OR 4 € Foreign Passport
Alien Registration Number/USCIS Number : A|99999999'9 | Alien Number =} Q

Signature of Employee :
Please sign here, using your mouse (press and hold the left button while moving the mouse):

ﬂ/ M Date: 03/07/2017

Clear Signature |

Preparer and/or Translator Certification (To be completed and signed if Section | is prepared by a person other than the employee)

| did not use a preparer or translator. A preparer|(s) and/or translator(s) assisted the employee in completing Section 1.

CONTINUE

Suerling
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SterlingONE™ Complete Section 1 (New Experience)

= The employee will review the instructions to Form [-9 Section 1.

& Electronic Form [-9 - Acr X

2c8InPerson%4C @ ¥ | @ s

Q CM E Welcome Patty Hanley | Sign Out
Contact Gustomer Suppert Team: 1.866.338.6739

company

Electronic Form I-9

O Section 1 | 3

O eSign Forms

C | @ Secure | https//portal.talentwise.com/essentialspro/ptl/task.php?FormSetiD=45118&ProxyLoginlD=1842908&Sender=16797809&Email=TestEmployer5890c9de?

This is the Form |-9 for Test Employer

You are asked to complete Section 1 of an electronic Form I-9. This process should only take a few
minutes to complete, and you can save your progress and come back later if needed. PDF versions of
the complete Form |-9 in both English and Spanish are available from USCIS using the links below.

Form |-9 Instructions - English
Form I-9 Instructions - Spanish
Form |-9 PDF - English
Form |-9 PDF - Spanish

Read instructions carefully before completing this form. The instructions can be viewed using the
links above.

Anti-Discrimination Notice: Itis illegal to discriminate against work-authorized individuals. Employers
CANNOT specify which document(s) they will accept from an employee. The refusal to hire an
individual because the documentation presented has a future expiration date may also constitute illegal
discrimination.

First Name * Middle Name * Last Name *

« No Middle Name

Other Last Names Used (if any) *

' Suerling
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SterlingONE™ Complete Section 1 (New Experience)

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

= |f 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.

Property of Sterling Talent Solutions - Confidential

Employee information and Attestation

First Mame * Middle Mame *

Last Name *

« Mo Middle Name

Other Last Names Used (if any) *

| Mo Other Mames

Social Security Mumber *

Check below if you have not yet received your SSN from the SSA

Awaiting SSN

Date of Birth (MM/DDMAYYYY ) *

Sterlin

Talent Solutions
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SterlingONE™ Complete Section 1 (New Experience)

= The employee must enter Address
his/her residential street Address * Apt. Number *
address under Address. Post
Office boxes are also

« Mo Apt. Number

City * Country/Region * State or Province * Zip*
acceptab|e . United States v Select State v
= The employee may choose to
provide personal Contact Contact Information
InfOI’mation tO DHS Wthh may You may provide your email address and telephone number. Department of Homeland Security (ODHS) may
contactyou if DHS learns of a potential mismatch between the infarmation provided and the information in
be Used to ContaCt them the DHS or Social Security Administration (S5A) records. You may select "Do not provide to DHS" if you
regarding E_Verify StatUS. choose not to provide this information.
Email *

«| Do not provide to DHS

Telephone Mumber *

«| Do not provide to DHS
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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.

| attest, under penalty of perjury, that | am:
icheck one of the following) *

A citizen of the United States
A noncitizen national of the United States
A lawful permanent resident

An alien authorized to work

| am aware that federal law provides for imprisonment and/or fines for false statements or use of
false documents in connection with the completion of this form.

| Acknowledge ™

Suerling
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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.

| attest, under penalty of perjury, that | am:
icheck one of the following) *

A citizen of the United States
A nencitizen national of the United States
® A lawful permanent resident

An alien authonzed to work

Alien Registration Number?

Document Type * Alien Registration Mumber/USCIS Number *
Select Document Type »

= 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 eSign Forms
an eIeCtroniC S|gnature by CIiCklng I Agree to You are now ready to electronically sign your documents. After agreeing to use an electronic signature,

you will have the opportunity to preview your documents and return to make changes, if necessary. Once

Use an EIeCtronIC Slgnatu re . you have completed all required signatures, this task will be complete.
Consent and Notice Regarding Electronic Signature

= |f the employee declines to use an electronic By clicking the "I Agree to Use an Electronic Signature” button, you agree to electronically sign the

following forms. You agree your electronic signature is the legal equivalent of your manual signature. You

Slg natu re y the WorkfIOW Wi I I be halted and further agree that your use of a key pad, mouse or other device to select an item, button, icon or similar

act/action, constitutes your signature as if actually signed by you in writing. You also agree that no

the Status Set to eS | g N DeCI | ned . A new |—9 certification authority or other third party verification is necessary to validate your electronic signature and

that the lack of such certification or third party verification will not in any way affect the enforceability of

Wi I I need to be Completed . your electronic signature.

In order to access, fulfill and retain the following electronic forms, your computer must be equipped and
compatible with the most commaon operating systems and internet browsers.

« Windows, Mac OS X, Linux, Apple iOS, and other major operating systems.
« Microsoft Internet Explorer version 9 and later. Mozilla Firefox - latest version, Safari latest version
+ tablet versions, Chrome latest desktop version.

If you decline to use an electronic signature by clicking the "I Decline to Use an Electronic Signature”
button. you will be asked to enter your reason for declining. You should contact your employer to
manually sign your document.

After authorizing the use of your electronic signature you may still withdraw your consent. To do so you
must contact the employer for their withdrawal procedures, and to understand any consequences or fees
which may apply.

You will receive a copy of the following forms.

| Agree to Use an Electronic Signature I Decline to Use an Electronic Signature

Suerling
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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.

Property of Sterling Talent Solutions - Confidential

eSign Forms

<< View Consent and Notice Regarding Electronic Signature

Select or Draw Your Electronic Signature

Confirm your name: Confirm your initials:

Elaine Goodell - EG |

Select your signature

* Signature Initials

- Ordraw your signature Clear Initials Clear

Proceed to e Sign Preview >>

Sterlin
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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 | need tocorrect my information before | sign
Forms to complete signing. Form 19 :

eSign Forms

= If the employee identifies errors,

Employment Eligibility Verification USCIS
Department of Homeland Security Form 19
they may return to the form by U, Cazenship and Immigration Servces Bt 5000

C|icking | need to correct my > START HERE: Read J betore this form. The st b avallabl, eithr In paper o sectronically,

during F of this form. Employers are liable for errors in the completion of this form.
H H H ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which
I n Orl I latlon e Ore | Slg n - dnu.lrnerl(s]unerrplwee may present to establish employment authorization and identity. The refusal to hire or continue to employ
an i the d ation presented has a future expiration date may also constitute illegal discrimination.

Last Name (Famfly Name} First Name (Given Name) Middle Initial Other Last Names Used (if any)
Employer Test MNIA NIA
Address (Streat Number and Name) Apt. Number | City or Town State ZIP Code
123 MNIA Chicago IL G0631
Date of Birth (nm/idddyyy) |U.S. Social 's E-mail Address. Employee's Telephone Number
06091977 | | | | |:|:| | | NIA NA

| am aware that fi | law provides for im and/or fines for false statements or use of false documents in
connection with the l:ornphﬂon of this iorrn

| attest, under penaity of perjury, that | am (check one of the following boxes):

1. A ditizen of the United Stales

2. A noncitizen national of the United States (See instructions)

3. A lawful permanent resident  (Alien Registration Number/lUSCIS Number): NIA

4. An alien authorized to work  until (expiration date, if applicable, mm/ddlyyyy): NIA
Some aliens may write "N/A” in the expiration date field. (See instructions)

B Coaia . Sacion 1
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SterlingONE™ Complete Section 1 (New Experience)

) ) . Additional Action Required!
= The employee will be presented with a List

of Acceptable Documents.

‘You must still bring original versions (not copies) of either one document from List A, or a combination of one document from List B and
one document from List C to be inspected by a representative of your employer, who will then complete section 2 of the Form [-9.

A list of acceptable list A, B, and C documents can be viewed as a PDF using the link below.

List of Acceptable Documents. pdf

= 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.

