EQUIFAX

Immigration Case Management (ICM)

Power User Series

Our HR Request system allows for secure intake of new case requests from your Corporate HR users through the HR
Portal.

Highlights
e  Create fully customizable, company-specific request templates
e 100 custom questions/fields can be added to your custom fields library
e Approximately 100 system fields are available (providing a library of 200 customizable questions)

How it Works

Once logged into the HR portal, HR Users, for whom the HR Request portal is active, will see the Request New Case
button at the top of the home page. Once selected, the HR User will be prompted to search for the employee, and
can then either create a request for an existing employee, or create a new employee.

Demo Organization | ABC,Inc. | Jonathan Doe Time

—
2 Home /.‘—
MEim ORGANIZATION LOGO

= Messages (4).
B gompany Request New Case
& Employee Status  YWelcome

Wi Pending Forms  Information You Can Use.

I Reports Thank you for choasing us to assist you with your immigration needs. We look forward ta working with you.
Here are some Instructions on using our interactive immigration portal:
Dashboard » Create New Case
Mew Case
@ complete the information below for a new or existing employee. X
First Name Last Name'*
James Dorse
Date of Birth
Email mim/ dd /sy
New Case
o We found no existing employees matching the criteria. X

@ Create New Beneficiary

Cancel Continue



Each Company may have their own unique template. HR Users who are linked to multiple companies can select the
company and the template will update to the correct version to be submitted.

Cancel  Create Regquest  Print

Request a New Case for a NEW Employee
Case Manager|Cisneroz joshua v
Process|HR Request
Questionnaire Languags {English v This will be the language the FN sess on the questionnaire

[ Lt Tl Special Skills  Case Specific  Any additional information

Family Name(s) “First Name Middle Name(s)
Dorse James Raland
Employee ID Cost Center ~Date of Birth
EVEPEYES Software Devslapmant 10/08/2017
Birth Country Countryfies) of Citizenship Gender
Uk UNITED KINGDOM o Male
Femile
other
unknown
“Marital Status Work Phone No Home Phone No
« Single 555533 3333 656 666 6665
Marricd
Divorcod
Widoved
Separated
Common-Law
Engaged
Annulled
Cell Phone No E-mail Advance Parole Expiration
555 555 5555 email@emall.com
Employment Authorization Expiration NIV Max Out Date Date of Iast entry Into U.S,
194 Number 194 Expiration Date Current Visa or Immigration Status
H1B

Note: the tab names and the content of each page are fully customizable. See Managing Templates.

When an HR Request is submitted by the HR User, the below will automatically occur:
e The "HR Request” will be listed on your FN search screen (and is available for reports).
e A complete summary e-mail notification will be distributed to the assigned team for that Company. The e-
mail will provide full details on the submitted HR request.
e Allinformation collected (including information for custom questions) are loaded into the Employee/FN
profile. Custom questions and responses are visible under the Financial/Miscellaneous tab.
e The employee and the petitioning company are automatically linked.

View from the FN Search Screen with HR request Summary:

< [ sear - 2@ . Heb- &

Menu ~ FN/Individual
°

All Foreign Nationals v || Active Cases - All Divisions v |[List by Process ¥

Process Type 'IMR Requesq

S -
Process ¢ @ | ey Creation

Records 1 - 3 Displayed of 3

Dep (Dependent) An X in th smn indicates the FN is a depe:
Stat (Case Stat pen, X Process rrent Pr

£ Advanced Search

Find



The HR Request Summary is
displayed directly on the FN Search
Page.

The HR Summary contains all
questions posed to HR and all
responses received.

Family Name(s)

First Name

Middle Name(s)

Employee ID

Cost Center

Date of Birth

Birth Country

Country(ies) of Citizenship
Gender

Marital Status

Work Phone No

Home Phone No

Cell Phone No

E-mail

Advance Parole Expiration
Employment Authorization Expiration
NIV Max Out Date

Date of last entry into U.S
1-94 Number

1-94 Expiration Date
Current Visa or Immigration Status

Date Status Expires

Managing Templates as an Administrator
Administrators can quickly and easily create HR Request Templates which can then be assigned to
Company profiles in ICM. The following gives an overview of the tools and options available for
managing templates in the new HR Request module.

Dorse

James

Roland

3434343

Software Development
10/04/2017

UK

UNITED KINGDOM
Male

Single

o

555 555 5555
666 666 6666
555 555 5555

email@email.com

H-1B

06/15/2018

1. Administrators may create new Templates from the default template provided by ICM (which
contains about 100 system fields) or copy from a previously created and formatted template to
save time. Admins may create as many Templates as needed to support the unique needs of

their corporate clients.

