EQUIFAX

Federal Contractor Tools:

E-Verify Submission Batch Processing




-
Key Notes:

> What is Batch Processing?

Batch Processing allows a user to submit an entire group of
I-9s that meet the Federal Acquisition Regulation (FAR)
requirements to E-Verify at one time.

> Who can submit the Batch of 1-9s to
E-Verify?
Only a System Administrator has the ability to enable the
Batch submission option. However, all users with E-Verify

privileges can access the Batch Processing Queue and
submit I-9s to E-Verify.

» How is Batch Processing helpful?

Users may elect to create and submit specified batches of
employee |-9s. Batches can be used to manage E-Verify
submissions and case resolutions.




Batch Activation




59 and E-Verify
Compliance System

G//_-\' & 5% View: & HR O Group Type of -9. Current | Imported
ardian :‘ﬁ#v P
Jr? D aS h bo a rd [2] Phoenix - Chandler & [ Selact from list ] [ Salect Location }e Mew Employee

ﬁ Top Pending I-9s Top I-9s Needing Further Action
¥ view W Refresh @ Mine sl S ® view W Refresh g Mine gy Al
IIMFHU!\E !_9 Date I-9 Employee Name Section 1 Date I-9 Employee Name Feason Date Expires  Days Left
Created Deadline Created
-:4-*! ¢ Dashboard @ 05/15/2012  Kruntz, Irma 05/15/201 | o 05/16/2012  Koreg, Jonas Mo 55 06,05/2016 ASAF (30)
@E o05/22/2012  Kruntz, Irma 05/15/201
!;E] My Info
@c o5/23/2012 Branson, Miguel 05/15/201
(B Employees @P 05/13/2012  Rogers, Jery 05/22/201
{,:r v} Tasks

j I-9 Forms

.| 1-9 Instructions
(3 Reports
6 Charts & Graphs

Qj Announcements

f4| Calendar

é) Tutorials

(-

£

Select the Administration link.

Administration
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Employee Preferences

Require Employee ID:

Personal Info: D

when chedied, usars will be able to create emplowees with hire dates into the future.
If wou wish to allow future termination dates, enterthe maximum # of days inte the future allowed. Leave value of 0 to not allow future termination dates.

In orderto aszist in data entry, please enteryour companie's minimum age requirement.

when chedied, employees can be added to the system without 3 Social Security No. Note: If you use E-Verify, Social Security Number will be required on the -9
form. Withaut a Social Security Mo, it is not possible to detect the entry of duplicate emplovees into the system!

When chedied, employee records cannot be created without an employes 1D,

Click to make the "My Info" tab data non-editable for employees.

Employes I-9 Sompletion 1 Sel eCt th e E-Ver | fy tab -

I-9 Preferences

1-9 style | Guardian b

Incomplete 1-95 can be Parked:
Ermployes Can Pre-Select Seckion 2 Docurnents: D

Show All Docurmnents in Section 2:
Auto Tazhk I-2 Review:
Auto Book I-9 Review Appt D

Hide HR Appointrnent Info: D

Allow Current Archival Dates: [

Allow Archival I-95 to be Completed Despite Issues: D

Thiz aption effects how non-form ltems are displayed insection 1 and 2 of the 19 form, in order to differentiate these controlz from the actual form.

Guardian: Light Blue Highlighting
&ray: Light Gray Highlighting

Uzer: Users Theme highlighting color
White: White highlighting

Flain Mo highlighting

If checked, an incomplete 19 can be 'Paked' orsaved in the incomplete state. Onee Paked, it cannet be medified, amended, or used again. Uze this eption if
employees cannot produce Section 2 documentswithin 3 days, and end up being terminated. This provides a record of the incomplete -9 for future reference.

if checked, when an employee filling out the -9 in the employee module or Kiosk is presented with the List of Acceptable Documents Page, the screen will include
popup menus detailing the List & and List B/C document choices. The employves must select which documents he or she is intending to use. If not chedded, no
choizes are shown, just the official document itsalf.

if checked, |9 section 2 List A/B/C documents will show all possible documents, even thoze that are notwalid forthe employes's attestation in zection 1.
Left unchedcked, only eligible documents are shown based on the employvee's current section 1 attestation.

when chedied, a task forthe HR & Employee will be created automatically and a notification email sent when an employee completes an 9. Leave unchedied to
dizallow thiz notification.

when chedied, an 19 Review appointment for the HR & Employes will be created automatically. Leave unchedied if the HR's need to book their appointments
manually.