Property of Sterling Talent Solutions - Confidential

LISTA

Documents that Establish
Both Identity and
Employment Authorization

LISTB

Documents that Establish
Identity

AND

LISTC

Documents that Establish
Employment Authorization

. U.S. Passport or U.S. Passport Card

. Permanent Resident Card or Alien

Registration Receipt Card (Form I-551)

. Foreign passport that contains a

temporary I-551 stamp or temporary
1-551 printed notation on a machine-
readable immigrant visa

1. Driver's license or ID card issued by a
State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

. Employment Authorization Document

2. |D card issued by federal, state or local
(government agencies or entities,
provided it contains a photograph or

information such as name, date of birth,

. A Social Security Account Number

card, unless the card includes one of

the following restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

. Certification of Birth Abroad issued

by the Department of State (Form
FS-545)

(2) An endorsement of the alien's
nonimmigrant slatus as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

. Certification of Report of Birth

issued by the Department of State
(Form DS-1350)

:"‘?aé;';’"la"“s a photograph (Form gender, height, eye color, and address
3. School ID card with a photograph
. For a nonimmi alien authorized
to work for a specific employer 4. Voter's registration card
because of his or her status: —
5. U.S. Military card or draft record
a. Foreign passport; and
b. Form -84 or Form |-94A that has 6. Miitary dependent's ID card
the following: 7. U.S. Coast Guard Merchant Mariner
(1) The same name as the passport Card
and 8. Native American tribal document

. Original or certified copy of birth

certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

9. Driver's license issued by a Canadian
gmemmenl aulhunty

. Native American tribal document

. U.S. Citizen ID Card (Form I-197)

. Passport from the Federated States of

Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
1-94 or Form |-94A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or RMI

For persons under age 18 who are
unable to present a document
listed above:

. Identification Card for Use of

Resident Citizen in the United
States (Form 1-178)

10. School record or report card

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

. Employment authorization

document issued by the
Department of Homeland Security

Suerlin
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Complete Section 2
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Verified Person Complete Section 2 (Previous Experience)

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

= Selected document types will display a sample to aid in completion.

Section 2. Employer or Authorized Representative Review and Verification
(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee’s first day of employment. You must physically examine one document
from List A OR examine a combination of one document from List B and one document from List C as listed on the “List of Acceptable Documents”™ on the next page of this form. For each
document you review, record the following information: document title, issuing authority, document number, and expiration date, if any.)

Document type
T ChoosefromList A @ Choose from List B, C
€} Document title : | Driver's license issued by a U.S. state or outlying possession | | Social Security Card =
Q Issuing authority : I --select-- _*_‘j U.5. 554
3 Document number : [ J [ l
3 Expirationdate : (mmidd/yyyy) (mm/dd/yyyy)

Virginia DRIVER'S LICENSE

TidTooias
Ko

LTS OT VA L a0 W

"""""

Dovme o birik E

0riisiiese e
Fadei et £

SPUAT s she  wone o eiaaen

et Boweklbamr y
A eMOm NONE  OTINS/2016

L]

Click image to view example documentis) Click image to view example document(s)
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Verified Person Complete Section 2 (Previous Experience)

= Once complete, the verifier will electronically sign Section 2.

Certification
¥ | attest, under penalty of perjury, that (1) | have examined the documents(s) presented by the above-named employee, (2) the above-listed document(s) appear to be genuine and to relate to the employee named, and

(3) to the best of my knowledge the employee is authorized to work in the United States,
The employee's first day of employment (mm/dd/yyyy) : 03/07/2017

Signature of Employer or Authorized Representative

Please sign here, using your mouse (press and hold the left button while moving the mouse): Date 03/07/2017
Xf'l/' - \ R? Title of Employer or Authorized Representative
Account Representative

Clear Signature

Employer's Business or Organization Name
EMSI HR

Last Name (Family Name) First Name [Given Name)

[ | Olivia

Zip Code

C_J

State

| Texas ;I

Employer's Business or Organization Address (Street Number and Name) City or Town

[ ) [ )

CONTINUE Save to finish later

Suerling
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SterlingONE™ Complete Section 2 (New Experience)

It’s now the verifier’s turn to complete

Attention Sophia Carlson:

Section 2. | . |
You have been designated to complete section 2 of Elaine Goodell's Employment Eligibility
- - - Verification (Form 1-9). To complete this task, you must inspect original documentation provided by
= The Verifier may access Section 2 Elaine, and complete section 2 of the Form 1-9. The Form I-9 should be completed on the
- : : employee's start date, and is required to be completed no later than three business days after the
through the Verlfler portal by CI ICkI ng employee's start date. You will receive a notification once Elaine has completed their portion of the
View Task in their notification email. Form I-0.
View Task
Task Details:

Task: Complete Section 2 of Employee Form -3
Assigned by: Jacob Gavin

Assigned to: Sophia Carlson

Employee: Elaine Goodell

Employee Start Date: 03/08/2016

Task Due Date: 03/11/2016

If you have any questions or received this email in error, you may contact us at Xxx-xxx-xxxx or
administator@talentwise com.

This email has been automatically generated. Please do not reply to this message.

© 2016 TalentWise, Inc.

Property of Sterling Talent Solutions - Confidential St,e r I I n g

Talent Solutions




SterlingONE™ Complete Section 2 (New Experience)

= The verifier will access Section 2 from the verifier portal with their Email Address and Password.

Email Address

scarlson@acme.com

Password

Forgot your password?

Welcome to Your Portal

Please use your email address and password to access the Portal. This will allow you to
start new tasks that have been assigned to you or return to complete a task in progress.

Property of Sterling Talent Solutions - Confidential
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SterlingONE™ Complete Section 2 (New Experience)

= The verifier will click Launch Task for the appropriate employee.

Welcome Sophia Carlson | Sign Qut

Welcome to the Verifier Portal

Welcome to the Verifier Portal. Any active assigned tasks will be displayed in the list view below.

Task Candidate Due Date Status

Complete and Sign Section 2 Elaine Goodell 03M11/2016 NEW
Complete and Sign Section 2 Sophia Rodriguez 032412016 OVERDUE - NEW
Complete and Sign Section 2 Alex Smith 02/09/2016 Pending Delegate

Suerling
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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.

1 Form -9
Form 1-9 Status In Progress
Initiator Jacob Gavin (everifydemo@talentwize.com)
Employee Start Date 03/08/2016 =  Edit Date
Form |-9 Due Date 03M1/2016

Status Summary

Sequence Role Signer Status Action
u Task 1 Employes Elaine Goodell Complete
) Sophia Carlson
Task 2 Verifier scarlson@acme.com | Motified Launch Form |-9 Section 2

E-Verify will be initiated automatically when all signers have completed the electronic Form 1-9.

Suerling
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SterlingONE™ Complete Section 2 (New Experience)

= The verifier will review the employee’s completed Form [-9 Section 1.

() section 1 <l Form -9 Section 1

O Section 2

This is the Form I-9 for Test Employer
O eSign Forms

If you will not be able to complete this task, you may Delegate to another Verifier

You must review the information the employee provided in Section 1 as displayed to ensure that it was
completed properly. If you identify errors in Section 1, you may Return this Form 1-9 to the employee for

correction.

Employee information and Attestation
First Name * Middle Mame Last Name *
Test + No Middle Name Employer

Other Last Names Used (if any)
« Mo Other Names

Suerling

Property of Sterling Talent Solutions - Confidential .
e ’ Talent Solutions




SterlingONE™ Complete Section 2 (New Experience)

= If the verifier identifies any errors, they may click Return this Form [-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.

Return will send the Form back to the selected Task owner. The required note will be included in Task Notification
email and will be visible to all Task Owners listed below.

Task Chwner
‘! Task 1: Elaine Goodell - Candidate

Return Note
400

Suerling
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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.

Welcome Sophia Carlson | Sign Out

s e ramis
@ section 1 Form |-9 Section 2

() section 2 >

If you will not be able to complete this task, you may Delegate to another Verifier
() esign Forms

You must physically examine one document from List A OR examine a combination of one document from
List B and one document from List C. For each document you review, record the following information:
document title, issuing authority, document number, and expiration date, if any.

Employer or Authonzed Representative Review and Venfication

List A

U.5. Passport

Permanent Resident Card (I-551)
Empioyment Authorization Document (1-76E)
and other documents...

