Guardian I-9 System Modified Templates

The following system templates have been modified by the Systemwide Administrators to support
the University's 1-9 process. Templates may be modified further at the location level by the I-9
Administrators.

Custom Help Pop Ups:

Social Security Number Yellow Pop up: “If you do not have a Social Security Number, please
enter T" has been added to assist those employees who do not have a Social Security Number
given the field is required. (Found in Custom Help under “I-9 Form, Section 1)

© Social Security #

Your Social Security Mumber (enter with or
without dashes), If you do not have a Social
Security Mumber, please enter T.

Other Names Used Yellow Pop up: “If no other names have been used, please enter N/A.” has
been added given the field is required. (Found in Custom Help under “I-9 Form, Section 1”)

@ Other Names Used

Your Maiden name (family name used prior to
marriage) or any other name you have used, If
no other names have been used, please enter
N/A.

Email Templates:

Template: Employee Login E-Mail/Password
Initial email received by the employee with account information to complete Section 1. (Found in

Templates)
**Each location will need to modify template with location name

rdian I-9 Account Information Enclosed

DoNotReply@www.perfectcompliance.com
Thu 1/8Y2015 4:23 PM
Siena Sarfiento
UCOP E-Mail Management Palicy - Inbox 1 year) 1/8/2016

Please Note: This E-Mail was sent by Siena Sarmiento. Please do not reply to this email as this mailbox is not monitored. To respond to this message please send an email to
<mailtoisiena.sarmiento@ucog.edu?subject="Re: Your Guardian I-9 Account Information Enclosed">

Dear Siena,
Welcome to the Ug{yersity of California!

As you may know, UCOP is required by federal law to have the entire Form 1-9 completed and signed by your third day of employment in arder to establish eligibility to wark in
the United States.

To make sure your 1-9 is completed by the deadline, please log into the 1-9 system to complete Section 1.
Your account for the I-9 system has been created as shown below.

Please note that both the login and password are case sensitive!

If you do not receive the password email, please check your spam/junk folder.

Thank You!

Login URL: https://dweb.perfectcompliance.com

Login Name: 70002102243
Password: [Sent Separately]
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Guardian 1-9 System Modified Templates

Your Guardian I-9 Password Enclosed

DoNotReply@vaww.perfectcompliance.com

Sent: Thu 1/8/2015 4:23 PM

Siena Sarmiento

tion Folicy:  UCOP E-Mail Management Palicy - Inbox (1 year]  Expires: 1/8/2016

Please Mote: This E-Mail was sent by Siena Sarmiento. Please do not reply to this email as this mailbox is not monitored. To respond to this message please send an email to
«<mallto:siena.sarmiento@ucon.edu?subject="Re: Your Guardian |- Password Enclosed"=

Here is the information you requested: Z26c4

Template: Instructions to Employee for completing Section 1 of the -9 Form
Initial email received by the remote employee instructing them to complete Section 1 and work
with a remote agent representative to complete Section 2. (Found in Preferences under Remote

Hire: Documents)
**Each location will be prepopulated with their location name

Guardias Foem 1-9 Chmpletian [aemceicns

Af you may dlitr to work in the United Stares

To make sure vour 1.9 is complered by the deadlive, pleass fillow the sreps bdom

1 1 vou baven't dane 5o alread, pleuss accets the ceding 149 svstem tsing the link and sccess infermation belaw 13 complete saetien 1 of the 19 form

betps dreeh perfs diance com YDCGIWEB Leog Login EMP ALYNM

2 You will need to meet in perton with 2 Remote Agent whohas agreed to act a5 an suthorized agent for UCOP by this date: 121874, Your slected Agent must be one of the following

o Ageat refared by the Univenity

1 vou are mot able tobocate 23 Agent that falls under cne of the above categeries, please consact Siena Sarnienco

3 Please presens e anchorization documents of vour choosing (from the List of Acceptable Documents disglaxsd in Step 2 of the oaline process) 1o the Remote Agent 5o that dhey may be mspeeted in vour presence. Pleass noce t3a1 Tou s present original documents

‘Theteiopies e net ascepty

3. Adver inspecting the documents, the Remors Agent must complete and diginlly sign Section 2 of the Form 19 by logging inno the celine 19 symems

4 * IMPORTANT . Plesse peint out the Inseructions for the Remote Aget and tike ther with you when you mest with the pep e sothat be or she hus 1 sary information and Togi 1D to access the osline system
I7 vou have oy questicns pegardisg this process, plense centact Siema Sarmberto ot oo by exiail at fepa £t 11 socn 23 posaible.

Thask yeu for vour promipt assistunce nith this master

Siens Sapmiezto
ucop

Template: Employee I-9 Completion Email (Found under Templates)

Please Note: This E-Mall was sent by christine young@ucon.edu. Please do not reply to this email as this mailbox is not monitored. To respond to this message please send an
email to «mailto:christine.young@ucop.edu?subject="Re: Section 1-9 Completed: Siena Sarmiento”>

Reminder Date: 01/08/2015

Date Entered: 01/08/2015

Expiry Date: 01/17/2015

Subject:  Section 1-9 Completed: Siena Sarmiento
Employee:  Sarmiento, Siena

Description

Siena Sarmiento has completed Section 1 of their I-9.

Please meet with Siena Sarmiento to complete Section 2.
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System Text:
Adjusted language for consistency purposes

Template: shows after employee has completed Section 1 and is viewing the acceptable
documents sheet. (Found in Custom Help under “Acceptable Docs Message”)

Step 2: Review Acceptable Documents
mwm:uu-Hmwm-mmmbwmmwmummmmmwmmmnwmnumwm1m

'm—mmmmum 3 combination of 1 original document from List B and 1 oginal documant

The 1-8 form (. ) lists AL possbly M\mmmwmdnrm~ " '_— nay be nate stances, depending cn haw you Bled out Section 1 of the 15 form.

ll'mmmmbmmmma(mcwmmmmawmmmwmmmmw 3 replacemant decumant, you may present 3 ecept from

S0prOpriate Governmant agency for the eplecement o goal document. mnmhm-nwmwmmmmmmm

Wemplayor once You receive it

Mote: Your semployer miy noT regure you 1o present any specific decumant(s) from the ki, Mawever, if your smplayer s enrolled in the T=Vendy program, you are permitted 10 present a Bst B document oely if it contains & phato,

Template: shows after employee has completed Section 1 and may log out of system. (Found in
Custom Help under “Appointment Message 1")
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