Click to hide the HR appointment information at the bottom of Step 4

when checked, users will be able to enter Archival -9swith a start date up through the curent date.
fnot recommended, but appropriate forsome companies)

when chedied, an Archival -9 entered can be completed, ewen if it has issues (errors).

If left uncheﬁed. an Archival -0 cannot be comBIeted until all issues are resohved.
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E-¥erify Settings

In order to cormply with the terms of E-Werify, require HRs to confirm List B
docurmnents include a photograph of the employee.

Require HRs to Confirm List B Documents have Yalid photao

Require HRs to observe E-verify rules and scan/upload certain work autharization  In order to cormply with the terms of E-Verify, require HR= to scanfupload
documents docurnents required by E-Verify to be retained,

Effective date of first FAR Qualifying Contract: Date cannot precede 09/08/2009

[0 obscure s5M 4

el Click the box to enable [IFreEsrr—"—
FAR Batch Processing Quis BatCh ProceSSIng g

g Queue with all ermployees in your systermn,
Use this function to fill the queue initially, determining the status of each emplaoyee,

’ Update Queue far All Emplovees ]

Mote: thiz rnay take zeveral minutes to complete.

Q)View Quele  Click to open the FAR Batch Processing Queue.

FAR Settings

Click to enable Batch submission of I-9s to E-‘erify from the FAR Queuse

Far Guidelines specify that the following I-9 requirements be met for each current employee before an I-9 can be submitted to E-Verify, By default all applicable
questions will be asked on the FAR Queue. Interpretation of these requirements may vary by legal experts. If, after consulting with vour legal counsel, your
organization wishes to waive any of these requirements, you may do so by checking the appropriate "Disable Question” box below,

U.S. Citizen/Current Form

[ Disable Question 1 Fa&R rules require that an emp_lo\;ee be asked if his/her actual status at the tim_e_DF attestation was NDn—Citizgn_ MNational when
he/she checked the attestation "US Citizen or National" on an I-9 with a revision date before 2/2/09. If so, it is recommended that
a new I-9 be created.

Lawful Permanent Resident
[ pisable Question 2 If the employee attested in Section [ of the I-9 form to be a Lawful Permanent Resident, FAR requires the employee be
contacted by the employer to determine if the employee has since became a naturalized citizen.

Retention of 1-551 Document

If the employee presented an I-551 alien registration card as a List & document an the current I-9 form, E-verify requires the
company to have retained a photocopy or scan of this document. If the photocopy or scan of this document was not retained at
the time the [-95 was caompleted ar cannot now be retained, it is recommended that a new -9 be created.

[ pisable Question 2

Alien Authorized to Work
[ pisable Question 4 If the employee attested in Section [ of the -9 form to be a Alien Authorized to Work, FAR requires the employee be contacted
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U.S. CitizeniCurrent Form

FaR rules require that an employee be asked if his/her actual status at the time of attestation was Non-Gitizen National when
hesshe checked the attestation "US Citizen or National" on an I-9 with a revision date before 2/2/09. If so, it is recommended that
a new I-9 be created.

Lawful Permanent Resident
If the employee attested in Section [ of the -9 form to be a Lawful Permanent Resident, FAR requires the employee be
contacted by the employer to determine if the employee has since become a naturalized citizen.

Retention of 1551 Document

If the employee presented an I-551 alien registration card as a List & document on the current I-9 form, E-Verify requires the
company to have retained a photocopy or scan of this document, If the photocopy or scan of this document was not retained at
the time the I-95 was completed or cannot now be retained, it is recommended that a new I-9 be created.

Alien Authorized to Work
If the employee attested in Section [ of the I-9 form to be a Alfen Authorized to Work, FAR requires the employee be contacted
by the employer to determine if the employee has since become a Lawful Permanent Resident.

Retention of I-766 Document

If the employee presented an I-766 EAD card as a List & document on the current I-9 form, E-Verify requires the company to have
bf this document was not retained at the time the -9 was
B created,

rify requires that this document contain a photograph of
not be determined whether it contained a photograph, it

Click Update Info to save.