ListBand C

Driver’s Licenss or 1D Card
Vioter's Registration Card

Suerling
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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.

List & Document Title
= The verifier will enter document information U.S. Passport

Into the required fields.

Receipt for a document that was lost, stolen, or damaged
= The form will display alerts if any information Issting Authority *
IS missing or incorrect. U.S. Department of State

Passport or Passport Card Mumber *
123

Passport Number must be 3 digits or a 'C’ followed by 38 digits.

Expiration Date *

Suerling
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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.

List B Document Title *

Driver's license issued by a State or outlying possession of the United States -

«| Receipt for a document that was lost, stolen, or damaged

Issuing Authority *

| Select State/Territory |

Receipt Number *
1123456789 |

Mote: A receipt is only valid for up to 90 days from the employee’s start date. The employee must present you with a
replacement document for which the receipt was onginally given on or before 4/18/2017.

Suerling
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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.

Employee’s first day of employment

03/08/2016

= The employer information may be
prefilled based on account configuration.

Title of Employer or Authorized Representative *

Hiring Manager

Employer's Business or Crganization Mame *

Acme Company

Address *
21 Second Ave

City * Country/Region * State or Province * Zip*
Seattle United States v Washington ¥ | 98103
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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.

Attach copy of documents *

= Simply Choose File, Upload File, and repeat as Choose File | No file chosen
. Max file size is 15MB
necessary for multiple attachments.
= Documents may be removed with the trash icon, if
Aftach copy of documents *
necessary.
Choose File | USPassport.gif Upload File

Max file size is 15MB

Attach copy of documents * e

Cheoose File | Mo file chosen Upload File

Max file size is 15MB

FPreviously Uploaded:
W USPassport.gif
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SterlingONE™ Complete Section 2 (New Experience)

= The verifier will be asked to consent to use an
electronic signature by clicking | Agree to Use an
Electronic Signature. Jou il have the apportan 1o preview'your documents and et o make changes, f necessary. Once

you have completed all required signatures, this task will be complete.

= |f the verifier declines to use an electronic Consent and Notice Regarding Electronic Signature
signature, the workflow will be halted and the RoRowing oM, You agree your eleclionk sSgralre s e logal equivalont T Your Manta) SERaIUFE. You

further agree that your use of a key pad, mouse or other device to select an item, button, icon or similar

status set to eSign Declined. A new I-9 will need to act/action. constitutes your signature as If actually signed by you in writing. You also agree that no

certification authority or other third party verification is necessary to validate your electronic signature and

be Com p I eted . that the lack of such certification or third party verification will not in any way affect the enforceability of
your electronic signature.

eSignh Forms

In order to access. fulfill and retain the following electronic forms, your computer must be equipped and
compatible with the most common operating systems and internet browsers.

» Windows, Mac OS X, Linux, Apple iOS, and other major operating systems.
« Microsoft Internet Explorer version 9 and later, Mozilla Firefox - latest version, Safari latest version
+ tablet versions, Chrome latest desktop version.

If you decline to use an electronic signature by clicking the "I Decline to Use an Electronic Signature”
button, you will be asked to enter your reason for declining. You should contact your employer to
manually sign your document.

After authorizing the use of your electronic signature you may still withdraw your consent. To do 50 you
must contact the employer for their withdrawal procedures, and to understand any consequences or fees
which may apply.

You will receive a copy of the following forms.

| Agree to Use an Flectronic Signature I Decline to Use an Electronic Signature

Suerling

Property of Sterling Talent Solutions - Confidential .
e ’ Talent Solutions




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.

Property of Sterling Talent Solutions - Confidential

eSign Forms

<< View Consent and Notice Regarding Electronic Signature

Select or Draw Your Electronic Signature

Confirm your initials:
| Isc |

Confirm your name:

|Sophia Carlson

Select your signature

® signature

Initials

Sl Colson

<SC

- Or draw your sighature

Clear Initials

Clear

Proceed to e Sign Preview >>

Sterlin
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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.

= |f the employee identifies errors, they may return to the form by clicking | need to correct my

iInformation before | sign.

eSign Forms

Confirm and eSign Forms | Save and Sign Later

| need to correct my information before | sign

TEETTOT

T T WEOToTY

Employment Eligibility Verification
Department of Homeland Security
U.S. Citizenship and Immigration Services

-

USCIS

Form I-9
OMB No, 1615-0047
Espires 08/31/2019

M.I. Cilizenship/immigration Status

Last Name (Family Name) First Name (Gfven Name)
Employee Info from Section 1 Employer Test NI 1
List A OR List AND ListC
Identity and Employment Authorization Identity Employmant Authorization
Document Title Document Title Document Title
U5 Passport MNIA MNIA
Issuing Authority Issuing Authority Issuing Authority
U5, Department of State MN/A MNIA
Document Number Document Number Document Number
123456789 MNIA MNIA
Expiration Date {if any){mmdddiyyy) Expiration Date (if any){mmiddyyyy) Expiration Date (If any mm/ddiyyy)
02012017 MNIA TNIA
Document Tithe
I
Issuing Authority Additional Information :mhmh fone g;;
A
Document Number
MNIA
E: Date (if . Arvvyl
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SterlingONE™ Complete Section 2 (New Experience)

= Once eSigning is complete, the verifier may Return to Dashboard to complete assigned 1-9 tasks
for other employees, or Logout of the verifier portal.

eSign Forms

@ eSighing Complete
You have completed electronically signing your Form [-9.
Your signed documents can be accessed through the links below, or through the My Documents panel on your dashboard.

Form_I9 Goodell Elaine _2016-03-21_1454PDT. pdf
USPassport. pdf
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Form |-9/E-Verify

E-Verify Processing
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Verified Person Overdue Reason (Previous 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 1-9 task will be considered overdue. The verifier must select an
Overdue reason.

Certification
¥ | attest, under penalty of perjury, that (1) | have examined the documents(s) presented by the above-named employee, (2) the above-listed document(s) appear to be genuine and to
relate to the employee named, and (3) to the best of my knowledge the employee is authorized to work in the United States.
The employee's first day of employment (mm/dd/yyyy) : 03/01/2017
Owverdue reason :
--select-- -
Awaiting Social Security Mumber
Technical Problems ) \
Audit Revealed that New Hire Was Not Run AR LR R L Date 03/21/2017
Federal Contractor with E-Verify Clause verifying an existing employee
Ll Title of Employer or Authorized Representative
Clear Signature
Other:
Certification

| attest, under penalty of perjury, that (1) | have examined the documents(s) presented by the above-named employee, (2) the above-listed document(s) appear to be genuine and to
relate to the employee named, and (3) to the best of my knowledge the employee is authorized to work in the United States.

The employee's first day of employment (mm/dd/yyyy) : 03/01/2017
Overdue other reason:

FS:;:;EMHEOH: j )
Suerling
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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.

eSign Forms

@ eSigning Complete
You have completed electronically signing your Form [-9.

Your signed documents can be accessed through the links below, or through the My Documents panel on your dashboard.

Form_I9_Goodell_Elaine_2016-03-21_1454PDT pdf
USPassport.pdf

A\ This case is considered overdue because it is not submitted within three (3) business days of hire. Please give reason:

Awaiting Social Security Number
Technical problems

Cverdue Reason
Audit revealed that new hire was not run
Federal Contractor with E-Verify Clause verifying an existing employee

E= 2 ‘
Other

r
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Verified Person Photo Matching (Previous Experience)

= If the employee provided a U.S. passport or passport card, 1-551 or I-766, the verifier will be
asked to complete the photo match for E-Verify.

Initial Response

Eligiblity Text: Photo Matching Required
Eligiblity Details:

Case details

If the photo matches the employee click the Confirm Photo button. If the photo does not match or the
match is uncertain, click the “Do NOT Confirm” button to begin‘continue the DHS referral process.

=)

Suerling
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SterlingONE™ Photo Matching (New Experience)

eSign Forms

= If the employee provided a U.S. passport or
passport card, 1-551 or 1-766, the verifier will @ eSigning Complete
be asked to complete the photo match for E- YO TS ECTIEIES SEIGNEEI) S97ing yeurrom k9
Verify.