Ceneral  Notices | Addresses | Users [ Tempiates | Biling | Processes

Phones Setup

HR Request

View: (] E-Msil & Reminder (] Custom Questions (=] Company TOS (] Firm TOS (3, HR Requast

| Delete This Template  Add New Template  Print

Tempiaie Namdl HR Reguest Template v [

Personal/job Information  JECPRENERTH Case Spacific

Add From Library Fields

Add Field

Add Additional HR Request Fields
(98 fields available )
Select Field Type
TextField
Select Item Width
Small

Field Name

Add Field

Any aggitional information

update Info @ Help

Enable Hide Mode

Enable Edit Mode

* Family Names) + First Name
Employee 1D Cost Center
Email Birth Country
*Gender  Marital Status

Male

Current Visa or Immigration Status Date Status Expires

Middle Name(s)

Date of Birth

Home Phone No




2. Users may select from an extensive library of system data fields for inclusion on the Template. As the
firm adds custom fields they are added to the library of data fields.

HR Request

View: ("] E-Nail & Reminder ("] Custom Questions (=] Company TS (=] Firm TOS [, HR Request
pany. q:

Delete This Template
Template Name: [FR REqUEST Template v (2

Add New Template

Print

Add From Library Fields

Case Spasific

Personal/lob Informasion  JEECRIHERTH

Any addiioral informatien

Update Info @ Help

Disable Hide Mode | Enable Edit Mode

# Family Namels)

Personal/job Information
Advance Parole Expiration
Call Phone No
Country of Chargeability

Al Countryies) of Citizenship

Date |-551 Permanent Resident Card Expires

Date of Admission/Adjustment

Date of last entry into U5,

Employment Authorization Expiration

CGained Permanent Residence Status Through Marriage to a United States Citizen or Lawful Permanent Re.

1-94 Expiration Date
1-94 Number
LPRAZ
Misc Information
NIV Max Qut Date
Summary Case Disposition
Visa Preference Category
Visa Priority Date
Work Phone No

Additional HR Request Fields

Add Field

P —

# Current Visa or Immigration Status.

© First Name

Cost Center

Birth Country.

+ Marital Status

© single
© Married

Date Status Expires

Middle Namels)

Date of Birtn

Home Phonz No

3. Adding new fields to the Library is straightforward and offers several customization options:

. Select Field Type

II. Select item width: Small, Medium or Large

lll. Create a Field Name

IV. Enter the titles for the allowed responses

=

Add From Library Fields

Add Field

Add Additional HR Request Fields
(98 fields available )

Select Fisa Type

eld

Add Field

Add From Library Fields

Add Field

Add Additional HR Request Fields
(98 fields available )

Add Field

Add From Library Fields

Add Field

Add Additional HR Request Fields

(98 fiekds available )
‘Salact Fiskd Type
CheckBox
‘Setact aam Wit
Smal

Fiakd Name

Great Benefit Insurance

Add Field

Add

4. Form Fields may be removed from the template by using the “Hide Mode” and clicking the “x”

Personal/Job Information Special Skills

* Family Namets)

Employee ID

Case Specific

Any additional information

* First Name

Cost Center

Disable Hide Mode | Enable Edit Mode

Middle Nameis)

Date of Birth




5. Individual Field properties, including the question title and field size may be edited by utilizing the
“Edit Mode” and clicking on the “Pencil” icon, this opens the Field editor pop-up.

Field Editor

Orignal Name: = Family Name(s)

Edit Label* : (Max 250 Characters)

Family Name(s)

Edit Width:

Small v

Note:- Please note that updating the label will also be reflected in all other templates,

6. Once afield is added to a template, Users may drag and drop the field into the desired position on
the page. Placement will be dependent on the size of the field and the available space in the row.

Disable Hide Mode | Disable Edit Mode

Personal/Job Information Special Skills Case Spacific Any additional information

s t4 xes
Family Name(s) First Name Middle Name(s)
v
xs we ¥ 4
Employee ID Cost Center Date of Birth
'Y 4 e weé
E-mail Birth Country Home Phone No
' ri &
Gender Marital Status
Male ) Single
Famale ) Married
-
ny () Other y Diworced

Dte Status Expires

ﬁ (@ Unknown e Widowed
nd -y, | Separated
\ ) Comman-Law
, Engaged
‘ ) Annulled
s ~ ne
Current Visa or Immigration Status Job i
Ay, n+z Status Expires
e I
i
xs we x4
Manager Manager Phone Manager Email




7. Each “Tab” name can be edited by “double-clicking” the tab name. This opens the “Tab Name Editor”
which permits each tab name to be changed.