Originally EXpired B Documents

If the employee presented either an expired U.S. Passport or an expired List B document at the time that the I-9 was completed
when this wasgacceptable (prior to April 3, 2009 release), it is recommended that a new -9 should be created with unexpired
documents,

ork Authorization
employee's work authorization as entered in Section 1 of the I-9 has expired, it is recommended that a new I-9 should be
ted showing current work authorization,

Presented Document no Longer Acceptable
If the document presented when the I-9 was originally completed is no longer acceptable on the current 1-9, it is recommended that
a new 1-9 should be created with document(s) selected from the current list of acceptable docs.

Enahle; [
[ FfaY

Update Info [jnc:el Changes ] [ Add Expert
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Search Options -~
& Show All %, Set Defaults f. Do Search
Employee (Last, First) Exemption Status Al w A

Group or Contract |All Employees v E-Verify Statg |Ready to Submit v

Location |All v Hiring ManageggAll v

HRE |All w HR Grougy |All W

Business Unit |All w Aftestatign | All w
E-Verify Batch Mame: |All w -

Results: 1 Employee Found

Use Search Fields to locate

Employee Mame “ | Hire Date 1 Mext Action FAR. Status
S e pare. the desired records.
Channing, Murphy i
1- - PDF - QA 01/01/2008 Send to E-Verify Check
Test, Employee 01/01/2005  HR Group 1-9 ready for E-Verification Send to E-Verify Check
I-5 - FOF - QA
Test, Employee 01/01/2005  HR Group 19 ready for E-Verification Send to E-Verify Chedk

I-3 - PDF - QA




O FAR Batch Processing Queue

Search Options

Results: 1 Employee Found
Search: Mame: _ ,. Opkions -& Show all W Presets - Results: |4 4 Pag=1l b M

Emplovee MName - Hire Dake HR./Group E-verify Status
I-9 Info Term Date Exemption Status

Channing, Murph
1-9 - pDFg: feT P 01/01,2005 HR. Group I-9 ready For E-Verification

Click Submit Batch.

Mext Ackion

Send ko E-Werify
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I-9s Ready to Submit to E-Verify

Mo. 195 R mit @
Mo. 195 to Submit D i Leave blank for all}

Unique Batch Name

*

quired - Allows the tracking of this batch of E-

Indicate the number of I-9s to
submit to E-Verify out of the

total of I-9s ready to be
submitted. Leave blank if all
|-9s are to be submitted.
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I-95 Ready to Submit to E-Verify

Mo. 195 Ready to Submit 9

Mo. 195 to Submit |:|{Leave blank for all)

Unique Batch Name YGroup H23 ¢

* Required - Allows the tracking of this batch of E-
Verifications

[ Subn¥ This Group to E-Verify |

Provide the batch with a name.
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I-95 Ready to Submit to E-Verify

Mo. 195 Ready to Submit 9

Mo. 195 to Submit |:|{Leave blank for all)

Unigque Batch Name |Gr|:|up H23 ¢

* Required - Allows the tracking of this batch of E-
Verifications

i

[ @t This Group to Eﬂy) |

Click the button to Submit

This Group to E-Verify.




-
¢ FAR Batch Processing Queue

Search Options -~
& Show All %, Set Defaults f. Do Search
Employee (Last, First) Exemption Status |All bt —

Group or Contract: |All Employees v E-Verify Status |Ready to Submit v

Location |All w Hiring Manager |All w

HRE Al w HR Group |All w

All w Aftestation |All w

Employee Mame “ | Hire Date i Mext Action FAR. Status

1-9 Info

hanning, Murph ) —

TarorioA Use the Batch Name Search Send to ey Chedk
frad- o Field to locate and manage Send to E-Verify Check

Test fomplovee FAR E-Verify submissions. § Send to E-Verlfy Check
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Further Assistance

« Select Tutorials and Information from the vertical toolbar to
access other system tutorials.

 Select the help icon ;3 located in the upper left hand corner of
the vertical toolbar.

« Send an e-mail to support@lawlogix.com
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Do not distribute this document outside of your organization without our written
permission.
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