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

Your signed documents can be accessed through the links below.

Form_|19_Goodell_Elaine_2015-11-25_1100PST.pdf
USPassport.pdf

Important: Please Verify the Photo Below
Does this photo match the photo on the U.S. Passport or U.S. Passport Card provided by the employee?

MNote: If "No Photo on this Document” appears below, select Yes.

@ YES
O NO L

Suerling
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E-Verify Photo Matching (New Experience)

= E-Verify will return initial eSign Forms
verification within 3-5 seconds. @ eSigning Complete

You have completed electronically signing your Form |1-9.
Your signed documents can be accessed through the links below.

Form_|9_Goodell_Elaine_2015-11-25_1100PST.pdf
USPassport.pdf

Important: Please Verify the Photo Below

Does this photo match the photo on the U.S. Passport or U.S. Passport Card provided by the employee?

Note: If "No Photo on this Document” appears below, select Yes.

© YES
NO

E-Verify has completed with a result of Employment Authorized - Employee Retained
The employee continues to work after receiving an Employment Authorized result.
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E-Verify Case
Management
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E-Verify Results

Upon submission of a completed Form -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

Suerling
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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.

Employee Data
Hire Date: 03/14/2017 Citizenship Status: A citizen of the United States
Owverdue Add'l Overdue Info:
Reason:
Document List Band C Docurnent 05/23/2024
Type: Documents Expiration Date:
194 Number; Alien Number:
Card Mumber: Visa Number:
Passport Country of Issue:
Number:
List B: Driver's license or ID card issued by a U.S.
state or outlying possession
List C: Social Security List B supporting: Driver's license
Card
List Bstate: TN List B nurmber: 093136459
Initial Response
Eligiblity Text: Duplicate Case
Eligiblity Details:
Case details

-
-
Initiate Duplicate Case Verification L e r I I n g

Talent Solutions
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Verified Person Duplicate Case (Previous Experience)

Initial Response
Initial Response po

Eligiblity Text: Duplicate Case
Eligiblity Text: Duplicate Case Eligiblity Details:

Eligiblity Details:

Case details

Case details

Warning: Duplicate case data detected at E-Verify. Correction is permitted only once.

E-Verify Duplicate Case List
Warning: Duplicate case data detected at E-Verify. Correction is permitted only once.

Case ||55N ||Create Date ||0rder Information ||Hire Date ||Eligihility
E-Verify Duplicate Case List 2017075074241NA 7292 2017-03-14T00:00:00  Employment Authorized
Case ||55N ||Create Date ||Order Information ||Hire Date ||Eligihilit',|r
2017075074241NA 7252 201703-14T00:00:00  Employment Authorized

Please select a continuation reason from the list:

Close/C c h odifi ) © The employee is a rehire and | am required to create a new case.
ose/Continue Case with or without modification?

& The previous case is invalid because of incorrect data.
Continue Case [ With ] Changes Close Case s Other

Do NOT Subrmit

Other Continuation Reason

Suerling
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SterlingONE™ Duplicate Case (New Experience)

Important: Duplicate Case Found

Carefully review the information below. Under Take Action:

« If the information is comrect, click Continue Case. If the infermation is NOT cerrect, update the appropriate field(s) and click Continue
Case.

« If the information entered is not correct and cannot be updated, click Close Case. If you created this case in error or no longer need to
continue this verification, click Close Case.

The infermation you entered for this case matches information from anether case entered by this employer.

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

Coentinue Case
Close Case

Status Case Number Created Date SSN Hire Date O ut aS a. d u p I I Cate .

Case Incomplete 2017032180841 20 02-01-2m7 123456789 01-31-27

Duplicate Case 2017032175405Z2L 02-01-2017 123456789 01-31-2017

Employment Authorized  20170321751532F 02-01-2m7 123456789 C _

Take Action:
Check that the following information is correct. = Continue Case
Last Name First Name Middle Initial Close Case
Select the appropriate statement:
Daoe Jane : . .
® The employee is a rehire and | am required to create a new case.
Other Last Names Used  Date of Birth Social Security Numbe The previcus case is invalid because of incorrect data.
Other
June v |9 v|l1977 ¢ 123 -
Hire Date Citizenship Status
021472017 A citizen of the United [
States -
Take Action:
Document Type Document Number Document Expiration Continue Case
US Passport 123456789 Date © Close Case
04/06/2018 Select the appropriate statement:
'I;he case is a duplicate because the employer created a case with the same data within the past 30 days.

Take Action:

The case is invalid because the data entered is incorrect.

Property of Sterling Talent Solutions - Confidential
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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.

Initial Response

Eligiblity Text: DHS Verification in Process
Eligiblity Details:

Additional Verification

DHS Tentative Monconfirmation (TNC)

Case details

Initiate DHS Referral (TNC) Close Case - Currently Employed Close Case - Mot Employed

Suerling
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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.

Additional Verification

DHS Tentative Monconfirmation (TNC)

Case details

Emplovee Department of Homeland Security Tentative Monconfirmation Notice (English version)
Emplovee Departrment of Homeland Security Tentative Monconfirmation Notice (Spanish version)

The above Department of Homeland Security Tentative Monconfirmation Motice should be printed, filled
out and discussed with the employee prior to taking further action. Upon completion of these tasks, you
MUST click the Employee given form button after providing the employee with the document.

You will not be able to refer your employee to the 554 or DHS without completing these tasks.

Employee given form

Suerling
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Verified Person Tentative Nonconfirmation (Previous
Experience)

= 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.

Additional Verification

DHS Tentative Nonconfirmation (TNC)

You may upload supporting documentation in GIF or JPEG format as an alternative to mailing them, This is
an optional feature applicable only when DHS has provided a document image that is in conflict with one in
the employees possession. Supporting documents may not be duplicates of those previously received.

Select Sum'til'ﬂ Documents  Browse_ | Mo file selected. Save for Submission

Click the Submit Referral button to refer the employee to the DHS.

Suerling
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Verified Person Tentative Nonconfirmation - TNC Closure
Reasons (Previous Experience)

Additional Verification

DHS Tentative Monconfirmation (TNC)
Case details

Currently employed Close Case Options :

~ The employee continues to work for the employer after choosing not to contest a Tentative
MNonconfirmation.

" The case is invalid because another case with the same data already exists.

" The case is invalid because the data entered Is incormect.

" The case is being closed because the document is expired.

" The case is being closed because DHS or S5A instructed this employer to close the case.
" The employer is no longer our client.

~ The case is being closed because DHS or S5A instructed this employer to create a new case for this
employee,

Suerling
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SterlingONE™ Tentative Nonconfirmation (New Experience)

= |f 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).

E-Verify Status DHS Tentative Non-Confirmation (THC)
Case Verification Number 20M7034131138LE

The information initially entered for the case did not match records available to DHS. This does not necessarily mean that the employee is not authorized to werk.

Next Steps:
1. Print the DHS Further Action Motice in either English or Spanish. Confirm that the name and 53N listed at the top of the notice are correct.
DHS Further Action Motice - English
DHS Further Action Motice - Spanish

If the information printed on the DHS FAN does not match the information on the Form 1-9, you must close the case to indicate the case is invalid due to incorrect data, and submit a new case,

2. Review the DHS Further Action Motice privately with the employse. Instructions are found on page one of the DHS Further Action Motice.
3. Have the employes indicate whether he or she will contest the DHS THNC on page two of the DHS Further Action Motice.
4. Ensure that both the Employer and Employee section of the DHS Further Action Motice are signed and dated. Keep the original signed copy of the DHS Further Action Motice on file.

If you created this case in error or you no longer need to continue this verification, you must close the case.

Click Manage Case to take action on the case.

SterlingOME Customer Suppert can be reached at 1.888 338 8735, Be sure to reference Report ID 82758583

Suerling
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SterlingONE™ Tentative Nonconfirmation (New
Experience)

Manage TNC
= Select “| have notified this
: . employee of the TNC” and
Employee Name E-Verify Status Case Verificatiom Number )
Jane Doe Tentative Nonconfirmation 2017034131139L8 upload a copy of the Slgned

TNC letter.

Indicate whether the employee has been notified. You must netify the employee of the TMC if the information in the Further Action
Motice is correct.