M Firm Administration

Firm: Deme & Sons Firm

Coneral  Notices

HR Request

View: () E-Mat & Reminder () Custom Questions () Company TOS () Firm TOS (3, HR Request

Delete This Template

Templates

Addresses  Users  Templates  Billing

Setup

Processes

Add New Template

Request Template v /(&

Print

Add From Library Fields

Add F:

eld

Add Additional HR Request Fields
(98 fields available )

Salect Fiald Type

G

TabName Editor

Orignal Name « Personal/job Informaticn

| €t TabName

formation|

m e

Persomal/job Information  JEEECSRNEREH

Famiy Namets)
Empioyee 1D

Cman

Case Spacific

Any 4330304l mtormation

Cost Center

Buth Country

8. Activation of the HR system for each Company requires two steps:
Assign the primary Contact or team members who will be notified on new HR Requests

Menu ~

Reminders

Expirations

Calendars

EN/individual
Case Notes

Address Book

Dashboard

History v

2.

Ceneral | Companylnfo  Addresses = Contacts | Jobs

Company Info

Company Number:

Company Name:

Company Short Name

Company Name for Barcode Form G-28:
Branch Name:

NAICS Code:

Primary RA

Company Web Site
HR Case Request/
Default Case Mgr-

Onbocs

Companies / Large Software Company / General

Job Croups
Locations

CustomerService | Biling  Foreign
Nationals

Large Software Company

Large Software Inc
Large Software Company
AICS sk

ot nat found
Not Assigned v

() Cisneroz, joshua

() Engler, Steven
eiva, Alvaro
ftigation, Calendar
Medina, Marcos

() pingdom, test

() Roberts, Wilkam

() Smith, Stephanie

() Urzua, Juan Pablo_=

Tusorial @

Enable Hide \

Midcle Namess

Date of Birth

Home Phone No

Update Info

Update Info

Cancel

To enable this Company to Create a New Case Request, select a default Case Manager

To select more than 1 user, hold down the Control Key (PC) or Command

Key (Mac)

and click on each desired user. You can also use the Shift key to select a range of

users

Key: ) = Not Assigned, () Assianed

Assign Users

9. Assign a Template to the Company
From the HR Request Dropdown menu, choose from your library of custom templates. Be
sure to update after saving. Once this is completed the HR Request System will be activated

Consultatiens
Reminders
Expirations
Calendars
EN/Individual
Case Notes
Address Book
Company
Reports.
Billing
Dashboard

Menu A

History ~

for your HR Users.

[ . Companies / Large Software Company / General
General | Companyinfo | Addresses | Comtacts | Jobs  OnDocs | CustomerService  GBilling | Foreign  Job
Phones Notes Nationals  Locations
Company Info
Company Number
Company Name: Large Software Company
Company Short Name:
Company Name for Barcode Form G-28: Large Software Inc
Branch Name: |Large Software Company
NAICS Code: | HiC eokue
Primary R.A.: [Not Assigned *| Run Assigned RA Report
Company Web Site
HR Case Request/
Default Case Mgr () Cisheroz, Joshua ~ «
(*) Engler, Steven
() Leiva, Alvaro
(+) Litigation, Calendar
(*) Medina, Marces
(-) pingdom, test

(-) Roberts, william
() smith, Stephanie
() Urzua, Juan Pablo =

Assign Users Revoke Users

Default Company Contact: [Not Assigned v
Default Company Signer: [Not Assigned -
FN Summary Template: [Not Assigned v

FN Welcome Template:

Not Assigned v

HR Request Template:
Default

HR Welcome Template:

Questionnaire Locked
Show "HR Info’ to HRs

HR Request Template

Yes ® No

Revoke Users

Twersl# Updateinfo  Cancel

Groups

To enable this Company to Create a New Case Request, select a
default Case Manager. To select more than 1 user, hold doun the
Control Key (PC) or Command Key iMac) and click on each desired
user. You can also use the Shift key to select a range of users

Key: 1) = Not Assigned, (*) Assigned

The FN Summary Template selected will be used to generate
summary pages viewable by FNs and HRs for this Company.

The FN Welcome Template selected will be used to generate welcome
e-mails for FNs petitioned by this Company.

The HR Request Template selected will be used when HR requests a
new Case or Process

The HR Welcome Template selected will be used to generate
welcome e-mails for HRs working for this Company

© Help

Enable Edit Mode