(® | have notified this employes of the THC

= Read the instructions

i) | have not notified the employee. | have identified errors in the case and will create a new case for this employee - If the employee W| ” ConteSt
7

Attach a copy of the signed Further Action Notice (FAN) select “Refer Case

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

Select File

Choase File | No file chosen

{Formats accepted: PDF, JPG, GIF, PNG)

Take Action

« [f the employee chose to contest the DHS THNC, click Refer Case.
« If the employee chose to not contest the DHS THE, click Close Case.

« |f the case was created in error or you no longer need to continue this verification, click Close Case.

-

s
Suerlin
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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.

Manage TNC

" Case referred successiully!
Employee Name E-Verify Status Case Verification Number
Jane Doe DHS Referral 2017034131135LE

This employee was referred to DHS on 02-03-2017. Print the Referral Date Confirmation and provide this to the employee. Inform the
employee that he or she has until 02-15-2017 to contact OHS. The status will be updated when results are received from E-\erify.

OHS Referral Date Confirmation - English
DHS Referral Date Confirmation - Spanizh

= If the case is not referred and will be closed, select the appropriate case closure response.

Suerling
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SterlingONE™ Tentative Nonconfirmation (New Experience)

= The case is now processing, and will be updated once a response is received from E-Verify.

E-Verify Status OHS Referral
Case Verification Mumber 2017034131139LB

be updated when results are received from E-\erify.

DHS Referral Date Confirmation - English
DHS Referral Date Confirmation - Spanish

SterlingOME Customer Support can be reached at 1.866.338.673%9. Be sure to reference Report ID 627580963,

This employee was referred to DHS on 02-03-2017. Frint the Referral Date Confirmation and provide this to the employee. Infarm the employee that he or she has until 02-15-2017 to contact DHS. The case status will

= A copy of the Further Action Notice (FAN) letter and Referral letter can always be retrieved from

documents under the candidate profile.

= Documents (7)

Document

) E-Verify DHS Referral Date Confirmation - Spanish
) E-Verify DHS Referral Date Confirmation - English
] E-Verify DHS Tentative Nonconfirmation - English

Il E-\Verify DHS Tentative Monconfirmation - Spanish

) E-Verify DHS Tentative Nonconfirmation - English

Form -9
Form -9 pdf

Form -9 Identification Documents
Demo - Passport.pdf

Uploaded

Feb 31115 am
By Patty Test

Feb 3 11:15 am
By Patty Test

Feb 31115 am
By Patty Test

Feb 31113 am
By Patty Test

Feb 31113 am
By Patty Test

Feb 3 11:11am
By Patty Test

Feb 3 11:10 am
By Patty Test

File Size

932 KB

1008 KB

36 KB

1349 KB

979 KB

533 KB

36 KB
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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.

Dashboard Screen Onboard Tasks Records Reporting

onboarding E-Verify Case Management

» :
E Download in Excel Format
E-Verlfy Case Management || Show me actionable reports only
SETASSETL TR I Al Save New Search | Update Saved Search
Report ID First Mame Last Name S5N
62686042

E% Advanced Search Options Clear All

Report 1D Name Start Date Case Verification Number E-verify Status Action
62686042 Tes Employee 0492017 2017013102443A) Pending Duplicate Case ﬂ' Action.. T
4 - n o 15 = |items per page 1-10of1items

Suerling
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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.

Download in Excel Format

E-Verify Case Management _| show me actionable reports only

Select Saved Search...  # Save New Search | Update Saved Search

Report 1D First Mame Last Mame 55N
62686042

L4 Advanced Search Options Clear All

Report 1D Name Start Date Case Verification Mumber E-\erify Status Action

62686042 Tes Employee 01192017 201701310244 3AJ Pending Duplicate Case (i} Action. . T

M| oA n | 15+ |items per page ManageCasequ""ems

= 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.

Suerling
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Form I-9/E-Verity

Form |-9 Action Required - Employee

SterlingONE™ allows you to submit an -9
using receipts or awaiting an SSN, E-Verify
can then be initiated once required
documents are received.

Suerling
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SterlingONE™ Awalting 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 [-9:

= A case will not be created in E-Verify without the employee’s SSN.

1 Fomm |9

Form |-9 Status Complete
Click to view Form -9 in PODF farmat

Click to view ldentification Documents in POF format

E-Verify Not Submitted - Awaiting SSN

A case could not be created in E-Verify because the employee is awaiting a Sacial Security Number. A new E-Verify case must be created when the employee receives their SSN fram the
Sacial Security Administration.

View the Form -8 Expiration Report for additional details ar to submit a new E-\erify case.

TalentWise Customer Support can be reached at 1.866.338 6735, Be sure to reference Report ID 61928648,

Suerling
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SterlingONE™ Awalting SSN

SSN from the SSA.

An employee’s Form [-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

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

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

Form |-9 Expiration

View Expiration Date From

View Expiration Date To

Previous 30 Days v MNext 30 Days v
61928548 Ethan J Anderson Awaiting SN 03/26/2016 Action... v
61620933 Kim Zhang Receipt 02/09/2016

Download in Excel Format

Mo Longer Employed
Complete and Submit E-\ferify
“iew Applic ant Report

Property of Sterling Talent Solutions - Confidential
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SterlingONE™ Awaliting SSN

= The employee’s original Form [-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 1-9 record in
SterlingONE™ with the employee SSN and submit an E-Verify case.

Complete Form -9 close (€3

When the employee has received a Social Security number from the Social Security Administration, you must direct them
to manually update the original Form [-9:

1. Enter the SSN in Section 1 of the Form |-9.
2. Initial and date the change.

After updating the form, click Launch to enter the SSN and attach the edited Form |-8.

r‘ Paper Form -9 with E-Venfy
Launch
Price: $0.00 -

Suerling
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SterlingONE™ Document Recelpts

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 [-9.

1 Form -9

Form I-9 Status Complete

Click to view Faorm I-9 in PDF farmat

E-Verify Hot Submitted - Receipt

Acase could not be created in E-Verify because the employee presented a receipt. A separate E-Verify case must be created when the employee presents the actual document for which
the receipt was presented.

View the Form -9 Expiration Report for additional details orto submit a new E-Verify case.

TalentWize Customer Support can be reached at 1.866.xxx xxxx. Be sure to reference Report ID 612529548,

Suerling
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SterlingONE™ Document Recelpts

= 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 [-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.

Form |-9 Expiration Download in Excel Format
View Expiration Date From View Expiration Date To
Previous 30 Days E All |E|

Go

61258683 Marly G Otomba Receipt 05/05/2015 Action... |E|

Action...
61258662 Felicia Biye Receipt 07i06/2015 No Longer Employed

Complete and Submit E-\Verify
“iew Applicant Report

Suerling

Property of Sterling Talent Solutions - Confidential Talent Solutions




SterlingONE™ Document Recelpts

= The employee’s original Form 1-9 must be manually updated with the actual document information
once received from the issuing authority.

= Use the Paper Form |-9 with E-Verify workflow to update the employee’s 1-9 record in
SterlingONE™ with new document details and submit an E-Verify case.

Complete Form 1-9 close (€3

When the employee presents the actual document to replace the receipt, you must manually update the original Form 1-9:
1. Cross out the word “receipt” and any accompanying document number and expiration date.
2. Insert the number from the actual document presented.
3. Initial and date the change.

After updating the form, click Launch to enter the document information and attach the edited Form [1-9.

[— Paper Form |-9 with E-Verify
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Form [-9/E-Verify

Launch and Complete Section 3
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Verified Person Section 3 (Previous Experience)

= Section 3 can be completed for reverifications and rehires.

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)

A. New Name (if applicable) Last Name (Family Name]) First Middle Initial B. Date of Rehire (if applicable) (mm/dd/yyyy)

C. If employee’s previous grant of employment authorization has expired, provide the information for the document form List A or List C the employee presented that establishes current employment authorization in the

space provided below.
Docurment Title : Document Number : Expiration Date (if any)
| -select-- |~ mm/dd/yyyy

™ I attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the employee presented documents(s), the document(s) | have examined appear to be
genuine and to relate to the individual.

Signature of Employer or Authorized Representative
Please sign here, using your mouse (press and hold the left button while moving the mouse): Print Name of Employer or Authorized Representative :

Date : 03/07/2017

Clear Signature

CONTIMUE Save to finish later

Suerling
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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 1-9 is temporary and their authorization
or one of the following documents is expiring:

= Foreign passport that contains a temporary I-551 stamp or temporary 1-551 printed notation

Employment Authorization Document (Card) (Form [-766)
Form |-94

Form 1-20

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.

Suerling
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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 — |-9/E-Verify Notifications

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

= You can select Reverify Employee when an employee needs to be submitted for reverification.

Form |-9 Expiration Download in Excel Format
Wiew Expiration Date From View Expiration Date To
Previous 30 Days E All |E|

61019039 Jonah Stark Receipt 121512014 Action... |Z|

G0963928 Sophia Vanort-Tyler-Smith FSM PP with -94/A 09/01/2015 Action...

Action...

No Longer Employed
Reverify Employes
View Applicant Report

Suerling
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SterlingONE™ Launch: Electronic Form I-9 - Section 3

To Initiate a new Electronic Form 1-9 Reverify task for a current employee:

= Click Add Onboarding in the Onboarding History section and select Reverify Electronic Form [-9.

Onboarding History Add Onboarding

Candidate has no onboarding history

E?g Documents (0)

2 HNotes (D) Add Note &3

Note, reverification tasks may also be launched through the Form [-9 Expiration Report by selecting
Reverify Employee from the Action menu.

Suerling
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SterlingONE™ Launch: Electronic Form 1-9 - Reverify

= Select Reverification.

How will Section 3 of the Form 19 be completed? *Indicates required field

FPlease check one ofthe options below to begin.

@ Reverification
« Current employee’s work autharization or document is about to expire

Update Form [-9

« Employee has changed their name

Suerling
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SterlingONE™ Launch: Electronic Form 1-9 - Reverify

= Fill in the Employee Profile.
= Enter the employee’s name as shown on the original Form [-9 and SSN if not prefilled.
= Select a due date for the Section 3 Reverification task.

= |f launched against an existing candidate record, the Previous Document Expiration Date and
Previous Report ID will be prefilled.

Employee Profile
Employee Mame as entered on original Farm |-8

First Mame* Middle Mame Last Mame* Social Security #
Paisley M Clark 2000046 769
Due Date* Previous Document Expiration Date*  Previous Report 1D

04/29/2016 06/01/2016 62050036

Suerling
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SterlingONE™ Launch: Electronic Form 1-9 - 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 [-9 .

= Click Continue.

Verifier

The verifier is the employee or qualified agent who will review the employee’s identity documentation to complete Section 3 of
the Form 1-9. The verifier will be notified by email when the 1-9 process is initiated for each employee.

Assigned Group *

TalentWise Users IEI Create Mew Contributor
Assignee *

Jacob Gavin (everifydemo@talentwise.com) |Z|

Continue

Suerling
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SterlingONE™ Launch: Electronic Form 1-9 - Reverify

= Review Your Order and select Purchase.

Review Your Order

Package

Reverify Electronic Form -9

Please review the package details below. To submit your purchase, click the Purchase button. To change any information,

use the edit links.

Order Details ¢ edit
Employee:

Social Security Mumber:
Previous Applicant ID:
Verifier Group:

Verifier:

Purchase

Paisley Clark

oo-n-67249

62050036

TalentWise Users

Jacob Gavin (everifydemo@talentwise.com)

Total Package Price: £0.00*

* Total price shown does notinclude any state and local taxes.
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SterlingONE™ Name Change Overview

An employee’s Form 1-9 may be updated with their new name in Section 3:
= The employee has recently changed their name since completing their original Form 1-9.

= |f your company chooses to update employee’s Forms -9 with name changes, it is best practices
to apply this process consistently for all employee name changes.

Suerling
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SterlingONE™ Launch: Electronic Form 1-9 - Name Change

To Initiate a new Electronic Form I1-9 Name Change task for a current employee:

= Click Add Onboarding in the Onboarding History section and select Reverify Electronic Form [-9.

Onboarding History Add Onboarding

Candidate has no onboarding history

E Documents (0)

EZ Hotes (0) Add Note £

Suerling
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SterlingONE™ Launch: Electronic Form 1-9 - Name Change

= Select Update Form I-9

= The employee’s name has changed since their original Form 1-9 was completed.

How will Section 3 of the Form 1-9 be completed? * Indicates required field
FPlease check one of the aptions below to begin.

Reverification

e Current employee’s work authorization or document is about to expire

@ Update Form |-9

« Employee has changed their name

Suerling
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SterlingONE™ Launch: Electronic Form 1-9 - Name Change

= Fill in the Employee Profile.
= Enter the employee’s name as shown on the original Form [-9 and SSN if not prefilled.

= Select a due date for the Section 3 Name Change task.

Employee Profile
Employee Mame as entered on original Form |-9

First Mame* Middle Mame Last Mame* Social Security #
Magda Elena Bender 123456789
Due Date*

04/30/2016

Suerling
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SterlingONE™ Launch: Electronic Form 1-9 - 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 |-9 .

= Click Continue.

Verifier

The verifier is the employee ar qualified agent who will review the employee's identity documentation to complete Section 3 of
the Form I-9. The verifier will be notified by email when the -9 process is initiated for each employee.

Assigned Group *

TalentWise Users IEI Create Mew Contributor

Assignee *

Jacob Gavin (everifydemo@talentwise_ com) |E|

Continue

Suerling
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SterlingONE™ Launch: Electronic Form 1-9 - Name Change

= Review Your Order and select Purchase.

Review Your Order

Package Reverify Electronic Form -9

Flease review the package details below. To submit your purchase, click the Purchase button. To change any information,
use the edit links.

Order Details & edit

Employee: Magda Bender

Social Security Mumber: w6789

Verifier Group: East Coast Branch

Verifier: Sophia Carlson (scarlson@acme.com)

Total Package Price: $0.00*

Purchase

* Total price shown does not include any state and local taxes.

Suerling
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SterlingONE™ Rehire Overview

Employers must complete or update a Form 1-9 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 1-9
for employees rehired within 3 years of the completion of their original Form [-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 1-9 as specified by USCIS in the M-775,
E-Verify User Manual pages 12-13, for employers enrolled in E-Verify.

*Submitting a Form 1-9 Section 3 will not create a new case in E-Verify. To E-Verify a rehired employee in SterlingONE™, submit
a NEW Form 1-9 with E-Verify.

Suerling
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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 [-9*,

Onboarding History Add Onboarding

Candidate has no onboarding history

E.E Documents (0)

2 HNotes (0) Add Note €3

Suerling
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SterlingONE™ Launch: Electronic Form I-9 - Rehire

= Enter the Employee Rehire Start Date and click Continue.

Add Onboarding close €3

Rehire Electronic Form 1-9

Enterthe employee’s date of rehire below to determine whether a new Form |-8 is required for this rehire.

Employee Rehire Start Date

Continue

| Suerling
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SterlingONE™ Launch: Electronic Form I-9 - Rehire

= |f more than 3 years have passed since the original Form 1-9, a new Form I-9 must be
completed. Click Continue to launch a new I-9.

Add Onboarding close (€3

The employee's original Form -8 does not qualify for Section 3 completion because it was completed more than 3 years prior to
the date of rehire. Click Continue to launch a new electronic Form -9 with E-\erify.

Original 19

Previous Report 1D Original Hire Date DHS Case Humber
61019594 1M/06/2014 2014310111830NG
Document Type Document Humber Document Expiration Date
US Passport 111111111 121312018

Property of Sterling Talent Solutions - Confidential t,erllng
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SterlingONE™ Launch: Electronic Form I-9 - Rehire

= If the date of rehire is within 3 years of the original Form 1-9, a Section 3 rehire may be
completed. Click Continue to launch the Section 3 task.

Add Onboarding Close €3

The employee's original Form -8 qualifies for Section 3 completion.
Click Continue to launch an electronic Form -8 Section 3 far this employee.

*E-Verify is notincluded in this workflow.

Original 1-9

Previous Report ID Original Hire Date DHS Case Number
61589334 1043042015 2015303162902
Document Type Document Number Document Expiration Date
S Passport 4412097449 04/06/2018

Property of Sterling Talent Solutions - Confidential t,erllng
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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 [-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.

Employee Profile * Indicates required field
Employee Mame as entered on original Form [-9

First Mame* Middle Mame Last Mame* Social Security #
Sushant Srinivas xoo-o-0006

Employee Rehire Start Date*

Suerling
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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 1-9 .

= Click Continue.

Verifier

The verifier is the employee or qualified agent who will review the employee’s identity documentation to complete Section 3 of
the Form I-3. The verifier will be notified by email when the I-9 process is initiated for each employee.

Assigned Group *

TalentWise Users E Create Mew Contributor
Assignee *

Jacob Gavin (everifydemo(@talentwise.com) IEI

Continue

Suerling
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SterlingONE™ Launch: Electronic Form I-9 - Rehire

= Review Your Order and select Purchase.

Review Your Order

Package Rehire Electronic Form |-9

Please review the package details below. To submit your purchase, click the Purchase button. To change any information,
uze the edit links.

Order Details & edit

Employee: Sushant Srinivas

Social Security Mumber: 00-0-0006

Verifier Group: East Coast Branch

Yerifier: Sophia Carlson (scarlson@acme.com)

Total Package Price: %0.00*

Purchase

* Total price shown does notinclude any state and local taxes.

Suerling
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SterlingONE™ Complete Section 3

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

1 Form -9

Form 1-9 Status In Progress

Initiator Jacob Gavin (everifydemo@talentwise.com)

Status Summary

Sequence Role Signer Status Action
n Task 1 ) Jacob Gavin ) )
Verifier everifydemo@talentwise.com @ Motified Launch Form |-9 Section 3
W Status Notes {; Add Status Mote

— END OF REPORT —

Suerling
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SterlingONE™ Complete Section 3

= The Verifier may access Section 3
through the verifier portal by
clicking View Task in their

Attention Jacob Gavin:
. . ; You have been designated to complete Section 3 of Paisley Clark's Form 1-9. To complete this task
notification email. you complete the required portions of Section 3 and inspect original documentation provided by

Paisley if the employee's work authorization documents have expired since the completion of their
original Form 1-9.

View Task

Task Details:

Task: Complete Section 3 of Employee Form -9
Assigned by: Jacob Gavin

Assigned to: Jacob Gavin

Employee: Paisley Clark

Task Due Date: 04/29/2016

If you have any questions or received this email in error, you may contact us at or

This email has been automatically generated. Please do not reply to this message.

© 2016 TalentWise, Inc.

Property of Sterling Talent Solutions - Confidential il,erllng
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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.

_ Welcome to Your Portal

Email Address

Please use your email address and password to access the Portal. This will allow you to
|5E3ﬁ50ﬂ@aﬂ me.com start new tasks that have been assigned to yvou or return to complete a task in progress.

FPasswaord

Forgot your password? m

Suerling
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SterlingONE™ Complete Section 3

= The verifier will access Section 3 by clicking Launch Task next to the appropriate Form |-
9 Section 3 task.

Welcome to the Verifier Portal

Welcome to the Verifier Portal. Any active assigned tasks will be displayed in the list view below.

M

Task Candidate Due Date Status

Complete and Sign Section 3 Sophia Vasquez 0412012016  NEW
Complete and Sign Section 3 Paisley Clark 05/04/2016  NEW
Complete and Sign Section 2 Alex Smith 02/00/2016  Pending
Complete and Sign Section 2 Elaine Goodell 03/31/2016 Fending Delegate

Suerling
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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

Property of Sterling Talent Solutions - Confidential

Employee Name from Section 1: Employee Test
A. New Name (if applicable)

Complete Block A if an employee's name has changed at the time you complete Section 3. Enter only the
part of the name that has changed.

For example: If the employee changed only his or her last name, enter the updated last name in the Last
Name field, then select "Name has not changed"” checkbox for the First Name field.

First Name Middle Mame Last Name *
Smith
| Mame has notchanged | Mo Middle Name or Mame has not changed

Mame has notchanged

C. Reverification (if applicable)

If the employee's previous grant of employment authorization has expired, provide the information for the
document from the List A or List C the employee presented that establishes current employment
authorization.

To complete Block C:

a. Examine either List A or List C document the employee presents that shows that the employee is
currently authorized to work in the United States: and
b. Record the document title, document number, and expiration date (if any)

List A/C Document Title *

Social Security Card without restrictions v
Receipt for a document that was lost, stolen, or damaged

Social Security Card Number *

123456789

Suerling
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SterlingONE™ Complete Section 3

= The verifier will be asked to consent eSign Forms
to use an electronic Signature by You are now ready to electronically sign your documents. After agreeing to use an electronic signature,

you will have the opportunity to preview your documents and return to make changes. if necessary. Once

CI iCki ng I Ag ree to Use an E I eCt ro n i C you have completed all required signatures, this task will be complete.
Signatu re Consent and Notice Regarding Electronic Signature

By clicking the "I Agree to Use an Electronic Signature” button, you agree to electronically sign the
following forms. You agree your electronic signature is the legal equivalent of your manual signature. You
further agree that your use of a key pad. mouse or other device to select an item. button, icon or similar

= If the Ve rlfl e r deCI I neS tO Use an act/action, constitutes your signature as if actually signed by you in writing. You also agree that no

certification authority or other third party verification is necessary to validate your electronic signature and

e I eCt ro n i C S i g natu re , th e WO rkfl OW Wi I I that the lack of such certification or third party verification will not in any way affect the enforceability of

your electronic signature.

be halted and the Status Set to eSign In order to access. fulfill and retain the following electronic forms, your computer must be equipped and

compatible with the most common operating systems and internet browsers.

DeCI i ned = A neW |_9 Wi I I need to be « Windows, Mac OS X, Linux, Apple i05, and other major operating systems.

» Microsoft Internet Explorer version 9 and later, Mozilla Firefox - latest version, Safari latest version

CO m p I ete d + tablet versions, Chrome latest desktop version.

ITyou decline to use an electronic signature by clicking the "l Decline to Use an Electronic Signature”
button. you will be asked to enter your reason for declining. You should contact your employer to
manually sign your document.

After authorizing the use of your electronic signature you may still withdraw your consent. To do so you
must contact the employer for their withdrawal procedures. and to understand any conseguences or fees
which may apply.

You will receive a copy of the following forms.

| Agree to Use an Electronic Signature | Decline to Use an Electronic Signature

Suerling
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SterlingONE™ Complete Section 3

= The verifier will have the option to
Select or Draw Your Electronic Signature. eSign Forms

<< View Consent and Motice Regarding Electronic Signature

= Once a signature has been chosen, the

Verifier Wi” CIiCk Proceed to eSign Confirm your name: Confirm your initials:
PreVieW_ |SophiaCadson | |SC |

Select your signature

Select or Draw Your Electronic Signature

'* Signature Initials

Seaom Cordlosn. <

" Ordraw your signature Clear Initials Clear

Proceed to e Sign Preview >>

Property of Sterling Talent Solutions - Confidential t'erllng
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SterlingONE™ Complete Section 3

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

A. New Narme (if applicabla) B. Date of Rehire (if applcabie)
Last Mame (Family Name) First Mame {Givern Nama) Middbe Initial Date [mmidyyyy)
=mith T A [

C. If the employee’s previous grant of employment authorization has expired, provide the miormation for the document or receipl thal establishes

continuing employment authorization in the space provided below.

Document Title Document Number Expiration Date (if any) {mmdddiayy)
Social Security Card (Unrestricted) 123456789 M4,

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if

the amployes presented document(s), the document{s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative | Today's Date (mmiddfyyyy) Name of Employer or Authorized Representative
ann A 01/31/2017 Acme Co

harg ketead

FaﬂyJHar'iE-;

Form -9 117142006 M Page 2 of 3

Suerling
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Form 1-9/E-Verity

Paper Form I-9

Property of Sterling Sberling
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SterlingONE™ Launch: Paper Form I-9 - Section 1/2

To enter a previously completed paper Form [-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.

Onboarding History

Candidate has no onboarding history

Add Note §3

= If no candidate record is in the system, click Launch next to the Paper Form -9 with E-
\erify package on the SterlingONE™ Dashboard tab.

Onboarding
£2 Paper Form I-9 with E-Verify

Price; 50.00

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

= |dentify the version of Form I-9 that was
completed.

= [nput Section 1 of the
completed Form [-9 under
Form 1-9 Section 1: Employee
Information and Verification.

>*

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

= Click Continue.

Property of Sterling Talent Solutions - Confidential

Paper I-9 (Standalone)
What version of Form -9 was completed?

Several versions of Form -9, Employment Eligibility Verification, have been issued since the form was first introduced in 1987
To determine the version, please review the date printed on the bottom left hand corner of the form, and not the expiration date
printed at the top of the form.

Please select the version you are using from the options below:

® Current Version of Form -9 (Rev. 11/14/2016 N)
- Previous Version of Form I-9 (Rewv. 03/08/M13 N or earlier)

Form 1-9 Section 1: Employee Information and Verification * Indicates required field
Last Name (Family Name)* First Name (Given Name)* Middle Initial Other Last Names Used (ifany)
Address (Street Name and Number)* Apt# City or Town State/Territory Zip/Postal Code*

Select State/Teritory ¥
Date of Birth (mm/dddyyy)* 1.5 Social Security #* Email Address Phone Number
m ¥y 4 r y v

) No S8Min Section 1

Employee attests to being (check ang)*
) Acitizen of the United States
) Anoncitizen national of the United States (see Form |-8 for instructions)
) Alawful permanent resident
) An alien authorized to work until

Form 1-9 Section 2: Employee’s First Day of Employment

Start Date*

m'd"y"

*If the candidate already has an I-9 on file in .

SterlingONE™, the fields will be prefilled with St, I

data from the most recent I-9. er In
Talent Solutions
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SterlingONE™ Launch: Paper Form I-9 - Section 1/2

= Input Section 2 of the Form [-9 into Form Review Your Order
|—9 SeCtion 2: Employer ReVieW and Form 19 Section 1: Employee Information and Verification fedit
R - Name Smith, Employee
Verification. 123 Company

Chicago, IL 60631

= Click the | Affirm ...check box to confirm S

the |nfo rmatlon ente red Form Version Form -9 (Rev. 11/14/2016 N)
Form 19 Section 2: Employee's First Day of Employment

= Click Browse ... to browse and attach the
Scanned Form |_9 file and any inCIUdEd Form 19 Section 2: Employer Review and Verification # edit
identification documents.

Issuing Authority US Department of State
. . Document # 123456789
u CI |Ck Cont| nue. Expiration Date 9122021
Certification
-9 File Attached Demo - Driver's License.pdf

Order Confirmation

Please review the information you have provided.
Click the Purchase button to arder E-\Verify.

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

= Review Your Order and select Review Your Order

P urc h ase. Form 1-9 Section 1: Employee Information and Verification & edit
Name Smith, Employee
= If submitting to E-Verify: Cricago. L 80631
Date of Birth 9/21996
= You may be prompted to take additional e .
steps, such as E-Verify photo matching. e o e
Please see E-Verify Photo Matching for more romm 15 Section & Employees FirstBay et Employment
information on photo matching.
Form 1-9 Section 2: Employer Review and Verification # edit
= E-Verify results will be displayed within 3-5 LitA Document U, Passpor
seconds. Please see E-Verify Results for more | oeumens v
information on E-Verify results. e

Order Confirmation

Flease review the information you have provided.
Click the Purchase button to order E-Verify.

Suerling
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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 [-9.

Onboarding History

Candidate has no onboarding history

EZ Notes (0) Add Mote &3

= If no candidate record is in the system, click Launch next to the Reverify/Rehire Paper
Form |-9 package on the SterlingONE™ Dashboard tab.

Onboarding
3 Paper Form I-9 with E-Verify La- nch
Price; 50.00 -

Suerling
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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 1-9: Verifier will complete Section 3 to update a current employee’s name, or an
employee has been rehired within 3 years of original Form 1-9 completion who does not require

reverification.

Paper Reverify or Rehire (Section 3)

How will Section 3 of the Form 1-9 be completed? * Indicates required field
Please check one of the options below to begin.

1 Reverification

o Current emplovee’s work authorization or document is about to expire
» Rehired employee’s original work authorization or document has since expired

7 Update Form |-9

» Employee has changed their name
» Employee has been rehired within 3 years of ariginal Form -9 completion

Suerling
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SterlingONE™ Launch: Paper Form I-9 - Reverification

= Fill in the Form 1-9 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 1-9
record in the Form -9 Expiration report.

Form |9 Section 1: Employee Information and Verification

Last Mame* First Mame* Middle Initial
Taylor John P

Social Security #* Frevious Report 1D

oo-0-6783 8476182

Suerling
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SterlingONE™ Launch: Paper Form I-9 - Reverification

= Fill in the Form 1-9 Section 3: Updating
and Reverification:

[ | If the employ-ee-’s name has Changed Form 1-9 Section 3: Updating and Reverification
since their original Form -9, enter Part | eaanewsname wsppicae)
A- NeW Name. Last Name(Family Mame)  First Name(Given Mame) Middle Initial

= If the reverification is being completed Panﬂ-natéormmrgawncam&
for a rehired employee, enter Part B. vonth | Dy || Yex

Part C. Employee’s previous grant of work authorization has expired. The document information below establishes current

Date Of Rehire- ;mploymjr:.t;aujhorization.
* Enter the employee’s updated List Aor | Sreomen o sment Fomi7o0) 8
List C document title, document ABCT23567850 o [5]]1 [5][209]5]
number, and expiration date to oL, 83t o o 9 6k Epe colo s e,
complete the reverification. 19 PDF File Atlached |
I-9.pdf

= Complete the affirmation and attach a

copy of the completed Section 3
reverification document.

= Click Continue to proceed.

Suerling
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SterlingONE™ Launch: Paper Form I-9 - Reverification

= Review Your Order and select Purchase.

Review Your Order

Form 19 Section 1: Employee Information and Verification & edit
Mame Taylor, John P

Social Security # W0o--67 89

Previous Repart 1D 347E7182

Form 1-9 Section 3: Updating and Reverification & edit
Document Title Employment Autharization Document (Farm I-766)

I-776 Mumber ABC1234567890

Expiration Date 1142019

I-9 File Attached [-9.pdf

Order Confirmation

Please review the information you have provided.
Click the Purchase button to order E-Verify.

Purchase

Suerling
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SterlingONE™ Launch: Paper Form |-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™.

Form 19 Section 1: Employee Information and Verification

Last Mame™® First Mame™® Middle Initial
Taylor John P

Social Security #

2000-30¢-6 789

Suerling
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SterlingONE™ Launch: Paper Form |-9 - Name

Update/Rehire

= Fill in the Form 1-9 Section 3: Updating
and Reverification:

= |f the employee’s name has changed since
their original Form I-9, enter Part A. New
Name.

= |f the employee has been rehired within 3

years of their original Form |-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.

Property of Sterling Talent Solutions - Confidential

Form 1-9 Section 3: Updating and Reverification

Part A. New Mame (if applicable)

Last Name{Family Name) First Name(Given Name) Middle Initial

Part B. Date of Rehire (if applicable)

auy =] 1 [=] 2016 [+]

| affirm that the information entered above matches the information shown on the attached image of the ariginal
Form -9, and that the original Form |-9 has been properly completed and signed by all required parties.

[-9 PDF File Attached
I-9.pdf

Continue

Sterlin
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SterlingONE™ Launch: Paper Form |-9 - Name
Update/Rehire

= Review Your Order and select Purchase.

Review Your Order

Form 1-9 Section 1: Employee Information and Verification # edit
Mame Taylor, John P

Social Security # ne--6789

Form I-9 Section 3: Updating and Reverification S edit
Rehire Date TMI2016

[-9 File Attached I-9.pdf

Order Confirmation

Please review the information you have provided.
Click the Purchase button to order E-\Verify.

Purchase

Suerling
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Confidential and Proprietary Information Statement

It shall be agreed by the recipient of the document (hereafterreferred 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 reasonablecare.

© 2017 Sterling Talent Solutions

Do not reproduce without the written permission of Sterling Talent Solutions

Suerling
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